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° I PUBLISHED BY Tyler Technologies, Inc.
'... ty er 12901 Worldgate Drive, Suite 800, Herndon, VA 20170
° COPYRIGHT © Tyler Technologies, INC. All rights reserved.

No part of the contents of this manual may be reproduced or transmitted in any form or by any
means without written permission.

Vocational Rehabilitation & Independent Living Case Management is a registered trademark of
Tyler Technologies, Inc. Other product and company names mentioned herein may be the
trademarks of their respective owners.

Vocational Rehabilitation & Independent Living Case Management is a client data tracking and
management platform that can be implemented immediately and configured continuously to
model your workflow and business processes with minimal programming. Whether it's based
on-premises or in the cloud, Vocational Rehabilitation & Independent Living Case Management
streamlined approach scales from the local office to the enterprise, giving everyone in your
organization the ability to accurately capture, track and report on the data that drives operations
forward.

We welcome feedback from our users regarding the Vocational Rehabilitation & Independent
Living Case Management product or documentation. If you have comments, corrections,
suggestions, etc. with regard to the product or this manual please email:
support@entellitrak.com

SUPPORT INFORMATION
<) EMAIL: fd-iadbvrteam@tylertech.com
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Acronyms

Acronym Definition

BTO Base Tracked Object, an object with no parents.
Example: Client is a BTO

COE Certificate of Eligibility

CTO Child Tracked Object, an object with a parent object.
Example: Program is a CTO of a Client BTO.

IL Independent Living (program)

ILOB Independent Living Older Blind (program)

ILYB Independent Living Younger Blind (program)

RDO Reference Data Object, an object containing data
referenced by BTOs, CTOs and code in the system.
The data in RDOs are what drop down lists, multi-
selects, and other fields are populated with i.e., race
and language

SQL Structured Query Language is used to extract
information from a database

VR Vocational Rehabilitation (program)

Table 1: Acronyms
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1 Tracking Inbox

Every major category of data has its own Tracking Inbox and it is located in the left menu. The tracking
inbox for the Vocational Rehabilitation and Independent Living Case Management will appear differently
to the user based on their role.

Voc Rehab & Independent Living Case Management 0.17.2

M  Home Tracking Inbox
ND).

(= Queues [J  Authorization ‘ment
+  Intake [  Banner Setup flanag
[J  Tracking Inbox (J Budget

[J Business Unit
»  Buk U* Tracking Inbox

Client

Q,  Search =

[J  DatasSet

per |

[ Federal Reports

() Import Setup
@  Reporting

[J  Locale Mapping
amm
oy Administration
=0 [J office
8 Management

[J Profile
M CQuickLinks [ Provider
£ Configuration G Questionnaire Setup

Figure 1-1 Tracking Inbox Menu Display

The Tracking Inbox allows the user to navigate throughout the system accessing different information
and completing different tasks. It allows for the creation of Authorizations that are not associated with a
plan (i.e., Authorizations associated to a Potentially Eligible client), budget set up, provider set up, etc.

When searching for specific information (i.e., Provider) it is important to remember that items in the
tracking inbox are only those that have been created/added by the specific user. If looking for full
information (i.e., a provider listing) navigate to Search > Provider and locate the full list that way.

@

L
= tyler
% 0% ty
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2 Search

Any field on any form can be configured to allow users to search on the data by using Standard Search
or Advanced Search. Search results are limited based on if the field is marked as searchable, the user’s
role and System and/or Tracked Data Permissions.

The Core Search features are as follows:

B Standard Search — An ad hoc search interface that provides multiple search operators for each
field within an object.

B Advanced Search — Allows users to define search criteria, configure search result format, save
searches, and share searches with other users in the same role. Saved searches may also be
displayed as a link on the dashboard. This feature is disabled by default.

Search is located in the left menu panel.

2.1 Standard Search

To navigate to the Standard search this can be done one of two ways, either by clicking on Search on
the left menu or expanding the menu and clicking the specific item to be searched on in the listing.

Clicking on search in the menu will display items to search on:

Voc Rehab & Independent Living Case Management 0.19.4

Search

M  Home
Search
= Queues
+ What would you like to search for?
Intake
» Quick Search
Tracking Inbox
= . Advanced Search
7 Bulk Update « My Saved Searches
« Shared Searches
Q, Search « Dashboard Options
Authorization
[  Federal Reports
« Standard Search
@ Reporting « Advanced Search
Budget
o .. .
=6 Administration
« Standard Search
« Advanced Search
e Management
Client
M Quick Links

« Standard Search
« Advanced Search

Figure 2-1 Clicking on Search Directly

Hovering over search and expanding the menu:

= tyler

® technologies
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M  Home

= Queues

+ Intake

[J  Tracking Inbox
7 Bulk Update
Q_  search

m Fe Search LS
@  Reporting

?:% Administration
8 Management
M QuickLinks
&  Configuration

Search: Standard Search | 7

I -

Search

@, Quick Search

n My Saved Searches
(: Shared Searches
== Dashboard Options

Run Last Search

Standard Search

Authorization
Budget

Client

Import Setup
Locale Mapping
Office

Profile

Provider

Task Setup
Work Request

Workflow Setup

Figure 2-2 Search Menu Expanded

O

Advanced Search

Authorization
Budget

Client

Import Setup
Locale Mapping
Office

Profile

Provider

Task Setup
Work Request

Workflow Setup

Standard search allows the user to do general searches by category or filter data by specific information.

For this example, Client is being searched.

1. On the expanded menu click on Client.

Note: All search criteria options function the same way as described.

2. The Search Criteria will display:

Voc Rehab & Independent Living Case Management 0.19.4

>

Home

Queues

Intake

Tracking Inbox

SO0+

Bulk Update

Search

B o

Federal Reports

Search / Standard Search (Client)

Criteria

=

[ ] client
[ Address
|_| Client Contact

[ 1 client Document

Figure 2-3 Search Criteria

I -

3. Clicking any of the criteria boxes will expand the search criteria for that data point:

o tyler
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Search / Standard Search {Client)

Criteria
=3

' Client
Client EQUAL TO () Yes () No
Date of Intake EQUAL TO - (R (mmrddryyyy)
First Name EQUALTO o
Middle Name EQUAL TO ~
Last Name EQUALTO -

Figure 2-4 Search Criteria Expanded

4. Modifying the 'Equal To' drop-down will modify the data that is returned when searched:

Search / Standard Search {Client)

Criteria
=3
v Client
Client () Yes () Mo

Date of Intake EQUALTO () (mm/ddryyyy)
First Name NOT EQUAL TO

BEFORE

AFTER
Middle Name BETWEEN |

Figure 2-5 Search Option Drop-Downs (Equal To options)

5. Fill in all the information wishing to be searched on and select the Search button on the bottom of the

screen.

[ ] Program Mote

|| Work Request
Show English Query

Reset

Figure 2-6 Search Button

tyler

technologies
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6. The search criteria chosen will display:

Note: For this example, Referrals are being searched on; Client box selected and Client Equal To = No.

s [

o Cliemt \

Client EQUAL TO () Yes @ Mo

Date of Intake EQUAL TO ~ G (mm/dd/yyy

Figure 2-7 Searching for Referrals

7. Search results returned all referrals:

Search / Standard Search (Client) / Results

Search Results

Matching Results: 14

Fage 1 of 1 Display | 14 | perpage (@ Refresh Displaying 1 - 14 of 14

First Name |= Last Name — Birth Date — Counselor —
3 Amanda TestingReferral 01/05/1960
3 Blue Bird 06/05/1947
3 Don Johnson 04/15/1953 Counselor, Amanda
b Dory Snyder 02/27/1983
3 George Gnome 0&/01/2000 Osterhaus, Keri

Figure 2-8 Search Results

8. Clicking any of the records within the search will open that client's (or referrals) client record.

Tracking Inbox f Client Assignm

Client

L]
eos’s Johnson, Don
%o 0%
o Email: Guardian:

Birth Date: 04/15/19563

Client ~ Address  ClientContact  Client Document  Client Note

Client Information

Convert to Client Date of Birth * 04/15/1953 | (5] (mm/ddiyyyy)

Date of Intake * 02/15/2024 m (mm/dd/yyyy) SSN Xux-xx-8359

=
First Name Deon Student with Disability * 0 - Individual is not a student with a disability.

Figure 2-9 Referral Record Clicked from Search

o tyler

technologies
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2.2 Advanced Search

Note: For this example, Referrals are being searched on; Client box selected and Client Equal To = No.

Navigating to the Advanced Search can be done two ways, just as Standard Search was done.
1. From search Navigate to the Advanced Search.

2. The Advanced Search will display:

Voc Rehab & Independent Living Case Management 0.19.4 — Q

A  Home Search
i= Queues @, Quick Search Q Standard Search O- Advanced Search
+ Intake . My Saved Searches Authorizati Authorization
et Budget
D Tracking Inbox < Shared Searches J 9
Client Client
7  BulkUpdate Import Setup Import Setup
Run Last Search . .
O\ Search Locale Mapping Locale Mapping
Search Office Office
M FederalRtpun e
Profile Profile
@ Reporting Provider Provider
?6 Administration Task Setup Task Setup
o

Figure 2-10 Advanced Search

3. Advanced Search will display:

Voc Rehab & Independent Living Case Management 0.19.4 _ g

ﬁ Home Search
Search
f=  Queues
+ y What would you like to search for?
Intake
» Quick Search
Tracking Inbox
= g Advanced Search
B Bulk Update « My Saved Searches
» Shared Searches
Q Search « Dashboard Options

Authorization
[ Federal Reports
» Standard Search
o~ i « Advanced Search

Figure 2-11 Advanced Search Options

O.E.:O. tyw! %!;ieg
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From this screen the user can accessed Saved Searches, Shared Searches and Dashboard Options.

For this example, Client, Case Manager and Intake Dates will be searched on using Advanced Search.

Voc Rehab & Independent Living Case Management 0.19.4

RO+ ii »

» Quick Search

Home
Advanced Search
Queues » My Saved Searches
+ Shared Searches
Intake » Dashboard Options

i Authorization
Tracking Inbox
» Standard Search
Bulk Update » Advanced Search

Budget
Search 9

» Standard Search
Federal Reports « Advanced Search

Client
Reporting

« Standard Search

Administration Advanced Search

Imnart Setun

Figure 2-12 Advanced Search > Client

4. Click on the Advanced Search link under the Client header. The Advanced Search criteria screen will

display:

Search / Advanced Search (Client)
Advanced Search

Search Criteria

a Save Search [ Save As... < Shared Permissions

Data Object

Client

Columns Organizational Unit Display Options Properties

B My Saved Searches

Operator

.Address

.Client Contact

Pliant Nacimand +

Data Element

" Add As Column

Q standard Search

Figure 2-13 Advanced Search Criteria

o tyler
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5. The Search Criteria is determined based on what is selected as the Data Object, Data Element, the

Operator, and the Value.

Search / Advanced Search (Client)
Advanced Search

Search Criteria Columns Organizational Unit Display Options Properties

B savesearch B save s < Shared Permissions a My Saved Searches Q) Standard Search

Data Object Operator Value
Client EQUAL TO v
Address NOT EQUAL TO
Account, TylerTest
.Client Contact CONTAINS ANY Administrator, Product
) - Administrator, System
Clinnt Naruman i+ DOES NOT CONTA‘N y
Baebler, Sarah
Data Element 1S BLANK Bartlett, DAB Support Staff
. Bartlett, Debbie
Alias IS NOT BLANK Beamer, Jeremiah
. Berglund, Lori
?
Are you your own guardian? Biermann, Lynnette
Case Manager Boss, Irene
- Brennan, Kelli
Litizanchin Brown, Jennifer
Cash, Frank
Add As Col ¥
v s Loumn Cheluvarajappa, Anitha
Clark, Stephanie
Conselor, Anitha
Conyers, Norma B
Coulthard, Veronica

Data Object Data Element Operator

Figure 2-14 Entering Search Criteria

6. Click Add column as the criteria are chosen:

" Add As Column /

(® ALL criteria below must be true (AND) (") AT LEAST ONE criteria below must be true (OR)
Data Object

v Client

Data Element Operator Value

Case Manager EQUALTO Counselor, Amanda

v Client

Date of Intake BEFORE 02/27/2024

Figure 2-15 Adding Columns for Search

Value

a

a

For this example Client and Case Manager was chosen. Then Client with a Date of Intake prior to

02/27/2024.

7. Once all the criteria are chosen select Search at the top of the screen.

@
L
o tyler
% 0% ty

® technologies
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Search / Advanced Search (Client)
Advanced Search

Search Criteria Columns QOrganizational Unit Display Options Properties
i save Search B saveas... -<: Shared Permissions a My Saved Searches ~ Q_ Standard Search

Data Object Operator Value

| .

Client EQUAL TO

Figure 2-16 Search Button

8. The Search Results will display:

Search / Advanced Search (Client) / Results
Search Results

= Search Summary

Client Records 11
Total Rows 11
Search Name
Search Title

= Criteria

ALL criteria below must be true (AND).

Data Object Data Element Operator Value
Client Case Manager EQUAL TO Counselor,
Client Date of Intake BEFORE 02/27/2024

# Organizational Unit Filters

# Assignment Filters

Page 1 of 1 Display = 11 per page c ﬁ Displaying 1-11of 11

Date of Intake

Case Manager
Counselor, 07/11/2023
Counselor,. 09/01/2023

Figure 2-17 Search Results

9. The search can be saved for future use if desired by click the 'Save Search' or 'Save As' at the top of
the search screen (the user can also navigate to save the search through the Properties tab):

= tyler

()
® technologies
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Search / Advanced Search (Client)
Advanced Search

. Search Criteria %ﬁms Organizational Unit ~ Display Options  Properties

a Save Search a Save As... < Shared Permissions a My Saved Searches Q Standard Search m

Figure 2-18 Saving Search

10. When clicking on 'Save Search' a box will display letting the user know they must provide a name for
the search under the 'Properties’ tab (this is not an Error; only a notification).

H iadbvr- " .echo.tylerfederal.com says I

You must provide a name for this search under the "Properties” tab.

Organi

o Shared Permissions @) My Saved Searches ~ Q Standard Search ﬂ
Figure 2-19 Workflow Message: Properties

11. Click 'Ok

12. The Properties Tab will open the form to Name, add a Title (not required), and enter the Description
for the Search Criteria.

Search / Advanced Search (Client)
Advanced Search

Search Criteria Columns Organizational Unit Display Options Properties

a Save Search a Save As.. < Shared Permissions m My Saved Searches O\ Standard Search m

Name *
Title

Description *

Figure 2-20 Advanced Search Properties Tab

@

L
= tyler
% 0% y
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13. Enter the required information.
14. A blue box will display with 'Search Saved'.
15. To access the saved search click on 'My Saved Searches'.

Note: If you attempt to navigate to 'My Saved Searches' and haven't saved anything yet, you will see a warning
that you are leaving the page and changes may not be saved. Click 'Leave'.

1/search.advanced.request.update.do?dirtyFlag=false&id=108dataObjectKey=object.pbo(

as
m Leave site?
seManag ~ Changes you made may not be saved.

As... < Shared Permissions @ My Saved Searches ~ Q, Standard Search

Organi

Figure 2-21 Leaving Search Site/Page

16. My Saved Searches will display:

Search / My Saved Searches
My Saved Searches

My Saved Searches  Shared Searches Dashboard Options

Name 1= Data Object Description Required Role Created On Last Updated On

Va Q. a Case Manager Intakes Client Case Manager Intakes Product Administrator 02/27/2024 05:27 PM 02/27/2024 05:27 PM [x]

Figure 2-22 My Saved Searches Display

17. Clicking the Name of the saved search will bring up the search criteria.
" ]

Search / My Saved Searches

My Saved Searches

My Saved Searches  Shared Searches Dashboard Options

Name [= Data Object Description Required Role Created On Last Updated On

s Q a Case Manager Intakes Client Case Manager Intakes Product Administrator 02/27/2024 05:27 PM 02/27/2024 05:27 PM 8

Figure 2-23 Search Name Link

..E:E.. tyte! s!;es
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18. The search can be edited by clicking the pencil icon (or clicking directly into the link); the search can
be re-run by clicking the magnifying glass. It can be downloaded to either and Excel .xIs or Word .doc

file by clicking either the page icon(s) with the X (Excel) or W (Word).

Search / My Saved Searches

My Saved Searches
My Saved Searches  Shared Searches Dashboard Options

Name 1= Data Object Description Required Role Created On Last Updated On

,’ Q a Case Manager Intakes Client Case Manager Intakes Product Administrator 02/27/2024 05:27 PM 02/27/2024 05:27 PM B

Figure 2-24 Saved Search Functions

19. To delete a saved search that is no longer needed click on the Trashcan icon with the 'X' on the far-
right side of the listing.

Search / My Saved Searches

My Saved Searches
My Saved Searches  Shared Searches Dashboard Options

Name T'—_ Data Object Description Required Role Created On

02/27/2024 05:27 PM

al

Va Q ﬁ Case Manager Intakes Client Case Manager Intakes Product Administrator 02/27/2024 05:27 PM

Figure 2-25 Trashcan Icon to Delete

@
L
= tyler
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3 Managing Client Information

The Client data is managed in the Vocational Rehabilitation and Independent Living system via the Client
Record. Once a client is created, the Client Record contains all information for that client, including the:
Program, Address, Client Contact, Education, Client Document, and Client Note.

Note: All forms should be completed in a top-down manner. Many fields populate based on what was input into
the previous field.

Example: The Office location will populate based on the city, county, state provided.

Features:

B Users can create Clients or Referrals at Intake.

B Users can add the following to Clients or Referrals:
= Programs (only available when Client = Yes; not available for Referrals)
= Addresses
= Client Contacts
= Education Information
= Client Documents
= Client Notes

B Users can convert a Referral into a Client record.

B Users enter information onto Client records that will appear on RSA 911 Report

Once a client record has been created it will display in the 'Clients' queue.

Note: This queue will display both Referrals and Clients. In the Client Column if Client = No, this is a Referral. If
Client = Yes, this is a client with an associated program.

Voc Rehab & Independent Living Case Management 0.19.6 5 Change Role @) (Counselor) @ [
“® Home Hm'ne; Clients
Clients
=  Queues )
Clients

+  Intake

Show 10 ~ entries Search:
D Tracking Inbox

Client Name T'; Client Date of Intake Primary Email Address Counselor Support Staff Teacher/Instructor DoB SSN
Q,  search

Anderson, Joseph L No 02/23/2024 joseph.anderson1@gmail.com  Miller, Rachel Gerischer, Dorathy 09/27/1977  xxx-xx-3477
e Management

bear, teddy No 02/14/2024 02/14/2024
B quickLinks

Figure 3-1 Clients Queue

3.1 Client vs. Referral

The Vocational Rehabilitation system distinguishes between a Client Record, and a Referral Record. A
Client record has additional required fields.

@
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If entering a 'Client' record this is saying the client is ready to apply/go through the Vocational
Rehabilitation or Independent Living application process, this is opposed to a referral which is getting

information on the available programs.

When entering a new record, the user must select whether the record is for a Client or a Referral. The

system will default to "No" (meaning the default entry is as a Referral).

Tracking Inbox / New Client
Client

Client Information

Client * () Yes @ No

Date of Intake * 11/16/2023  (mm/dd/yyyy)

First Name *

Middle Name

Figure 3-2 Client Form; Client = No

Date of Birth *

SSN

Student with Disability *

If the record is being entered for a Referral, the "Physical Address" is not included, only the "Mailing

Address" is required as part of the referral information.
Referral:
Primary Language

Mailing Address

Address Line 1% 1233 Happy Way Zip * S0047
Address Line 2 County Adair
City ¥ Des Moines

Country * United States

State * lowa

Additional Information

Figure 3-3 Client Form Address Fields
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Primary Language

Mailing Address

Address Line 1%
Address Line 2
City ¥

Country *

State *

Managing Client Information: Converting a Referral to a Client Record | 19

1233 Happy Way Zip*

County

Des Moines

United States

lowa

50047

Adair

Physical Address

Address Line 1 ¥

Address Line 2

City ¥

Country *

[ Same as Mafiing Address

Additional Information

Zip*

Figure 3-4 Client Form Address Fields; Physical Address

If the record is being entered as a Client, then fields that are optional for a Referral will become required

for a Client.

3.2 Converting a Referral to a Client Record

Referrals can be converted to a Client Record.

1. Navigate to the Referral record to be converted to a client. Do this either through the Tracking Inbox if
the same user who created the referral will be doing the converting OR through the Search > Client.

2. For this example the Left Menu Search > Standard Search > Client is used.

3. The Search Results will display, locate the client, and double click their record.

Search / Standard Search (Client) / Results
Search Results

Matching Results: 253

Page

1 of

First Name |=
AC

Adam

Adam

Adam

Adam

Display 253  perpage C Refresh Displaying 1 - 253 of 253

Last Name
Slater
Able

Abel

Art

Thomas

Birth Date

09/09/1990

07/15/1967

04/18/1978

10/01/1945

01/14/2005

Counselor

Figure 3-5 Standard Search for Client; Results
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4. The client record will display.

Voc Rehab & Independent Living Case Management 0.14.2 _ Q,

Tracking Inbax: / Client

A  Home N

Client
= Queves -

s "% D
% 0"s

+  intake o Email: Guardian;
O Teckinginboz Birth Date: 07/31/1980
B Bulk Update Client  Address  Client Comact  Client Document  Clhient Note
Q, Search
B Federsl Reports Client Information

Figure 3-6 Client Record Displayed

5. To convert the record from a Referral to a Client click the Convert to Client button located under the
Client Information header.

Tracking Inbox / Client

Client

oo’s Doodle, Gemma
:... Email: Guardian:

Birth Date: 07/31/1980

Client  Address  Client Contact ~ Client Document  Client Note

Client Information

Convert to Client Date of Birth * 07/31/1980 (mm/dd/yyyy)
Date of Intake * 11/16/2023  (mm/dd/yyyy) SSN
First Name * Gemma Student with Disability * 0 - Individual is not a student with a «

Figure 3-7 Convert to Client Button

Note: Social Security Number is required to be entered for all clients, not referrals. If the social security number
does not need to be collected for a specific program type 999-99-9999 can be entered. A Workflow Message will
display stating the SSN is required to convert to client; this is not an error, just informational but, a requirement.
On taking this action any fields that are now required must be entered before the Client record can be saved,
otherwise validation errors will display.

6. Once the referral has been converted to a client there are additional fields that are required to be filled
out. Fill out all required fields and click Save.
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Birth Date: 01/05/1960

Client  Address  Client Contact  Client Document  Client Note  Assignments

® Workflow Messages
« SSNis Required

Client Information

Convert to Client

Date of Intake *

01/05/1960 m (mm/dd/yyyy)

|_] show

02/21/2024 | [T} (mm/dd/yyyy)

Figure 3-8 SSN Required to Convert to Client

7. Additional tabs will now display at the top of the screen. These are Client, Program, Address, Client
Contact, Education, Client Document and Client Note.

Tracking Inbox / Client

Client
L
o o’ D
.t i'-
| ." Email: Guardian:

Birth Date: 07/31/1982

Client Program Address Client Contact Education Client Docurment Client Mota

Figure 3-9 Additional Tabs Displayed on Client Form

8. Client has been created.

3.3 Client Address
Client Address is used to store addresses related to the Client record.
Business Rules

B Mailing and Physical addresses entered on the Client tab are automatically added to the Client
Address tab

B Clients require both a Mailing and Physical Address.
B Referrals require a Mailing address only. Others are optional.
1. Navigate to the client record and click Address in the top bar.
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Tracking Inbox £ Client

Client
[ ] i‘:. D
:-‘ . Ernail: Guardian:

Figure 3-10 Client Address Tab

Client F‘m-grumlmu'l Contact Education Chent Docurnent  Client Nole

2. The addresses that were entered on the Client Intake form will be listed in the Address Listing

screen. Additional addresses can be added by clicking +New.

Tracking Inbax / Client |/ Address Listing

dspignment: Product Administeat

Address Listing
L] -.:'
.:I. » i Cuardian
Chiem Pk Address Chant Connadt Edacancs sl [AOCiameent Clhiant Nots
e Bicsv  Calumn Fiers (orr) &
—
Address Type Active Addiess | City State Iip Commity Country
» Mailng Yea 233 Heppy Wy Dies Mo WA 500 Adur Unted States
»  Physica 1233 Mapgy Way Do Moinos o SD0aT Adair Limitod Statos
Figure 3-11 Client Address Listing
Note: At least one mailing and physical address must be Active = Yes for a client.
For a referral ONLY the mailing address must Active = Yes.
o
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3.4 Client Contact

The Client Contact tab allows users to capture basic contact information for any additional contacts
related to the Client record.
1. Navigate to the client record and click Client Contact in the top bar.

I
Tracking Inbox / Client

Client
.
00" D
% %
g Email: Guardian:
Birth Date: 07/31/1982

Cliemt Program  Address { Client Contact Education  Client Document  Client Mote

Figure 3-12 Client Contact Tab

2. The Client Contact Listing will display.
3. To add new contacts for a client click +New.

Tracking Inbox / Client / Client Contact Listing
Client Contact Listing

»
o 0% D
% ¢%
o Email: Guardian:

Birth Date: 07/31/1982

Client Program Address Client Contact Education Client Document Client Mote

+New Column Filters (OFF) b

Mo records found.

Figure 3-13 Client Contact; +New

4. The Client Contact form will display. Enter the required information and click Save.
5. The Client Contact Listing will display the contacts associated with the client.
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Tracking Inbox / Clier / Client Comact Listing
Client Contact Listing

ns"e, D
" Emait Guardian:

Biirth Date: 07/31/1582

Client Program  Addresz  Client Contact  Education Client Document  Client Note
4ew  fPrint oSV Column Filters (oFF) b

Contact Type T-—_ Contact First Mame Contact Middle Name Contact Last MName Contact Suffix Release Signed

¥ Maother Y

Figure 3-14 Client Contact Listing

6. To view or modify the contact record, double click.

3.5 Client Education

Education Records can be created for each client. The Education Record contains information related to
the education attained by the client.

Note: The tab is only available for Clients, it is not available for a Referral.

1. Navigate to the client record and click Education in the top bar.

Tracking Inbox / Client

Client
L) I.: D
:.. ¢ Email: Guardian:

Birth Datec 07/31/1982

Client  Program  Address  Client Contac lient Document  Client Note

Figure 3-15 Client Education Tab

2. The Education Listing will display. To enter an education record click +New.
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Tracking Inbox / Client / Education Listing
Education Listing

o
o e’ D
% e"s
.' Email: Guardian:

Birth Date: 07/31/1982

Client Program  Address Client Contact Education Client Document  Client Mote

lumn Filters (OFF) b

Mo records found.

Figure 3-16 Client Education Listing; +New

3. The Education form will display. Enter the required information and any additional information needed
for the client.

Tracking inbow | Chent J Kew Education

Education

Guardian

Client  Program  Address  CheniContect  Edecation  Client Documant  Chant Mote
Education
Education Level * - Start Date {rmem iy
IRt e End Date ey ey

Figure 3-17 Client Education Form

4. Upon save the education will be listed within the Education Listing. To access the record double click
it.
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Tracking Inbax ¢ Client / Education Listing As
Education Listing

..0 ] D
. I (] . "
Emailk Guardian:

Birth Date: 07/31/1982

Cliert Pragram Address Client Cantact Education

Clier Doxcusrent Client Hote
Hhow  @rim {osy 15 (FF) b
Education Level = Institute Student D Start Date
»  Elementary education (Grades 1-8) Happy Mddle Schoal B9TE0ET

Figure 3-18 Client Education Listing

3.6 Client Document

The Client Document tab allows users to upload and store documents that are associated with a specific
Client record. Users are able to add one or more documents to a Client Record.

1. Navigate to the client record and click Client Document in the top bar.

Tracking Inbox / Clent

Client
L]
I-I.i. D
» ;e Email: Guardian:

Birth Date: 07/31/1982

Client  Program  Address Client Contact Education § Chent Document | Client Mate

Figure 3-19 Client Document Tab

2. The Client Document Listing will display.
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Tracking Inbex / Client / Cliemt Document Listing
Client Document Listing

L]
os% Di
.. .-.
o Emaik: Guardian:

Birth Date: 07/31/1962

Client  Program  Address  Cliemt Contact Education  Client Decument  Client Mote

#* DROP FILES HERE

==New  Column Filters (OFF) b

Figure 3-20 Client Document Listing

3. There are two ways to upload documents:

A) Open your files and simply drag and drop the file in the '‘Drop Files Here' box that is located next to a

flat line with an arrow pointing down, above it. This will populate required fields behind the scenes for the
user.

Note: Ensure document is titled in a way that would be needed when searching in the future if using the drag
and drop option as the system will title the document with whatever the file name is.

Tinchireg indcm ! Chaet | Cliardl Ddury] Listing

Client Decument Listing
L ] l':' D
'I" » Emnail: Gusandian:

Birth Dt 07501071982

e Progrsm Addrese  Ohenl Conlbs Edwcalion lient Document Client Mot

; * DROP FILES HERE

HHew Chitnn Fillasg [OFF B

Figure 3-21 Client Document Upload; Drop Files

B) Click directly on the 'Drop Files Here' which will open a Client Document form. This requires the
user to fill in the required fields.
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Tracking Inbax £ Client / New Chent Docurment
Client Document
]
L)
l.. l- D

ee
] Email; Guardian;

Birth Date: 07/31/1982

Client Program Address Client Contact  Education Client Document Client Mote

Document Type * A
Hame *

Date * 11/16/2023  (mm/dd/yyyy)

File Mo File Selected +

Co [

Figure 3-22 Client Document; File Upload

4. The documents will display on the Client Document Listing.

Teacking Inbom ¢ Clart | Clast Docurnent Listing

Client Document Listing

:.. * e Guardian

Chent  Peogram  Address  Cliemt Contact  Education  Clent Documem  Client Note

* DROP FILES HERE

+new e [Bosv Columa Fikens (orr »

Hame |2 Date File Document Type

¥ Fyo Fxam Beport docx MAG20 r Eye Fxam Report docx

Figure 3-23 Client Document Listing

3.7 Client Note

The Client Note tab allows users to add notes that are associated with a specific Client record. Client
Notes are available for anybody to see if they have access to that Client record.

1. Navigate to the client record and click Client Note in the top bar.
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Tracking Inbax / Client

Client
. l : D
.-. . Ermail: Guardian:

Birth Date: 07,/31/1962

Client Program Address Clent Contact Education Charit Docurmse Clhant Note

Figure 3-24 Client Note Tab

2. The Client Note Listing will display.

e —
Tracking Inbox / {Sent | (hani Mote Listing
Client Mote Listing

i

L] I.I e D

ot Emai Suarfian

Client  Program Address  ClentComtact  Education  ClantDocument  Client Hete

dtew  Column Fillens (0} B

Figure 3-25 Client Note Listing

3. To add a new note click +New.

[
Tracking Intge / Chn f Clint Mot Listing
Client Note Listing

Aadh
-
L] .-I DE
% 0"
'l Email: Guardian
Barth Datec 073171582

Cliant  Program Address  Clant Contact

Education  Clam Document  Client Mote

e Column Filters (0FF) b

Mo records found.

Figure 3-26 Client Note Listing; +New

4. The Client Note form will display. Fill in the required information and click Save.
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Tracking Inbox / Client / New Client Mote

Client Note
..-': D
:" . Email; Guardian;

Birth Date: 07/31/1982

Client  Program  Address  Client Contact  Education  Client Document  Client Mote

Mote Date * 11/16/2023  (mmvdd/yyyy)

Mate Type * General Note w
Mote Mame *

Mote

3

Figure 3-27 Client Note Form

5. The Client Note will display in the Client Note Listing.

Tracking inbox / Chent / Clent Note Listng

Assagnm
Client Note Listing
Gl
o.o'o. D
:0. . Emadl Guardian

Birth Date: 07/311982

Chent Prograen Address Chent Contact Education Chient Document Clent Note

+hew @ oot OV Gokenn Filters (00) b

Note Date |= Note Type Note Name Note

»  11/16/2023 Gensral Note

Figure 3-28 Client Note Listing

O.E::O. tyte! El L -



Program: Program Workflow | 31

4 Program

4.1 Program Workflow

The Program workflow is designed to help guide the user through the Vocational Rehabilitation and
Independent Living application process from beginning to end. Events have been implemented with
business rules to help the user in making sure all required information is captured before they are able to
move on to the next step in the vocational rehabilitation process. Workflow messages have been setup
to assist the user through the workflow.

4.1.1 Workflow Status View

Click on the Workflow icon in the top right of the screen to display the workflow status view.

Counselor 0 E-h

Assignment: Counselor

E: Workflow S| Quick Menu

-~

Figure 4-1 Workflow Status View Icon

The different statuses and events that a Program record can potentially go through from the time a
Vocational Rehabilitation application is submitted until it's closed are shown below.

Note: Not all programs will go through each step in this workflow.

Workflow (Status view) E

Started

Figure 4-2 Workflow View

The blue dot represents where in the workflow the Program record has been and the green dot
represents to the user where the Program record currently is in the process.

@

L
. tyler
% 0% ty
® technologies



32 | User Guide

VR Trial Work Plan VR Eligible VR Plan V

n I: VR Trial Work Started I: VR Eligible |— VR Initial Plan Signed
VR Trial Work Ended VR Eligible - OOS

Figure 4-3 Workflow View; Status

4.2 Program

The Program tab (application) allows users to capture program specific information which is used to
supply data for federal reporting.

Business Rules

B A Client can only have one program of the same Program Type open at a time.
State filters off the Program selected.
County of Application filters based off the Program and State selected.

Office filters based off the Program, State and County of Application selected.

Fields on the Program Form vary based on the type of program selected (Potentially Eligible,
Vocational Rehabilitation, Independent Living Younger Blind, or Independent Living Older Blind)

4.3 Creating a Program

1. Navigate to the client record and click Program in the top bar.

Tracking Inbox / Client

Client
L
L 0... D
:l'. “ Email: Guardian:

Birth Date: 07/31/1982

Clien Program .ﬂ.qress Client Contact ~ Education  Client Document  Client Note

Figure 4-4 Program Tab

2. The Program Listing will display.
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|
Tracking Inbox / Client / Program Listing

Program Listing
o.o':.

's 0% )
o Email: Guardian:

Birth Date: 07/15/1967

Client Program  Address Client Contact Education Client Document  Client Note  Assignments

+New Column Filters (OFF) #

No records found.

Figure 4-5 Program Listing

3. To add a new Program click +New.

Tracking Inbox / Client / Program Listing
Program Listing
(]
()
... ®

e e
o Email: Guardian:

Birth Date: 07/15/1967

Client  Program  Address Client Contact Education Client Document  Client Note  Assignments

+New dolumn Filters (oFF) b

No records found.

Figure 4-6 Adding a New Program; +New

Note: The Program can also be created by hovering over Program until the New Program displays; click this
and the same program form will display. Both forms are exactly the same regardless of navigation.

EBirth Date: 07/18/1957

Cliemt  Program  Address i act  Education  Cliemt Document  Cliemt Mote  Assignments

Mew Program
New  gmPrint  [CSV  Column Filters (oFF) b

Figure 4-7 Adding a New Program; New Program Tab Function

4. The initial Program form will display.
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B The programs available will be based off a calculation of the client's birth date.

= Potentially Eligible is only an available option if the client's birthday falls within an appropriate
age (Age must = <22).

= |faclientis 22+ Vocational Rehabilitation, Independent Living Younger Blind and
Independent Living Older Blind program types become available.

Birth Date: 07/15/1967

Client Program  Address Client Contact Education Client Document  Client Note  Assignments

Guardian:

Program Information

Date of Application * 01/24/2024

Program Type * | -

*
State Independent Living Older Blind

Independent Living Younger Blind

County of Application *
Vocational Rehabilitation

Case Manager * -

o [ e

Figure 4-8 Program Type Drop-Down

Once the program is selected the form will expand and display all fields that are applicable to the specific
program type.
5. The Program Information form will display.
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Tracking Inbox / Client / New Program
Program
(]
)
i
o Email: Guardian:

Birth Date: 07/15/1967

Client Program Address Client Contact Education Client Document Client Note  Assignments

Program Information

Date of Application * 01/24/2024 Zip Code of Application

*
Program Type * Vocational Rehabilitation - Source of Referral

State * . Living Arrangement

County of Application * . Ticket to Work Date G (mm/dd/yyyy)

Tinlnt 4 Wncd Ciatiin

Figure 4-9 Program Form

The blue banner at the top of the screen will now display where the client is at any given time within their
program and what the last event that has occurred is:

as's.  VR-2024-00005

- L)
? . Coamsgrlor Chent

Dty Lot Mbcert Significantty Dessbded Presumptive Ligitilsy: ves Statie: 'WH Plan ILaest Ewent- WH iritial Plan Signed Lest Ewenrri: Durie: 10232003

Program  Luthovization  Oissbiity  Certificass of Ebgibdrty  Flan Plam Oats Elerments  Employment  Evert Exit Progrem Mots Work Beouesi  Program Documens

Figure 4-10 'Program Status' and 'Last Event' Status

The Benefit/Disability Information section requires different values and are determined by the program
type that was selected:

Vocational Rehabilitation
B 'What is Your Disability?' - This is a free text field and the user can enter any information

B 'What is the Cause of Your Disability?' - This is a free text field and the user can enter any
information

Independent Living Younger Blind
B Primary Disability - Single select drop down
B Primary Cause Source - Single select drop down
B Secondary Disability - Single select drop down
B Secondary Cause/Source - Single select drop down

= tyler
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Independent Living Older Blind
B Primary Disability - Single select drop down
B Primary Cause/Source - Single select drop down
B Age Related Impairment - Single select drop down

The Support, Monthly Public Support and Medical Insurance sections requires different values and
are determined by the program type that was selected:

Vocational Rehabilitation

B SSI Due to Blindness - yes/no

B SSDI Due to Blindness - yes/no

B Monthly Public Support at application - multi select

B Medical Insurance - multi select
Independent Living Younger Blind

B Monthly Public Support at application - multi select
Independent Living Older Blind

B Monthly Public Support at application - multi select
6. Fill in the required fields and click Save.

7. Additional tabs now display along the top of the Program form and some fields have become read
only. The client's program has been created.

Trasching Inibsos |/ Cliet ¢ Peogram Listing / Progra

Program
os', VR-2024-00027

o
-
:+’ Counelcr: Couttelr Clie:

Dutzability Level: Mo Significan Dissbility Presurngiie Elighdy: Ko Stshu: Applicant Last Event: Vocstional Rshabiitsbon Application Submimied Lasi Event Dabe: 11162023

fam  Askharization  Desadlity erthicate of Elighbilty mplayme wer x Programlicte  \Work Bequest  Peogram Docume
R irat Ity Certscate of Eligbil il e 1 E= P Bt Work B t P Document

Figure 4-11 Vocational Rehabilitation Tab Order

Tracking Inbox / Client / Program Listing / Program

Program
oo, |LYB-2024-00003
:.. ®  Counselor: client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILYB Eligible Last Event: ILYB Eligible Last Event Date: 10/23/2023

Program  Authorization  Disability  Certificate of Eligibility  Plan  Event  Exit  Program Note  Work Request  Program Document

Figure 4-12 Independent Living Tab Order
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Note: If program type = Independent Living Younger Blind or Independent Living Older Blind the Employment
tab does not display

4.4 Program Note

Once a program has been created the Program Note becomes available. The Program Note tab allows
users to add notes specific to a Program.

1. Navigate to the client's program and click on the Program Note tab in the top ribbon.

Teacking inbsa / Client / Program Listing # Program

Program

o’ VR-2024-00027
L

o counselor: Counseier,, Chent

Drsabidity Loveld Mo Sgnificam Desabibny Presumpireg Flapbilay Mo Status: Appbcant

Last Pvant Wocatonal Rehabslnation Apphcaton Subrmetiad Lacsit Eveoni Diater 17/ 14672023

Pregram  dwthonzation  (esshility  Certificate of Ebgibiity  Employmenmt Evert Exit | Program Mot | Work Requesi

Program Docemant

Figure 4-13 Program Note Tab

2. The Program Note Listing will display, click +New near the top of the form.

Trackong inbox [/ Chent [ Progeam Listing / Program J Program Node Listing

Program Note Listing

os®s, VR-2024-00027
fapsts | . :
- Counsalor: Counselor, Cliont

Difpaadeelity Liwel: Mo Sigeafezant Digabdiy Presurrptie Ebgibilay: No Status: Apohcant

Last Event Voratonal Rehabibaton Apohcaton Submined Last Eveni Dais

Program Agthonzation Duseabi ity Certificate of Eligikalty Emgoyment Event Exit Program Note Wéork feguest Progeam Documend

i b Filters (GFF) B

Mo reconds found

Figure 4-14 Program Note Listing; +New

3. The Program Note form will display.
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Voo Rehab & Independent Living Case Management 0,14,2 _ Q,

Tescking Wibdn / Clsst / Program Listng / Prageaim |/ Bew Progeam Nole

Program Mote
| -

o, VR-2024-00027
+ :'i' *  Counselor: Counseor, Clienl:
o Sgnifcant Dissbibty Presumitive Dkpbikty: Mo Sistus Applican
[ 3 Progeam  Authorizstion  Diesbdry  Cemficate of Ebgiblity  Employmest Bt Bl ProgesmMobe  Work Beguest
a,
L. | Muite Typse * w
ﬂ Mots [ate * Dy ddryyy)
o=
=
Lo Commuricetion Type w
ﬂ Subioct ¥
n

Dreactipibon

4

Figure 4-15 Program Note Form

Program Dooument

4. Enter in the Note Type; there are multiple Note Types available depending on what type of Note is

being entered:

VFRCRING WIGUR (LTI 7 FTOGEETT LISETR 7 FTOURIT 7 TVEVY RTURRRIT e

Program Note
es’ VR-2024-00027
WY omasier: Coumadh Chent:
o :

Disability Level No Significamt Disabilty Presuengtive Elgbility: No Status; Applcant Last Event Vocational Rehal

Program Authorzation  Disabdity  Certificate of Eligibility Employment fvest  Fxt  Program

Note Type * ‘
|
Note Date * Appicaton
Case Contact Infeernation
Client Note
Communication Type Correspondence
Gareral Note
o Interview
Subject Outcome Report
Prograns Report
Description * Provder Note
Referral

Servicos Interruptod
Services Verifiod
Significance of Disabdity
Other

Save

Figure 4-16 Program Note Types

Work Re
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Note: When services are entered on a plan the initial Program Note of 'Services Verified' and the checkbox for
'Use for Initial Start Date' need to be completed.

5. Continue filling out the form, entering all required fields and click Save.
6. The note will be saved. In the breadcrumbs near the top of the screen click Program Note Listing.

Tracking Inbox / Client / Program Listing / Progra
Program Note

= __..: VR-2024-00027

+ e 0"

"l Counselor: Counselor, Client:

D Disability Level: Mo Significant Dis-ability Presumptive Eligibility: Mo Status: Applicant Last Event: Vocational Rehabilitation &

| 2 Program MNote

Figure 4-17 Breadcrumbs > Program Note Listing

7. This will navigate you back to the Program Note Listing page and all Program Notes for this client
will display here:

Tracdireg Inbiox / Clend | Program Liting © Progres 7 Program Rote Listing

Program Mote Listing
og%, VR-2024-00027

:.. - Counsebor: Counselar, Client

Disabdity Level: Mo Significant Disabdy Presumptive Eligibdty: Ma Snatus. Applican Last Event: Yocational Rehabditation Apphcation Subrmited Last Event Date: 1151672

Peogram  Authodzation Dz ability Certificate of Elgibility Employmnent Evand Esit  Program Mobe  Work Reguest  Program Document

ihara{are) b

4w et [Josv o

Mate Type [= Service Categery  Service Date Use Foo Initial Service Stan Date Description L

¢ Genoral Mobe 1172002023 Mg came to office Tor counaelng servicea

Figure 4-18 Program Note Listing

4.5 Program Document

1. Navigate to the client's program and click on the Program Document tab in the top ribbon. The
Program Document tab allows users to upload and store documents that are associated with a specific

Program record.
B Users can choose from different types of documents to upload.
B Users are also able to select 'New' and upload files to add additional program documents.

Business Rules

= tyler
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B  When the system generates letters automatically, they are added to the 'Program Document'
listing and shown as 'Letter Generation' document types.

B The following 'Document Types' are available in the drop-down:
= Consent Form (for Potentially Eligible program type)
= Client Response Form - standard file upload

= |etter Generation - allows for the selection of preconfigured letter templates in the system
which the user can edit using CKEditor

= Supporting Documentation - standard file upload
= Eye Report - standard file upload

1. From the tab listing click on Program Document.

Tegeciong ek ¢ Chern ¢ Progeam Listing ¢ Progeam

Program
o s" VR-2024-00027

o Counseior client

Disabdlity Levwsl: Mo Significant Dinabsdity Pro sumplive Eligibality: Mo Sixtusc Applcant Last Event: Vocational Ashabilation Application Submitied Last Event Dad

Program AT EETON Digatsbiy Canmifeate of Elgitility Errployment Event Exi Program Mote Work Feguest Program Dooumsst

Program Information

Figure 4-19 Program Document Tab

2. This will display the Program Document Listing, click +New to enter a new Program Document for this
client.

Tracking Inbax § Chent [ Program Listing / Program / Progoem Document Listing
Program Document Listing
,.,':. VR-2024-00027

L

L
'.' Comnselor: Counscor, Chent

Dumability Lavel Mo S mifasant Dealality Presurrtive Elgpbility; Na Status Applicam

Lasi Event Vecabenal Rehabdsten Application Submiited

Frogram ALThGHI BN Diaatsliy Caatilicate ol Ehgibility Eregloymisnt Event Exn Progrem MNobs Wik Regu sl Pragram Dacumenl

Emnn Filigre (OFF) b

3. The Program Document form will display.

Figure 4-20 Program Document Listing; +New
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Voc Rehab & Independent Living Case Management 0.14.2 Q

Tracidng inbom | Cherd | Progian Listing J Progiam J New Progrsm Doosre

™

Program Document
= o

1':'1. UFEE 024'0[]02?

L

+ o Counselor: Counsslor Client:
o Disabilty Level: Mo Significan Disabily Presumptve Cligibilty. o Hatus: Applcant Last Dvenl Vocational Refatslitaton Application Submitied
| 4 Program  Awthon zation Dusabibty Certificale of Cligkibty Employment  Everl  Exit  Poogram Note  Work Aequest  Progrem Docament
s}
m Dooument Type * -
ﬂ Marme *
» i &
=0 Date * VIrErEi2s  (menddd vy
0 e Mo Fila Slecte +

Descrigtion

-

Figure 4-21 Program Document Form File Upload

4. Populate the required fields and click Save.

Program Authorization Disability  Certificate of Eligibility =~ Employment Event Exit

| ’]

Document Type *

Name * Client Response Form l
Consent Form
Eye Report
Date * Letter Generation
Supporting Documentation
File .
‘ No File Selected s ‘
Description

Figure 4-22 Document Type > Letter Generation

Program Note

e tyler



42 | User Guide

When this is selected the screen will change and will provide the user with different letter options; these
are templates that will auto populate and can be edited within the Content section.

Rehab & Independent Living Case Manaaement 0.14.2 —

Declined Services - Status 08 Closure
Tracking Inbox / Client / Program Listing / | Discontinuation of Services - Status 28 Closure

program Document Eligibility Letter
Eligible O0S Letter

® IL Letter of Certificate of Eligibiltiy
...... VR-2024-00027 IL Older Program Certificate of Eligibility Template
... ® Counselor: Counselor, Ami IL ngnger Program Certificate Of Eligibility Template
® Ineligible - Status 08 Closure

- .. NP PE Closure Letter E
Disability Level: No Significant Disability Program Certificate Of Eligibility Template ast Event: Vocatig

Program IL Plan Template

Program IL Waiver Plan Template

Program Plan Cover Letter

Program Plan Template

Status 08 Closure Letter

Status 26 Closure Letter

Document Type * Status 28 Closure Letter l
Successful Completion - Status 26 Closure

Program Note

Program Authorization Disability

Letter Template * I ~ l

Name *

Date * 11/20/2023 (mm/dd/yyyy)

Figure 4-23 Letter Template Options

Document Type * Letter Generation v

Letter Template * Program Plan Cover Letter ~

Name * Gemma's Plan Cover Letter

Date * 11/20/2023  (mm/dd/yyyy)

Content Source | Format - | Font - | size - B «
11/20/2023

Gemma Doodle:
1233 Happy Way
Des Moines lowa 50047

Dear Gemma Doodle:

oo [

Figure 4-24 Letter Template Form
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Disability Level: No Significant Disability Presumptive Eligibility: No Status: Applicant

Last Event: Vocational Rehabilitation Application Submitted

Program Authorization Disability  Certificate of Eligibility ~ Employment Event Exit  Program Note Work Request Program Document

Document Type ¥ Letter Generation

v
Letter Template * Program Plan Cover Letter ~v
Name * Gemma's Plan Cover Letter

Date * 11/20/2023 (mm/dd/yyyy)

Content

[ source | Format ~ | Font Size

®
@®
L]
~
<
Wi
i

Des Moines lowa 50047

Dear Gemma Doodle: ANY TEXT CAN BE MODIFIED

The Individual Plan for Employment (Plan) is designed to set out the employment goal of each client, and show the means by whic

contract between you and our agency, nor does it form any binding commitments upon either our agency or you. It is not permanel
any time when that is desired by both of us.

Enclosed please find your Plan. The Plan form lists the employment goal, the services needed, and the criteria to be used to meas
suaaestions. additions. or corrections. please feel free to contact me
body strong

oo [ o

Figure 4-25 Letter Template Form; Text Can Be Modified

5. Upon save of the Program Document the system will navigate back to the Program Document
Listing. Here all the documents that have been uploaded or generated for the client will display.

Tracking I / Cient / Program Listieg / Program / Program Decurmest Lising
Program Document Listing
...':. VR-2024-00027

e**  Counselor: Counselor Client

Dizatrbty Lewel: No Sigraficant Disabity

Presumptwve Eligitsity. No Statue Appicant Last Event Vocational Rehshiltation Apphcation Submitied Last Event Date: 11/16/2023
Program  Autheeizstion  Dissbilty  Certificate of Eigblity  Employrmend Evert Ext Program Note  Work Reguest  Program Document
How  @rven oSV Coumn Blers (0er) B

Document Type 1= Name Date Fite

& Gemma's Plan Cover Letter docx

Figure 4-26 Program Document Listing

In Document Type the Client Response Form, Consent Form, Eye Report and Supporting
Documentation will require the user to upload a document.
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Program  Authorization Disability  Certificate of Eligibility Employment Event Exit  Program Note  Work Request ~ Program Document

Document Type ¥
Name * Client Response Form

Consent Form

Eye Report
Date * Letter Generation

Supporting Documentation

[ |
File
No File Selected *

Description

e [ o |

Figure 4-27 Document Type Drop-Down

Once the document type is selected the document upload is located at the File field. Select the arrow
and with the line under it to upload the document:

Poygrunn AU s aauT Lrouny Ll LU U gy Ly e T Lan g v rewinon

Document Type * ~
Name *
Date * 01/24/2024 | [3) (mm/dd/yyyy)
Fil
e No File Selected *

o / File Upload File
Description

o | o

Figure 4-28 Document Type Upload Form

This will bring up the document file on the users computer where the document can be located:

<« v — > Documents > ' C Search Documents P

Il
&
©

Organize ~ New folder

Figure 4-29 Document Location

Once the document is loaded the form can be saved. The document can then be located in the
document listing:

°::. tyler
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Teacdng Inbce ¢ Cherd | Progeam Listing / Paograe [ Progesm Decumen Listisg
Program Document Listing

os's, VR-2024-00027

. Coufmsler: Counsslon Clienic

Digabdbty Lissal Mo Ssndicant Duabedey Pragirrpiae Ebgnbality. ha

Enatuis Appi

Lagy Everst Vi alaoral Rerabiiiston Appbe gl Subimied La#i Eweed Danie 1171677033
Progrsm  Authonzstion  Dashibty  Certfiosts of Ebgbibty  Employment Evend  Exf Program Note  Work Recussat

Praeasas Docurrenl
Hrew e oSy Cowenn Ejers (oer) b

Document Type T2 Mame Date Fie
b Leier Gasnerslay Gamwnas Plan Coves Lolter 1120720y

o Gamma's Plan Cover Leter docx

Figure 4-30 Program Document Listing
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5 Disability

The Disability tab allows users to capture information related to the Client's disability for a Vocational
Rehabilitation, Independent Living Younger Blind or Independent Living Older Blind program types. Itis
not available for the Potentially Eligible program type. Case Managers can capture disability specific
information for different functional capacity limitation areas.

Business Rules

The "Disability Level” shown in the banner for the program is determined by the selections on the
disability form.

The Disability Level Order Date cannot be a date that is earlier than the Date of Application on the
Program tab.

Disability Priority auto calculates based on the following requirements:
B Disability Priority = 1: must have at least 1 selection in 3 different functional areas
B Disability Priority = 2: must have at least 1 selection in 1 to 2 different functional areas
B Disability Priority = 3: 0 functional areas
Disability Level will calculate as follows based on the Disability Priority:
B Disability Priority 1 = Most Significantly Disabled
B Disability Priority 2 = Significant Disability
B Disability Priority 3 = No Significant Disability

The Disability Level is used in the workflow to determine Eligibility.

5.1 Disability

1. Login with your system provided account and navigate to a client record.
2. On the client record click the Program tab in the top bar.

3. Click the Program Type in the Program Listing once displayed.

Vae Rehab & independent Living Case Managemant 0.14.2 Q, &% changa ke B

Trackirg inbox / (8ent / Program Listng

Program Listing

(-

4]

]
i
|

=) b

+hew et oSV Column Filtes (055 b

Medical Inswrance
5500 59 Coverage sl
Applhcation

Program Program Co " Date of

Primary Priemary What is Your
Type |2 Asplication DHsabikity Cusse Seurte

Disabibiy

\a

Hie @2

m I

Figure 5-1 Client's Program Listing
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4. When the Program form opens click the Disability tab in the top bar.

Voo Rehab & Independent Living Case Management 0.14.2 Q +_‘. Change ficke (6} 4

. Tracking inbox / Chaet £ Program Listing / Program

Praogram
i= &
os's, VR-2024-00027
+ .:o' *  cowmelor: Counssia © Client
G Disabslity Lovet Mo !iu;ru"c::nl “l:f-iﬂlllr:\' Presumpane E <:|r.||||':|" No Srats MF W Last Event: Vocationa| Ashabeitation Applcation Submitted Last Evarnt Data 11/
" m .ﬂ.\ﬂh.‘ﬂjilm Cg’ﬂlfl.'am of Lllaﬁlﬂj I_'T\NO"HEN Evert Exit H\OI:I'AMMI'F_\' Wark Fi'ﬂqﬂs,! I-'rtqlarn Docurmant

Figure 5-2 Disability Tab
5. The Disability form will display

Tracking inbox J/ Chert / Program Listing / Progmam /| [sabilty Listing / Disabiity

Disability
= e, VR-2024-00027
t :" ®  Counselor: Coursel Chent

Casabiliny Lavel Mo & vifazant Degabality Pregumping Ebgebliny; Mo Siatus; Applicant Last Evant Vocatongl Rehabelit

I

Disabliry

Disability Level Order Dae * TRW20Z3  (meiddiyyyy)

MNe s e

Disabality Priceity *

@

Vit can Ba exnactsd 16 reouke

Figure 5-3 Disability Form

Prior to filling out the form the Disability Level will display as "No Significant Disability" in the blue
banner.

Voc Rehab & Independent Living Case Management 0.14.2 — Q

Tracking Inbox £ Client / Program Listing / Program / Disability Listing / Disability
Disability

.’ VR-2024-00027
* .

-

Disability Level: No Significant Disability
I ——

Presumptive Eligibility: Mo Status: Applicant Last Event: Viocational Rehabilitation Application S

[ 2 Digability

Figure 5-4 Blue Banner Displaying No Significant Disability
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Upon filling out the form and clicking Save this will update based on the Disability Level that is
calculated based on the selections on the form that was explained above. The Disability Priority will
also display and become read only.

Voc Rehab & Independent Living Case Management 0.14.2 _ Q

Tracking Inbox / Client / Program Listing / Program / Disabdity Listing / Disability

Disability
...-:. VR-2024-00027

+ %°*®  Counselor: Counselor

f

Client:

: Disability Level: Most Significantly Disabled Presumptive Elgibility: No Status: Applicant Last Event: Vocational Rehabilitation Application Submitted
» Disability

Q

o Disability

@

Disability Level Order Date * 11/20/2023 yyyy)
o
=0

Disability Priority * 1

VR can be expected to require
= multiple VR services over an
extended period of time

® Yes No
Figure 5-5 Disability Priority Displays on Form and is Read Only

Also listed on this form is the Counselor Rationale (not required) and Eye Report Information that is
partially required depending on program type.
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Certificate of Eligibility

The Certificate of Eligibility tab allows users to make a final determination on eligibility for a client who is
applying for a Vocational Rehabilitation program.

Business Rules

6.1

When 'Establish Eligibility' = Yes, the Certificate of Eligibility form becomes read-only for certain
roles.

Presumptive Eligibility is auto selected based on the SSI or SSDI selections on the Program tab.
Eligibility Date cannot be a date that is earlier than the Date of Application on the Program tab.
Eligibility Determination Extension field

= Must be a date that is on or before the end date of the reporting quarter.

= Must be equal to or before date in the Eligibility Date field on the Certificate of Eligibility tab.
Eligibility Records cannot be marked as final until the Disability tab has been filled out.

Benefits / Disability Information auto populates from the Program tab. Any changes made to this
section will update back to the Program tab.

The Disability tab must be filled out before the Certificate of Eligibility can be approved.

The Certificate of Eligibility must be sent for review/approval by a Supervisor before the Eligibility
letter can be generated.

Once the Certificate of Eligibility is finalized, and the status has moved to 'Eligible,' then the user
is able generate an Eligibility Letter.

When Establish Eligibility = Yes and the form is saved, the workflow status will update
accordingly based on the Program Workflow.

Certificate of Eligibility (COE)

1. Navigate to a client and click on their program.

2. When the program screen displays click on the Certificate of Eligibility tab at the top of the screen.

Voc Rehab & Independent Living Case Management 0.14.2 2% changa Role 0} AL
Trascking b £ Client ¢ Prosra Lissig © Preoran
" Program
= et VR2024-00027
[ ) (]
:'. - Couinselos; Courrbsiorn Client;

Dimsbility Level: Mosi Sigrificantly Dissbled Presumgthre Eligibility: Mo Sisdus: Applicani Lasi Eveni: Vocational Rehsbiliiaton Application Submiiied Lasi Evesri Dobe: 17/

| Program  Authorzstion  Dissbilty | Certificats of Ebgibliny  JEmploymem  Event  Esit  Progeam Note  Work Regquest  Program Dooumment

] Program Information

Date of Apolicatan * 62023 (memdddinnyy) i Code of Apphsation S0047

Figure 6-1 Certificate of Eligibility Tab
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3. The Certificate of Eligibility form will display with a COE Status = Draft. This is a read only field and
cannot be changed by the user without going through the workflow.

Voc Rehab & Independent Living Case Management 0.14.2 (|| | | | | NI - &% Change Role
Tracking bax / Cliest / Program Listing / Pregram / Canificate of Elgibisty Listing / Certificate of Eligtility
Certificate of Eligibility
B o', VR2024-00027
:.. = Counselor: Counselor, Chient

Dranbility Level Moat Sgnificantly Disabled Presumptive Exgibility. No Ststus; Applcant Last Event. Vocational Rehabilitation Application Submitted Last Even

| 2 Certificate of Eligibility  Event

Q
a Cortificate Of Eligibility
COE Status Draft
e
=0
Eligibility Date (mevdd/yyyy)
" Presumptive Eligibility Yes (@ No

Figure 6-2 Certificate of Eligibility Form
4. Fill out all required fields.

Note: When Establish Eligibility is set to Yes, fields that were not required become required.

5. Once all fields are completed, the Send to Supervisor for Review drop down must be populated.

Review / Approval

Send to Supervisor for Review Superdisor, -

Form Record Audit

Figure 6-3 Send to Supervisor for Review
6. Click Save.

7. The screen will refresh and the COE Status will change to Draft Pending Approval.

Note: At any time the Event tab at the top of screen can be selected and it will display all events that have
occurred during the COE workflow.
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Trasoryg Inbeat 1 Chert ¢ Program Lszng / Program

Ewent Listing
es® VR-2024-00027

L)
BT counssler: Counsalon

Cosabubty Lovel: Most Ssgreficantly Dsabled

Chent |

Prosumpiree Ebgidsy Mo

Cermficaie of Ebgibiity Listing / Certficane of Eliphiiny 1 Evern Listing

Steius: Applani Lami Eveni Vooanonal Rehabikianon Apphcsnon Submeied Lasi Eveni Daiec 1171077023

skt g

Ghml ‘Csv

Ever Cotegary 12
»  (Drafy

»  Dwafy

Colurnn Fikers {OF

Ewend [Event Dabe CoamemEnis
Hew VA
Suberil Tor Anpiosal 207023

Figure 6-4 Event Listing

8. When a COE is sent to a supervisor for approval, it will appear on the Dashboard Queue COE
Pending Approval as well as on their home screen in the COE Pending Approval section.

Voc Rehab & Independent Living Case Management 0.17.2

Home

Queues

Intake

Tracking Inbox

Bulk Update

Search

Federal Reports

Reporting

Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Returned for

o eral Fiscal Year =  Budget
Revisions
Authorizations Pending 3 110 VR
Review Service
Authorizations Returned 3 Indepe!
For Revisions Living ¢
Client Upcoming 3 Indepel
Eligibility Living (
Plan Completion Indepe
. 4
Deadlines Living ¢
Plans Pending Approval
3 110 CR
Clients
Open Programs B TocR
COE Pending Approval l; T10VR
Service
Open Tasks Assigned to
Me 3 110CR
Tasks Created by Me
N 110 VR
Service

Figure 6-5 Queue Listing > COE Pending Approval Queue

9. From the queue a supervisor can click the COE record which will take them to the COE form. From
there they can review it, make any required changes, approve it, or return it for revisions.

If being returned for revisions the supervisor can provide comments/reasons to the case manager.
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Home / COE Pending Approval

COE Pending Approval
COE Pending Approval

show 10 ~ |entries Search:

Client Name Program Counselor Program Number Eligibility Date Eligibility COE Status Date Sent for Review/Approval T

Figure 6-6 COE Pending Approval Queue

10. After the Supervisor clicks the Approved button, they still must sign the COE. Click the pencil icon
(JAWS announces this as 'Signature) to the right of the Supervisor Signature and then Save.

11. The Supervisor must enter the password value associated with their profile and click the OK
button. On successful entry of the password the status will change to Draft Approved. The date and the
time of the approval is captured.

PASSWORD CONFIRMATION b4

Enter password:

Figure 6-7 Password Entry Box

12. The Counselor must then pull up the Draft Approved COE and sign it as well, using the same signing
process as the described previous. On completion of that step the status changes to Final. Once Final,
the Eligibility letter can be generated.

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: Plan Last Event: Initial Plan Signed

Certificate of Eligibility Event

Certificate Of Eligibility

m P N U

COE Status Final

Figure 6-8 COE Status = Final

13. When a COE is returned by the Supervisor to the Counselor, it will appear on the Dashboard Queue
COE In Progress.

@
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Voc Rehab & Independent Living Case Management 0.16.4

>

Home

Queues
Intake Queues
Tracking Inbo!

Search

Management

B Q L° 0O +

Quick Links

Queues

Referral Deadline
Approaching

Clients with Upcoming
Eligibility

Annual Review
Approaching

Plan Completion
Deadlines Approaching

Clients Turning 22
Plans in Progress
Clients Plan Expiring
Clients Turning 55

Services Billed 30+ Days
old

Payments Returned for
Revisions

Authorizations Returned
For Revisions

Clients

Open Programs

ns

Fiscal Yi

ne

COE In Progress

Open Tasks Assigned to

Figure 6-9 Queue Listing > COE in Progress

Home / COE In Progress
COE In Progress

COE In Progress

Show 10 w entries

Client Name
Panda, Amanda
Goodall, Jane

Kitten, Ruth

Showing 110 3 of 3 entries

Program Number Eligibility Date
VR-2024-00009

ILYB-2024-00009

ILOB-2024-00008 01/04/2024

Pending Approval By

Search:

Date Sent for Review/Approval =

Previous | 1 | Next

Figure 6-10 COE in Progress Queue

14. From the COE in Progress Queue a Counselor can click on the COE record which will take them to
the COE form and they can then make any requested changes. The Supervisor Comments are available

for review.

15. When ready, the COE can be sent back to the Supervisor for review/approval following the same
signature steps as described previously.
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16. If Establish Eligibility = Yes then the Certificate of Eligibility has been approved by a supervisor all
fields on the form become read only for all users except the Administrator role.

6.2 Generating Eligibility Letters

Once a Certificate of Eligibility has been marked final, and the status has moved to 'Eligible,’ the user will
be able to generate an Eligibility Letter by selecting the ‘Generate Eligibility Letter’ button.

1. Navigate to the client's Program > Certificate of Eligibility and scroll to the bottom of the screen.
The Generate Eligibility Letter button now displays (previously this button was not available).

Form Record Audit

Generate Eligibility Letter m

Figure 6-11 Generate Eligibility Letter Button

2. Click the Generate Eligibility Letter button, this will automatically take the user to the Program
Document tab with Letter Generation displaying with the Letter Template type of Eligibility Letter.

i Counselor: Counselor, Amanaa Client: Sheen, Lnaries

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: Plan Last Event: Initial Plan Signed Last Event Date: 10/23/2023

Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements Employment Event Exit Program Note Work Request; Program Document I
Document Type * Letter Generation ~ _
Letter Template * Eligibility Letter v| A —
Name *
Date ¥ 11/20/2023 (mm/dd/yyyy)
Content [@) source | Format - | Font - | size - @ « ® B I U k= := t = £ =EE & &M=

11/20/2023
Figure 6-12 Generating an Eligibility Letter

3. Ensure all required fields are populated.
4. The Eligibility Letter can be modified as needed in the Content section of the form.

@
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Comtem

Figure 6-13 Letter Display
5. When document is ready click Save.

6. The Program Document Listing page will display and the COE Letter will be located there.

Program Document Listing

os’s  VR-2024-00005
. '

.’
o

Counselor: Counselor Chem

dnew  @rrit [osv Column Flters (075) b

Document Type = Name

Figure 6-14 Program Document Listing

7. The Certificate of Eligibility can also be printed; click the Print COE button on the bottom of the form.

Form Record Audit

Generate Eligibility Letter

Figure 6-15 Print COE Button

8. This will create the Certificate of Eligibility in the Downloads folder of your computer.
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Recent download history X

@5 Program Certificate of Eligibility (2).docx
10.8 KB « Done

Full download history 24

Figure 6-16 Download History Location

9. The Certificate of Eligibility can then be opened as a Word docx file and saved locally and/or sent to a
local printer.

eome saert NE Yo g Lgycut L .ty Mg Leview View Velp D) ;-" tdong ~

Syl EMNg  Dictate  Seraitaity

. fres

Syer N o Senitvty £t Rewne Fres ASdm

* ) 5

Certificate of Eligibility

Participant:
Program Number: VR-2024-00005

Cortificate of ESgibility

COE Status: Final

Edgividity Date: 10/23/2023

Presumptive Elglility: Yes

Ebgitdity: Yes

Ehgididity Datermination Extension:

Experiences the following substantial impediments to employment: testing
Resulting from these impediments the following VR services are required: testing
Cstablah Elgibiity: Yes

Figure 6-17 Certificate of Eligibility Word Document
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Individual Plan for Employment

The Individualized Plan for Employment (Plan) is the plan outlining the client's vocational goal(s), and the
services to be provided to reach that goal. This plan is created on the basis of the program assessment
that is conducted by the program specific Case Manager after the client's eligibility for vocational
rehabilitation services is established. Once the Certificate of Eligibility tab is saved, and the client is
shown as eligible, the Plan is available.

Potentially Eligible clients do not have a plan option until they are converted to a Vocational
Rehabilitation client in which time the plan tab becomes available.

Independent Living program types have two plan options to choose from, the Waiver or the Independent
Living Rehabilitation Program (ILRP) Plan.

Program

VR-2024-00005

Counaslilon Counaslon . Chent

Peoegraem Informar ke

Figure 7-1 Plan Tab

Features

Users are able to create a plan for the Potentially Eligible, Vocational Rehabilitation and
Independent Living Younger Blind and Independent Living Older Blind Programs for their clients.

The system provides initial responsibility options. When a responsibility is selected, the Client
Responsibilities field pre-populates with text that the user can modify or add onto.

Business Rules

A newly created plan automatically defaults to 'Draft’ status.

The 'Plan Edition' field increments each time the plan is amended. The 'Plan Edition' begins at 1,
the 'Plan Edition' updates (1, 2, 3...) with each saved Amendment to the plan.

'Signature Date' cannot be a future date, the Signature Date is required when the status of the
Plan is made 'Final.

'‘Goal Completion' date allows for any future date.

The Plan Data Elements tab must be filled in before the Plan can be marked as Final for
Vocational Rehabilitation program types. This tab is not used for Independent Living program
types.

Employment at Initial Plan on the Employment tab must be filled in before Plan can be marked as
Final for Vocational Rehabilitation program types only. Independent Living program types do not
require employment information.

Once a Plan is made 'Final,' all fields become read only.
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B  When services related to the plan are provided, a Program Note with Note Type 'Services
Verified' is required to be entered. The 'Use for Initial Service' check box must be checked when
the first initial service(s) for the plan are provided. Once this box is selected, it will never appear
on the note form again.

B When a plan is '"Amended' all the data from the original (last) plan, is copied to a 'Plan History'
tab. This ensures that each amendment made to a plan does not overwrite the previous plan. The
new plan is saved as a new version.

B When a plan is '"Amended' the 'Plan Edition' is updated, and the status for the new amended plan
is set to 'Draft.’

B Once the plan has been amended and is in a status of 'Draft' the plan will have to progress
through the workflow again requiring approvals and signatures.

B To finalize a plan there are two fields that are required to be completed; one of which does not
display as required. These are the 'Plan Sent to Client' field and the 'Signature Received Yes/No'
radio buttons. If these are not completed the plan will stay in a 'Draft Pending Finalization' status.

B Plans Statuses include:
= Draft
= Draft Pending Staff Review
= Draft Reviewed
= Draft Pending Approval
= Draft Approved
= Draft Requires Revisions
= Draft Pending Finalization

= Final

Note: When services are entered on a plan the initial Program Note of 'Services Verified' and the checkbox for
'‘Use For Initial Start Date' need to be completed.

7.1 Entering a Vocational Rehabilitation Plan

Note: The Certificate of Eligibility must be completed, and the client is in a status of Eligible in order for the Plan
tab to display.

1. To create a plan navigate to the client's program form and click Plan tab near the top of the screen.

Tegrurg nbo ¢ Chert | Progrem Lisrg ! Progran .
Pragram Bx Wensiow B

es's  VR-2024-00005

- »

-
.-. Counawior: Counamicn ... __ Chient

Dumability Lawel: Moat Sgnicantly Dinatsied Presurmgstive Elgitility. Yeu Staten Plan Lat Event: Iritial Plan Sigred Last Bvast Dabe: 107237073

Figure 7-2 Plan Tab
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2. The plan form will display.

3. Enter the Client's Employment Goal, Service Start Date, Goal Completion Date, SOC, Job Title
and Signature Date.

Note: Employment Goal does not apply to Independent Living program types.

Traciking inka  Clam | Program Lisming ¢ Progre= | Plan Lising / Pl

Plan
s VR-2024-00005
.‘. .’.
a Cournsehor: Counssior, Client

Demablity Lt Most Siorefcantly Desabled Presurpties Ebgitalty: Mo Sxabum: Eligible Last Everit: Eliggitle Last Evert Dater 12062023

Plan  Eeent  Plan Extension  Plan Hislory

Program Plan

Pla Srass Drafs G St Dt ® [memydd vy
Plan Ediion 1 Goal Completon Cave * el )
Femrlrumrars final # e

Figure 7-3 Plan Form

4. Enter the Responsibility and Resources related information for the plan. The system provides default
responsibility options in the 'Responsibility’ drop-down menu.

Responsibilities & Resources

Responsibility 5 Staff Responsibilities
c__—

Client Responsibilities Guidance and Counseling
Independent Living
Job Placement #
Rehabilitation Technology
Supported Employment Community & Financial Resources
£

4

Figure 7-4 Responsibility & Resources Section

5. Complete the Plan Review Details section:

Plan Review Details

i 7~ —~
Review Schedule Date * (mm/dd/yyyy) zam Employment Services Needed? () Yes () No
Date Last Reviewed (mm/dd/yyyy) iﬁﬁ‘pg?:}::ii:‘spmgzzgF°"°w' () Yes () No
Have VR Goals, Objectives, and
Services been coordinated with the
student’s Individualized Education
Program (IEP)?

() Yes () No

Associated Service Cateaoriesx

Figure 7-5 Plan Review Details Section
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6. Add Services to the plan by selecting the Add Service Category button.

Associated Service Categoriesx

Service Start Date Service End Date Provider

Service Category

Add Service Category

Figure 7-6 Add Service Category Button

7. The table will expand allowing the user to select the services by clicking the drop down, filling in the
Service Start Date, Service End Date and Provider. To add additional services, click the Add Service
Category button again. This can be done as many times as needed.

Associated Service Categories*

Service Category Service Start Date Service End Date Provider

Customized Training - (mm/dd/yyyy) (mm/dd/yyyy) [x}
Information and Referral Services - (mm/dd/yyyy) (mm/dd/yyyy) [x]
Job Readiness Training v (mm/dd/yyyy) (mm/dd/yyyy) [x]

Figure 7-7 Associated Service Categories

8. There is a comments section for any necessary remarks.

Note: The Employment at Initial Plan section and the Plan Data Elements will need to be completed before a
Vocational Rehabilitation plan can be sent for review; this information is covered in section 7.3 following the plan
entries. Independent Living program types do not require this data to be populated.

These are located from the Program tab OR can be completed through the Quick Menu if the user is already on
the plan and does not wish to navigate away from it.

9. Once the Plan Data Elements and IX.C Employment at Initial Plan are completed the plan can be sent
for review.

10. Complete the Review/Approval section by selecting Send to Support Staff for Review dropdown.

Review / Approval
Send to Support Staff for Review v

Figure 7-8 Send to Support Staff for Review
11. Click Save.
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Form Record Audit

Create New Authorizaton

Figure 7-9 Save Button

12. The Creator Signature field will display. Click on the pencil icon next to the field.

13. The Password entry box will display. Enter the same password used for system log in. The creators
name will then display in the signature field.

Signatures

Creator Signature e Counselor

01/24/2024 10:55 PM

Figure 7-10 Creator Signature

The Support Staff will be notified that a plan is available for review.

Plan for -2024-00014 is pending review

1Q iadbvr-qa01 <system.noreply@echo.tylerfederal.com Porved n

To @ Wed 1/24/2024 4:56 PM
1=

bear Support Staff,

This email is to notify you that Amanda Counselor has completed the Plan for ~2024-00014 and it's currently pending your review,

Program Details
Client Name:

Thank you! ~

Figure 7-11 Email: Plan Pending Review

The next steps are for a Support Staff member to complete:
14. Navigate to the Plans Pending Review Queue
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Voc Rehab & Independent Living Case Management 0.18

N Queues

Services Billed 30+ Days
old

+ Payments Pending
Review
U Payments Returned for i
Revisions eral Fiscal Year Bi
Authorizations Returned 1-
e For Revisions 3 Se

Plans Pending Review

Figure 7-12 Plans Pending Review Queue

15. Locate the client whose plan needs to be reviewed.

Home / Plans Pending Review

Plans Pending Review

Plans Pending Review

Show 10 | entries Search:

ClientName = Program Number Plan Status Program Case Manager Date Sent for Review Send Plan to Client

Figure 7-13 Plans Pending Review Queue Listing

16. Navigate from the Client record to the Program tab and click on the Plan in the top ribbon.

17. Once on the plan review for accuracy. If all is correct navigate to the bottom of the plan form and
choose the Supervisor who will be approving the plan in the Send to Supervisor for Approval drop-
down.

Note: If for any reason something needs to be corrected, the plan can be sent back to the Counselor for
Revisions. The plan will then have to proceed back through the workflow.

18. The Password entry will display, enter the password associated with your user account.
19. Click Save.
20. The Plan will now be in a Status of Draft Pending Approval.

21. The Plan will now be routed to the Supervisor for review/approval (located in their queue; they will
also receive an email notification).

The Supervisor will then:
22. Navigate to the Plans Pending Approval Queue
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Voc Rehab & Independent Living Case Management 0.18.1

fr

Queues

Services Billed 30+ Days
0ld

+ Payments Pending
Review
D Payments Returned for )
Revisions eral Fiscal Year
w o ,
Authorizations Pending
Q Review
Authorizations Returned
m For Revisions 3
lient Upcoming
@ igibility 3
PIBn Completion
e Delllines

Plans Pending Approval

Budget 1

110 VR (
Services

Indepen:
Living Ol

Indepen:
Living Ol

Indepen:
Living Ol

Figure 7-14 Plans Pending Approval Queue

23. Locate the client whose plan needs to be reviewed/approved.

Home / Plans Pending Approval
Plans Pending Approval

Plans Pending Approval

Show 10 « entries

ClientName 1= Program Case Manager Program Number

Figure 7-15 Plans Pending Approval Queue Display

Plan Status

Search

Date Sent for Approval

24. Navigate from the Client record to the Program tab and click on the Plan in the top ribbon.

25. Review the client's Plan. If all is correct navigate to the bottom of the plan form and choose the Save

button.

26. The Password entry will display, enter the password associated with your user account.

27. The Plan will update to Draft Pending Finalization and become read only.
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o 0:. VR-2023-00097
()

() Counselor: Counselor, Client:

Disability Level: No Significant Disability Presumptive Eligibility: Yes Status: VR Applicant Last Event: Vocational Rehabilitation Application Submitted

Plan Event Plan Extension Plan History

Program Plan

Plan Status ﬁ Draft Pending Finalization Service Start Date * 01/08/2023
Figure 7-16 Draft Pending Finalization

28. The Plan is then routed back to Support Staff to Finalize and provide to client.
29. Support Staff will locate the plan as previously done and complete approval.

Note: Client Signature Received field and Plan Sent to Client Date must be completed.

30. The plan can then be printed if needed.
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7.2 Entering an Independent Living Plan

Note: The Certificate of Eligibility must be completed, and the client is in a status of Eligible in order for the Plan
tab to display.

1. To create a plan navigate to the client's program form and click Plan tab near the top of the screen.

Tracking Inbox / Client / Program Listing / Program Assignment: Gounselor
Program = Workflow S| Quick Menu
®
0% ILYB-2024-00014
e 0 0
.‘ Counselor: Counselor, Amanda Client: Able, Adam

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILYB Eligible Last Event: ILYB Eligible Last Event Date: 01/24/2024

Program  Authorization Disability  Certificate of Eligibilj nt  Exit Program Note Work Request Program Document

Program Information ~

Figure 7-17 Plan Tab

2. The plan form will display and be in a status of Draft.

Tracking Inbox / Client / Program Listing / Program / Plan Listing / Plan Assignment: Counselor
Plan E= Workflow Sl Quick Menu
(]
oo ILYB-2024-00014
's o’
o Counselor: Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILYB Eligible Last Event: ILYB Eligible Last Event Date: 01/24/2024

Plan Event Plan Extension  Plan History

Program Plan ~
Plan Status Draft Plan Start Date G (mm/dd/yyyy)
Plan Type ~ Plan to be attained by Date m (mm/dd/yyyy)
Plan Edition 1 Plan Sent to Client Date G (mm/dd/yyyy)
Independent Living Goals Signature Date * G (mm/dd/yyyy)

Figure 7-18 Plan Form

Note: When the screen first displays the Services section will not display. Once the Plan Type is chosen the
services section will display.

3. The Independent Living programs have two plan types to choose from:
B Waiver
B Independent Living Rehabilitation Program (ILRP)

4. Choose the Plan Type best suited for the client.
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Program Plan

Plan Status Draft Plan Start Date *

Plan Type * ﬁ Independent Living Rehabilitation Program (ILRP) v Plan to be attained by Date *
Plan Edition 1 Plan Sent to Client Date
Independent Living Goals * Signature Date *

Figure 7-19 Plan Type
5. Fill out the required fields.

6. To add services to the plan click the Add Service button.
Services *

Service Service Start Date

Add Service

Objectives *

Figure 7-20 Add Services Button

7. Once the button is clicked the Service fields will display.

Services *

Service Service Start Date Service End Date How Provided

v () (mmvddryyyy) [ (mmvdd/yyyy)
Add Service

Figure 7-21 Service Fields

8. Fill out the Services section. As many services as needed can be added.

9. To add objectives to the plan click the Add Objective Type button.

Service
Unit Funding
(]
@
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Objectives *

Objective Type Descripti

Add Objective Type

Figure 7-22 Add Objective Type Button

10. Once the button is clicked the Objective fields will display.

Objectives *

Objective Type Description Status Date Set Date Completed

() (mm/ddryyyy) () (mm/dd/yyyy)

Add Objective Type

Figure 7-23 Objective Fields Display

11. Fill out the Objectives section. As many objectives as needed can be added.
12. In the Objectives section the Date Set field is required but the Date Completed is not required at time
of plan creation.

13. Once all fields required are populated. Scroll to the Review/Approval section and in the Send to
Support Staff for Review select the appropriate staff member in the drop-down box.

Send to Support Staff for Review a

Support Staff A
Signatures Support Staff B
Support Staff C

Figure 7-24 Send to Support Staff to Review
14. Click Save.

15. The Creator Signature field will display. Click on the pencil icon (JAWS announces this as
'Signature’) next to the field.

16. The Password entry box will display. Enter the same password used for system log in. The creators
name will then display in the signature field.
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Signatures

Creator Signature e Counselor

01/24/2024 10:55 PM

Figure 7-25 Creator Signature Field

17. The Plan Status will now be in a status of Draft Pending Staff Review.

Program Plan
Plan Status Draft Pending Staff Review
Figure 7-26 Plan Status of Draft Pending Staff Review
18. The support staff assigned to review will receive an email notifying them of the review request.

Plan for ILYB-2024-00014 is pending review

<
1Q iadbvr-qa01 <system.noreply@echo.tylerfederal.com: n

® To = Wed 1/24/2024 4:56 PM

|Dear Support Staff,
This email is to notify you that Amanda Counselor has completed the Plan for ILYB-2024-00014 and it's currently pending your review.

Program Details
Client Name:

Thank you!

Figure 7-27 Email to Support Staff

19. The Support Staff will see the plan pending review in the queue of Plans Pending Review.
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Voc Rehab & Independent Living Case Management 0.17.3 @ . supportstaff (Support Staff)
A  Home Queues
i=  Queues Services Billed 30+ Days
old
+  Intake Payments Pending
Review Search:
D Tracking Inbox Payments Returned for
Revisions ient Name Invoice Date Invoice Amount Service Category Payment Status Days in Current Status
Q.  search
Authorizations Returned
For Revisions No data available in table
B Management

Clients o
revious

Plans Pending Review

Figure 7-28 Support Staff Plans Pending Review Queue

20. The Support Staff will click the plan record and review the plan.

Home / Plans Pending Review

Plans Pending Review

Plans Pending Review

show 10 w entries Search:

ClientName = Program Number Plan Status Program Case Manager Date Sent for Review Send Plan to Client

Figure 7-29 Plans Pending Review Queue Listing

21. Navigate from the Client record to the Program tab and click on the Plan in the top ribbon.

22. Once on the plan review for accuracy. If all is correct navigate to the bottom of the plan form and
choose the Supervisor who will be approving the plan in the Send to Supervisor for Approval drop-
down.

Note: If there is an error identified the plan can be sent back to the Counselor for Revisions.

23. The Password entry will display, enter the password associated with your user account.
24. Click Save.
25. The Plan will now be in a Status of Draft Pending Approval.

26. The Plan will now be routed to the Supervisor for review/approval (located in their queue; they will
also receive an email notification).

The Supervisor will then:
27. Navigate to the Plans Pending Approval Queue
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Voc Rehab & Independent Living Case Management 0.18.1

fr

Queues

Services Billed 30+ Days
0ld

+ Payments Pending
Review
D Payments Returned for )
Revisions eral Fiscal Year Budget 1
w o ,
Autll'uorlzatlons Pending k 110 VR (
Q Review Services
Authorizations Returned d
For Revisions 3 Ir] ‘epen‘
m Living Ol
lient Upcoming
@ igibility 3 Indepen
Living Ol
PIBn Completion
e Delllines 4 Indepen
Living Ol

Plans Pending Approval

Figure 7-30 Plans Pending Approval Queue

28. Locate the client whose plan needs to be reviewed/approved.

Home / Plans Pending Approval
Plans Pending Approval

Plans Pending Approval
Show 10 « entries Search
ClientName 1= Program Case Manager Program Number Plan Status Date Sent for Approval

Figure 7-31 Plans Pending Approval Queue Display

29. Navigate from the Client record to the Program tab and click on the Plan in the top ribbon.

30. Review the client's Plan. If all is correct navigate to the bottom of the plan form and choose the Save
button.

31. The Password entry will display, enter the password associated with your user account.
32. The Plan will update to Draft Pending Finalization and become read only.
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...0:. VR-2023-00097
LN

.. Counselor: Counselor, Client:

Disability Level: No Significant Disability Presumptive Eligibility: Yes Status: VR Applicant Last Event: Vocational Rehabilitation Application Submitted

Plan Event Plan Extension Plan History

Program Plan

Plan Status ﬁ Draft Pending Finalization Service Start Date * 01/08/2023
Figure 7-32 Draft Pending Finalization

33. The Plan is then routed back to Support Staff to Finalize and provide to client.
34. Support Staff will locate the plan as previously done and complete approval.

Note: Client Signature Received field and Plan Sent to Client Date must be completed.

35. The plan can then be printed if needed.
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7.3 Plan Data Elements

The Plan Data Elements tab collects important RSA911 related data about the Individualized Plan for
Employment.

Business Rules

B The Plan Data Elements tab has many required fields that are required for collecting data for
reporting on the RSA 911.

B Before a plan can be marked as Final, all the required fields on the Plan Data Elements tab must
be filled in. If they have not a message is displayed to the user: "Plan Data Elements tab must be
filled in before a Plan can be marked as Final."

B The Plan Data Elements tab is not required for Independent Living program types.

1. There are two ways to access the Plan Data Elements.
A. Navigate to the client's Program and in the top ribbon click on the Plan Data Elements tab.

g A S A g iy £ 1 g
Program =

i
os%s, VR-2024-00005
(N
ey Counselor: Counselor, Amanda Client: Sheen, Charles

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23/2023

Program  Authorization Disability ~ Certificate of Eligibility Pla Plan Data Elements Employment Event Exit Program Note Work Request Program Document

Figure 7-33 Plan Data Elements Tab

B. Or, if the user is already on the plan and does not want to navigate away from the plan and lose any
work, scroll back to the top of the screen, and click on the Quick Menu; this will open a window on the
right side of the screen. Here is where the Plan Data Elements and Employment can be completed
without having to navigate away from the plan.

Plan Data Elements and Employment are required before a plan can be marked as Final.

Note: Employment can also be completed from the Employment tab on the Program Form; covered in section 8.
Employment and From the Quick Menu section 8.5.

Plan Data Elements  Employment  MNote  Document

Wagner

Adult Adult Dislocated Job Vocational Peyser
Education Worker Corps Rehabilitation Employment

Service

Figure 7-34 Quick Menu > Plan Data Elements
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2. Click the Plan Data Elements tab.

Plan Data Elements Employment  Note  Document

Wagner
Adult Adult Dislocated Job Vocational Peyser
Education Worker Corps Rehabilitation  Employment

Service

Figure 7-35 Quick Menu > Plan Data Elements Tab

3. Click the Pencil icon on the Plan Data Elements tab.

Plan Data Elements Employment Mote  Document

Wagner

Adult Adult Dislocated Job Vocational Peyser
Education Worker Corps Rehabilitation  Employment

Service

v

Figure 7-36 Quick Menu > Plan Data Elements Tab Pencil Icon

4. This will display the Plan Data Elements form. Complete all the required fields.

Plan Data Elements Employment  MWote  Document

WIOA Program Involvement

Adult * w
Adult Education * w
Dislocated Worker * w
Job Corps * ~
Vocational

Figure 7-37 Quick Menu > Plan Data Elements Form
5. Click Save.
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6. Once saved the form will populate.

Plan Data Elements  Employment  Note  Document
Wagner
Adult Adult Dislocated Job Vocational Peyser
Education Worker Corps Rehabilitation  Employment
Service
FE O 0- 0- 0- 0- 1 - Individual 0 - Individua
Individual  Individual  Individual Individual  received did not
did not did not did not did not services receive
receive receive receive receive under parts A services frar
services Aduht services services and B of title the
from Education  from the from the of the WaagnerPeys
Adult sermvices Dislocated Job Rehabilitation  Employmem
prograrm (Title lof  Worker Corps Act of 1973 Services
(Title lof  WIDA) program Program (29 USC 720 program (Tit
WIOA) (Title | of et zeq ), Il of WIDA)
WIDA) WI0A title IV
(VR), and Sec.
411(B)(15).

Figure 7-38 Quick Menu Plan Data Elements Populated

7. To edit it at any time simply click the pencil icon again.

Note: To expand the menu to another window, click the square icon with the arrow pointing right.

Plan Data Elements  Employment  Mote  Document
Wagner
Adult Adult Dislocated Job Vecational Peyser
Education Worker Corps Rehabilitation  Employmem
Service
SO 0- 0- 0- 0- 1 - Individual 0 - Individua
Individual  Individual  Individual Individual  received did not
did not did not did not did not services receive
receive receive receive receive under parts & services fror
services Adult services sErvices and B of title the
from Education from the from the of the WagnerPeys
Adult services Dislocated Job Rehabilitation  Employmen
program (Title mof  Worker Corps Act of 1973 Services
(Title lof  WIOA) program Program (29 USC 720 program (Tit
WIQA) (Title | of et zeq.), 11 of WIDA)
WIOA) WI0A title IV
(WR), and Sac.
411(B){15).

Figure 7-39 Quick Menu Edit Functionality

7.4 Plan Extension

The Plan Extension tab allows users to enter and track data for extensions related to the Plan.
Business Rules
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Cannot create a Plan Extension unless on the Plan tab Status = Draft and Plan Edition = 1

On Plan Tab, if status does not = Draft or Plan Edition does not = 1 then Plan Extension tab will
be read only

Plan Extension can be deleted by anybody who has access to the case.
Plan Extension can be marked as Final even if the Plan is already marked as Final.
Creation Date auto populates with the current date and is read only.

Plan Development Extension Date cannot be a future date and must be equal to or after the
Eligibility Date.

Approval Assign To populates with users who have a role of Supervisor from the Office selected
on the Program tab.

Extension Status

= Read only

= Options are: Draft and Approved

= Will update to Approved once the Approve button is clicked.
Approve Button
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7.4.1 Creating a Plan Extension
1. Navigate to the client's plan. Click the Plan Extension tab to enter an Plan Extension record.

Disability Level: Significant Disability Presumptive Eligibility: No Status: VR Eligible Last Event: VR Eligible
Plan Event Plan History

Extension Status ¥ Draft

Creation Date ¥ 03/22/2024

IPE Development Extension Date * 3] (mm/ddiyyyy)

IPE Extension Rationale List * ~

Q Search IPE Extension Rationale List

Plan for Completing IPE *

Approval Assign To * v

Figure 7-40 Plan Extension Form

2. Enter in all required fields and click Save.

3. After the IPE Extension has been saved as a draft, the Supervisor can then go in and approve the
extension by clicking Approve.

Approval Assign Ta* Supervisor, Test w

Form Record Aui

Figure 7-41 Approve Plan Extension Button

4. Once approved, the form becomes read only for all roles except users with a role of Administrator or
who have the VR Administration function.

7.5 Plan History

The Plan History tab displays all records associated with updates to a plan.
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1. Navigate to a client's program and click the Plan tab in the top ribbon.

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23/2023

Program  Authorization Disability  Certificate of Eligibili Plan Plan Data Elements Employment Event Exit Program Note Work Request ~ MORE ~

Pranram Infarmatinn

Figure 7-42 Plan Tab
2. The plan will display.

3. At the top of the plan form are three tabs: Plan (current form), Event, and Plan History. Click Plan
History.

4. The Plan History Listing will display.

Tracking Inbox / Client / Program Listing / Program / Plan Listing / Plan / Plan History Listing Assignment: No Assignmen
Plan History Listing

(]
0% VR-2024-00005
%*-° ounselor: Counselor, Amanda Client: Sheen, Charles
bannerimage
apity Level Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23/2023

Plan  Event  Plan History

Column Filters (OFF) b

No records found.

Figure 7-43 Plan History Tab

7.6 Plan Event

The Plan Event tab displays all events associated with the plan.

1. Navigate to a client's program and click the Plan tab in the top ribbon.

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23/2023

Program Authorization Disability Certificate of Eligibili Plan Plan Data Elements Employment Event Exit Program Note Work Request MORE ~

Pranram Infarmatian

Figure 7-44 Plan Tab
2. The plan will display.

3. At the top of the plan form are three tabs: Plan (current form), Event, and Plan History. Click Event.

4. The Event Listing will display.
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1
Tracking Inbox / Client / Program Listing / Program / Plan Listing / Plan / Event Listing

Event Li

sting

Plan  Event  Plan History

SRPrint €SV Column Filters (OFF) b
Event Category [= Event

»  Draft New
»  Draft Draft Saved
»  Draft Submit for Review
»  Draft Reviewed
» Draft Submit for Approval
» Draft Approved
» Draft Pending Finalization
»  Final Mark as Final

Figure 7-45 Plan Event Tab

Event Date

10/23/2023

10/23/2023

10/23/2023

10/23/2023

10/23/2023

10/23/2023

10/23/2023

10/23/2023

Assignment: No Assignment

Comments

5. Any of these listings can be clicked on. This will take the user to a new form where comments can be

viewed in full for any of the Event records (if they've been entered).

Tracking Inbox / Client / Program Listing / Program / Plan Listing / P\aF / Event Listing / Event |

Event

Event

Comments —

Event * Submit for Review
Event Category * Draft
Event Date * 10/23/2023

Figure 7-46 Event Listing Comments
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8 Employment

8.1 Employment

Employment information is only collected for the Vocational Rehabilitation program and not for Potentially
Eligible or Independent Living programs.

Features:

B Users can enter information for employment at three different stages of the Vocational
Rehabilitation process.

B Users are provided with a link to the O'NET Online Reference to look up occupation information.
Business Rules:

B When a new Program record is created, three Employment records will auto generate for the
three different Employment stages.

B Users will only be able to edit the three different employment records, they cannot add new
ones.

m If the Employment at IPE record is updated the system also updates the Employment at Outcome
record with the same info.

m |f the Employment At Exit record is updated, then the Employment at Employment Outcome
record is updated with the same info.

B User has the ability to update the Employment at Employment Outcome record at any time
independently.

B Based on the Employment Status selected, certain fields on the form will become read only and
not required for the user to fill out.

Employment data is entered at three stages:
B |X.C Employment at Initial Plan
B XVI. Employment at Employment Outcome
B XVII.D Employment at Exit

Disability Level: Significant Disability Presumptive Eligibility: No Status: VR Eligible Last Event: VR Eligible Last Event Date: 03/07/2024

Program Disability  Certificate of Eligibility Plan Plan Data Elements Employment Program Note Event Exit Work Request Program Document Authorization

GPrint CSV  Column Filters (OFF) b

Employment Stage T'; Primary Occupation Start Date Hourly Wage ($) Hours Per Week
» IX.C Employment at Initial Plan

»  XVI. Employment Outcome

»  XVIL.D Employment at Exit

Figure 8-1 Employment Listing
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8.2 Entering Employment at Initial Plan
1. Navigate to the specific client through Search.
2. When the client screen displays click on Program in the ribbon.

Tracking Inbox / Chent

Client

»
.
..l .
L N
o Email: Guardian:

Birth Date: 07/31/1982

Client Address Client Contact Education Client Document Client Note Assignments

Figure 8-2 Program Tab

3. Choose the appropriate program for the client.
4. Click on the Employment tab on the top of the screen in the ribbon.

._.':. VR-2024-00027
:.. ¢ Counszelor: Client:

Diaability Level: Most Significantly Disabled Presumptive Eligibility: No Status: Applicant Last Event: Viocational Rehabilitation Application Sub

Program  Authonzation  Disabilty  Certificate of Eligibility  Plan  Plan Data Elements Event  Exit  MOBE ~

Figure 8-3 Employment Tab

5. The Employment screen will display and include the Employment at Initial Plan, the Employment
Outcome, and Employment at exit.

Disability Level: Significant Disability Presumptive Eligibility: No Status: VR Eligible Last Event: VR Eligible Last Event Date: 03/07/2024

Program Disability  Certificate of Eligibility Plan Plan Data Elements Employment Program Note Event  Exit Work Request Program Document  Authorization

R Print SV Celumn Filters (OFF) b

Employment e T2 Employment Status Primary Occupation Start Date Hourly Wage ($) Hours Per Week
»  IX.C Employment at Initial Plan
»  XVI. Employment Outcome

»  XVIL.D Employment at Exit

Figure 8-4 Employment Listing > Employment at Initial Plan

6. Clicking into any of these three items will display the Employment form.
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Last Event: Vocatio

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: Applicant

Employment

Employment Stage * 1X.C Employment at Initial IPE

Employment Status * v

Employer Name

soc * O'NET Qnline
Job Title *

Start Date * m (mm/dd/yyyy)

Hourly Wage (§) * $

Hours Per Week *

Form Record Audit v

o [ e

Figure 8-5 Employment at Initial Plan Form

7. On the employment form the required fields are marked. There is also a hyperlink to O*Net Online that
when clicked will take the user to the O*New website in a different browser window to locate the needed
SOC:

Employment

Employment Stage * IX.C Employment at Initial IPE

Employment Status * -
Employer Name
soc * O'NET Online

Job Title *

Figure 8-6 O*NET Online Link on Employment Form

C & onetonline.org @ vt % [
2 Occupation keyword search
@ O'NET OnLine o
Help ~ Find Occupations ~ Advanced Searches ~ O*NET Data - Crosswalks ~ Share = Sites ~
F? - D T
b i s B 22N
0. iewsy ”k e
- g 5 A £ 40,0
) . A &N y
O*NET OnLine features More career sites & resources

Figure 8-7 O*NET Website
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8. Once the employment information is entered and Save is clicked the window will refresh and the
employment listing will display.

Disability Level: Significant Disability Presumptive Eligibility: No

Status: VR Eligible Last Event: VR Eligible Last Event Date: 03/07/2024

Program Disability  Certificate of Eligibility ~ Plan

Plan Data Elements Employment Program Note  Event  Exit Work Request  Program Document  Authorization

= Print CsSV  Column Filters (OFF) b

Employment Stage T': Employment Status Primary Occupation Start Date Hourly Wage ($) Hours Per Week

»  IX.C Employment at Initial Plan 7 - Not Employed: Student in Secondary Education

$0.00 0
»  XVI. Employment Outcome

»  XVII.D Employment at Exit

Figure 8-8 Employment Listing

9. Clicking into the employment record, the entered information will display and be read only.

8.3 Entering Employment at Employment Outcome
1. Navigate to the Employment tab just as done previously.
2. Click on Employment Outcome.

Disability Level: Significant Disability Presumptive Eligibility: No

Status: VR Eligible Last Event: VR Eligible Last Event Date: 03/07/2024

Program Disability Certificate of Eligibility Plan Plan Data Elements Employment Program Note Event Exit Work Request Program Document Authorization

rrint [csv Column Filters (0FF) b

Employment Stage T'—_ Emplo! Status Primary Occupation ‘Start Date Hourly Wage ($) Hours Per Week
»  IX.C Employment at Initial Plan ~ Not Employed: Student in Secondary Education $000 0
»

XVI. Employment Outcome

»  XVIIL.D Employment at Exit

Figure 8-9 Employment Listing > Employment Outcome

3. The Employment Outcome form will display
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Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan|

Employment Employment Data Changes

Employment Stage * XVI. Employment Outcome

Employment Status ¥ 5 - Supported Employment in Competitive Integrated Empl
Employer Name *
soC * O'NET Online

Job Title *

Start Date of Employment in Primary )
QOccupation * m (mm/dd/yyyy)
Hourly Wage (§) * 3

Hours Per Week *

Form Record Audit ~

[ [ oo [ i |

Figure 8-10 Employment Outcome Form

4. Enter in all required information and click Save.

There is a business rule built in where if Employment Status = 1-5, then the Type of Exit on the Exit tab

must = 6.

Employment Status * [—v]
Employer Name * 1 - Competitive Integrated Employment
2 - Self-Employment

3 - Randolph-Sheppard (BEP)
soc * 4 - State Agency Managed BEP IET Online
5 - Supported Employment in Competitive Integrated Employment
[ 6 - Supported Employment on Short-term Basis

itle *
Job Title 7 - Uncompensated Employment

Start Date of Employment in Primary
Occupation * [3) (mm/dd/yyyy)

Figure 8-11 Employment Status Drop-Down

Type of Exit * l v I

Reason for Exit l 0 - Individual exited as an applicant, prior to eligibility determination or trial work
1 - Individual exited during or after a trial work experience
2 - Individual exited after eligibility, but from an order of selection waiting list.
3 - Individual exited after eligibility, but prior to a signed Plan.
| 4 -Individual exited after a Plan without an employment outcome.
5 - Individual exited after a Plan in noncompetitive and/or nonintegrated employment.

Consultation *

@ Search Consultation o . . o -
6 - Individual exited after a Plan in competitive and integrated employment or supported employment.

7 - Individual exited as an applicant after being determined ineligible for VR services
Client Assistance Proaram was reviewed

Figure 8-12 Employment Status on Employment Outcome Drop-Down on Exit
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To view the history of any employment change, click the Employment Data Changes tab at the top of the

Employment Outcome form:

w_w W
o Counselor:

Disability Level: Most Significantly Disabled

Client:

Presumptive Eligibility: Yes Status: VR Plan

Employment Employment Data Changes

Employment Stage *

L 4 Cdmdiin K

XVI. Employment Outcome

E Ciimmartnd Commlamnnmd i Mamamntitiven latameatard Coanl oo

Figure 8-13 Employment Data Changes Tab

The Data Changes will display including who made the change, when it was completed and what data

element was changed

1TacKINg INDOX / WIIeNt / FTOgram LISUNg / Frogram / EMPIOYMeNt LISUNg / EMPIOYMeNt / EMPIoyMent Uata Lnanges Listng

Employment Data Changes Listing

Employment Employment Data Changes

it [{osv Column Filters (o) b

- Before Changed
After Value 1= Value By

» 10/23/2023 Amanda
Supervisor

» 15 Amanda
Supervisor

» 1500 Amanda
Supervisor

Changed By
Id
29
29

29

Changed
Date

10/23/2023
08:06 PM

10/23/2023
08:06 PM

10/23/2023
08:06 PM

Data Element

Date you started
working at this job

Hours a week

The hourly wage

8.4 Entering Employment at Exit

1. Navigate to the Employment tab just as done previously.

2. Click on Employment at Exit.

Data Element Key

object.pboProgramEmployment.element.startDate

object.pboProgramEmployment.element.hoursPerWeek

object.pboProgramEmployment.element.hourlyWage

Figure 8-14 Employment Data Changes Listing

Data
Object

ASSIgNMent: Lounse|or

Tracking
Id

Employment 443

Employment 443

Employment 443

Disability Level: Significant Disability Presumptive Eligibility: No

Program  Disability  Certificate of Eligibility ~ Plan Plan Data Elements

rrint [csv  Column Filters (orF) b

Employment Stage 1= Employment Status

Status: VR Eligible

Employment

»  IX.C Employment at Initial Plan 7-No oyed: Student in Secondary Education
»  XVI. Employment Outcome
»  XVILD Employment at Exit

Figure 8-15 Employment Listing > Employment at Exit

Last Event: VR Eligible

Program Note

Primary Occupation

Last Event Date: 03/07/2024

Event  Exit  Work Request  Program Document

Start Date Hourly Wage ($)

S000 O

Authorization

Hours Per Week

=~ tyler

technologies



Employment: Entering Employment at Exit | 85

3. The Employment at Exit form will display

Employment

Employment Stage * XVI1.D Employment at Exit

Employment Status * v

Employer Name

soc * ONET Online
Job Title *

Hourly Wage ($) * $

Hours Per Week *

Form Record Audit v

S

Figure 8-16 Employment at Exit Form

4. Enter in all required information and click Save.

Reminder if Employment Status = 1-5 on Employment Outcome, then the Type of Exit on the Exit tab
must = 6.

All Employment Records will display on the Employment Listing screen.

Tracking Inbox / Client / Program Listing / Program / Employment Listing Assignment: No Assignment
Employment Listing
(]
e’  VR-2024-00010
s 0%
.. Counselor: | Client:

Disability Level: No Significant Disability Presumptive Eligibility: No Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 01/29/2024

Program Disability Certificate of Eligibility Plan Plan Data Elements Employment Program Note Event Exit Work Request Program Document  Authorization

= Print CSV  Column Filters (OFF) b

Employment Stage 1= Employment Status Primary Occupation Start Date Hourly Wage (5) Hours Per Week
»  IX.C Employment at Initial Plan 2 - Employed: Self-Employment 43-4242 08/30/2023 $3.00 3
»  XVI. Employment Outcome 1 - Competitive Integrated Employment 11-1111 02/15/2024 $20.00 40

»  XVILD Employment at Exit

Figure 8-17 Employment Listing
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8.5 Entering Employment on the Quick Menu

To enter employment information without navigating off the screen the user is currently on; they can use

the quick menu to enter this information.

1. Click the Quick Menu in the top left of the screen.
I

Living Case Management 0.20.4

- Change Role
-

B AlLeckemby (Product Administrator)

e b

Inbox / Client / Program Listing / Program
am

VR-2024-00010

Counselor: Client:

ty Level: No Significant Disability Presumptive Eligibility: No

am  Disability  Certificate of Eligibility ~ Plan Plan Data Elements

Status: VR Plan

Employment

Last Event: VR Initial |

Program Note

kflow

ignment: No Assignment

= Quick Menu

Assignment: No Assignment

= Workflov = Quick Menu

E

= S

Figure 8-18 Quick Menu Location

2. The Quick Menu will expand, click the Employment tab.

Plan Data Elements Employment Note Document

Adult

Adult Education
;78 0- 0-

Individual  Individual
did not did not
receive receive
services Adult
from Education
Arnlt carviroe

Dislocated
Worker

0 -
Individual
did not
receive
services

from the
Niclnrater

Job
Corps

0 -
Individual
did not
receive
services

from the
Inh

Vocational
Rehabilitation

1 - Individual
received
services
under parts A
and B of title |

of the
Rahahilitatinn

Authorization

ol A X

Wagner
Peyser
Employment
Service

0 - Individual
did not
receive
services from
the
WagnerPeyse

Franlavment

Figure 8-19 Employment Data Elements on Quick Menu

3. The three different Employment stages will display

4. Just as with the Employment tab not on the quick menu the information can be added. Click on the

Pencil icon near whichever record needs to be added.

Note: The icon (square with an arrow pointed top right) next to the pencil will open this tab in a new window.

@
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Employment  Employment I
Stage Status !

P v .C 2 - Employed:
Employment Self-
atInitial Plan ~ Employment

Figure 8-20 Open New Window Icon

Plan Data Elements Employment Note Document

Hourly  Hours

Employment  Employment  Primary StartDate  Wage  Per

Stage Status Occupation ) Week
sS4 IXC 2 -Employed:  43-4242 08/30/2023 $3.00 3
Employment Self-
at Initial Plan ~ Employment
s XVL 1- 11-1111 02/15/2024 §20.00 40

Employment Competitive
Outcome Integrated
Employment

XVIL.
Employment
at Exit

Figure 8-21 Edit Icon on Quick Menu > Employment

5. The form will display just as before; enter the required information and click Save.
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Plan Data Elements Employment Note Document

Employment Stage *  XVI. Employment Outcome

Employment Status *
Employer Name *

soc *

O'NET Online

Job Title *

Start Date of
Employment in m (mm/dd/yyyy)

Primary Occupation ¥

Hourly Wage ($) * $

Hours Per Week *

I I I

Figure 8-22 Employment Form on Quick Menu
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Authorizations

Authorizations provide an authorization for services to be provided to a client in the Vocational
Rehabilitation Programs. The Authorization tab allows users to add authorizations to a Program record
to track and record services needed by that participant to ensure their success in Vocational
Rehabilitation programs.

Authorizations can be created from a client's plan or directly from the Authorization Tracking Inbox.

Features

Authorizations entered directly from the Tracking Inbox are independent from authorizations
created directly from a Plan. Users do have the option when creating a Plan to link
Authorizations created from the Authorization tab to a Plan.

All Authorizations associated with that Client plan will display on this form for easy viewing.

Authorizations must proceed through a two-factor approval process before it is considered Issued
and budget dollars can be encumbered for it.

Business Rules

The 'Provider' drop-down information comes from the 'Provider BTO, Service Category field.'

Live Search is used to locate the providers who perform the services listed in the Service
Category by filtering for Providers that perform the services and match on the partial name
entered.

Authorization Numbers auto generate after an Authorization is created.

Total Amount Encumbered to Date, Total Billed to Date, Total Paid to Date and the Remaining
Balance do not display on Create New, the fields only display after an Authorization has been
created.

Total Billed to Date populates from the Payment tab when the payment status is not Draft and not
Cancelled. It is the sum of all these payment records. Anytime the payment status of a payment
changes then this amount is recalculated.

Total Paid to Date populates from the Payment tab when the payment status = Final Paid. This is
the sum of all payment records that have a status of Final Paid. Anytime the payment status
changes to Final Paid then this amount is recalculated.

If Client Pay = Yes, then Provider is not required. If Client Pay = No or blank, then Provider is
required.

When an Authorization is created from the Program tab:

= The 'Office’ populates with the Office from the Program.

= 'Authorization Entered By' populates with the Counselor from the Program.
= 'Client' defaults to the Client from the Client tab.

®  The related Plan is associated with the Authorization.
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B When an Authorization is created directly from the Tracking Inbox (Authorization BTQO), an Office
must be selected. The Authorized By field will filter to only show Staff users who are associated
with the Office from the Staff tab.

B  When an Authorization is created from a Plan:
= The 'Office' populates with the Office from the Program.
= 'Authorization Entered By' populates with the Counselor from the Program.
= 'Client' defaults to the Client from the Client tab.
= The related Plan is associated with the Authorization.

= When Plans are moved into Plan History, the association with the Authorization is updated
accordingly.

B Authorization Amount - when an Authorization is created from a Plan, the Authorization Amount
cannot be greater than the Plan Budget on the Plan, and can't exceed the difference between the
Plan Budget and the sum of all other open Authorizations associated with the Plan.

B Some services are restricted to plans ONLY (Auth created from the Plan)
B Some services are NOT restricted to plans only (Auth created NOT from a plan)

B Some individuals may not have a plan for example, Potentially Eligible, but require Authorizations
for Services

= Authorizations for this type of client are created from the Tracking Inbox. A Live Search is
used to locate client by filtering as the user types their name.

9.1 Authorization

9.1.1 Creating an Authorization from the Program Tab

Support Staff or Case Manager can create an Authorization. This will follow the most direct path through
the workflow to get the Authorization to a Status of Issued.

A Supervisor can create an Authorization however, they cannot approve an Authorization they have
created; it will need to be approved by a different Supervisor.

1. Login with your system provided account and navigate to a client whose plan requires an
Authorization to be completed.

2. From the Client screen using the top menu navigate to Program, when the Program listings display
choose the appropriate Program for the client.

3. When the Program Information form displays, choose Authorization in the top ribbon:
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Tracking Inbox / Client / Program Listing / Program
Program

...-:. VR-2024-00005
:.. ¢ Counselor: Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initia

Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements Employment Event

Program Information

Date of Application Zip Code of Ap

Figure 9-1 Authorization Tab

4. The Authorization listing will display; click +New under Authorization but above the listing section:

Tracking Inbox / Client / Program Listing / Program / Authorization Listing / Authorization
Authorization

e’ VR-2024-00005
% ¢’
o Counselor: Client:
Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initia
Authorization
<+ New
Authorization Number Service Category Authorization Amount Start Date

Figure 9-2 Authorization > +New

5. The Authorization form (New Authorization) will display.

6. There are 4 sections on this form: Authorization, Service Category, Service Details and Workflow
Actions.

7. The version number, like the plan, will reflect which iteration of the Authorization it is. For this example,
this is a new Authorization so it will reflect Version Number 1. If the Authorization is amended in any way
the number will update accordingly (1, 2, 3...).

8. The office will default to lowa Department for the Blind.
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9. The Authorized By drop down is a required field and will include any individual who has the
permissions to create an authorization.

10. The Authorization Entered By field will auto-populate to the user creating the Authorization. This
field is read only and cannot be modified.

11. The Client Name is auto populated on the screen and is read only. There is a hyperlink next to the
Client name to navigate back to the client’s program.

Note: If the user has filled anything out on the Authorization form and has not clicked save and navigates using
the hyperlink to View Program, any information entered will be lost.

12. Program Type is a required field; this is a drop-down selection.

13. The following fields are on the form in the Authorization section and are not required yet: Federal
Fiscal Year, Budget Type, Budget, Budget Description, and Accounting Code.

14. The next section is the Service Category. Click Search Service Category to get the multi-select to
display:

Service Category * ~
ﬂ] Federal Reports

Q Search Service Category
@ Reporting

?0 Administration

Figure 9-3 Search Service Category

15. The Services will display all service categories that are available for the client:

Service Category * ~

| + Done

Select All | Deselect All

[] Assessment
[] Benefits Counseling
[:\ Diagnosis and Treatment of Impairments

[ Interpreter Services -

Figure 9-4 Service Category Options Multi-Select

16. Below Services is the Client Pay buttons, Yes/No, this is not required.

17. The next field is the Provider field; this field is required. To enter the Provider, click the magnifying
glass to the right of the field:
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Client Pay (O Yes () No

Provider * ]Q [x]
Authorized Start Date (mm/dd/yyyy) T
Authorized End Date (mmy/dd/yyyy)

Figure 9-5 Provider Search

Note: You will not be able to click directly into the field until the magnifying glass is clicked on.

18. Once the magnifying glass (JAWS may announce the magnifier as 'link’) has been clicked on the field
will change slightly and a cursor will display inside:

wieln ray JorER A w

Provider * \ | ] m

Authorized Start Date (mm/dd/yyyy)

Figure 9-6 Provider Field Once Magnifier is Selected

19. Begin typing the Providers name in the field.

Note: This will only populate based on Providers who have been entered into the system under the Tracking
Inbox > Provider > +New Provider and have the services assigned to them that were provided to the client.
When typing, if the Provider is not populating it will need to be confirmed the provider has been set up
previously and correctly.

Client Pay () Yes (@ No
Provider ¥ l Library x ] m
Provider Vendeor ID X

Figure 9-7 Provider Field

When a provider has been set up, upon typing it will display the Providers who match what is being
typed; these will display under the Provider listing header:
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Provider * l Da x ]m

Provider VendoriD X

DAB Best Buy
DAB EmilyW Acct
DAB EmilyW2 Counselor/Prod

DAB Goodwill

Figure 9-8 Provider List Populates

20. The remaining fields on the form are not required yet: Authorized Start Date, Authorized End Date,
Authorized Amount, (Under Service Details) Services Notes and Description.

21. Once all the required fields have been entered the Save button can be selected but the Authorization
will be in a Draft status (this is helpful if the user is not ready to submit the Authorization yet and does
not want to lose work).

Note: Upon clicking Save, the Authorization will update to a Status of Draft, will have an auto-populated
Authorization Number. The Version Number, Office, Authorized By, and Authorized Entered By Fields are now
read only. The Authorized Amount and fields below it are also read only.

Note: Once the Authorization will be triggering Workflow Actions some of these fields will become required
(steps to come).

Once the Authorization has been saved, the user can navigate away from this form if needed. To come
back follow previous navigation steps to the Authorization listing. The Authorization will display:

T
:' . Counselor: Counselor, Clignt:
Dianbility Lewet Mosi Sagnifcantly Disabled Presumptene Elgitslity, Yes Sistus: Plan Lot Evant: Initssl Plan Skgned Lt Evweni Dwie: 1072377023
Aurthesizstion
= Hew
Autharization Number Service Category Authodizaticn Amount Current IPE Workflow Status
Stari Date End Daie
StatusEdition
TH-2024-00004 Asseqsmen 10.00 1042372023 1200172023 asued
AUTH-2024-00018 Draft

Figure 9-9 Authorization Listing
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22. The bottom buttons have updated to include a Clone Authorization button. In the event a client will be
receiving another Authorization (or even multiples) the one Authorization can be cloned to prevent
multiple data entry requirements.

Form Record Audit

Figure 9-10 Button Added to Form

23. Revisiting step #20. When the Authorization is ready to be approved a Workflow Action needs to
be selected and the Case Manager needs to sign however, for the Authorization to move forward for
approval some of the fields that were not previously required to save are now required to progress
(Authorized Start Date, Authorized End Date, and Authorized Amount). If not populated the Workflow
Messages (errors) will display:

Status: Draft Last Event: Draft Authorization Created Last Event Date: 11/06/2023 Remaining Budget Amount: $100.00

Authorization History Audit Log

(@) Workflow Messages
» Authorized Start Date is required.
» Authorized End Date is required.
e Authorized Amount is required.

Authorization Workflow Actions

Figure 9-11 Workflow Message

24. Navigate to the newly required fields and populate the information.

Provider * DAB IADBR Qo
Authorized Start Date ‘ 10/23/2023 I(mm/ddlyyyy)

Authorized End Date 12/31/2023 (mm/dd/yyyy)

Authorized Amount $ 50.00

Figure 9-12 Authorization Start and End Date Fields

25. After the required fields have been populated. Navigate to the right side of the screen where
Workflow Actions is located (this will only display AFTER Save has been selected). Select the drop-
down and click Submit for Review/Approval.
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Workflow Actions ~

Workflow Action ~

Submit for Review/Approval

Authorization Canceled

Figure 9-13 Authorization Workflow Actions

26. A new drop-down will display on the screen: Send for Review/Approval. This drop-down will have
any user who can approve an Authorization.

Workflow Actions ~

Workflow Action Submit for Review/Approval -

Send for Review/Approval ‘* ke

Figure 9-14 Authorization Approver List

27. Choose the approver:

Workflow Actions ~
Workflow Action Submit for Review/ Appraval -
Send for Review/Approval * Supervisor, w

Figure 9-15 Approver Selection

28. Scroll to the bottom of the Authorization form; a new section of Signatures is displaying which has
the Counselor Signature field and is required:

Signatures ~

Counselor Signature * V4

Form Record Audit

Figure 9-16 New Signature Field
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29. The Case Manager creating the authorization will click the pencil icon (JAWS announces this as
'Signature’) to the right of the Counselor Signature label and the password entry pop-up will display:

Signatures ~

Counselor Signature * Ve /

Counselor Signature

Form Record Audit

Figure 9-17 Entering Sighature
Upon click:

PASSWORD CONFIRMATION X

Signatures Enter password: ~

Counselor Signature * “ m

Form Record Audit

Figure 9-18 Entering Password

30. Enter your user password (this is the same password you enter upon login).

31. The Case Managers name will populate on the screen and will also include the time and date stamp
of when the signature was entered. This field becomes read only.

Signatures

Counselor Signature ™ ,B Counselor . Y

Form Record Audit

Figure 9-19 Case Manager Sighature

32. Click the Save button at the bottom of the screen. The screen will refresh. The Authorization will now
reflect the Authorization Status as Draft Pending Review/Approval. The Send for Review/Approval will
also display who the Authorization was sent to for approval as read only:
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Status: Draft Pending Review/Approval Last Event: Submit for Review/Approval Last Event Date: 11/06/2023 Remaining Budget Amount: $100.00

Authorzation History  Audit Log

Authorization Workflow Actions
Authorization Status Draft Pending Review/Approval Workflow Action
Authorization Number AUTH-2024-00018 Send for Review/Approval * Supervisor, Amanda

Version Number 1

Figure 9-20 Authorization Status

Note: In the blue ribbon at the top of the form the Status is also visible there as well as the Last Event for the
Authorization.

33. Once the Authorization has been sent for approval the user who will be reviewing/approving will
receive an email alerting them of the Authorization.

Authorization AUTH-2024-00018 is ready f.

iadbvr-qa01 <syst -... =

To & 12:43 PM

1Q
[

Dear Supervisor
This email is to notify you that Authorization AUTH-2024-
00018 has been sent to you for Review/Approval.

Authorization Details:
Authorization Number: AUTH-2024-00018

Figure 9-21 Email Notification for Authorization Approval

34. For these next steps: A Supervisor is required to complete the Authorization workflow.

35. Navigate to the client’s Authorization. This can be done a few different ways. One way was
mentioned previously by locating the client, going through program then to the Authorization tab. The
Authorizations can also be located through the Supervisor queues located on the left side of the screen.
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Voc Rehab & Independent Living Case Management 0.13.4 € ALSupervisor (Supervisor)
A Home Queues
= Queues Services Billed 30+ Days
old
4 Intake Queues ‘
| Payments Pending
Review
[J  Tracking Inbox
P ts Rets d fi
R:{E;:: umned for |Fiscal Year = BudgetType =  Client =  Provider =  Authorized StartDate =  Authorized End Da
7 BukUpdate
Authorizations Pending 110 VR Case Belfort,
I 06/26/2023 07/01/2023
Revi
Q Search eview Services Michael
Authorizations Returned
4 Independent Batres, i
[  Federal Reports For Revisions. Living Blind Carlos 06/26/2023 07/01/2023
Client Upcoming
€)  Management Eligibility ES;ZBSﬁ:Q' E‘;‘gs"sa 08/15/2023 09/01/2023

Plan Completion

Figure 9-22 Supervisors Queue > Authorizations Pending Review

36. Clicking the Authorizations Pending Review Queue will display all the Authorizations that are
pending review for the specific supervisor.

'oc Rehab & Independent Living Case Management 0.13.4 @ ALsupervisor (Supervisor) @) [
Home
h Home
Home
=  Queues

Intake

Tracking Inbox

Bulk Update

Search

Federal Reports

Management

Authorizations Pending Review

Show 10 ~ entries

Authorization Number =  Federal Fiscal Year = BudgetType =  Client =  Provider =  Authorized StartDate =  AuthorizedEndDate = A
AUTH-2023-00044 2023 ;l?vi: :ﬂse f;'cfﬁ:el 06/26/2023 07/01/2023 [
AUTH-2023-00045 2023 Efﬁ“;“;ﬁ:é“ Pririn 06/26/2023 07/01/2023 8
AUTH-2023-00072 2023 ‘L"Wdli‘;*‘gﬁ:;“ Taplor, 08/15/2023 09/01/2023 8
AUTH-2023-00004 2023 110 CRP i;\z;\‘éel DABBestBuy  05/09/2023 06/02/2023 3

Figure 9-23 Authorization Pending Review Queue Listing

37. Locate the Authorization and click it:

Budget Type

110 VR Case
Services

R T .

Cllemt Provider Authorized Start Date Authorized End Date Authorized Amount Date Sent For Review/ Approval
DAB |ADBR 11/07/2023 V232023 $50.00 11/06/2023

Test

L

Figure 9-24 Authorization Pending Approval

38. As the Supervisor reviewing the Authorization, if it looks good, navigate to the Workflow Actions
section. Click the Workflow Action drop-down and select Draft Authorization Approved:
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Workflow Actions A

Waorkflow Action -

Send for Review/Approval ¥ Return for Revisions
Draft Authorization Approved
Authorization Canceled

Figure 9-25 Workflow Action

Note: There are two additional options (these will be covered later):
- Return for Revisions

- Authorization Canceled

39. Scroll to the bottom where the signature section is located and click the pencil icon (JAWS
announces this as 'Signature’) to the right of Reviewer Signature:

Signatures l ~
7

Reviewer Signature *

Figure 9-26 Review Signature

40. Like before the Password Prompt will display, enter password (same password as used to login):

s

PASSWORD CONFIRMATION *
g Enter password: -~
o =

ord Audit

Figure 9-27 Password Confirmation

41. Scroll to the bottom and click Save.

42. Once save has been clicked the screen will refresh. In the blue banner at the top of the screen the
Status of the Authorization will reflect Issued with the Last Event being Draft Authorization Approved.
It will also reflect the Remaining Budget Amount (if payments have been applied to this authorization the
balance remaining will update).
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Tracking Inbox / Authorization
Authorization

os’s  AUTH-2024-00018
'o.o'o . ) . .
P Office: lowa Department for the Blind Version Number: 1

Status: Issued Last Event: Draft Authorization Approved Last Event Date: 11/06/2023 Remaining Budget Amount: $100.00

Authorization Print Log Payment History  Audit Log

Figure 9-28 Authorization Status =Issued

43. The Case Manager who created the Authorization will receive a notification email showing that the
Supervisor has approved the Authorization:

Authorization AUTH-2024-00018 has been ...

<
iadbvr-qa01 <syst ﬂ

To = 1:04 PM

IQ
®

Dear |
This email notification is to notify you that
Authorization AUTH-2024-00018 has been approved.

Authorization Details:

Figure 9-29 Email Notification of Approved Authorization

44. The Authorization can be printed now, if required/requested. Scroll to the bottom of the screen and a
new button displays: Print Authorization

Form Record Audit

m Print Authorization Clone Authorization

Figure 9-30 Print Authorization Button

45. When Print Authorization is clicked a PDF is generated; this can be saved to your computer or
printed to paper.

Authorization
Authorization
Authorization Number:  AUTH-2024-00018
Version Number: 1
Office: lowa Department for the Blind
Authorized By: Counselor, Amanda
Federal Fiscal Year: 2024
Budget Type: 110 VR Case Services
Accounting Code: 3745282
Service Category: Marmnance Miscebansous Trarmg

Figure 9-31 Authorization PDF Document
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46. At the top of the screen near the blue banner are some additional tabs. Next to the main
Authorization tab (where you are currently) are the Print Log, Payment, History and Audit Log tabs.

47. Click the Print Log tab. This will display each time the Authorization has been printed (the Print
Authorization button has been used), which user printed it and when:

Tracking Inbox / Authorization / Print Log Listing Assignment: No Assignment

Print Log Listing

Authorization Print Log Payment History  Audit Log

=R Print CSV  Column Filters (OFF) b

Authorization Version Number r: User ID User Name Printed On
r o1 Supervisor, Amanda Supervisor, Amanda 11/06/2023 07:11 PM
[ Supervisor, Amanda Supervisor, Amanda 11/06/2023 07:13 PM

Figure 9-32 Authorization Print Log Tab

48. The Payment tab will display any payments that have been applied to the Authorization. Currently in
this example we have not applied any payments however, this is where they would appear in a listing:

Tracking Inbox / Authorization / Payment Listing Assignment: No Assignment

Payment Listing

e’ AUTH-2024-00018

(X
.. Office: lowa Department for the Blind Version Number: 1

Status: Issued Last Event: Draft Authorization Approved Last Event Date: 11/06/2023 Remaining Budget Amount: $100.00

Authorization Print Log Payment  History  Audit Log

+=New Column FiligfS (OFF) b

No records found

Figure 9-33 Payments Applied to Authorizations Tab

49. The History tab will display the Events of the Authorization, whether it was approved, returned for
revisions, cancelled, etc.
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Histt;ry Listing
...':. AUTH-2024-00018
:.. Office: lowa Department for the Blind Version Number: 1

Status: Issued Last Event: Draft Authorization Approved Last Event Date: 11/06/2023 Remaining Budget Amount: $0.00

Authorization Payment  History  Audit Log

= Print csv lumnn Filters (OFF) b
Event Date T'— Event Category Event
»  11/06/2023 Draft

Draft Authorization Created

Figure 9-34 Authorizations History Tab

50. The Audit Log tab will display a full list of everything that occurred on the Authorization from start to
finish and who did it:

Audit Log Listing
...':_ AUTH-2024-00018

e e
.. Office: lowa Department for the Blind Version Number: 1

Status: Issued Last Event: Draft Authorization Approved Last Event Date: 11/06/2023 Remaining Budget Amount: $0.00

Authorization ~ Payment  History  Audit Log

Date/Time [_: Name Tracking Id Audit Type Account Name Element Name From Value To Value

11/09/2023 08:56 PM Print Log 4 Create

Figure 9-35 Authorizations Audit Log Tab

9.1.2 Creating an Authorization from the Tracking Inbox (NOT on a Plan).
For this example, logging in as a Case Manager and will follow the most direct path.

1. Login with your system provided account and navigate to the Tracking Inbox on the left side of the
screen, when the menu expands choose Authorization:

A Home Tracking Inbox

i= Queues [  Authorization
o]

+  Intake [ Budget

LJ  Tracking Inbox L] Client

Figure 9-36 Authorization from the Tracking Inbox
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2. When the Tracking Inbox opens Authorizations that are visible to the user (if any) will show:

Tracking Inbox
Tracking Inbox

Authorization Budget  Client  Office Profile Provider ~ Work Request

+ New Page 1 of 1 Display 50  per page C = Displaying 1-50of 5 All Assignments ~ Y Column Filters (OFF) »
Total Federal
Authorization  Authorized Authorized Total Paid Total Version Fiscal Remaining Approver Provider ~ Workflow Status
—- Amount Encumbered to Billed Number Balance
Number |= By Year
- to Date Date

Figure 9-37 Tracking inbox > Authorization

3. Click +New near the top of the screen:

Tracking Inbox

Tracking Inbox

Authorization Budget Client Office Profile Provider Work Request

+ New Page 1 of 1 Display 50  perpage (¢} ﬁ Displaying 1-50of 5 All Assignments v Y Column Filters (OFF) »
L o Federal ..

Figure 9-38 Tracking inbox > Authorization click +New

4. Similar to the previous steps fill in the required fields on the form.

Note: Because this Authorization is not being created from the Plan you will have to search for a client to link it
to.

5. Near the client field there is a magnifying glass (JAWS may announce this as 'Link’), just like with
Provider, click the magnifying glass then it will allow you to type in the field:

S s e e t s

[hctr) -
Client * Bob X ] m
Client Name X

Villain, Bob

Bob, Teacher

Figure 9-39 Client Search Field

6. Continue through the fields, to prevent errors, fill in each field (not only required). Be sure to populate
the Service Category (expanding the multi-select and selecting the services needed).
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7. Once all the fields have been populated click the Save button at the bottom of the form. The
Authorization will be saved in Draft status.

8. Just like before, to move the Authorization through the workflow the Workflow Actions needs to be
completed. In the Workflow Actions drop-down click on Submit for Review/Approval

Workflow Actions

Workflow Action ~
q Submit for Review/Approval
Authorization Canceled

Figure 9-40 Workflow Action

9. A new box will display Send for Review/Approval, choose the person who will need to approve the
Authorization:

Workflow Actions ~
Workflow Action Submit for Review/Approval v
Send for Review/Approval * Supervisor, ~

Figure 9-41 Workflow Action > Send to Supervisor

10. Navigate to the Signatures section and just like before, click the pencil icon (JAWS announces this
as 'Signature’) next to Counselor Signature label:

Signatures ~
Counselor Signature * /’
Counselor Signature

Form Record Audit

Figure 9-42 Counselor Signature Field

11. Password confirmation pop-up will display. Enter password (same password used to login):
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PASSWORD CONFIRMATION X

-

Enter password:

o] e

Figure 9-43 Password Confirmation

12. Case Managers name will display, be read only, and have the time and date stamp.

13. Once Save has been clicked an email will be sent to the Supervisor alerting them of an Authorization
pending review and the status of the Authorization will be changed to Draft Pending Review/Approval:

Tracking Inbex [ Authornzation
Authorization

os®, AUTH-2024-00020

o Office: lowa Departrment for the Blind Wersion Number; 1

Status: Draft Pending Review/Approval Last Event: Submit for Review/ Approval Last Event Date: 11/06/2023 Remaining Budget Amount: $10,000.00

Autherization  History  Audit Log

Authorization Workflow Actions
Autherization Status Draft Pending Review/Approval Workflow Action
Authorization Number AUTH-2024-00020 Send for Review/Approval * Supervisor,

Figure 9-44 Authorization Status = Draft Pending Approval

14. A Supervisor is required to complete the workflow.

15. Navigate either from the email notification or the Authorizations Pending Review Queue to the
appropriate Authorization:

MUNIE / AULIUIZAUUIS FEHUNIY NEYEY

Authorizations Pending Review

Authorizations Pending Review

Show | 10 + entries

Authorization Number = |FederaIFisoaIVear =" BudgetType =  Client =— Provider =  Authorized Start Date

Authorized End Date = A
l AUTH-2024-00020 2024 Other Fett, Boba DAB IADBR 11/07/2023 12/31/2023 $
Test
110 VR Case Supported i

AUTH-2023-00035 2023 Sérvices Employment, DAB Goodwill 06/13/2023 06/23/2023 $

AmandaTest
Figure 9-45 Authorization Pending Review Queue
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16. Just like before, pick the appropriate Workflow Action. For this example, happy path, Draft Pending
Approved will be selected.

17. Navigate to signatures and follow the steps to complete the signature and click Save.

18. The Authorization will change to Issued and an email will be sent to the Case Manager letting them
know the Authorization has been approved:

Tracking Inbox / Authorization
Authorization

oo, AUTH-2024-00020

() Office: lowa Department for the Blind Version Number: 1

Status: Issued Last Event: Draft Authorization Approved Last Event Date: 11/06/2023 Remaining Budget Amount: $10,000.00

Authorization  PrintLog  Payment  History  Audit Log

Authorization Workflow Actions

Authorization Status Issued Workflow Action

Authorization Number AUTH-2024-00020 Send for Review/Approval * Supervisor, Amanda

Figure 9-46 Authorization Status =Issued

19. Just like the previous example the Authorization can be printed and/or cloned.

20. When an Authorization is created and not from the plan it can be searched via the Standard Search
or Advanced Search and will not be visible on the client record:

Search / Standard Search (Authorization) / Results
Search Results

Matching Results: 1

Page 1 of 1 Display 1 per page C Refresh Displaying 1-1 of 1

. Total - .
Authorization Authorized Authorized Total Paid to Total Version Ffederal Remaining Approver Provider Workflow
— o Amount  Encumbered to Billed Number Fiscal Balance ikl o Status
Number |= By = _ - Date L - . . = = -
- = Date = — = = Year =— = =
»  AUTH-2024- Counselor, $0.00 $0.00 $0.00 $0.00 1 2024 $0.00  Supervisor, DAB Issued
00020 Amanda Amanda IADBR

Figure 9-47 Search > Authorization

Note: In testing, a Program Note was created to add the Authorization number to the client record so it’s visible.
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Tracking Inbox / Client / Program Listing / Program / Program Note Listing
Program Note Listing
]

os%, PE-2024-00001
:.‘ ¢ Counselor: Counselor, Amanda Client: Fett, Boba

Assignment: No Assignme!

Status: Submitted Last Event: Pre-ETS Submitted Last Event Date: 10/26/2023

Program Program Note  Program Document  Audit Log
+New = Print n CSV  Column Filters (OFF) b

Note Note Service Service Use For Initial Service Start D ioti Service Provided Provid
Type = Date Category Date Date escription By rovider

»  General Note 11/06/2023 No AUTH-2024-00020 created

11/06/2023

Figure 9-48 Program Note Authorization Number

21. When the Authorization is not created on the plan but the client has a program type of Vocational
Rehabilitation, Independent Living Younger or Older Blind the Authorization will display on the bottom of

the plan form with the associated Program (when creating an Authorization one of the required fields is
the Program Type).

22. To view the Authorization, this can be done two ways: navigate to the Client > Program >
Authorizations. The Authorization will display within the client’s record and is not tied to a specific plan,
only tied to the Program that was selected during the Authorizations creation.

For this example, the Program Type on the Authorization: Vocational Rehabilitation:

Tracking Inbox / Client / Program Listing / Program / Authorization Listing / Authorization

Assignment: Counselol
Authorization

‘E= Workflow  E[ Quick Ment

o', VR-2023-00119
:.. y Counselor: Counselor, Amanda Client: Minnow, Kylie

Disability Level: Significant Disability Presumptive Eligibility: No Status: Eligible Last Event: Eligible

Last Event Date: 09/15/2023

Authorization

=+=New
Authorization Number Service Category Authorization Amount Current IPE Workflow Status
Start Date End Date L
Status/Edition
AUTH-2024-00019 Reader Services 0.00 11/07/2023 12/31/2023 Issued

Showina 1to 1 of 1 entries Previous | 1 ‘ Next

Figure 9-49 Authorization on a Client's Program

This client (for demonstration purposes) also has Independent Living programs; when navigating to those
program types, choosing Authorization, the Authorization will not display:
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Tracking Inbox / Client / Program Listing / Program / Authorization Listing / Authorization

Assignment: Counselor
Authorization 'E= Workflow S Quick Menu
( ]
oss, ILYB-2023-00089
:.. Counselor: Counselor, Amanda

Client: Minnow, Kylie

Disability Level: No Significant Disability Presumptive Eligibility: No Status: Applicant
Date: 09/25/2023

Last Event: Independent Living Application Submitted

Last Event

Authorization

+New

Authorization Number Service Category Authorization Amount Start Date

End Date Current IPE Status/Edition Workflow Status

No data available in table

Showing 0 to 0 of 0 entries

Previous  Next

Figure 9-50 Authorization Does Not Display

23. To see the Authorization on the Plan navigate to the Plan and scroll to the bottom of the form. The
client’s Authorization will be listed as an Associated Authorization:

Associated Authorizations

= Authorization Number Service Category Authorization Amount Start Date

O AUTH-2024-00019 Reader Services 0.00

11/07/2023

Showing 1to 1 of 1 entries

Form Record Audit

Figure 9-51 Authorization Displaying on the Plan as Associated Authorization

24. When looking at this client record you can see the services on the plan under Service Category are
different that the Service Category listed on the Authorization:
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Service Category:
Associated Service Categories
Service Category [=

Service Start Date Service End Date

Customized Training 09/15/2023 09/20/2023
Job Placement Assistance 09/15/2023 09/19/2023
Job Readiness Training 09/15/2023 09/19/2023

Showing 1 to 3 of 3 entries

Comments

Figure 9-52 Associated Services Categories

Associated Authorizations:

Provider

McDonalds

McDonalds

McDonalds

Tracking Inbox / Client / Program Listing / Program / Authorization Listing / Authorization

Authorization
®
o, VR-2023-00119
:.. @ Counselor: Counselor, Amanda Client: Minnow, Kylie

Disability Level: Significant Disability

= Workflow

Assignment: Counselol

=l Quick Ment

Presumptive Eligibility: No Status: Eligible Last Event: Eligible Last Event Date: 09/15/2023

Authorization

+New
Authorization Number Service Category Authorization Amount Current IPE Workflow Status
Start Date End Date o
Status/Edition
AUTH-2024-00019 Reader Services 0.00 11/07/2023 12/31/2023 Issued

Showina 110 1 of 1 entries

Figure 9-53 Associated Authorizations

Previous ‘T‘ Next

This is because some services are restricted to plans ONLY (Auth created from the Plan) and some

services are NOT restricted to plans only (Auth created NOT from a plan).

9.1.3 Creating an Authorization from a Plan

1. Login with your system provided account and navigate to a client whose plan requires an

Authorization to be completed.

2. From the Client screen using the top menu navigate to Program, when the Program listings display

choose the appropriate Program for the client.
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3. When the Program Information form displays, choose the Plan tab.

Tracking Inbox / Client / Program Listing / Program

Program
o’ VR-2024-00005
% %
g Counselor: Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed

Program  Authorization Disability CertiﬂcateofEHgibiIityIan Data Elements Employment Event Exit Progra

Figure 9-54 Plan Tab

4. The Plan will display. A plan does not have to be in a status of final to have an Authorization
associated to it.

PIGLIIIY IUUA UG 1 I LISy TSI S 1 R sy 1

Plan

._.-:. VR-2024-00005
.‘. ° C lor: | Client:
® ounselor:

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23]

Plan Event Plan History

Program Plan

Figure 9-55 Plan Displays
5. Scroll to the bottom of the plan and select the Create New Authorization button.

Showing 1 to 9 of 9 entries

Form Record Audit

m Create New Authorization

Figure 9-56 Create new Authorization Button

6. The Authorization form will display.
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Tracking Inbox / New Authorization
Authorization

Authorization

Version Number

Office *

Authorized By ¥

Authorization Entered By

Client *

1

lowa Department for the Blind

Counselor

View |PE

Program Type * v

Figure 9-57 Authorization Form Displaying

7. Fill out the Authorization as explained previously and complete the Workflow Actions.

9.1.4 Workflow Actions — Amend as a Case Manager or Supervisor

1. If an Authorization needs to be modified after it has been issued navigate to the Authorization. Locate
the Workflow Actions on the right side of the form. In the drop-down select Amend.

Note: A Supervisor will not require the approval workflow for an amendment; the system will automatically
accept it however, the Counselor will require Supervisor approval which requires the Authorization to go back
through the workflow.

Workflow Actions ~

-
{ Authorization Canceled
Authorization Closed

ﬁAmend

Figure 9-58 Workflow Action: Amend

Workflow Action

Send for Review/Approval *

2. A new field will display ‘Amendment Reason’. Select the reason in the drop-down:
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Workflow Actions ~

Workflow Action Amend ~

Amendment Reason * \—v/

A
quding Service

Decreasing Authorization Amount
Increasing Authorization Amount
Other

Figure 9-59 Workflow Action: Amendment Reason

3. For this example, Adding Service.

Note: If ‘Other is chosen an additional box will display Other Amendment Reason and is required to be
populated:

Workflow Actions ~
Workflow Action Amend v
Amendment Reason * ‘ Other -~

Other Amendment Reason *

Figure 9-60 Amendment Reason = Other

4. When Amend is chosen the Version Number of the Authorization will update (this example it is now
Version 2)

5. Navigate to the bottom of the form and click Save.

6. The Authorization Status will update to Issued; the additional service is now populated under the
Service Category:
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Service Category *

SERVICE_CATEGORY =

Reader Services

Transportation

Figure 9-61 Service Category Displays

7. The Authorization can again be Printed or Cloned.

Action

Add Payment

Add Payment

8. To review the history of the Authorization and see the Amendment, click the History tab at the top of

the screen and the history will display:

Status: Issued Last Event: Amend Last Event Date: 11/07/2023 Remaining Budget Amount: $100.00

Authorization Print Log Payment  History  Audit Log

Pt P§CSV  Column Filters (OFF) b

EventDate = Event Category Event
»  11/06/2023 Draft Draft Authorization Created
»  11/06/2023 Draft Submit for Review/Approval
»  11/06/2023 Final Draft Authorization Approved
»  11/07/2023 Final Amend

Figure 9-62 Authorization History Tab

Comments
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9.1.5 Workflow Actions — Authorization Closed as a Support Staff, Case
Manager or Supervisor

1. If an Authorization needs to be closed after it has been issued navigate to the Authorization. Locate
the Workflow Actions on the right side of the form. In the drop-down select Authorization Closed:

Workflow Actions -~
Workflow Action Authorization Closed v
Send for Review/Approval * Supervisor, Amanda

Figure 9-63 Workflow Action = Authorization Closed

2. Upon Save the Authorization Status will update to Closed.

Note: Once an Authorization has been closed it can no longer be amended; there are no further Workflow
Actions.

3. To view the history, just like before, click the History tab.

4. When an Authorization is closed it is still visible on the bottom of the plan for the associated program.
Clicking into it will reflect the closed status.

Associated Authorizations

= Authorization Number Service Category Authorization Amount Start Date

D AUTH-2024-00019 Reader Services, Transportation 0.00 11/07/2023

Showing 1to 1 of 1 entries

Figure 9-64 Associated Authorization on Plan with a Status = Closed
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o’s, AUTH-2024-00019

o Office: lowa Department for the Blind Version Number: 2

Status: Closed Last Event: Authorization Closed Last Event Date: 11/07/2023 Remaining Budget Amount: $100.00

Authorization  Printlog  Payment  Histery  Audit Log

Authorization Workflow Actions

Authorization Status Closed Send for Review/Approval * Supervisor, Amanda
Authorization Number AUTH-2024-00019

Version Number 2

Figure 9-65 Authorization Status = Closed

It is also visible on the programs Authorization tab and will show a Workflow Status of Closed:

Tracking Inbox / Client / Program Listing / Program / Authorization Listing / Authorization Assignment: No Assignment
Authorization 'E= Workflow S Quick Menu
(]
o, VR-2023-00119
(X
.‘ Counselor: Counselor, Amanda Client: Minnow, Kylie

Disability Level: Significant Disability Presumptive Eligibility: No Status: Eligible Last Event: Eligible Last Event Date: 09/15/2023

Authorization

+New
Authorization Number Service Category Authorization Amount Current IPE Workflow Status
Start Date End Date -
Status/Edition
AUTH-2024-00019 Reader Services, 0.00 11/07/2023 12/31/2023 Closed
Transportation
Showing 1to 1 of 1 entries Previous ‘ 1 ‘ Next

Figure 9-66 Workflow Status = Closed

9.1.6 Workflow Actions — Authorization Return for Revisions as a
Supervisor

1. If an Authorization needs to be Returned to the Case Manager before it can be approved navigate to
the Authorization. Locate the Workflow Actions on the right side of the form. In the drop-down select
Return for Revisions.

2. A new field will display Returned Comments.

3. Upon Save the system will send an email to the Case Manager alerting them that the Authorization
has been returned to them and needs revising:
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Authorization AUTH-2024-00021 returned for Revisions

st psemorepyOecioryereserts () MR I I ) (3

® To @ 47 PM

aQ

Dear Counselor
This email is to notify you that Authorization AUTH-2024-D0021 was returned from Supervisor and needs to be updated.

i n il
Authorization Number: AUTH-2024-00021
Client Name: L.
Service Category: Counseling on Enrollment Opportunities, Instruction in Self Advocacy
Authorization Amount: 100,00
Return Reason: make a change

Thank you!

Figure 9-67 Email: Returned for Revisions

4. To make the revisions navigate back to the Authorization, make the revisions and follow the steps
previously described to advance the Authorization through the workflow.

9.1.7 Workflow Actions — Authorization Canceled as Support Staff, Case
Manager or Supervisor

1. If an Authorization needs to be Canceled, navigate to the Authorization. Locate the Workflow
Actions on the right side of the form. In the drop-down select Authorization Canceled.

2. A new field will display, Cancel Reason. Choose the appropriate cancellation reason.

Workflow Actions N
Workflow Action * Authorization Canceled ~
Returned Comments make a change

Cancel Reason * ~

In Wrong Authorization
Other

Figure 9-68 Authorization Canceled
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3. If Cancel Reason = Other, a new field labeled Other Cancel Reason will display; this field is required
and is a free text field:

Workflow Actions ~
Workflow Action Authorization Canceled v
Returned Comments make a change

s
Cancel Reason * Other v

Other Cancel Reason *

Figure 9-69 Workflow Actions Other Cancel Reason
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10 Events

The Event tab allows users to implement a workflow which drives and enforces a process for an object.

Business Rules
B Auto-generated events will be read only for all users

B Conditions attached to certain events implement custom business rules and/or validations before
the event can be added.

B Functions attached to certain events may require additional information to be entered prior to the
event being added.

Features

An event may be added manually. These are already configured with business rules associated with
some of them. Fields on the Event form are as follows:

B Event Category (required)

B Event (required)

B Event Date (required)

B Comments
Event Category (bullet) and Event (sub-bullet) options are as follows:
Eligibility

B Eligible
Services

B Receiving Services

B Counseling & Guidance

B Restoration

B Ready for Employment
Employment

B Employed

10.1 Adding an Event

1. Select the Event tab from the Program listing.
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Progi’am
os%. VR-2024-00005
.... ( ] .
o Counselor: Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed

Last Event Date: 10/23/2023

Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements EmploymentExit Program Note Work Request Program Document

Figure 10-1 Event Tab

2. Select +New to create a new event.

oo%, VR-2024-00019

9.0 .
(i Counselor: ( Client:

Disability Level: Significant Disability Presumptive Eligibility: Yes

Status: VR A

Program Authorization Disability Certificate of Eligibility

+New =5 Print CSV  Column Filters (OFF) b

Figure 10-2 Event Tab > +New

3. The Event form will display

ITACKING INDOX / LIIenNL / FTOGFAm LISUNG / FTOGRiml / New Event

Employment E

Work Request Program Document

Event
o’  VR-2024-00005
%o 0%
o) Counselor: Client:
Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23/2023
Program Authorization Disability  Certificate of Eligibility Plan Plan Data Elements Employment Event  Exit Program Note
Event Category * v
Event * v
Event Date * 01/24/2024 m (mm/dd/yyyy)
Comments

[ [ ot
Figure 10-3 Event Form Displayed

4. The event categories automatically populate in the drop-down based on the program type.
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10.1.1 Vocational Rehabilitation Events

Program Authorization Disability  Certificate of Eligibility Plan Plan Data Elements Employment Evi

Event Category * l—vl
Event * VR Eligibility
| VR Services

VR Employment
Event Date ¥ 12/15/2023  [(mm/dd/yyyy)

Comments

o [ e |

Figure 10-4 Event Category Drop-Down

Program Authorization Disability  Certificate of Eligibility Plan Plan Data Elements Employn

Event Category ¥ VR Eligibility v
Event * v
Event Date\ VREligible
Comments

P

e [ o

Figure 10-5 Event Drop-Down
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Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements Employmen

Event Category * VR Services ~

Event * \ -
Event Date ¥ VR Receiving Services

VR Counseling & Guidance
| VR Restoration 1
Comments VR Ready for Employment

e [ i

Figure 10-6 Event Drop-Down

Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements

Event Category * VR Employment v

Event * o -
Event Date * VR Employed

Comments

Figure 10-7 Event Drop-Down

2. The date will auto-populate to the current date but can be edited.

3. The comments section is optional.

4. Once all fields are populated click Save.

5. Once the event is saved the screen will refresh and open to the Event Listing.

Empl
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Tracking inte [ Chartt / Progem Listing ¢ Program / Event Listing Assigrment: o Assgrieen]
Event Listing
&
oo™, VR-2024-00005
L]
T Counsebor: Client
Disability Level: Mos| Sgnificantly Dessbbed Presumplive Chgibility. Yas Status: VA Plan

Last Cvent. VR Inftial Plan Signed

Last Event Date: 10

Program  Author@ation  Dieakiliy  Cestficats of Eligitsbty  Plan  Plan Dats Elsments Ernployieard Eweml Bl

MORE =

dtiow e [osv Colnn Filbers (o) B

Progran Note  Work Requassl  Progranm Dot

Ewent Date |2 Event Category

¥ 10/23/2073 seatonsl Rebabilaation Appleaton Submieg

" 102202 Wi Trial Wark Wi Tral Work Started

Figure 10-8 Event Listing Screen

10.1.2 Independent Living Younger Blind Events
1. Navigate to the client.

2. Navigate to the client's program and click the Event tab:

PIUURIY HIUUA 5 UL S IUgie LIy £ 1 rogian

Program
(]
e’  ILYB-2024-00003
e _0
L] .
g Counselor: Client:
Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILYB Eligible Last Event: ILYB Eligible Last Event Date: 10/23/2023

Program  Authorization Disability  Certificate of Eligibility ~ Plan Exit Program Note ~ Work Request Program Document

Figure 10-9 Event Tab

3. The Event Listing screen will display. Click +New.

oss ILYB-2024-00003
e _0

@
e s
g Counselor: Client:
" Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILYB Eligible

Program Authorization Disahility

Certificate of Eligibility Plan Event  Exit Program Note

4New | qmprrint  [§CSv  Column Filters (oFF) b

Figure 10-10 Event Listing +New
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4. The Event form will display:

Event
o.o% ILYB-2024-00003
e 0
bl Counselor: Client:
()

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILYB Eligible Last Event: ILYB Eligibj

Program Authorization Disability ~ Certificate of Eligibility Plan Event Exit Program Note ~ Work Reguest

Event Category * v
Event * ~
Event Date * 01/24/2024 m (mm/dd/yyyy)
Comments

%

o [ i

Figure 10-11 Event Form Displays

5. The Event drop-down populates based on what is chosen as the Event Category.

Program Authorization Disability Certificate of Eligibility Plan Event Exit Program Note

Event Category * %l
Event * ILYB Services

Event Date * 01/24/2024 | [53) (mm/dd/yyyy)

Comments

Figure 10-12 Event Category Drop-Down

Program  Authorization Disability  Certificate of Eligibility Plan Event  Exit  Program Note  Work Request F

Event Category * ILYB Services ~

Event * %I
Event Date * ILYB Receiving Services
ILYB Restoration

Comments

Figure 10-13 Event Drop-Down
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6. Fill in required fields and click Save.

7. The event record will now be viewable in the Event Listing.

Eveni Listing

e%  ILYB-2024-00003
% o’
o Counselor:

Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No

Events: Adding an Event | 125

Status: ILYB Eligible

Program  Authorization Disability ~ Certificate of Eligibility ~ Plan Event  Exit  Program Note

4New  gmPrint  [RCSV  ColumnFilters (oFF) b

Event Date ]'—_ Event Category

» 10/23/2023 ILYB Applicant

v 10/23/2023 ILYB Eligibility

Figure 10-14 Event Listing

10.1.3 Independent Living Older Blind Events

1. Navigate to the client.

2. Navigate to the client's program and click the Event tab:

Last Event: ILYB Eligible

Work Request

Last Event Date: 10/23/2023

Program Document

Event
ILYB Application Submitted

ILYB Eligible

Tracking Inbox / Client / Program Listing / Program
Program

ILOB-2024-00017
... L ]

° Counselor: Client:

Disability Level: No Significant Disability Presumptive Eligibility: No

Status: ILOB Applicant

Last Event: ILOB Application Submitted

Last Event Date: 11/21/2023

Program  Authorization  Disability — Certificate of EHgibiIilxit Program Note  Work Request ~ Program Document

Figure 10-15 Event Tab

3. The Event Listing will display.

4. On the Event Listing screen click +New.

Event Listing

oo’ ILOB-2024-00017
() ()

:." Counselor:

Client:

Disability Level: No Sigr icant Disability

Presumptive Eligibility: No Status: ILOB Applicant

Program orization Disability =~ Certificate of Eligibility =~ Event Exit Program Note Work Request

+New  amprint  [esv

Column Filters (OFF) &

EventDate = Event Category

Figure 10-16 Event Listing +New

Last Event: ILOB Application Submitted

Last Event Date: 11/21/2023

Program Document

Event
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5. The Event form will display. Just like described previously, the Event Category will determine what is
displayed as an Event.

Program Autharization Disability Certificate of Eligibility Event Exit Program Note Work Reques

Event Category * l—vX
Event * ILOB Services

Event Date * 01/24/2024 (3] (mm/dd/yyyy)

Figure 10-17 Event Category Drop-Down

Program Disability Certificate of Eligibility Plan Program Note ~ Event Exit Work Request Program Document  Authorization

Event Category * ILOB Services ~
Event ¥ ~
Event Date ¥ ILOB Receiving Services

|_ILOB Counseling & Guidance

Figure 10-18 Event Drop-Down

6. Fill in required fields and click Save.
7. The event record will now be viewable in the Event Listing.

EventListing : )
os’s.  ILOB-2024-00033

...... Counselor: Client:

o : :

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: ILOB Closed Last Event: ILOB Exited Rehabilitated Last Event Date: 03/05/2024

Program Disability  Certificate of Eligibility Plan Program Note ~ Event  Exit Waork Request Program Document  Authorization

+New  qmPint  [§CSV  Column Filters (0FF) b

Event Date r—_ Event Category Event
»  03/05/2024 ILOB Applicant ILOB Application Submitted
» 03/05/2024 ILOB Eligibility ILOB Eligible
» 03/05/2024 ILOB Plan ILOB Initial Plan Signed
» 03/05/2024 ILOB Exited ILOB Exited Rehabilitated

Figure 10-19 Event Listing
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10.1.4 Complete List of Events by Program Type
Potentially Eligible

B PE Submitted

B PE Exited
Vocational Rehabilitation

B Vocational Rehabilitation Application Submitted
Initial Plan Signed
Eligible
Eligible - OOS
Counseling & Guidance
Exited Before Eligibility
Exited From Eligibility or Plan
Receiving Services
Restoration
Services Interrupted
Exited Not Rehabilitated
Exited Rehabilitated
Trial Work Started
Trial Work
Trial Work Ended
Ready for Employment
Employed

Receiving Post Employment Services
B No Longer Receiving Post Employment Services
Independent Living Younger Blind
B Application Submitted
Initial Plan Signed
Eligible
Counseling & Guidance
Exited Before Eligibility
Exited From Eligibility or Plan
Receiving Services

°::. tyler
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Restoration
Services Interrupted
Exited Not Rehabilitated
B Exited Rehabilitated
Independent Living Younger Blind

B Application Submitted
Initial Plan Signed
Eligible

Counseling & Guidance
Exited Before Eligibility
Exited From Eligibility or Plan
Receiving Services
Restoration

Services Interrupted
Exited Not Rehabilitated
Exited Rehabilitated
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11 Exits

The Exit Record captures the information related to the individual client's exit from the VR program and
used to report on the RSA 911 report. This section contains fields related to type of exit, reason for exit,
and employment and support at the time of exit, etc.

Features
B Users are able to enter 'Exit' Event related information

B The 'Exit' tab captures the Vocational Rehabilitation Exit information, including the: event
information, type of exit, consultation information, compatibility information, medical insurance at
exit information., education information, SSDI, SSI, TANF, Vet, Workers Comp, General
Assistance, and Other Public Support Received.

B The information captured at exit is required for the RSA 911 Report.

Note: Before saving an Exit Record you must:

Complete the XVII.D Employment at Exit

Create an Employment Event using the Event Tab (section 11).
The Event must be Employed

1. If the 'Event Category' = 'Closed,' then the following 'Event' options are available:
B Exited - Non Rehabilitated (All Other)
B Exited - Rehabilitated

2. If the 'Event Category' = 'Closed,' and the 'Event' = 'Exited - Rehabilitated' then the following fields are
displayed:

B Type of Exit
B Exit Reason
B Consultation
[ |

Rationale for any Consultation items not Completed (required if all Consultation items are not
selected)

Compatibility

Rationale for any Compatibility items not completed (required if all Compatibility items are not
selected)

Significant Services Provided contributing to the Employment Outcome
Benefit package Available

Medical Insurance

Education level

Student with a Disability

Primary Source of Support
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SSDI

SSl

TANF

Vet

Workers' Comp

General Assistance

Other Public Support Received

Other Public Support Amount (should only display if Other Public Support Received = Yes and is
Required)

3. If the 'Event Category' = 'Closed," and the 'Event’' = 'Exited - Non Rehabilitated (All Other)' then the
following fields are displayed:

B Type of Exit
B Exit Reason
B Consultation
[ |

Rationale for any Consultation items not Completed (required if all Consultation items are not
selected)

Compatibility

Rationale for any Compatibility items not completed (required if all Compatibility items are not
selected)

Rationale for Ineligibility or Case EXxit
Medical Insurance

Education Level

Student with a Disability
Primary Source of Support
SSDI

SSi

TANF

Vet

Workers' Comp

General Assistance

Other Public Support Received

Other Public Support Amount (should only display if Other Public Support Received = Yes and is
Required)

4. Once the EXxit record has initially been created, 'Event Category' and 'Event’ will become read only for
all roles.
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5. When event "Exit - Non Rehabilitated (All Others)" is added then event is auto-inserted in "Event Tab"
all fields are read-only, Exit Tab becomes singleton and user will not be allowed to add other Exit Events.

6. When event "Exit - Rehabilitated" is added then this event is auto-inserted in "Event" tab all fields in
read-only, and user is allowed to add more exit events in Exit tab.

7. Users are not allowed to manually add any exit events in Events Tab.

8. Users are not allowed to set "Exit Date" of any Exit Event to future date.

9. When event "Exit - Rehabilitated" is added then following exit events can be added:
B "Exited - Receiving Post Employment Services"
B "Exited - No longer receiving post-employment services"

10. When user adds any of these exit events then only following fields are displayed: "Event", "Event
Category" and "Exit Date"

B "Exited - Receiving Post Employment Services"
B "Exited - No longer receiving post-employment services"

11. Users are not allowed to add "Exited - No longer receiving post-employment services" when "Exited -
Receiving Post Employment Services" does not yet exist.

12. When user adds "Exited - Receiving Post Employment Services" this event is auto-inserted in Event
Tab.

13. When user adds "Exited - No longer receiving post-employment services" this event is auto-inserted
in Event Tab.

14. Users are not allowed to delete "Exit - Rehabilitated" when either event "Exited - Receiving Post
Employment Services" or "Exited - No longer receiving post-employment services" exists.

15. When user deletes any of the following exit events: "Exit - Non Rehabilitated”, "Exit -
Rehabilitated”, "Exit - Receiving Post Employment Services" or "EXxit - No longer receiving post-
employment services," these events are also deleted from "Event" tab.

11.1 Entering Exit Information

1. Select the Exit tab from the Program Record.

e P — P

Program T= Workflow

ess VR-2024-00005

L )
.0 0.-
.. Counselor: Counselor, Amanda Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: Yes Status: VR Plan Last Event: VR Initial Plan Signed Last Event Date: 10/23/2023

Program  Authorization Disability  Certificate of Eligibility Plan Plan Data Elements Employment Event Program Note Work Request  MORE ~

Figure 11-1 Exit Tab
2. The Exit form will display.
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Exit

Exit Status * Draft w
Event * w
Date of Exit ¥ 12/15/2023  (mm/dd/yyyy)

Type of Exit * "

Reason for Exit ~

Consultation * ~

Q, Search Consultation

Rationale for any Consultation items
not completed *

~
Monthly Public Support at Exit ~
Q, Search Monthly Public Support at Exit
Medical Insurance Coverage at -
Exit

2, Search Medical Insurance Coverage at Exit

Figure 11-2 Exit Form

3. Search Consultation and provide rationale for any consultation items not completed if required. The
fields and selection list presented will vary dependent on the Event selected earlier.

4. Search Compatibility and provide rationale for any Compatibility items not completed and provide
rational for ineligibility or Case Exit if required.

5. Complete the remainder of the fields on the form. If Other Public Support Received is checked, you
will be required to enter Other Public Support Amount.

6. Complete the required fields. Some fields will become required that were not previously when the
status of the Exit is changed from Draft to Final. Click Save.

7. Once save is clicked, the screen will refresh and display the EXxit Listing.
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11.2 Post Exit

1. The Post Exit tab allows users to capture employment information by quarter after a client has exited
the VR Program with an outcome of '‘Rehabilitated’. The information captured on this tab is also reported
back on the RSA 911 Report. This tab is only available for Vocational Rehabilitation program types as
Independent Living program types do not capture employment information.

The 'Post Exit' tab is only available once the Exit tab has been completed with an event of 'Exited -
Rehabilitated'.

11.2.1 Adding a Post Exit Record

1. Once the Exit Record has been completed the Post Exit Tab will become available.

Tracking Inbox / Client / Program Listing / Program
Program
..0.20 VR-2020-00069

:I' ®  Counselor: Jackson, Patrick Client: Green, Anne

Disability Level: No Significant Disability Presumptive Eligibity: Yes Status: Employment Last Event: Employed Last Event Date: 01/31/2020

PROGRAM  FINANCIAL SUMMARY DISABILITY  CERTIFICATE OF ELIGIBILITY EMPLOYMENT  EVENT  EXIT POSTEXIT § WORK REQUEST PROGRAM CONTACT PROGRAM NOTE PROGRAM DOCUMENT

Program Information

Figure 11-3 Post Exit Tab

2. Select 'Post Exit' and complete the required fields. You will be required to complete each of the
quarterly sections:

First Quarter After Exit Quarter
Second Quarter After Exit Quarter
Third Quarter After Exit Quarter
Fourth Quarter After Exit Quarter

@
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Tracking Inbox / Client / Program Listing / Program / Post Exit Listing / Post Exit
Post Exit

VR-2021-00211

( ] - "
o counselor: Counselor, Test client: Test, Exit

Disability Level: Most Significantly Disabled Presumptive El y: Yes Status: Closed Last Event: Exited Rehabilitated Last Event Date: 06/07/2021

Post Exit

Post Exit Information -~

Date Enrolled in Post-Exit Education

or Training Program Leading to a m (mm/dd/yyyy)
Recognized Postsecondary

Credential *

Date of Attainment of Post Exit

Recognized Credential m (mm/dd/yyyy)

Type of Recognized Credential

Attained Post.Exit 1 - Secondary Diploma or Eguivalency ~

First Quarter After Exit Quarter ~
Second Quarter After Exit Quarter v
Third Quarter After Exit Quarter v

Fourth Quarter After Exit Quarter ~

Form Record Audit ~

Figure 11-4 Post Exit Form
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12 Work Requests

The Work Request tab allows users to track specific tasks for a Program record. Due Dates can be
assigned to Work Requests as well as a priority.

B Work Requests can be entered into the VR system two different ways:
= Stand-Alone as a tracked object from the main Tracking Inbox.
= As a'Tab'/Child to a Program entered for a Client.
B Once a Work Request is '‘Completed' or '‘Cancelled’ it becomes read-only.

B The Work Request tab utilizes the Workflow Setup allowing you to implement a workflow process
for any Work Request that is entered.

B Tasks can be configured through the PSO Work Request Task RDO

12.1 Work Request

1. Navigate to the client record requiring a Work Request through Search.
2. Navigate to the client's program.
3. Once the Program Information displays click on Work Request in the top ribbon.

Tracking Inbox / Client / Program Listing / Program Assignment: |
Program T= Workflow
(]
oo’ VR-2024-00003
.. ...
P Counselor: Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed Last Event: VR Exited Rehabilitated Last Event Date: 01/09/2024

Program  Authorization Disability  Certificate of Eligibility Plan Plan Data Elements Employment Event Exit Post Exit Program Note Work Request I\AORE -

Program Information

Figure 12-1 Work Request Tab

4. The Work Request Listing will display. Any previous work requests will be listed on this screen.
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Tracking Inbox / Client / Program Listing / Program / Work Request Listing Assignment: No Assignmer
Work Request Listing
(]
o2, VR-2024-00003
:.. ® Counselor: | Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed Last Event: VR Exited Rehabilitated Last Event Date: 01/09/2024

Program Authorization Disability ~ Certificate of Eligibility Plan Plan Data Elements Employment Event Exit Post Exit Program Note Work Request MORE ~

“+New =R Print CSV  Column Filters (OFF) &

Task T'; Priority Assigned To Due Date Work Request Number Status

»  Authorization to Send Medium 12/08/2023 WR-2024-00006 Completed

Figure 12-2 Work Request Listing
5. Click +New.

6. The Work Request form will display.

D s s o

Work Request
...0:. VR-2024-00003
(]

(] .
.. Counselor: | Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed

Program  Authorization Disability  Certificate of Eligibility ~ Plan Plan Data Elements Employme

Task * A
Priority v
Assigned To v
Due Date (3} (mmyddryyyy)

Instructions

File

e [ e

Figure 12-3 Work Request Form

No File Selected

[

7. The only required field on this form is the Task drop-down.

Note: Although the Assigned To drop-down is not a required field, if not populated the work request will remain
in the queue for the client, there will not be any notifications sent.
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The 'Assigned To' drop down populates with all users who are associated with the Office selected on the
Program tab.

Work Request
o -‘. VR-2024-00003

() Counselor: | Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed

Program Authorization Disability  Certificate of Eligibility Plan Plan Data Elements Employme

Task*  com— v
Priority A
Assigned To A
Due Date [2) (mmsddryyyy)
Instructions

Y
File No File Selected +

Figure 12-4 Task is a Required Field

8. Clicking the Task drop-down will display the three options for a work request

Task *
Priority Authorization to Send

| General Task

| PE Closure |
Assigned To v

Figure 12-5 Task Drop-Down Selections

9. Fill out the fields needed and, if needed, upload any required documentation via the File upload
section.
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e S T T T e
Work Request

os%  VR-2024-00003
.:.... Counselor: | Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed

Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements Employme

Task * v
Priority hd
Assigned To v
Due Date (3 (mmy/ddryyyy)

Instructions

File ﬁ No File Selected +
e [ e
Figure 12-6 Work Request File Upload
10. To upload a file click on the arrow pointing up with the line below it.
Instructions
YA
File .
No File Selected 1t

e [ e

Figure 12-7 Work Request File Upload Icon

11. This will bring up the user's files where the appropriate file can be selected. Locate the appropriate
file and click on it, the upload will automatically begin.
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G Open

< v o N > Documents > lowa for the Blind Voc Rehab

Figure 12-8 Document Location Example

12. Once the document has been uploaded the green bar along the bottom will display and the status will
read Upload complete.

File .
\ Sample Invoice.docx

Status: Upload complete.

Figure 12-9 Document Upload Complete

I
V)

13. Click Save.

14. The screen will refresh and open to the Work Request Listing screen. The newly created work
request will display on the screen.

Tracking Inbox / Client / Program Listing / Program / Work Request Listing Assignment: No Assignmer

Work Request Listing
o -:. VR-2024-00003

)
.0 0 .
o Counselor: | Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed Last Event: VR Last Event Date: 01/09/2024

Program Authorization Disability ~ Certificate of Eligibility Plan Plan Data Elements Employment Event  Exit PostExit ~ Program Note ~ Work Request ~ MORE ~

+New  f®Print CSY  Column Filters (OFF) b

Task T'; / Priority Assigned To Due Date Work Request Number Status
Medium 12/08/2023 WR-2024-00006

»  Authorization to Send

Figure 12-10 Work Request Listing Display

15. For the staff who is required to process the work request they will receive a notification that the work
request has been created.

16. For this example the work request was assigned to Support Staff personnel. Those records are
viewable through the client Work Request page as described above or through the Support Staff Queue
> Open Tasks Assigned to Me.
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Voc Rehab & Independent Living Case Management 0.15.2

A Home Queues
= Queues Services Billed 30+ Days
old
Queues
Intake Payments Pending
Review

@ Ao 0O +

Tracking Inbox

Payments Returned for

Revisions eral Fiscal Year —  Budget Type
Search
Authorizations Returned & 110 VR Case
For Revisions i
Management Services
Clients
Independent
, , B Living Blind
Plans Pending Review g
Open Tasks Assigned to ; 1 Independent
Me Living Blind
Tasks Created by Me Independent
4 o .
Living Blind
Figure 12-11 Menu > Open Tasks Assigned to Me
17. Click on the record will open the Work Request.
Home / Open Tasks Assigned to Me
Open Tasks Assigned to Me
Open Tasks Assigned to Me
Show | 10 ~ entries Search
Work Request Number = Program Number = Task = Priority — Due Date — Instructions
WR-2024-00014 VR-2024-00005 Authorization to Send Low 11/22/2023 Auth ready to send for Charles
WR-2024-00018 VR-2024-00005 Authorization to Send Low 11/24/2023
WR-2024-00045 VR-2024-00027 General Task Medium 12/16/2023 Client's payment can be processed

Figure 12-12 Open Tasks Assigned to Me Queue Display

18. The work request form will display informing the user of what needs to be completed. There is also
new fields: Work Request Number, Status and Action.
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Presumptive Eligibility: No Status: Applicant Last Event: Voc|

Disability Level: Most Significantly Disabled

Work Request

Work Request Number WR-2024-00045

Status Open

Action ~
Task * General Task v
Priority Medium ~

Figure 12-13 Work Request Form

The Work Request Number is auto-populated by the system and cannot be changed. The Status is also
auto-populated by the system and will populate based on where in the workflow the work request
resides.

19. The staff will need to choose an action from the Action drop-down.

Work Request

Work Request Number WR-2024-00045
Status Open
Action
Task * Cancelled
. Completed
Priority Medium v

Figure 12-14 Work Request Action

20. Choosing Cancelled will Cancel the work request. Choosing Completed will reflect that all tasks
required have been completed.

21. Click Save.

22. The screen will refresh and take the user back to the Work Request Listing. The work request will
display and the status will reflect Completed (or canceled).
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Tracking Inbox / Client / Program Listing / Program / Work Request Listing
Work Request Listing

Assignment: No Assignmer

Counselor: | Client:
Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Closed Last Event: VR

Program Authorization Disability

Certificate of Eligibility Plan Plan Data Elements Employment Event Exit Post Exit Program Note Work Request MORE ~

“+New =R Print CSV  Column Filters (OFF) &

Task T'; Priority Assigned To Due Date Work Request Number Status
»  Authorization to Send Medium

12/08/2023 WR-2024-00006 Completed

Figure 12-15 Work Request Status
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13 Payments

Note: The payment interface is coming in Phase Il and not documented here. This section covers how to enter a
payment into the CMS system only.

13.1 Payments

1. As a Fiscal Clerk, navigate to the Authorization that is ready to have a payment applied. This can be
done two ways either through the Tracking Inbox on the left menu or through the Client > Program >
Plan. For this example, the client’s plan is used.

T T TR TR

o', AUTH-2024-00062

.. Odfece: lowa Depariment for the Blind Yersion Mumber: 1

STIUL; lasued Last Event: Dmft Authorizaton Appioved L Event Dane: 11/21/2023 Remairang Budge Ama

Autherization  Primileg  Paymemt  History

Autherization Workow Ac
Authonization S1atus ssued Workflow Act
ARTROTZATIoN Number AUTH-Z024-00062 Sered far Bewl

Viersion Mumber 1

Offece ® owa Department for the Blind

Authoriped By ™ Counselor, (¥

Authorization Entered By

Chent ®
Wiew |PE
Program Type * Vocational Rehabilitation w
Federal Fiscal Year * 2024
Budget Type * 110 VR Case Services
Budget * BOG-VR-Z0Z4-00004 (100172023 - 12001/2023)

Budget Description
Accounting Code 3746282

Service Category * A

SERVICE_CATEGORY = Aztlon

Figure 13-1 Authorization in a Status of Issued

Note: Authorizations have to be in a Status= Issued to have payments applied to them
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2. Locate the Add Payment button under the Service Category section. Payments can only be applied
to services listed on the authorization.

ALLUUIIINY wuus [P PR,

Service Category * A

SERVICE_CATEGORY [= Action

Other Services
er Service Add nt
Showing 11o 1 of 1 entries Previous Mext

Figure 13-2 Add Payment Button on an Authorization

3.Click Add Payment.
4.The Payment Screen will display:

Tracking Inbox / Authorization / New Payment
Payment

Authorization Print Log Payment  History

Payment Detail ~

Client

Invaice Murmnber ¥
Invoice Date * (i)
Invoice Amount * 5

Invoice ¥

Service Provided Date * (/A yyyy)

Payment Method EFT

Service Detall ”~

Figure 13-3 Payment Form

5.Enter in the required fields including uploading the Invoice file/document.

Note: The service provided date must fall within the parameters of the Authorization dates or user will get a
Workflow Message.
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Note: The Invoice Amount will update the Remaining Amount field automatically. If there is a balance remaining
it will display, if paid in full it will be zero.

Invoice Number * 123456

Invoice Date * 11/20/2023  (mm/dd/yyyy)

Invoice Amount * S ﬁ 10.00
Invoice * Sample Invoice.docx T+ 9

Status: Upload complete.

Service Provided Date * 11/19/2023  (mm/dd/yyyy)

Payment Method EFT

Service Detail ~
Service Category * Other Services

Procedure Code
Total Authorized Amount 100.00

Remaining Amount 90.00

Figure 13-4 Invoice Amount
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Hent Living Case Management 0.14.3

Invoice Number *
Invoice Date *
Invoice Amount *

Invoice *

Service Provided Date *

Payment Method

Service Detail

Service Category ¥

Procedure Code
Total Authorized Amount
Remaining Amount

&K
Description

I -

123456

11/20/2023  (mm/dd/yyyy)

$ s 100.00

Sample Invoice.docx 1 (3

Status: Upload complete.

11/19/2023 (mm/dd/yyyy)

EFT

Other Services

100.00

0.00

Figure 13-5 Remaining Balance Amount

6.After all required fields are populated in the Workflow Actions select Submit for Review.

7.A second field will populate labeled Assign to Approver:

Workflow Actions

Payment Action Submit for Review v
Assign to Approver * v
=
Figure 13-6 Assign to Approver Drop-Down
8.In the drop down select who the payment would need to be approved by:
..
000
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Workflow Actions ~

Payment Action Submit for Review ~

Assign to Approver * ﬂ Supervisor, Amanda ~
=3

Figure 13-7 Assignee Chosen

9.Click Save.
Workflow Actions -~
Payment Action Submit for Review ~
Assign to Approver * Supervisor, Amanda v
Save Save & New

Figure 13-8 Save Button on Payment Form

10.The screen will refresh and display the Payment Detail screen.
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Service Start Date: 11/21/2023 Service End Date: 01/31/2024

Fayment Document Event

Payment Detail ~
Payment Status In Process

Client H

Invoice Number * 123456

Invoice Date * 11/21/2023

Invoice Amount * 10.00

Invoice ¥ £ Sample Invoice. docx

Service Provided Date * 11/21/2023

Paymaent Method EFT

Figure 13-9 Payment Form Displaying Status

The Payment Status will be In Process.

11.Upon save an email was sent to the approver notifying them that a payment is ready to be approved
on this Authorization.

Payment PMT-2024-00055 is ready for Revi proval

Yertederalcom> s

Tue 11/21/2023 144 PM

Dear Supervisor,
This email Is to notify you that Payment PRIT-2024-00055 ks ready for review,

Paymeant Detalls

Payment Number: PMT-2024-00055
Client Masme:

Service Category: Other Services
Invoice Amount: 10.00

Thank you!

Figure 13-10 Email Notification to User

12. The Supervisor will now be required to approve the payment. To locate the payment requiring review
and approval you can navigate to the Queues and choose Payments Pending Review.
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Voc Rehab & Independent Living Case Management 0.14.3

A Home Queues

= Queues Services Billed 30+ Days
old

+  Intake Qupues Payments Pending
Review

Tracking Inbox Payments Returned for

Revisions eral Fiscal Year =  Budget Type —
7 Bulk Update
Autf:lorizat\'ons Pending A 110 VR Case
Q. search Review Services
Authori;a_t\'ons Returned Independent
M  Federal Reports For Revisions B Living Blind
Client Upcoming
e Management Eligibility 3 Ir]dgpend_ent
Living Blind
Plan Completion
Deadlines L Independent

Figure 13-11 Menu > Payments Pending Review Queue

13.1f this option is selected the Payments Pending Review queue will display and the payment will be in
the table; clicking the payment record will take you to the Authorization where the payment has been
applied:

Home / Payments Pending Review

Payments Pending Review

Pay Pending Revi
Show | 10 + entries Search:
Payment Number =  ClientName =  Invoice Number =  Invoice Date =  Invoice Amount =  Service Category — Payment Status = Date Sent for Review =—

Figure 13-12 Payments Pending Review Queue Listing

14.0r, navigate to Search, click Authorization:

Voc Rehab & Independent Living Case Management 0.14.3

A  Home Search

= Queues M My Saved Searches Q_  Standard Search O Advanced Search

+  Intake «  Shared Searches | Authorization | Authorization
Budget Budget

= "

[  Tracking Inbox =m Dashboard Options
Client Client

2 BulkUpdate office office

Q,  search Provider Provider

Search Work Request Work Request
M Federal

Figure 13-13 Search > Authorization
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15.When the search criteria displays select the Payment checkbox and enter the Payment Number field
with the Payment Number value located in the email:

nroval

iadbyr-gall <system.noreply@echotylerfederaloom > ” ”‘. n =

]
= To = Tue 11/21/2023 144 PM
L]

Dear Supervisor,
This email is to notify you that Payment PMT-2024-00055 s ready far review.

nt Mumber: PMT-2024-00055

Service Category: Other Services
Invoice Amount: 10000

Thank you!

Figure 13-14 Payment Review Email

Search / Standard Search {Authorization)

Criteria
[] Authorization
v Payment /
Label Operator Value
Payment Number EQUAL TO v PMT-2024-00005
Invoice Number EQUALTO ~

Figure 13-15 Search > Payment Number

16.Click Search and the payment will display in the Search Results. Clicking the payment record will
take you to the Authorization where the payment has been applied.

Sl [ SLnaed Sedirch (Aathod Falion| [ Rl

Search Results
Matchang Besubts: 1
Page 1 ol Bisplay 1 perpage  (F Pelresh  Besplaying1- 10l
Total P, ‘heriion Federal

Asthorization Buthariped Total bﬁ Tatal Balled Fissal Yaur Aemaming  Appraser Prosvislen Wik figw
Mumsher |= By A e Dwile: Balence Status

B KUTH- 024 Counsalor, S100.00 S100.00 S000 s 1 Fooel] 00D Supersmor A [ALER izpLaed

Oz Armandy Amgnds

Figure 13-16 Authorization Search Display
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17.0n the Authorization screen near the top are tabs, click the Payment tab.

Tracking Inbox / Authorization

Authorization
oo’ AUTH-2024-00062
% 0%
.. Office: lowa Department for the Blind

Version Number: 1

Status: Issued

Last Event: Draft Authorization Approved

Last Event Date: 11/21/2023

Authorization Print Loislory Audit Log

Autharization

Figure 13-17 Authorization Payment Tab

18.The Payment Listing will display:

Tracking Inbox / Autherization / Payment Listing

Payment Listing

Assignment: No Assignment

...-:. AUTH-2024-00046
:.. ¢ Office: lowa Department for the Blind

Version Number: 1

Status: Issued Last Event: Draft Authorization Approved Last Event Date: 01/31/2024

Remaining Budget Amount: $1,586,168.78

Authorization Print Log Payment  History

+New = Print CSV  Column Filters (OFF) &

Service Category T'; Client Invoice Amount Invoice Number Service Date Workflow Status Payment Number
»  Disability Related Skills Training $10.00 1234 02/06/2024 In Process PMT-2024-00002

Figure 13-18 Payment Listing

19.Click the payment record needing approval; the Payment record will display:
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Tracking Inbox / Authorization / Payment Listing / Payment

Payment
oo%s PMT-2024-00002
% 0%
(] Vendor: Goodwill 2 Vendor ID:

Service Start Date: 01/31/2024 Service End Date: 02/29/2024

Payment Event

Payment Detail -~
Payment Status In Process

Client

Invoice Number * 1234

Invoice Date * 02/06/2024 G (mmy/dd/yyyy)

Figure 13-19 Payment Record

20.Verify all information entered is correct. Scroll down to the Workflow Actions section and in the
Payment Action drop down select the appropriate action from Return for Revisions, Ready for Payment
or Payment Canceled. For this example, Ready for Payment is chosen.

Yz

Workflow Actions ~
Payment Action v
Assign to Approver Return for Revisions

Ready for Payment

Payment Canceled
Form Record Audit ~

oo | e

Figure 13-20 Payment Workflow Actions

Note:
If Return for Revisions is chosen, this will send the payment back to whoever entered it to revise as needed.

If Payment is cancelled an additional box will display labeled ‘Cancel Reason’ and it is a required field. This is
a drop-down box.
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Workflow Actions ~
Payment Action Payment Canceled ~
Assign to Approver Supervisor, Amanda

Cancel Reason # v

In Wrong Authorization

Form Record Audit
Other

Figure 13-21 Cancel Reason Drop-Down

If the Cancel Reason and 'Other" is selected an additional text box will display that requires the user to
enter in the cancelation reason:

Workflow Actions ~
Payment Action Payment Canceled v
Assign to Approver Supervisor, Amanda

Cancel Reason * ﬁ Other v
Other Cancel Reason *ﬁ

Form Record Audit ~

Figure 13-22 Additional Text Box for Cancel Reason

Note: If the payment is canceled the user who entered the payment will receive an email notification.

21.Upon choosing Ready for Payment, choosing the Assigned Approver and clicking Save the
Password Confirmation box will display. Enter in the password used to log into the system and click
Ok.
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Description
PASSWORD CONFIRMATION x

Enter password:

Workflow Actions ﬁ l l
2

Payment Action ‘ Ready for P
Assign to Approver ‘ Supervisor, Amanaa
Form Record Audit ~

Figure 13-23 Password Prompt

22.The Payment screen will refresh and the Payment Status will be Ready to Pay.
23.The system will send an email that the payment is in a Ready to Pay status to Fiscal Staff.

Payment PMT-2024-00055 is Ready to Pay

indBvr-galn Emunorep erfederal.com: ﬂ n

To Tue 112172023 213 PM

|Thls-emall Is to notify you that Payment PMT-2024-00055 has been approved and is Ready to Pay,

Paxmer!.t Dretails:

Payment Number: PMT-2024-00055
Irvolce Amount: 10,00

Client Marmae:

Service Category: Other Sendces
Approwved By: Supervisor,
Approved On: 11/21/2023

Thank ywou!

Figure 13-24 Email for Ready to Pay

24.As fiscal staff. To navigate to the payment that is Ready to Pay; this can be done a few ways for this
example it is being accessed through the Home Screen view in the Payments Ready to Pay section.
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oo Rehab & Independent Living Case Managemsni 0.14.3

B AFOw Fucal et I [

how 10w e -
Saarc
Barrraen shanbay Chien hisrmg Wi Honiit [T irvaicn dorunaet Berws Categany Puran S Dt e L Rrien
B  edeaifrgem
W date svasiabln = latle
B ssagonen
Paprreeivts Deady o Pay
how 10 v pr
Py Mumbser Cheri Biarme Ireyace Ry irvmice Diase Imsnae Armouri Serwee Cringary Faymesi Srsin
AT 2 4 0003 prreree) ] i B i DR i ity B By 12 Py
AT 380 - Ok B B AR i Ml arnengs Tiaawng Pt 17 Fay
PAAT 320405241 17385 VI g E

Figure 13-25 Payments Pending Review Queue

25.Click the record.

26.The Payment screen will display.

Tracking Inbox / Autharization / Payment Listing / Payment

Payment
...':. PMT-2024-00055
o¢*®  Vendor: DAB 14DBR Vendor ID:
Service Start Date: 11/21/2023 Service End Date: 01/31/2024

Payment  Document  Event

Payment Detail

]
Payment Status

Ready to Pay

Client Sheen, Charles

Figure 13-26 Payment Record

27.Scroll to the Workflow Actions near the bottom of the screen and in the Payment Action drop-down
select the appropriate value. For this example, Payment Submitted is selected:
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Workflow Actions

Payment Action \ hd
" Payment Submitted

Assign to Approver ) )
Resubmit for Review
Payment Canceled

Signatures

Figure 13-27 Payment Workflow Actions

28.Click Save.
29.Upon clicking save the screen will refresh and the Payment Status will now be Submitted.

30.When the payment is ready to be processed and the payment to reflect a status of Final Paid (still as
Fiscal Staff) scroll to the Workflow Actions on the Payment screen and choose the Payment Action
drop-down for Final Paid.

Workflow Actions

Payment Action \ v
er

Final Paid
Returned from Fiscal System
Payment Canceled

Assign to Approv

Signatures

Figure 13-28 Payment Workflow Actions

Note:

Additional options include Returned from Fiscal System and Payment Canceled. Like previously if any of these
options are chosen it will trigger a notification to the user who entered the payment to either make revisions for
whatever the needed reason is, or, the payment has been canceled and will not be applied.

31.0nce Final Paid is selected two new boxes will display labeled Warrant Number where the check
number is to be entered and Warrant Date which is a calendar picker field:
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Workflow Actions A

Payment Action Final Paid ~

Warrant Number *

Warrant Date * (3) (mm/ddryyyy)
Assign to Approver Supervisor, Amanda
Signatures ~

Figure 13-29 Additional Fields Display: Warrant Information

32.Fill in the newly required fields.

Workflow Actions -~
Payment Action Final Paid ~
Warrant Number * 123444

Warrant Date * 11/21/2023 [T} (mm/dd/yyyy)

Assign to Approver Supervisor, Amanda

Figure 13-30 Payment Workflow Actions

33.Click Save.
34.The window will refresh and the Payment Status will now reflect Final Paid. This task is complete.
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Payment
es’s PMT-2024-00055
[ ) [ ]
o*®  vendor: DAB 14DBR Vendor ID:

Service Start Date: 11/21/2023 Service End Date: 01/31/2024

Payment Document  Event

Payment Detail

)
Payment Status Final Paid

Figure 13-31 Payment Status

35.At the top of the Payment screen are two additional tabs: Document and Event.

36.Click Document, this will display documents that have been associated to this payment such as the

invoice.

Tracking Inbox / Authorization / Payment Listing / Payment / Document Listing

Document Listing

Payment Document Event

+New = Print CSV  Column Filters (OFF) b

Document Type T'; Name Date

» Invoice Sample Invoice 11/21/2023

Figure 13-32 Document Listing

37.Click the Event tab, it will display all events related to this payment:

File

& Sample Invoice.docx

tyler

technologies



Payments: Payments | 159

Tracking Inbox / Authorization / Payment Listing / Payment / Event Listing
Event Listing

Payment Document Event

= Print CSV  Column Filters (OFF) b

Event Category T'—_ Event Event Date
»  Draft Services Billed 11/21/2023
»  Final Final Paid 11/21/2023
» InProcess Submit for Review 11/21/2023
» InProcess Ready for Payment 11/21/2023
»  Submitted Payment Submitted 11/21/2023

Figure 13-33 Payment Event Listing

Note: The payment interface with the new payment system will be in future User Guide updates - Post Go-Live
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14 Queues

Queues are used to display relevant records to the specific user and alert them to which records need to
be processed, assigned, or other actions.

Not all queues are available to all users; queues vary depending on a user's role in the system.
Note: Clicking any client record in the queue will take the user to the Client's Program Form

Home / Plan Completion Deadlines Approaching
Plan Completion Deadlines Approaching

Plan Completion Deadlines Approaching

Show 10 «~ entries

Search:
Client Name = Eligibility Date Case Manager Support Staff Plan Due Date
12/05/2023 01/04/2024

Figure 14-1 Queue Displayed

Tracking Inbox / Cliggt / Program Listing / Program
Program \

es’s  VR-2024-00006

P Counselor: Client:

Disability Level: Most Significantly Disabled Presumptive Eligibility: No Status: VR Eligible Last Event: VR Eligible Last Event Date: 12/05/2023

Program Authorization Disability Certificate of Eligibility Plan Plan Data Elements Employment Event Exit Program Note Work Request  MORE ~

Program Information

Date of Application 12/05/2023 (mm/dd/yyyy) Zip Code of Application 50047
Program Type * Vocational Rehabilitation Source of Referral * 6 - Servic
State ¥ lowa

Living Arrangement

P S HE VR

Figure 14-2 Program Display from Clicking Record in Queue

14.1 Annual Reviews Approaching

This queue displays all clients who have an annual review approaching.
Features

B Ability to search for specific clients whose annual review is approaching and are displayed on the
page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.
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1. Login with your system provided account

2. Navigate to the menu on the left side of the screen and hover over the Queues link.

3. The Queue menu will expand and the queues available to the Case Manager role will display.

4. Navigate down to the ‘Annual Reviews Approaching’

Voc Rehab & Independent Living Case Management 0.10.3

-

Home Queues
Queues g«ladrvices Billed 30+ Days ons
Intake Payments Returned for
Revisions
Tracking Inb
racking inbox Authorizations Returned . o o
For Revisions | Fiscal Year = Budget Type =
Search
Referral Deadline
A hi
Management pproaching
Clients with Upcoming
Quick Links Eligibility
Annual Review
Approaching
Plan Completion
Deadlines Approaching
Clients Turning 22
me = Invoice Number =

Plans in Progress
Clients

Open Programs

Figure 14-3 Menu > Annual Review Approaching Queue

5. Click on Annual Review Approaching and the queue will display.

Voc Rehab & Independent Living Case Management 0.10.3

é_'- Change Role

Client = P

Invoice Date =

eALeckemby(CounseIor) 0 E-o

>

Home

Queues

Intake

Tracking Inbox

Search

Management

m Q@ ° 0 +

Quick Links

Home / Annual Review Approaching
Annual Review Approaching

Annual Reviews Approaching

Show 10 v entries

Client Name = Plan Creation Date = Case Manager = Support Staff = Review Schedule Date =

No data available in table

Showing 0 to 0 of 0 entries

Figure 14-4 Annual Review Approaching Queue Listing

Search:
60 Day Prior Date =
@
)
= tyler

.00
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14.2 Authorizations Pending Review

This queue displays all open authorization records that are currently pending review / approval.

Features

B Ability to search for specific Authorization records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Login with your system provided account that has a Case Manager or Supervisor role.

2. On the Left menu, hover over the Queue option on the main menu. All queues available to the are

Voc Rehab & Independent Living Case Management 0.16.3

listed.

ﬂ Home

= Queues

+ Intake d =

L]  Tracking Inbox

B Bulk update
Search

Federal Reports

Q@ B »£

Management

Queues

Services Billed 30+ Days
Oid

Payments Pending
Review

Payments Returned for
Revisions

Authorizations Pending
Review

Authorizations Returned
For Revisions

Client Upcoming
Eligibility

Federal Fiscal Year

2023

2023

2023

2024

Figure 14-5 Menu > Authorizations Pending Review

3. The Authorizations Pending Review queue will display.

Home.

Home

Authorizations Pending Review

Show | 10 v [entries.

Authorization Number Federal Fiscal Year Budget Type

AUTH-2023-00044 2023 110 VR Cas

AUTH-2023-00045 2023 Ingependent Living Blind
AUTH-2023-00072 2023 Independent Living Blind

AUTH-202400052 2024 Incependent Living Elind

Client

Provider

Awhorized Start Date Authorized End Date

06/26/2023 07/01/2023

06/26/2023 07/01/2023

08/15/2023 09/01/2023

171472023 12/01/2023

Awthorized Amount Date Sent For Review/Approval Assign to Approver =

$2,000.00
$2,000.00
52,222.00

$100000

06/26/2023

06/26/2023

08/15/2023

11472023

Figure 14-6 Authorizations Pending Review Queue Listing
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14.3 Authorizations Returned for Revisions

This queue displays all open authorization records that have been returned for revisions.

Features

B Ability to search for specific Authorization records that are displayed on the page.

Revisions | 163

B The data table paginates and shows 10 records by default but gives the user the ability to change

it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

B The user will see all Authorizations where they were the creator of the record, and it was returned
to them. This queue would typically only apply to Case Manager but could apply to other roles if

they create Authorizations.

1. Log in as a user with a role of Case Manager or Supervisor.

2. Navigate to Queues > Authorizations Returned for Revisions.

Voc Rehab & Independent Living Case Management 0.16.3

A Home
i=  Queues
Queues
+  Intake
[J  Tracking Inbox

7  Bulk Update

Jo

Search

Federal Reports

8 Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Returned for )

Revisions eral Fiscal Year
Authorizations Pending
Review 3

Authorizations Returned
For Revisions

Client Upcoming
Eligibility 3

Plan Completion
Deadlines

Figure 14-7 Menu > Authorizations Returned for Revisions

3. The Authorizations Returned for Revisions will display.
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Home / Authorizations Returned For Revisions
Authorizations Returned For Revisions

Authorizations Returned For Revisions

Show 10 ~ entries
Authorization Number Federal Fiscal Year Budget Type Client Provider Authorized Start Date Authorized End Date Authorized Am

No data available in table

Showing 0 to 0 of 0 entries

Figure 14-8 Authorizations Returned for Revisions Queue

14.4 Clients

The Clients queue displays all Client records in the system and is currently available for users with a
either a role of Support Staff, Case Manager or Supervisor.

All clients are visible in the queue regardless of Client = Yes/No and/or program type. A support staff
member, Case Manager and/or Supervisor can view all clients displayed in the queue. There are checks
that a user cannot access a client record if they are in a program differing from the program, they have
access to.

Features
B Ability to search for specific Client records that are displayed on the page.

B The data table paginates and shows 5 record by default but gives the user the ability to change it
with options of 10, 25, 50, 100.

B Ability to sort by any column in the data table.

B The user can click on any record from the data table and it will take them directly into that Client
record.

1. Log in as a user as Support Staff, Case Manager or Supervisor roles.
2. Navigate to Queues > Clients.
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Voc Rehab & Independent Living Case Management 0.16.3

ns

f Home Queues L.
Revisions
= Queues Services Billed 30+ Days
old lisions
4+ Intake Payments Pending
Review
D Tracking Inbox Payments Returned for
Revisions eral Fiscal Year

7 Bulk Update
Authorizations Pending
Review
Q,  search
Authorizations Returned
m Federal Reports For Revisions
Client Upcoming

8 Management Eligibility

Plan Completion
Deadlines

Plans Pending Approval

| Clients |

Open Programs

Figure 14-9 Menu > Client Queue

3. The Clients queue will display.

Home / Clients

Clients
Clients

Show 10 ~ entries Search:
Client Name = Date of Intake Client Primary Email Address Counselor Support Staff Teacher/Instructor SSN DOB
Able, Adam 10/13/2023 No carlos.batres@tylerfederal.com 07/15/1967
Adams, DAB Patti 08/02/2023 Yes Counselor, DAB  Support Staff, DAB  Role, DABTeacher z’é"z':" 04/15/2007
Bank, George 06/15/2023 Yes ggﬁgze'“ iu;f::‘;;smﬁ, Teacher, Carlos g’;’;;"‘ 04/25/1968
Banks, Justin 08/21/2023 Yes carlos. batres@tylertech.com Admin, Carlos SA'::::(;;SIBH‘ Teacher, Carlos ;’;ﬁ;x 09/19/2003
Bin Glrimns nosannannn Ven Counselor, N8 At Ao KNKKK o namnnn

Figure 14-10 Client Queue Listing

14.5 Queues Available to the Teacher/Instructor Role

This displays all queues that are available to Teachers or Instructors.
1. Login with your system provided account that has a teacher role.

2. On the Left menu, hover over the Queue option on the main menu. All queues available to the
teacher are listed.
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Voc Rehab & Independent Living Case Management 0.9.3

# | Queues

= Payments Retuimed for

Rovitiona ‘igions

[ e
Authorizations Retumed
For Revisions

Clien:
. pral Fiscal Year — BudgetType — Cllent = Provider —  Authorized Start Date

Open Programs

I data avalable in table
Open Tasks Assigned to

Me

Tasks Created by Me

Figure 14-11 Menu > Queues Available to Teacher/Instructor

14.6 COE in Progress

The COE In Progress queue displays all certificate of eligibility records that are currently in progress.
Features
B Ability to search for specific COE records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

B The user can click on any record from the data table and it will take them directly into that COE
record.

1. Log in as a user with a role of Case Manager.
2. Navigate to Queues > COE In Progress
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A Home Referral Deadline
Approaching

Queues Clients with Upcoming ons
Eligibility

Queues
Intake Annual Review

Approaching

Tracking Inbox
Plan Completion |Fis

+

W

o} Search Deadlines Approaching
Clients Turning 22

8 Management Plans in Progress

M QuickLinks Clients Plan Expiring

Clients Turning 55

Services Billed 30+ Days
old

Payments Returned for
Revisions

Authorizations Returned

o ne
For Revisions

Clients

Open Programs

COE In Progress |

Open Tasks Assigned to
Me

Figure 14-12 Menu > COE In Progress Queue

3. The COE In Progress queue will display.

Home / COE In Progress
COE In Progress

COE In Progress

Show | 10 ~ entries Search:

Client Name = Program Number = Eligibility Date =— COE Status — Pending Approval By =— Date Sent for Review/Approval =
Swims, Teddy VR-2023-00121 09/20/2023 Draft Pending Approval 09/20/2023

Minnow, Kylie ILYB-2023-00089 09/25/2023 Draft Pending Approval 09/25/2023

Jones, Sarah VR-2023-00097 10/26/2023 Draft Pending Approval Supervisor2, Supervisor1 10/26/2023

Doodle, Gemma VR-2024-00027 11/20/2023 Draft Pending Approval 11/20/2023

Sheen, Charles ILOB-2024-00017 Draft

Figure 14-13 COE In Progress Queue Listing
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14.7 COE Pending Approval

The COE Pending Approval queue displays all certificate of eligibility records that are currently pending
approval by a supervisor.

Ability to search for specific COE records that are displayed on the page.

The data table paginates and shows 10 records by default but gives the user the ability to change

Ability to sort by any column in the data table.

Features
[ ]
[ ]
it with options of 25, 50, 100.
[ |
[ |

The user can click on any record from the data table and it will take them directly into that COE

record.

1. Log in as a user with a role of Supervisor

2. Navigate to Queues > COE Pending Approval

Voc Rehab & Independent Living Case Management 0.16.3

3. The COE Pending Approval queue will display.

f

Figure 14-14 Menu > COE Pending Approval Queue

Home

Queues

Intake

Tracking Inbo

Bulk Update

Search

Federal Reports

Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Returned for
Revisions

Authorizations Pending
Review

Authorizations Returned
For Revisions

Client Upcoming
Eligibility

Plan Completion
Deadlines

Plans Pending Approval
Clients

Open Programs

COE Pending Approval

Open Tasks Assigned to
Me

Tasks Created by Me
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Home / COE Pending Approval
COE Pending Approval

COE Pending Approval

Show 10 ~ entries Search:
Client Name Program Counselor Program Number Eligibility Date Eligibility COE Status Date Sent for Review/Approval [=
No data available in table
Showing 0 to 0 of 0 entries Previous  Next

Figure 14-15 COE Pending Approval Listing

14.8 Open Programs
The Open Programs queue displays all program records that are currently not in a Closed state.
Features

B Ability to search for specific Program records that are displayed on the page.

B The data table paginates and shows 5 record by default but gives the user the ability to change it
with options of 10, 25, 50, 100.

B Ability to sort by any column in the data table.

B The user can click on any record from the data table and it will take them directly into that
Program record.

1. Log in as either a Support Staff, Case Manager or Supervisor.
2. Navigate to Queues > Open Programs.
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A  Home Queues
Queues Services Billed 30+ Days
old
+  Intake Payments Pending

Review

Tracking Inbox Payments Returned for

Revisions wui
2 Bulk Update
Authorizations Pending
Review

Q,  search
Authorizations Returned
[  Federal Reports For Revisions
Client Upcoming
8 Management Eligibility

Plan Completion
Deadlines

Plans Pending Approval

Clients

Open Programs

COE Pending Approval

Open Tasks Assigned to
Me

Tasks Created by Me

Figure 14-16 Menu > Open Programs Queue

3. The Open Programs queue will display.

Home / Open Programs
Open Programs

Open Programs

Show 10 « entries Search:

Client Name Program — Application Date = Program Counselor = Disability Level = Program Status  — IPE Status/Edition =

Independent Living Younger

Abel, Adam A Blind 10/25/2023 Counselor, Carlos No Significant Disability ILYB Applicant
Abir, Shumi Vocational Rehabilitation 11/10/2023 Counselor2, Rehana No Significant Disability VR Applicant
Abir, Shumi Independent Living Older Blind 08/07/2023 Counselor2, Rehana m(s)::)igniﬁcant\y ILOB Applicant
Adams, DAB Patti Potentially Eligible 09/07/2023 Counselor, DAB No Significant Disability PE Submitted
Afzal, Shelly Independent Living Older Blind 08/07/2023 Counselor2, Rehana mz::)‘seigniﬁcant\y ILOB Eligible
Afzal, Shelly g}?ne;’pendem Living Younger 07/13/2023 Counselor2, Rehana mz;t)‘seigniﬁcanﬂy ILYB Applicant
Afzal, Shelly Vocational Rehabilitation 07/13/2023 Counselor2, Rehana Most Significantly VR Eligible

Disabled

Figure 14-17 Open Programs Queue Listing
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14.9 Payments Pending Review
This queue displays all payment records that are currently pending review/approval.
Features

B Ability to search for specific Payment records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.
1. Log in as either Fiscal Staff, Supervisor Case Manager or Administrator
2. Navigate to Queues > Payments Pending Review

M  Home Queues
= Queues Services Billed 30+ Days
\ old
4+ Intake Payments Pending
Review
D Tracking Inbox Payments Returned for
Revisions
7  Bulk Update
Authorizations Pending L
Review Living Y
Q_  search
Authorizations Returned
== - - For Revisions ehabilita

Figure 14-18 Menu > Payments Pending Review Queue

3. The Payment Pending Review queue will display

Home / Payments Pending Review

Payments Pending Review

Payments Pending Review

Show | 10 «~ entries Search:

Payment Number Client Name Invoice Number Invoice Date Invoice Amount Service Category Payment Status Date Sent for Review
Figure 14-19 Payments Pending Review Queue Listing

14.10Payments Ready to Pay
This queue will display all records that have a payment that is ready to be paid.
Features:

B Ability to search for specific Payment records that are ready to be paid that are displayed on the
page.

@
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B The data table paginates and shows 10 records by default but gives the user the ability to change

it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Log in as Fiscal Staff.

2. Navigate to Queues > Payments Ready to Pay

Voc Rehab & Independent Living Case Management 0.16.3

A Home

i=  Queues

[J  Tracking inpox
Q Search

[ Frederal Reports
8 Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Ready to Pay

].

Payments Returned for
Revisions

Payments Submitted

Figure 14-20 Menu > Payments Ready to Pay Queue

3. The Payments Ready to Pay queue will display.

Home / Payments Ready to Pay
Payments Ready to Pay

Payments Ready to Pay

Show 10  entries

Payment Number Client Name Invoice Number Invoice Date
PMT-2024-00002 Almond, Albert 2452423 10/16/2023
PMT2024-00048 EI(; ':p'e“"“' oM 8 11/14/2023
PMT-2024-00057 Kcase, RCOE 1 11/29/2023

Invoice Amount

500.00

65.00

10.00

Search:

Service Category Payment Status

a. Orientation and mobility training Ready to Pay

Miscellaneous Training Ready to Pay

Basic Academic Remedial or Literacy Training Ready to Pay

Figure 14-21 Payments Ready to Pay

14.11Payments Returned for Revisions
This queue displays all payment records that have been returned for revisions.

Features
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B Ability to search for specific Payment records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Log in as a user with a role of Case Manager.

2. Navigate to Queues > Payments Returned for Revisions.

Voc Rehab & Independent Living Case Management 0.16.3

Home Referral Deadline
Approaching

>

Queues

Clients with Upcoming ons
Eligibility

Queues
Annual Review

Approaching

Intake

Tracking Inbox
Plan Completion

Deadlines Approaching [Fisc

Search
Clients Turning 22

Management Plans in Progress

B QO o O +

Quick Links Clients Plan Expiring
Clients Turning 55

Services Billed 30+ Days
old

Payments Returned for
Revisions

Authorizations Returned

o ne
For Revisions

Clients

Open Programs

Figure 14-22 Menu > Payments Returned for Revisions

3. The Payments Returned for Revisions queue will display.

Home / Payments Returned for Revisions

Payments Returned for Revisions
Payments Returned for Revisions
Show 10 « |entries Search:

Payment Number Client Name Invoice Number Invoice Date Invoice Amount Service Category Payment Status Date Returned for Revisions

No data available in table

Showing 0 to 0 of 0 entries Previous  Next

Figure 14-23 Payments Returned for Revisions Queue Listing

= tyler

(J + .
technologies



174 | User Guide

14.12Payments Submitted

This queue displays all payment records that have been approved for payment and have been submitted

for payment.

Features

B Ability to search for specific Payment records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change

it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Log in as a user with a role of Fiscal Clerk.

2. Navigate to Queues > Payments Submitted.

Voc Rehab & Independent Living Case Management 0.16.3

A Home
=] Queues

ues
[J  Tracking Inbox
Q Search
[M Federal Reports
e Management

Queues

Services Billed 30+ Days

old

Payments Pending
Review

Payments Ready to Pay

lame

Payments Returned for

Revisions

Payments Submitted

Figure 14-24 Menu > Payments Submitted Queue

3. The Payments Submitted queue will display.

Home / Payments Submitted

Payments Submitted
Payments Submitted
Show 10 + entries

Payment Number Client Name Invoice Number

Showing 0 to 0 of 0 entries

Invoice Date Invoice Amount

No data available in table

Service Category

Figure 14-25 Payments Submitted Queue Listing

Search:

Payment Status

Previous  Next
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14.13Services Billed 30+ Days Old

This queue displays all Vocational Rehabilitation payment records where the Payment Status = Draft and
Last Event = Services Billed and it has been in this status for 30 days or more.

Features:
B Ability to search for specific Payment records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.
1. Log in as a Fiscal Clerk.
2. Navigate to Queues > Services Billed 30+ Days Old.

Voc Rehab & Independent Living Case Management 0.16.3

™  Home Queues

iIE  Queues Services Billed 30+ Days
old

. Queues

LJ  Tracking Inbox Payments Pending
Review

Q Search Payments Ready to Pay

int Name

m Federal Reports Payments Returned for
Revisions

8 Management Payments Submitted

Figure 14-26 Menu > Services Billed 30+ Days Old Queue

3. The Services Billed 30+ Days Old queue will display.

Home / Services Billed 30+ Days Old
Services Billed 30+ Days Old

Services Billed 30+ Days Old

Show 10 w entries Search:
Payment Number Client Name Invoice Date Invoice Amount Service Category Payment Status Days in Current Status
No data available in table
Showing 0 to 0 of 0 entries Previous  Next

Figure 14-27 Services Billed 30+ Days Old Queue Listing
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14.14Referral Deadline Approaching

This queue will display all Referrals (Client = No) who's completion deadline is approaching.

Features:

B Ability to search for specific Referral records that are displayed on the page.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Login with your system provided account that has the Case Manager role.

2. On the left menu, hover over the Queues option on the main menu. The Client Referral Deadline
Approaching queue is available.

Voc Rehab & Independent Living Case Management 0.19.3

f

+
w
Q
9
|

Jram

Home Queues
Queues “ Referral Deadline
Approaching
Queues
Intake Clients with Upcoming a Client: Peach,.
Eligibility

Tracking Inbox

Search

Management

Quick Links

Presumptive Eligil

Certificate of Eligibility

Annual Review
Approaching

Plan Completion
Deadlines Approaching

Clients Turning 22

Plans in Praaress

Figure 14-28 Menu > Referral Deadline Approaching Queue

3. Click on the queue listing Referral Deadline Approaching. All Referrals with a referral deadline
approaching will be reflected in this queue.
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Voc Rehab & Independent Living Case Management 0.9.3 € ALCounselor (Counselor) @ [

Home / Referral Deadline Approaching

L
Referral Deadline Approaching
m
Referral Deadline Approaching

+

Show 10 | entries Search:
W]
a Name [= Intake Date = Case Manager = Support Staff = Referral Deadline Date =

KNew referral, RNew referral 05/18/2023 Admin, Carlos SupportStaff, Carlos 06/07/2023

Parker, Tiffany 05/17/2023 06/06/2023
n

Showing 1 to 2 of 2 entries 1 Nex

Figure 14-29 Referral Deadline Approaching Queue Listing

Note: When a Referral is converted to a Client the status will change in the system and they will no longer be
visible in this queue.

14.15Clients with Upcoming Eligibility
This queue will display all client records who have an upcoming eligibility.
Features
B Ability to search for specific client records that are displayed on the page who have upcoming
eligibility.
B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Login with your system provided account that has the Case Manager or Supervisor role. Only those
assigned as a Case Manager or Supervisor will have this ability.

2. On the left menu, hover over the Queues option on the main menu. The Clients Upcoming Eligibility
gueue is available.
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Voc Rehab & Independent Living Case Management 0.19.3

-
ram
M Home Queues |

f=  Queues Referral Deadline

Approaching
Queue
Intake Clients with Upcoming a Client: Peach, .
Eligibility

. Presumptive Eligil
Tracking Inbox Annual Review _

Approaching

Search Certificate of Eligibility
Plan Completion
Deadlines Approaching

Management

Clients Turning 22

»Q o 0O +

Quick Links

Plans in Praaress

Figure 14-30 Menu > Clients with Upcoming Eligibility

3. Click on the queue. The following columns will display in the queue: Client Name, Application Date,
Case Manager, Support staff, and COE Due Date.

Case Manager view:

Voc Rehab & Independent Living Case Management 0.9.3 @ ALCounselor (Counselor) (@) [

Home / Clients Upcoming Eligibility
Clients Upcoming Eligibility

Clients Upcoming Eligibility

+
Show | 10 ~ entries Search:
Q
Client Name = Application Date = Case Manager — Support Staff = COE Due Date =—
Q,
Duck, Daisy 07/07/2023 Counselor, Amanda 08/06/2023
Stimpy, Ren 07/18/2023 Counselor, Amanda 08/17/2023
. TestingYB, AmandaTest 07/10/2023 Counselor, Amanda 08/09/2023
UATJulie, AmandaTest 07/10/2023 Counselor, Amanda 08/09/2023
Vor, Jason 07/18/2023 Counselor, Amanda 08/17/2023
Showing 1 to 5 of 5 entries Previous | 1  Next

Figure 14-31 Case Manager View: Clients Upcoming Eligibility Queue Listing
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Supervisor view:

Voc Rehab & Independent Living Case Management 0.9.3 @ Alsupervisor (Supervisor) @ [
1.3

Home / Client Upcoming Eligibility

Client Upcoming Eligibility

Client Upcoming Eligibility

+
Show 10 ~ entries Search:
w
Client Name 1= Application Date = Case Manager = Support Staff = COE Due Date =
v
Afzal, Shelly 07/13/2023 Counselor2, Counselor] 08/12/2023
Q,
Afzal, Shelly 08/07/2023 Counselor2, Counsel lor1 08/12/2023
@ Batres, Carlos 06/26/2023 Admin, Carlos Support Staff, DAB 06/14/2023

Figure 14-32 Supervisor View: Clients Upcoming Eligibility Queue Listing

14.16Plan Completion Deadlines Approaching
This queue will display all client records who have a plan completion deadline approaching.
Features

B Ability to search for specific client records that are displayed on the page who have a plan
completion deadline approaching.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Login with your system provided account Case Manager or Supervisor role.
2. Navigate to the menu on the left side of the screen and hover over the Queues link.
3. The Queue menu will expand and the queues available to the Case Manager role will display.

4. Navigate down to the ‘Plan Completion Deadlines Approaching’ queue
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Voc Rehab & Independent Living Case Management 0.19.3

-
ram
A  Home Queues !
I=  Queues Referral Deadline
Approaching
es i
4+  Intake Clients with Upcoming a Client: Peach, .
Eligibility
D Tracking Inbox Presumptive Eligil
Annual Review
Approaching
Q,  search Certificate of Eligibility
Plan Completion
Deadlines Approaching
e Management
Clients Turning 22
. Quick Links Plans in Praaress

Figure 14-33 Menu > Plan Completion Deadlines Approaching Queue

5. Click on Plan Completion Deadlines Approaching and the queue will display.

6. The following columns are shown in the queue: Client Name, Eligibility Date, Support Staff and Plan
Due Date.

Case Manager View:

Voc Rehab & Independent Living Case Management 0.10.3 b Change Role (@) Aleckemby (Counselor) @@ [3

Home / Plan Completion Deadlines Approaching
Plan Completion Deadlines Approaching

>

Home

= Queues
Plan Completion Deadlines Approaching

Showing 0 to 0 of 0 entries Previous  Next

+ Intake

Show 10 ~ entries Search:
U Tracking Inbox

Client Name [Z Eligibility Date = Case Manager = Support Staff =— Plan Due Date =
Q Search

No data available in table

B Management
n

Quick Links

Figure 14-34 Case Manager View: Plan Completion Deadlines Approaching Queue Listing
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Supervisor View:

Voc Rehab & Independent Living Case Management 0.10.3 b ChangeRole (@) ALeckemby (Supervisor) @[3

Home / Plan Completion Deadlines

A  Home . .
Plan Completion Deadlines
2 Queues X i
Plan Completion Deadlines
-+ Intake
Show 10 + entries Search:
[J  Tracking Inbox
Client Name 1= Client Eligibility Date = Case Manager = Support Staff = Plan Due Date =
B2  Bulk Update
Beneke, Vinny 07/28/2023 Phipps, Jamie Biermann, Lynnette 08/27/2023
Q_  search
Bongino, Dan 07/25/2023 Walford, Kim Skinner, Julie 08/24/2023
[  Federal Reports
Demmer , Katherine 07/25/2023 Phipps, Jamie Biermann, Lynnette 08/24/2023
8 Management Duck, Daisy 07/24/2023 Howard, Susan 08/23/2023
Roberts, Julia 07/31/2023 Phipps, Jamie 08/30/2023
Wonderland, Alice N 07/28/2023 Phipps, Jamie Biermann, Lynnette 08/27/2023
Showing 1 to 6 of 6 entries ; 7

Figure 14-35 Supervisor View: Plan Completion Deadlines Approaching Queue Listing

14.17Plans in Progress
This queue will display any plans that are in progress.
Features

B Ability to search for specific client records that are displayed on the page who have a plans in
progress

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.
1. Log in as a Support Staff, Case Manager or Supervisor.
2. Navigate to Queues > Plans in Progress
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Voc Rehab & Independent Living Case Management 0.19.3

Home Queues

Referral Deadline
Approaching

Queues

In1ak‘{ Queues

Tracking Inbox

Clients with Upcoming
Eligibility

Annual Review
Approaching

Search

Plan Completion

Deadlines Approaching
Management

Clients Turning 22
Quick Links

Plans in Progress
Clients Plan Expiring
Clients Turning 55

Services Billed 30+ Days

-
Jram

a Client: Peach, James

Presumptive Eligibility: No

Certificate of Eligibility Plan

2/05/2023

‘ocational Rehabilitation

Figure 14-36 Menu > Plans in Progress Queue

3. The queue will display:

Home / Plans in Progress

Plans in Progress

Plans in Progress

Show 10 w entries

Client Name = Program Number — Plan Status =
Goodall, Jane ILYB-2024-00009 Draft

Kitten, Ruth ILOB-2024-00008 Draft

Search:

Date Returned for Revisions —

Figure 14-37 Plans in Progress Queue Listing will Display

4. Clicking any record in the listing will take the user to the plan form.

Tracking Inbox / Client / Program Listing / Program / Plan Listing / Plan

ILOB-2024-00008

Counselor: (

Client:

Disability Level: No Significant Disability

Presumptive Eligi Status: ILOB Applicant

Last Event: ILOB Application Submitted

Assi(

= Workflow

Last Event Date: 01/04/2024

Plan Event Plan Extension Plan History
Program Plan
Plan Status Draft Plan Start Date (mm/dd/yyyy)
Plan Type v Plan to be attained by Date (mm/dd/yyyy)
LU BN N PN S Ll Plae Socaan Al e (v IAA Bnnn )

Figure 14-38 Plan Form
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14.18Plans Pending Review
This queue will display any plans that are in progress and pending review by specific staff.
Features

B Ability to search for specific client records that are displayed on the page who have a plans in
progress/are pending review.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.
1. Login with your system as Support Staff
2. Navigate to Queues > Plans Pending Review

Voc Rehab & Independent Living Case Management 0.16.3

A Home Queues

i=  Queues Services Billed 30+ Days
olid

+  Intake Queues Payments Pending
Review

D Tracking Inbox Payments Returned for
Revisions =]

Q_  search
Authorizations Returned
For Revisions

8 Management

Clients

Plans Pending Review

Open Tasks Assigned to
Me

Tasks Created by Me

Figure 14-39 Menu > Plans Pending Review Queue

5. Click on ‘Plans Pending Review’ and the queue will display.

Home / Plans Pending Review

Plans Pending Review

Plans Pending Review

Show 10 + entries Search:

Client Name = Program Number Plan Status Program Case Manager Date Sent for Review Send Plan to Client

No data available in table

Figure 14-40 Plans Pending Review Queue Listing
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14.19Plans Pending Approval

This queue will display all client records who have a plan that is pending approval by the Supervisor.

Features

B Ability to search for specific client records that are displayed on the page who have a plan that is

pending approval

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Log in as a Supervisor

2. Navigate Queues > Plans Pending Approval

Voc Rehab & Independent Living Case Management 0.16.3

f

@ 8 »

T 0 +

Home

Queues

Tracking Inbox

Bulk Update

Search

Federal Reports

Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Returned for
Revisions

Authorizations Pending
Review

Authorizations Returned
For Revisions

Client Upcoming
Eligibility

Plan Completion

o

eral Fis

Plans Pending Approval

Clients
Open Programs
COE Pending Approval

Open Tasks Assigned to
Me

Tacks Creatad hv Ma

3

2

Figure 14-41 Menu > Plans Pending Approval Queue

3. Click on the queue title ‘Plans Pending Approval’ and the queue display.
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Voc Rehab & Independent Living Case Management 0.10.3 =% Change Role @ ALeckemby (Supervisor) (@ [3+

Home / Plans Pending Approval

A  Home .
Plans Pending Approval

BB Queues
Plans Pending Approval

Intake

Show 10 ~ entries Search:

+
LJ  Tracking Inbox
Client Name = Program Case Manager = Program Number = Plan Status = Date Sent for Approval =
¥ Bulk Update
No data available in table

Q,  Search

Showing 0 to 0 of 0 entries
[  Federal Reports

6 Management

Figure 14-42 Plans Pending Approval Queue Listing

14.20Clients Plan Expiring
This queue will display all clients who have a plan that is approaching its expiration date.

Features

B Ability to search for specific client records that are displayed on the page who have a plan that
has an expiration approaching.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Login with your system provided account (Case Manager role).
2. Navigate to Queues > Clients Plan Expiring
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A Home Queues
| Fiscal ¥
= Queues Referral Deadline
Approaching
+ Intake cues Clients with Upcoming
Eligibility
L Tracking Inbox Annual Review
Approaching
Q Search
Plan Completion
Deadlines Approaching
e Management
Clients Turning 22
n Quick Links

Plans in Progress

Clients Plan Expiring J'ne

Clients Turning 55

p—

Services Billed 30+ Days
old

Payments Returned for
Revisions

Authorizations Returned
For Revisions

Figure 14-43 Menu > Clients Plan Expiring Queue

5. Click on ‘Clients Plan Expiring’ and the queue will display.

Home / Clients Plan Expiring
Clients Plan Expiring

Clients Plan Expiring

Show 10  entries Search:
Client Name 1= Case Manager Support Staff Plan Expiration Date

Bee, Jenna Counselor, Amanda 09/29/2023

Kennedy, Barbie Counselor, Amanda 12/31/2023

Minnow, Kylie Counselor, Amanda Multi-Accts, Amanda 09/29/2023

Figure 14-44 Clients Plan Expiring Queue Listing

14.21Clients Turning 22

This queue will display all clients who will be turning 22 in 6 months.
Features

B Ability to search for specific client records that are displayed on the page who have a 22nd
birthday in 6 months.

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.
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1. Log in as a Case Manager or a Supervisor.

2. Navigate to Queues > Client's Turning 22

Voc Rehab & Independent Living Case Management 0.16.3

fr

» Q@ ° 0O +

Home Queues

Queues Referral Deadline
Approaching

Intake QiMes Clients with Upcoming
Eligibility

Tracking Inbox Annual Review

Approaching

Search

Plan Completion

Deadlines Approaching
Management

Clients Turning 22 ]
Quick Links

Plans in Progress
Clients Plan Expiring n
Clients Turning 55

Services Billed 30+ Days
old

Figure 14-45 Menu > Clients Turning 22 Queue

3.Click the Clients Turning 22. Queue will display.

Voc Rehab & Independent Living Case Management 0.9.3

@ AlLCounselor (Counselor) @[5

Home / Clients Turning 22

Clients Turning 22

Clients Turning 22

Show 10 ~ entries

Showing 0 to 0 of 0 entries

A Q L~ 0O +

Client Name T'—_ Program Type = Case Manager = Support Staff =

No data available in table

Figure 14-46 Clients Turning 22 Queue Listing

14.22Clients Turning 55

This queue will display all clients who will be turning 55 in 6 months.

Features

Search:

Ability to search for specific client records that are displayed on the page who have a 55th

birthday in 6 months.

The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.
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B Ability to sort by any column in the data table.

1. Log in as a Case Manager or Supervisor.
2. Navigate to Queues > Client Turning 55

Voc Rehab & Independent Living Case Management 0.16.3

A Home Queues
| Fiscz
= Queues Referral Deadline
Approaching
“+  Intak Clients with Upcoming
Eligibility
L Tracking Inbox Annual Review
Approaching
Q,  search
Plan Completion
Deadlines Approaching
e Management
Clients Turning 22
. Quick Links Plans in Progress
Clients Plan Expiring ne

Clients Turning 55 I

Services Billed 30+ Days
old

Payments Returned for
Revisions

Authorizations Returned

Figure 14-47 Menu > Clients Turning 55 Queue

3. Click on ‘Clients Turning 55’ and the queue will display.

Home / Clients Turning 55

Clients Turning 55

Clients Turning 55

Show | 10 + entries Search:
Client Name 1= Program Type Counselor Name Support Staff Name Date of Birth
Independent Living Younger Blind Counselor, 01/01/1959
Showing 1to 1 of 1 entries Previous | 1 Next

Figure 14-48 Clients Turning 55 Queue Listing

14.230pen Tasks Assigned to Me

This queue will display all tasks that are assigned to the user via the Work Request function.

Features

<o tyler
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B Ability to search for specific tasks that are assigned to the user

B The data table paginates and shows 10 records by default but gives the user the ability to change

it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Log in to the system.

2. Navigate to Queues > Open Tasks Assigned to Me

Voc Rehab & Independent Living Case Management 0.16.3

A Home

f=  Queues

+ Intake Que
[J  Tracking Inbox
O,  search

8 Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Returned for

Revisions eral
Authorizations Returned
For Revisions 3
Clients

8
Plans Pending Review
Open Tasks Assigned to
Me
Tasks Created by Me b

Figure 14-49 Menu > Open Tasks Assigned to Me Queue

3. The Open Tasks Assigned to Me queue will display

Home / Open Tasks Assigned to Me

Open Tasks Assigned to Me
Open Tasks Assigned to Me
Show | 10 ~ entries

Work Request Number = Program Number

WR-2024-00014 VR-2024-00005
WR-2024-00018 VR-2024-00005
WR-2024-00046 VR-2024-00027

Showing 1 to 3 of 3 entries

Task

Authorization to Send

Authorization to Send

Authorization to Send

Search:

Priority Due Date Instructions

Low 11/22/2023 Auth ready to send for Charles
Low 11/24/2023

High 12/08/2023

Previous | 1 Next

Figure 14-50 Open Tasks Assigned to Me Queue Listing
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14.24Tasks Created by Me

This queue will display all tasks that are created by the user via the Work Request function.

Features

B Ability to search for specific tasks that are created by the user

B The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

B Ability to sort by any column in the data table.

1. Log into the system

2. Navigate to Queues > Tasks Created by Me

Voc Rehab & Independent Living Case Management 0.16.3

f Home

Queues

Intake

Search

Q@ L~ O +

Qifues

Tracking Inbox

Management

Queues

Services Billed 30+ Days
old

Payments Pending
Review

Payments Returned for
Revisions

Autherizations Returned
For Revisions

Clients
Plans Pending Review

Open Tasks Assigned to
Me

Tasks Created by Me

Figure 14-51 Menu > Tasks Created by Me Queue

3. The Tasks Created by Me queue will display

Home / Tasks Created by Me

Tasks Created by Me

Tasks Created by Me

Show 10 ~ entries

Work Request Number =

Program Number

Task

Assigned To

Search:

Work Request Status Priority Due Date

No data available in table

Figure 14-52 Tasks Created by Me Queue Listing
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Bulk Update

15.1 Bulk Update Release from OOS

This queue displays all open Vocational Rehabilitation authorization records that are open and 90 plus
days old with no open payments.

The Bulk Update Release from OOS does not apply to Independent Living program types as OOS is not
an applicable status.

Features:

Ability to search for specific Authorization records that are displayed on the page.

The data table paginates and shows 10 records by default but gives the user the ability to change
it with options of 25, 50, 100.

Ability to sort by any column in the data table.

Business Rules:

This queue is available to all roles, but users will only see records they have access to based on
the hierarchy.

When logged in with any role, the user will see Clients that meet the criteria noted above.
Records will display in the queue based on the following criteria:

= Client records with a Disability Priority = 1 will display first in the queue. Once all Priority 1
records have been removed from the queue then Disability Priority 2 records will
display. After all Priority 2 records have been cleared from the queue then Disability Priority 3
records will display.

The following columns are displayed in the Queue:
= Client Name

= Date of Application

= Disability Priority

= Disability Level

1. Log in with any role.

2. Navigate to the left menu and hover over Bulk Update then click on Bulk Update - Release from

0oo0s.
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Voc Rehab & Independent Living Case Management 0.15.3

M Home Bulk Update

Bulk Update - Release

Queues
from 00S

Intake

O +

Tracking Inbox

B  BulkUpdate
Baills | lnAmba

Figure 15-1 Menu > Bulk Update - Release from OOS

3. The first column within the queue allows a user to select/deselect the record for update. Click within
the field to add/remove the check-mark.

Home / Bulk Update - Release from 00S

Bulk Update - Release from 00S
Bulk Update - Release from 00S

Show | 10 | entries

= Client Name = Date of Application = Disability Priority = Disability Level =

No data available in table

Showing Oto 0.of 0 entries

s =
Figure 15-2 Bulk Update - Release from OOS 'Queue’

4. Once one or more of the records on the queue are selected and you are ready to release them, click
the 'Release from OOS' button to have the system take the selected action. Selected records will be

updated to have a status of 'Eligible".
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Reports

16.1 Reports

The system provides extensive reporting capabilities using a standard set of reports as well as reports
designed for lowa Department for the Blind specifically. Reports can be accessed from your dashboard
or by navigating to the Reporting tab. The Reporting screen contains the My Reports and Shared
Reports tabs.

Not all reports can be accessed by every role; the report permissions are role specific.

Reports that exist within the system are:

RSA911

RSA17

PE Pre-ETS Report

PE Vocational Rehabilitation Report

Note: The Vocational Rehabilitation Report and the Pre-ETS Report were originally one report that was broken
into two pieces due to system limitations.

Additional 'duplicate’ reports added to allow for ease of use with JAWS:
- 508 PE Pre-ETS Report
- 508 PE Vocational Rehabilitation

ACL704

The RSA70B Report

Legislative Factbook

Board Report

WIOA ETA-1969 Report (Interface File)
SWIS Import (Interface File)

SWIS Export (Interface File)

16.1.1 Running Reports from Shared Reports

1. From the left menu hover over Reporting, when the menu expands select Shared Reports.
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A  Home Reporting
= Queues W My Saved Reports
Dashboard Option:
+ Intake -(: Shared Reports L
[0  Tracking Inbox Dashboard Options
7 Bulk Update
Q Search
[  Federal Reports Report
@ Reporting

Figure 16-1 Menu > Reporting> Shared Reports

2. The Shared Reports will display:
]

Reporting / Shared Reports
Shared Reports

My Saved Reports Shared Reports Dashboard Options

Name = Description
,’ “l Pre-ETS Report Pre-ETS Report
,’ “l RSA70B Report RSA70B Report
,’ Q WVocational Rehabilitation Report Vocational Rehabilitation Report

Figure 16-2 Shared Reports Display

3. Select the report to be run (for this Example the RSA70B report will be run). Select the 'pie chart' icon
(if hovered over it reads "Run RSA70B Report". Choose the report parameters if they exist for the
selected report.

4. Select the appropriate display options for viewing the report.

Note: Display options vary based on the export options set by your Administrator. If viewing a report in a format
other than single-page HTML in your browser, you will need to have access to the program used to view the
report, such as Adobe Reader, Microsoft Word, or Microsoft Excel.
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]
Reporting / Report Settings (RSA70B Report)

Reporting

Start Date (MM/DD/YYYY)

End Date (MM/DD/YYYY)

(@) Single Page HTML
() poc
O xs
() xLsx
() csv

[ ] single Page (no page breaks)

Figure 16-3 Reporting > Report Settings
5. Click Run Report.

Note: When the report is received from the server, it is displayed in a separate browser window. When finished
reviewing the report, close the separate report window.

6. The report will display:

A Individuals Served

Number of program participants carried over from the previousz 26
FFY who received services in this

B:Ageat

1.55-64 4
2.65-74
3.75-84

4. 85 and OVER
5. Total -B1+B2+B3 + 18

C: Gender

1. Self-identifies as famale 8
2. Self-identifies as male 7
3. Did not self-identify 3

Figure 16-4 Sample RSA70B Report Generated

16.1.2 Running Reports/Interface Reports from Shared Pages

1. From the left menu hover over Configuration. When the menu expands under the 'Pages' header
select Shared Pages.
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I -

M Home

i=  Queues

+ Intake

[J  Tracking Inbox
7 Bulk Update

Q,  search

m Federal Reports

Reporting

]

Administration

Management

Quick Links

Tools

B B Q

Configuration

Confiauration

Configuration

Application Information

£ Tracking Data Model
Data Objects
Lookup Definitions
Filter Handlers

N Enterprise Tracking

Process

User Interface

Data View Mappings
Main Menu
Application Launcher
Navigation

Screen Includes

7]
E  Pages L]
o]

©

Script Objects Help Manager

Plug-ins
My Saved Pages Apply Changes
Shared Pages

Dashboard Options
qQ  Queries

My Saved Queries

Shared Queries

Figure 16-5 Menu > Configuration> Shared Pages

2. The Shared Pages Listing will display:

Living Case Management 0.19.3

Change Role

~  Configuration / Pages / Shared Pages
Shared Pages

My Saved Pages  Shared Pages

Name T=

Client Program -
Certificate of Eligibility
JS

IADBR Client Program -
IPEJS

|ADBR - Run Once Page

# P |ADBR-Work Tracker
Information

IL Younger Blind -
Program Disability JS

Dashboard Options

Description

Client Program - Certificate of
Eligibility JS

IADBR Client Program - IPE JS

Page to add sql scripts to be run if
we do not have access to the DB, run
sql for any updates

Export File of Data for use in Tracker
Software

IL Younger Blind - Program Disability
Js for IADBR

Business Key

com.iadbr.client.program.coe.page.coijs

com.iadbr.client.program.ipe.page.ipejs

com.iadbr.common.util.page.runonce

page.iadbrWorkTrackerinformation

iadbr.client.program.disability.page.disabilityjs

Figure 16-6 Shared Pages Listing Display
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3. Select the report/interface file:

/ p»  WIOA 9169 - Report Ajax WIOA 9169 - Report Ajax

Figure 16-7 Report/Interface File: WIOA

16.2 Setting Report Dashboard Options

Under Reporting > Dashboard Options, you can select reports from the My Saved Reports or Shared
Reports section to be listed as hyperlinks or with displayed results on the Home screen.

To configure report dashboard options, complete the following steps:
1. Navigate to Reporting > Dashboard Options.

2. Click the check boxes next to List and/or Display to select which reports to list or display on the
home screen.

Note: Consider the size of reports before electing to list or display; you may not wish to display very large
reports on your home screen.

3. Click Save.

Reporting / Dashboard Options

Dashboard Options

My Saved Reports  Shared Reports Dashboard Options

Name = Description List  Display
Complaints Master Report Complaints Master Report with Parameters E

Subreport Events by Complaint Subreport Events by Complaint v

System Preferences System Preferences v

System Users Report showing all users in the entellitrak system v

===
Figure 16-8 Reporting > Dashboard Options

16.3 Federal Reports
16.3.1 RSA911

Not all roles have access to run the RSA911 Report. It is limited to Product Administrator, Supervisors
and Fiscal Clerk roles.

1. To run the RSA911 report navigate to the left menu and click on Federal Reports.
2. When the menu expands click on RSA 911.
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A Home Federal Reports
EE Queues RSA 911
RSA 17

+  Intake
[J  Tracking Inbox
7 BulkUpdate

O,  search

F Federal Reports

—~ !,7
Figure 16-9 Federal Reports > RSA911

3. The RSA911 form will display.

Home / RSA 911
RSA 911

RSA 911

Program Year *

Quarter * v
From
To

Display Element Names () Yes () No

Figure 16-10 RSA911 Form Display

4. Fill in the report parameters for the needed information. The 'From' and 'To' dates will populate

automatically and are read only based on which Program Year and Quarter are selected.

5. Click Run Report.
6. The report will generate and can be opened and saved to the users computer.
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:ntsitemenu.page.webc... & ¥ ) & O ¢
@ RSA 911 (12).csv
87.5 KB » Done

Figure 16-11 RSA911 Generated

16.3.2 RSA1l7Y

Not all roles have access to run the RSA911 Report. It is limited to Product Administrator, Supervisors
and Fiscal Clerk roles.

1. To run the RSA911 report navigate to the left menu and click on Federal Reports.

2. When the menu expands click on RSA17.

Voc Rehab & Independent Living Case Management 0.18.2

f Home Federal Reports
= Queues RSA 911
RSA 17

4+ Intake
[J  Tracking Inbox
7 Bulk Update

Q,  search

h Federal Reports

PLN . .

Figure 16-12 Main Menu > RSA 17

3. The RSA 17 page will display. If the RSA 17 has been run previously they will display and be
selectable for view. The file(s) can be selected and opened.
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Home / RSA 17
RSA 17
RSA17
+ New RSA 17
Fiscal Year = Reporting Quarter From To File
2023 1 10/01/2022 12/31/2022 @ RSA 17 Report FY 2023 Qtr 1.pdf
2023 4 07/01/2023 09/30/2023 @ RSA 17 Report FY 2023 Qtr 4.pdf
2023 7 04/01/2024 06/30/2024 @ RSA 17 Report FY 2023 Qtr 7.pdf
Showing 1 to 3 of 3 entries Previous | 1 Next

Figure 16-13 RSA17 Screen

4. To run the report click the button +New RSA 17.
5. The RSA17 form will display.

Home / RSA 17

RSA 17

RSA 17

Fiscal Year ¥ -
Reporting Quarter ¥ v
From

To

Generate Report

Figure 16-14 RSA17 Form

6. Fill in the report parameters. The 'From' and 'To' dates will populate automatically and are read only
based on which Fiscal Year and Reporting Quarter are selected.

7. The report will display.

@
L
o tyler
% 0% ty
® technologies



Reports: Non-Federal Reports and Interfaces | 201

RSA-17 OMB Control Number: 1820-0017

VOCATIONAL REHABILITATION FINANCIAL REPORT (RSA-17)
A. Grant Award Information

1. Federal Grant Award Number® | 2. Federal Fiscal Year* 3. Grant Period (From/To)*
2024 10/01/2023 - 12/31/2023
4. Recipient Organization®
5. Basis of Accounting 6. Reporting Period 7. Final Report
'._ ;Accruu[ End Date* No v
. Cash 12/31/2023
8. DUNS Number® 9. Recipient Account Number or Identifying Number®
B. Federal Funds Amount

10. Total Federal Funds Awarded*
11. Federal Cash Receipts

Figure 16-15 RSA17 Report

8. Navigating back to the Menu > Federal Reports > RSA17; the RSA17 that was generated will
display.

RSA 17
+ New RSA 17

Fiscal Year = Reporting Quarter From To File

2023 1 10/01/2022 12/31/2022 @ RSA 17 Report FY 2023 Qtr 1.pdf

2023 4 07/01/2023 09/30/2023 @ RSA 17 Report FY 2023 Qtr 4.pdf

2023 7 04/01/2024 06/30/2024 @ RSA 17 Report FY 2023 Qtr 7.pdf

2024 1 10/01/2023 12/31/2023 @ RSA 17 Report FY 2024 Qtr 1.pdf

Showing 1 to 4 of 4 entries Previous | 1 Next

Figure 16-16 RSA17 Report Listings
16.4 Non-Federal Reports and Interfaces

16.4.1 PE Potentially Eligible (Pre-ETS) and PE Vocational Rehabilitation
(Pre-ETS)

Note: The Vocational Rehabilitation Report and the Pre-ETS Report were originally one report that was broken
into two pieces due to system limitations.

Additional ‘'duplicate’ reports added to allow for ease of use with JAWS:
- 508 PE Pre-ETS Report
- 508 PE Vocational Rehabilitation

1. From the main menu navigate to the Reporting tab.

2. When the menu expands click on Shared Reports.
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f  Home Reporting

= Queues . My Saved Reports

+  Intake «  shared Reports L
[J  Tracking Inbox m  Dashboard Options

B Bulk Update
Q,  search

[ Federal Reports

@ Reporting
[

Figure 16-17 Main Menu > Shared Reports

3. Once clicked the Share Reports page will display. All reports that have been created and shared will

display here.

Reporting / Shared Reports
Shared Reports

My Saved Reports Shared Reports Dashboard Options

Name T'—_ Description Shared By
,‘ hl Pre-ETS Report Pre-ETS Report anithac
,‘ hl RSA70B Report RSA70B Report anithac
,‘ h‘ Vocational Rehabilitation Report Vocational Rehabilitation Report anithac

Business Key

report.mike.mengistu.preetsReport
report.kmankala.rsa7obReport

report.mike.mengistu.vocationalRehabilitationReport

Figure 16-18 Shared Reports Screen

4. Click on the PE Pre-ETS Report or the PE Vocational Rehabilitation Report link.

5. The report parameters form will display.
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Reporting / Report Settings (Pre-ETS Report)
Reporting

Start Date (MM/DD/YYYY):

End Date (MM/DD/YYYY):

(@ Single Page HTML
() boc

() XLs

() ¥Lsx

() ecsv

[—‘ Single Page (no page breaks)

Figure 16-19 Pre-ETS/VR Reporting Parameter Form

6. Enter in the Start and End date in a MM/DD/YYYY format and choose the format. Depending on the
format chosen will determine how the report is ran and displayed. If HTML is selected a new window will
open to display the report.

7. Click the Run Report button.
8. The report will display.

< C % iadbvr-qa01.echo.tylerfederal.com/report view.request do?name=&lid=2&serializedParameters=%7B"END_DATE"%3.. & ¥¢ b

cwEHE

Potentially Eligible Report

Client Name Counselor/Case Manager ~ Clieat Type Instructor Assigned Age Birthday City County Pre-ETS Services Provided Date of Service

ame

Adem Thomas Carlos Potentially Eligible 19 01/1472005 Adair Adair Assessment, Benefits 111142023
Counseling, Comnseling on
Ewrollment Opportuiies,
Diagnosis and Treatment of
Impairments, Instruction in
Self Advocaey, Interpreter
Services, Job Exploration
Counseling, haintenance,
Miscellaneous Trainizg,
Reader Services.
Transportation, Vocational
Rehabilitation Counseling and
Gudance, Work Based
Learning Experience.
Workplzce Readiness Training

Age Preflts Rehanz Potentially Eligivle Teacher 17 1112012007 Rome Adair Assessment, Benefits 1210612023
Counseling, Diagaosis and

Figure 16-20 Pre-ETS/VR Report Displayed

16.4.2 SWIS Import/Export

1. From the left menu hover over Configuration. When the menu expands under the 'Pages' header
select Shared Pages.
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I

ﬁ Home
Queues
+ Intake

Tracking Inbox

7  BulkUpdate

Q Search

M@  Federal Reports
@ Reporting

-

=3  Administration

Management

Quick Links

Tools

B B QO

Configuration

Confiauration

Configuration

o Application Information

((

Tracking Data Model
Data Objects
Lookup Definitions
Filter Handlers

"¢  Enterprise Tracking
Process

User Interface

Data View Mappings
Main Menu
Application Launcher
Navigation

Screen Includes

g Script Objects 0 Help Manager
K  Pages [ Plug-ins
My Saved Pages £ Apply Changes

Shared Pages

Dashboard Options
qQ  Queries

My Saved Queries

Shared Queries

Figure 16-21 Menu > Configuration> Shared Pages

2. The Shared Pages Listing will

g Case Management 0.19.3

display:

hange Role

~  Configuration / Pages / Shared Pages
Shared Pages

My Saved Pages  Shared Pages
Name T

# » Client Program -
Certificate of Eligibility
Js

# > IADBRClient Program -
IPE JS

# » IADBR-RunOnce Page

# » IADBR-Work Tracker
Information

# » L YoungerBlind -

Program Disability JS

Dashboard Options

Description

Client Program - Certificate of
Eligibility JS

IADBR Client Program - IPE JS

Page to add sql scripts to be run if
we do not have access to the DB, run
sql for any updates

Export File of Data for use in Tracker
Software

IL Younger Blind - Program Disability
Js for IADBR

Business Key

com.iadbr.client.program.coe.page.coijs

com.iadbr.client.program.ipe.page.ipejs

com.iadbr.common.util.page.runonce

page.iadbrWorkTrackerinformation

iadbr.client.program.disability.page.disabilityjs

Figure 16-22 Shared Pages Listing Display

3. Select the report/interface file:
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# » PA-Workflow VS - PA - Workflow VS - Visualization com.micropact.product.component.workflow.vs.page.vsmar
Visualization Manager Manager
/ »  PA-Workflow - PA - Workflow - Workflow Setup JS com.micropact.product.component.workflow. workflowsetup

Workflow Setup JS

p»  PA-Work Request JS PA - Work Request JS com.micropact.product.component.workrequest.page.workr
# P PA-WorkRequest- PA - Work Request - Task Ajax com.micropact.product.component.workrequest.page.taska
Task Ajax
# P> SwisExport SwisExport page.SwisExport
# P Swisimport SWIS Import com.iadbr.common.page.report.swisimport
# P VR-Authorization Ajax VR - Authorization Ajax com.micropact.vocrehab.authorization.page.authorizationaj:
g - VR - Autharizatinn VR - Autharizatinn Pavmeant - Aiay ram mirranact vnerahah antharization navmant nana anthn

Figure 16-23 SWIS Export File

4. The SWIS Export file (.txt) will automatically download to the users download files (unless a different
system preference has been created).

Qa ¥ O & 0O f

SwisExport (1).txt o) @
40 B « Done

Figure 16-24 SWIS Export File

16.4.3 Tracker

Not all roles have access to run the Work Tracker Information Report. It is limited to Product
Administrator.

1. As an Administrator from the left menu navigate to Configuration.
2. When the menu expands select Shared Pages in the second column.
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A  Home Configuration

= Queues o Application Information g Script Objects e Help Manager
+  Intake £ Tracking Data Model E  Pages @  Plugins

[ Tracking Inbox Data Objects My Saved Pages % Apply Changes

Lookup Definitions Shared Pages

Bulk Update
» p Dashboard Options

Filter Handlers

Q Search "?*  Enterprise Tracking ?1 Queries

Process

M  Federal Reports My Saved Queries
L4 Userlinterface

Shared Queries

@ Reporting Data Forms

Administration

&l

8 Management
ta View Mappings
M QuickLinks Main Menu
‘\ Tools Application Launcher
Navigation
| = Configuration

Screen Includes

e —r

Figure 16-25 Main Menu > Configuration > Shared Pages

3. The Shared Pages page will display with all pages available.

Configuration / Pages / Shared Pages
Shared Pages

My Saved Pages Shared Pages Dashboard Options

Name T'; Description Business Key g;‘a'ed
# »  Client Program - Client Pregram - Certificate of com.iadbr.client.program.coe.page.coijs anithac
Certificate of Eligibility Eligibility JS
Js
# > IADBRClient Program - IADBR Client Program - IPE JS com.iadbr.client.program.ipe.page.ipejs anithac
IPEJS
# > IADBR-Run Once Page Sagelohaddsqlscripls:oberunifw‘e com.iadbr.common.util.page.runonce anithac
Figure 16-26 Shared Pages
4. Locate the IADBR - Work Tracker information.
foranyupdates
# » |ADBR-Work Tracker Export File of Data for use in Tracker page.iadbrWorkTrackerIinformation
Information Software
Figure 16-27 IADBR - Work Tracker information
5. Once clicked, the file will generate and be in the users downloads.
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Qa % O W |

WorkTracker 202402061836.txt Le|
65.9 KB « Done

Figure 16-28 Work Tracker Information Generated

6. When opened, the file will be in Notepad.
File Edit View

agency_id|client_id|case_number|region_id|region_name|office_id|office_name|caseload_id|caseload_nan
t_status|ref_date|app_date|ipe_date|emp_date|close_date|employer_name|employer_address|ssi_app|ssi_c
er|expenditure_id|expenditure_date|expenditure_code|expenditure_description|expenditure_amount

0|000e0e0044 | VR-2023-00061 | IA|Iowa|Des Moines|Des Moines|12|Rehana Counselor2|Siam||Malik|686687799|
00:00:00.0|2023-06-26 00:00:00.0|2023-06-26 00:00:00.0| |[Employ three|||1||1]|e|eeceeeee44|VR-2623-00¢

Cannselineg Niasnnsis and Treatment nf Tmnairmente Tnfarmatinn and Referral Servires Tnternreter €

Figure 16-29 Work Tracker Report Generated in Notepad

16.4.4 Legislative Factbook - Post Go-Live
16.4.5 Board Statistics Report - Post Go-Live
16.4.6 RSA70B - Post Go-Live

16.4.7 ACL704 - Post Go-Live

16.4.8 WIOA Report for Interface - Post Go-Live

..:0' | tyler
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17 Online Help

The Online Help module provides searchable help topics to Entellitrak users and administrators. Help
pages contain an overview of the basic Entellitrak functions, such as navigating, searching, and data
entry. Users have the ability to navigate the Contents tree as well as to open, read, and search for Help
content.

It also provides the ability to add images, cross-references, as well as enabling context-sensitive Help, as
well as letting customers use their own Help located outside of Entellitrak.

Voc Rehab & Independent Living Case Management 0.17.2 — Q @ ChangeRole @ (Product Administrate® - @ [3»
A Home Home
Home
2 Queues Authorizations Pending Review
+  Intake

Figure 17-1 Online Help Icon

Clicking the circle with the question mark on the top right side of the screen will open a new window for
Online Help.

% Help - Google Chrome

help

- Help

Welcome to Online Help. Click on a page to view details, or use search to find information.

.j:'. search help [ ))

Figure 17-2 Online Help Window

The Help module is divided into two panels:
B Left Panel — contains the Search box and Table of Contents
B Right Panel — displays the selected page
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