
 

MFIP ES POLICY MEMO 
 

Date Issued:  June 8, 2017 

DATE Revised:  August 15, 2017   

SUBJECT:  MFIP Connect Application (App) Pilot  

PURPOSE:  MFIP Connect, a smartphone app, has been developed to provide MFIP participants 
with a more streamlined way to self‐manage case‐related activities and to communicate 
with his or her financial or employment services worker. The purpose of this memo is to 
outline the procedures to be used during the pilot phase of the implementation of the 
app as well as outlining roles and steps for the rollout. 

PROCEDURES     

1. MIS generates the data specialist report generated to HIRED weekly, includes current HIRED 
MFIP participants, assigned counselors and financial workers names. 

2. Data Specialist sort the list and distribute to counselors on the 1st week and 3rd week of every 
month to follow up with participants who are assigned to designated MFIP Connect App pilot 
Financial Workers  

3. Data specialist will also cc list to:  FAS supervisor and Planner 

4. Counselors follow up with participants to enroll in MFIP Connect App, by following process 
outline in Counselor Role below 

ROLES for MFIP APP 

1. Super Admin (Futures Institute staff) 

a. Give all pilot‐project workers access to MFIP Connect.  
b. Manage users for each county 
c. Can change the county they are viewing in the Web Admin 

 
2. County Admin: HIRED Supervisors and Managers 

a. Manage users and group information for their county 
b. Creates participant cases within the app 
c. Creates messages and actions for participants 
d. Creates resource categories and resources 
e. The admin panel can be accessed through https://admin.mfipconnect.com 
 Make sure you (count admin) have your own account and password  

 
3. County Admin: FAS 

a. Manage users and group information for their county 
b. Creates participant cases within the app  
c. Creates messages and actions for participants 
d. Creates resource categories and resources 
e. In order for important messages and information collected in the MFIP Connect app to 

become part of the case record, the worker must add a case note in MAXIS (county admin) 
1. Remember that the admin panel can be accessed through 
https://admin.mfipconnect.com  
2. Make sure you (county admin) have your own account and password 



 
 

4. Frontline Staff: Employment Counselors (HIRED) 
Initially 

a. EC create their own account on the MFIP App 
b. Check participant case record to verify that participant is assigned one of the MFIP Connect 

FAS workers. If they are, proceed to next steps 

Not Assigned 

c. If participant is not assigned to one of the MFIP Connect FAS workers, request FAS to 
reassign case to MFIP Connect FAS worker 

Assigned 

d. Explain the MFIP Connect app features and benefits to a prospective participant user.  See  
e. Participant will decide and sign consent. The EC will fax the signed consent form to 

LaserFische at 651.266.3930 
f. Send an email to FAS worker informing FAS worker that participant is using the MFIP 

Connect app 
g. Within the computer version of the app, https://admin.MFIPconnect.com , EC clicks on the 

“Create New Participant” option to create the new participant. Then enter required fields 
(for details:  see page 5 of the MFIP Connect Admin Quick Reference Guide) 

 EC also assign designated FW as primary financial 
h. Assist the participant to download the app and create an account as needed 
i. Open in WorkForce One, activity Local Flag, with subtype (MOBAP), following Mobile App 

Pilot instructions. 
j. Case notes if applicable to the pilot and its usage will be entered with “MOBAP” on the 

subject line.  

g.  Terminate participant account, once participant exits MFIP or decides to no longer use the    
MFIP App. 

h.  Update FAS Worker once account has been terminated 

Ongoing 

a. Create messages and actions for the participants 
b. Recommend resources. The county admin (supervisors) are the resource gatekeepers. When 

a counselor finds a new resource to add to the list, bring it to the attention of the county 
admin (supervisor) 

c. In order for important messages and information collected in the MFIP Connect app to 
become part of the case record, the EC must add a case note in Workforce One 

d. All documents received through the app must be placed into participant file 
e. MFIP Connect app does not replace case management practices  

 
5. County Frontline Staff: FAS Workers 

Ongoing 

 Anticipate frequent document submission by participant 

 Create messages and actions for the participants 

 Recommend resources. The county admin (supervisors) are the resource gatekeepers. 
When a financial worker finds a new resource to add to the list, bring it to the attention 
of the county admin (supervisor) 
 



 
 

 In order for important messages and information collected in the MFIP Connect app to 
become part of the case record, the FAS worker must add a case note in MAXIS  
 

6. Participant: 
a. Direct messaging to communicate with counselor and financial worker and assess resources 

and tools available in the MFIP Connect App.  
b. Participant can submit photos of signed job logs and other signed documents. These are 

accepted as if submitted in person or via fax. Every time a participant sends a document, 
they will need to accept the terms of submitting the information to the worker 

c. Inform counselor when they decide to terminate the MFIP Connect  
 

MFIP CONNECT RESOURCES and MATERIALS: click on link to retrieve document  

1. Authorization to Communicate through MFIP App for participant to sign 

2. MFIP Connect – Admin Quick Reference Guide:  technical assistance manual for using the 
application  

3. MFIP Connect – Summary for Staff:  Introducing MFIP Connect to staff 

4. MFIP Connect – Summary for Participants: Introducing MFIP Connect to participants 

5. MFIP Connect Participant Brochure: brochure to share with MFIP participants 

6. MFIP Connect Staff Training Powerpoint from April 2017   

7. MFIP Connect – What we learned from workshops:  captures feedbacks, learnings and 
changes, and answers to policy questions from staff  

8. WF1 User Guide –MOBAP:  Instructions for Counselors to code participants enrolled in APP 

9. Submit your questions regarding the app to:  http://www.mfipconnect.com/ 

10. For further information or questions, including all policy questions: Bruce Casselton at      
651‐266‐6056 or bruce.casselton@ramseycounty.us who will contact DHS if needed  

11. Please CC your supervisor in any communication with Bruce Casselton 
 

AUTHORIZED BY:  SNAP/DWP/MFIP ES Division Manager 

CONTACT PERSON:    Agency Lead Planner 

 

 
 

 





 
 


Want another way to get in touch?  


You’re our chosen one. We want you to try this out. 
 


We are using technology to build a stronger bridge between you, your counselor, and your county worker, 


because we know how much good communication matters towards instilling confidence and building success. 


Introducing the MFIP Connect app for both Android and iOS platforms. This app provides features such as: 


 a direct messaging system for you to communicate with your counselor and county worker, 


 a safe way for you to send employment updates and documents (e.g. pay stubs, job logs, etc.), 


 access to financial budgeting tools to empower you in your journey, and 


 a directory of local resources for the various things you will need in life.  


This is a small pilot project between three counties in Minnesota, with the potential to grow in the future. You 


will be able to test out the MFIP Connect app in Spring 2017. Your involvement and feedback is crucial to us. 


Stay tuned, and check in with your counselor or county worker in May 2017 for updates on this project.  


 


The Future Services Institute team 


 








 
 


Introducing the MFIP Connect app 
We are using technology to build a stronger bridge between you and the MFIP families you serve, because we 


know how much good communication matters towards instilling confidence and building success.  


Introducing the MFIP Connect app for both Android and iOS platforms. This app provides features such as: 


 a direct messaging system for participants to communicate with counselors and eligibility workers,  


 a safe way for participants to send employment updates and documents (e.g. pay stubs, job logs, etc.), 


 access to financial budgeting tools to empower participants in their journey, and 


 a directory of local resources for quick reference. 


This pilot project gives you an opportunity to use technology to strengthen the relationship you have built with 


those you serve. The Minnesota Department of Human Services in collaboration with the Future Services 


Institute works closely with three pilot sites to bring this MFIP Connect app to you. If you are an eligibility worker 


or employment counselor working in the counties Olmsted, Mille Lacs, and Ramsey, and their selected 


partnering employment services agencies, you will be able to test out the MFIP Connect app Spring 2017. 


Currently, we are in Phase 1 of the MFIP Connect app project. As part of this project, you will receive the 


following support: 


 Access to the MFIP Connect admin portal 


 An in-person training in April/May 2017 with your coworkers 


 A user guide for the admin portal 


 Protocol for reporting technical errors and other queries  


 Materials to be shared with your MFIP participants (such as brochures, link to videos, etc.) 


We thank you for your support and look forward to learning from you and your experience using the MFIP 


Connect app and its admin portal. Meanwhile, if you have any questions, please contact your site leads Sheng 


Thor (Sheng.Thor@co.ramsey.mn.us ), Bruce Casselton (bruce.casselton@co.ramsey.mn.us), Annalise Barghini 


(Annalise.Barghini@co.ramsey.mn.us) or Keisha Blackman, Future Services Institute, project lead 


(blac0023@umn.edu). 


 


Warm wishes, 


The Future Services Institute team 
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www.MFIPConnect.com 


We are live! 
Thank you for joining us at a MFIP Connect workshop. We had a great time sharing the MFIP 


Connect app with you, and learned a lot from your feedback. We have incorporated some of the 


requested changes, and have plans to include or consider others for subsequent updates. We 


had some follow-ups to answer your policy questions, too, courtesy of MN DHS.  


This document captures what we learned from you, what we have worked on, answers to your 


policy questions, and what’s next. If you have feedback or thoughts, you can reach out to us via 


www.MFIPConnect.com or via Keisha Blackman (blac0023@umn.edu). 


We hope the MFIP Connect app can support your work. A gentle reminder: this app is meant to 


enhance your work, and not to replace it.   


 


The Future Services Institute team 
June 23, 2017 


 


Since the training, you should have: 
 Your log-in and password to the actual admin site: https://admin.MFIPConnect.com  


 The newest version of the Quick Reference Guide (updated June 4) 
 Brochures and posters for MFIP Connect 


 
If you are missing what you need, contact us. 


 


  



http://www.mfipconnect.com/
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www.MFIPConnect.com 


Your most urgent requests, delivered.  


If you have logged into the admin panel https://admin.MFIPConnect.com, you would notice some changes since the 


workshop you’ve attended (if you attended one in late April/early May). Some key changes include: 


 The ability to send mass messages and mass actions. 
We heard during the Ramsey workshop that the ability to send mass messages to inform a group or all of your 


participants of an upcoming opportunity (job fair, job openings, resources, trainings, etc) is extremely crucial. This 


was reiterated in the other sites. Another request was the ability to send mass actions (e.g. if you have several 


participants who have the same documents due on the same day). We have added this ability to your admin panel. 


Note: participants will receive this as if it is an individual message on their end, and will not be able to see who 


else has received the same message.  


 


 Improving what you see on the admin panel 
We had requests across all three workshops to make certain things more visible. This includes: 


o making new messages bold,  


o including a “paperclip” icon to denote attachments in a message,  


o making the “Copy for Casenotes” button bolder 


 


 Improving the ability to search and sort in your Mailbox and Participant list 
We have made adjustments to the Mailbox and Participant list too, based on your feedback.  


o On Participant list, you can now sort by both MAXIS and WF1 Case Numbers. 


o The search function allows you to search by their full names. 


o Now the Mailbox shows only messages from your Primary assignments. If you have a Secondary (because 


you’re filling in for someone), just tweak your filter or to show all.  


 


 Purge documents at 45 days 
MFIP Connect is meant to only be a temporary storage for the information that is coming in from participants (e.g. 


documents sent, messages, etc). Documents within the system will be purged after 45 days, with the 


understanding that it is more than enough time for you to have moved whatever is necessary (documents, copy 


for casenotes, etc.) from the server to MAXIS, WF1, or the system that you work on.  


 


 Status simplified to only ‘Sent’, ‘Received’, and ‘Acknowledged’.  
We cut down from five statuses to only three:  


Sent: A message is sent to the participant. 


Received: A message is received from the participant. 


Acknowledged: This status change is from you. By changing the status of a message as ‘acknowledged’, you are 


signaling to the participant that you have seen the action taken by them (e.g. sending you an update, or a 


document), and will be processing it soon. To avoid accidental changes, you must include a message (e.g. 


“Thanks!”) in the message box before you are able to change it to Acknowledged.   


 


 



https://admin.mfipconnect.com/





 
 


www.MFIPConnect.com 


 Resources no longer require all fields 
This request came with the idea of making some online-only resources available through the app.  


 


 Longer log-in idle time 
We have extended your log-in idle time on the admin panel to time out after 30 minutes of inactivity. 


 


 We keep the test site up so you can play with it 
If you feel like you need some time on the side to play around, the test site is still up at 


http://z.umn.edu/MFIPadmin - please use the log-in information given to you during training (not your actual log-


in for admin.MFIPconnect.com). If you need your training account info, please reach out to us.  


 


We received requests for other implementation support too, and ones we have worked on included: 


 


 Posters and more brochures 
We have created posters for you to advertise the MFIP Connect app. Your sites will receive (or have received) your 


copies. Please let us know if you need more (posters and/or brochures). 


 


 Pre-populating the Resources section 
We were asked to support the initial population of the Resources section as you add to it over time. We offer to 


do this at the start-up phase so you have a populated section to begin with. If you have an electronic version of 


lists of local resources and haven’t sent one to us, send it to us soon.  


 


 A forms library 
In addition to the directory of locally-available resources, we received requests to include commonly-used forms. 


We have worked with MN DHS to shortlist these forms and will make them visible on the Resources section for 


the convenience of your participants. They have access to it through the app.  


  



http://z.umn.edu/MFIPadmin





 
 


www.MFIPConnect.com 


Your policy questions, answered by MN DHS 


Our partners at MN DHS were present at most workshops to help answer policy questions. For these few, they were the 


most commonly asked questions. To ensure all of us are on the same page, these are the policy responses to two top 


questions that required follow-up.  


Are photos/snapshots of documents accepted?  


For this question, this PQ provides supporting evidence that it is accepted: 


Question #17919   


Submitted By: Scott County 


Program Name: MFIP 


Manual Reference: CM 0010.06; PQ 17336 


Question: 


1. Can we accept pictures of paystubs or other verification that a client sends in, 
usually on their phone? Some areas of the manual indicate to get original documents 
for the case file, but now with EDMS systems, it is very rare if ever that an original 
document will be in the case file. Also, the manual says if it is not possible to get an 
original or copy of the document, describe the document in case notes and what to 
include. It seems a picture of verification would be better than a description in a case 
note. Are we required to get copies of the document? A picture by email seems to be 
the same as a copy. 


2. Can a picture of a form or DHS form be accepted, or must we receive and scan in the 


original form? 


Answer: 


Any form of written or electronic verification is acceptable if it confirms the client’s 
statement. Do not demand a specific document or form of verification if another is 
more readily available.  
 
Accept digital/electronic submissions for verifications, forms, etc. The tool used to 
submit the information does not matter (e.g. Fax, E-mail, MFIP App in pilot counties, 
scanned document).  
 
If there is a valid reason to doubt the authenticity of a document, then request the 
original documentation just as you would with any copy of documentation received. 
___________________________________ 
DHS Reference: CM 10, 10.06. 


 


 







 
 


www.MFIPConnect.com 


How will my interactions with participants on MFIP Connect count towards what’s required? 


In general, if it is a substantial interaction that involves back-and-forth between yourself and your participant, and if it is 


consistent with the MFIP policy manual, it can be counted. This, too, depends on whether you are looking at a monthly 


contact or a weekly contact. From the manual: 


Documentation Requirement – There are 3 documents that can be used to record participation in job search and job 


readiness assistance: 


 An activity log is used by the participant to list the job search and job readiness assistance activities a participant 


completed. The participant must submit the activity log no less frequently than weekly. The activity log must 


contain the date of and time spent on each contact or job search/job readiness assistance task, the type of 


contact or task, the position the participant was interested in, the status of the contact or task, the name of the 


employer/business and contact information, plus the participant’s signature stating the activity log and the 


hours contained on it are accurate. 


 A sign-in attendance sheet can also be used to document job search and job readiness assistance for group 


meetings, such as job club and when the participant is engaged in job search and job readiness assistance at a 


workforce center or other location that uses sign-in attendance sheets. The sign-in attendance sheet must 


contain each participant’s name, the date, actual hours of participation, and a signature of a responsible 


individual who oversees the job search and job readiness assistance activity. 


 A computerized printout stating the amount of time a participant was engaged in on-line job search activities. 


 


 Verification Requirements – As part of the weekly check-in meetings, the employment service provider will review the 


activity log and verify all of the required information that is contained on the activity log. The employment counselor 


should sign the activity log attesting that the required information is contained on the activity log and the hours have 


been verified. A case note may also be used to document the participant’s activity log was reviewed and the hours have 


been verified. 


Verification of a Job Contact - In addition, the employment service provider must verify at least 1 job contact no less 


frequently than bi-weekly. Methods for verifying a job contact include (1) asking the employer to verify the job contact, 


(2) obtaining a copy of a computerized “receipt” for on-line applications, and (3) copies of applications, letters and 


business cards when questions are asked during a check-in meeting to corroborate the job contact. The employment 


services provider will sign a statement on the activity log or enter a case note indicating the employment provider has 


reviewed the activity and note whether the information contained on it was acceptable and the method used to verify 


the job contact. 


  







 
 


www.MFIPConnect.com 


Internal implementation considerations 


During the workshops, some of you had questions for yourselves internally to resolve to ensure that you got what you 


need to start using the MFIP Connect with your participants. In addition to the support we are providing, some questions 


you might need to discuss internally between your Financial Services and Employment Services side include: 


 Will both sides be able to sign up new participants? Should it be streamlined for only ES or FS to start a participant 


account? 


 Are staff working individually or are they in a casebanking group or team? If in a group, should participants be 


assigned to individual counselors/financial workers or the group? 


 How should staff be assigned to a new participant? Do you know who is matched on both sides (ES and FS)? Or is 


there a first ‘point of contact’ staff that will then reassign participants to the right person? How will they know 


when a participant is assigned?  


 Who should report bugs or provide feedback? Supervisor? Or anyone can send their feedback? 


 


For the future 


We received many great ideas from you all for future updates to the admin panel, the app, and using technology for MFIP. 


Here are some common ones that we heard repeatedly across multiple workshops:  


 PDF in addition to JPG 


 Fillable forms – whether it is the ability to e-Sign, or to fill out a form and save it to be printed later 


 In-phone notifications (to add to the current in-app notification) 


 A way to highlight new participants added to a frontline staff’s participant list 


 Ability to delete or clear messages that have been processed/acknowledged 


 Ability for the participant to create their own reminders or alerts 


 A way for frontline staff to get ticklers or notifications on their desktop/toolbar 


 Be able to send a resource link (from the Resources functionality) to a participant  


 Both sides to talk to each other (ES, FS) 


 Gamification of the app – include incentives, level up, badges, etc. 


 Bring in other workers – e.g CCAP workers – who will benefit from this too 


 An app or a portable version for the frontline staff on the go 


 A way to have the appointments sync to the phone’s calendar or email calendar 


 Other languages – e.g. the promotional materials, or maybe even the app itself 


 


 


Thank you for providing us feedback and we look forward to more! 
Send your comments and thoughts at www.MFIPConnect.com 


 



http://www.mfipconnect.com/






You are just one click 
away from being 
in touch with your 
participants.


Let’s get you going.


MFIP Connect 
Web Admin


Quick Reference Guide


Version: June 4, 2017


https://admin.MFIPconnect.com
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Overview 
This reference guide provides an overview of how to utilize the MFIP Web admin platform.  This 
document walks you through the site in the order of items on the top navigation bar. 


NOTE: County admins need to first set-up Users (Employment Counselors and Financial Services 
personnel) and then set-up Groups. 


 


Logging into the Admin 
Each county will have an Admin who will set up users for that county. Check with your 
Admin/supervisor for your login ID and password. 


Web Admin User Types 
The following classification of admin user type delineates the actions each of these user categories 
can perform on the MFIP Connect admin portal. 


1. Admin: 


- Can manage users and group information for their county 
- Creates Participants 
- Creates messages and actions for Participants 
- Creates Resource Categories and Resources 


 
2. Employment Counselor and Financial Services: 


- Cannot manage users or group information 
- Creates Participants 
- Creates messages and actions for Participants 
- Creates Resource Categories and Resources 
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Mailbox 
This is the first item on the top of the navigation bar. On the Mailbox landing page, employment 
counselors and financial services personnel can view messages and/or action items including their 
status [See below for more details on Status Types]. 


In the “Type” column, icon corresponds to an action item and  corresponds to a message. 


Actions with attachments will have a paper clip icon  . 


Click on the subject to view an action item or message. 


 


Status Types for Messages and Actions 
Each status type signals the current status of the action item or message.  The employment 
counselor /financial services user updates the status as the action item (or message) progresses 
through the different stages. 


• Received – The recipient has responded to or sent a 
message or responded to an action.   


• Sent – The message has been sent to the participant 
and it is the participant’s responsibility to take action. 


• Acknowledged – The message/action has been 
acknowledged by an employment 
counselor/financial services. 
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Participants 
The “Participants” landing page shows employment counselors/financial services users all of their 
clients that have registered to use the app. 


 


The user can also sort information by clicking on the arrow in each column. 


 


 


Adding a New Participant 
Click on the “Create New Participant” option to register a new participant on MFIP Connect.  
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The user will then be directed to the “Create New Participant” page to fill in the following 
participant information: 


Contact Information 


• First Name (required) 
• Last Name (required) 
• Phone (required area code and 7-digit phone number) 


Account Information 


• WF1 Case Number (required) 
• MAXIS Case Number (required) 


Assignments 


• Primary Counselor (required Employment Counselor/Group) 
• Secondary Counselor (optional Employment Counselor/Group) 
• Primary Financial (required Financial Services personnel/Group) 
• Secondary Financial (optional Financial Services personnel/Group) 


Login Information 


• Email (required) 
• Password (required and it must be at least 6 digits/characters in length) 
• Status: Active or Inactive (required) 


 


[Space for Notes] 


____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
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Click on the “Create Participant” button to save the information you entered. 


 
 


Updating Participant Information 
On the landing page, click on the participant name to change or update participant details. 


 


The user will be taken to the participant’s profile page.  Click on the “Edit Participant” option on the 
top right hand side to begin updating participant details. 







7 
 


 


Click on the “Update” button to complete the update process.  


  







8 
 


NOTE: This page will also allow the user to deactivate a participant (in cases where participant exits 
the MFIP program or leaves the participating county). In that case,  the participant will no longer be 
able to log into the MFIP app. 


 


Participant’s Actions/Messages  
On the participant’s profile page, the user can view the list of all action items and messages 
associated with that participant. 


 


The user can sort the information to view only actions or only messages. To do that, select the 
desired option from the “Type” drop down and then click on “Filter List”. 
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Creating a New Action or Message for a Participant 
Click the “Create New Message/Action” button on the participant’s profile page to create a new 
message or action for the participant.   


 


Creating an Action 
1. Select the “Action” option. 
2. Select the action type of “Documents Required” or “Updates Required” from the dropdown. 
3. Select a “Due Date” for the requested action from the calendar. 
4. Enter the “Subject” and “Message” as desired. 
5. Click on “Create” to generate an action. The action will appear on the participant’s app.  


 


[Space for Notes] 


____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
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NOTE: The “Documents Required” option is used if the participant is required to submit a 
document; “Updates Required” is used to solicit participant response to a message or an action 
(e.g. update on an employment goal). Participants will be able to view the action once they log 
into the app.                                                                                          
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Creating a Message 
1. Select the “Message” option. 
2. Input a “Subject” for the message. 
3. Input a message. 
4. Click on the “Create” button to send the message to the participant. 
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Viewing an Action’s Correspondence Thread 
Click on the subject line to view all the correspondence associated with a particular 
action/message. The user can also view the image(s) sent by the participant by clicking on the 
image link. 
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In addition, the user can update the status of the action or message as well as respond to the 
participant. The response and/or status update will be sent to the participant’s app. 


 


 


Copy for Case Notes 
This option allows users to copy any correspondence with the participant into their case notes. To 
copy, click on the “Copy for Case Notes” option. 


 


The next screen will display all the messages associated with that action or message.  Select the 
messages you want to copy followed by the “Copy to Clipboard” button.   
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Creating Mass Messages and Actions 
The user has the option to send out a mass message or mass action to certain participants. Select 
the “Create Mass Message/Action” icon on the “Participants”landing page.  


 


 


Creating a Mass Action 
1. Select the “Action” radio button. 
2. To send an action to all participants under a county worker/employment counselor, select 


the checkbox next to the “Name” column. The users can also send the action to specific 
participants by selecting the checkbox next to their names. 


3. Select the type of action. 
4. Enter the “Due Date”, “Subject” and “Message” and select the “Create” button.  
5. The action will be sent to respective participants. 
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Creating a Mass Message 
1. Select the “Message” radio button and the participants who should receive the message. 
2. Enter the “Subject” and the “Message” and select “Create”. The message will be sent to the 


respective participants. 
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[Space for Notes] 
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____________________________________________________
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Resources 
The Resources landing page allows the user to create, update or delete a Resource and/or view 
Resource Categories. 


 


 


Creating a Resource Category 
1. Select the “View Resource Categories” option. 
2. Select the “+ Create Resource Category” link. 
3. Input the Resource Category’s name and click on the “Create Category” button. 
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Creating a Resource  


1. On the right-side of the screen, click on the “+ Create Resource” link. 
2. Input the details and link the resource with a category/categories. 
3. Click on the “Create Resource” button to save this work. Note: Only the “Resource” 


name is a required field. 
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Updating a Resource Category 
1. On the landing page, click on the category name that needs to be updated. 
2. Update the details and click on “Update Category” to save your changes. 


 


 


 


 


[Space for Notes] 


____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________  
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[REFER TO THIS SECTION ONLY IF 
YOU ARE A COUNTY ADMIN] 
Users 
The “Users” landing page allows the admin to create, update or delete a web admin user. 


 


Adding a User 
To add a county user, the county admin should: 


1. Select the “Create County User” button on the Users’ landing page. 
2. Input the following information for the user: 


• First Name (required) 
• Last Name (required) 
• Email (required) 
• Phone (required) 
• Address (required) 
• Office Number (not required) 
• City (required) 
• State (required) 
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• Zip (required) 
• Role (required). More than one role box may be selected. 
• Status (required) 
• Password (required) 
• Group (not required) 


3.  Click on the “Create User” button to save your work. 


 


 


[Space for Notes] 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
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Updating User Information 
1. On the Users landing page, select the name of the user to be updated. 
2. On the update page, update the information and click on the “Update User” button to save 


your work. 


NOTE: Deactivated users won’t be able to log into the Web admin portal. 
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Groups 
The Groups’ landing page provides the county admin with the options to create, update or delete a 
user group. 


 


Creating a New Group 
To create a new group, click on the “Create New Group” button on the right hand side of the 
screen. 


The county admin will then: 


1. Input the Group’s name. 
2. Select which users belong in this group. 
3. Click the “Save” button to finish creating the group. 
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Updating a Group 
On the Groups’ landing page, select the name of the group to be updated. Enter the details and 
click on “ Update” to save your work. 
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[Notes] 


____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 


 


 







Do you have a question 
about the app or web 
admin? 


Do you have a great 
idea to share with us? 


Let’s get to it!


Send us your questions and ideas through


www.MFIPconnect.com
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AUTHORIZATION TO COMMUNICATE THROUGH MFIP APP 
  
  
NAME:    MAXIS #: 


 
 
 


ADDRESS:  
 
 
 


PHONE #:  
 
 
 


EMAIL:  
 


FINANCIAL WORKER NAME:  
 
 
 


EMPLOYMENT COUNSELOR NAME:  
 
 
 


  


I authorize Ramsey County MFIP Employment Services and Financial Assistance Services to communicate with 
me through the MFIP Mobile App regarding MFIP services it is providing concerning myself as necessary for 
the purposes of general case management and for the participation in the programs.  


I understand that private data about me may be transmitted via the MFIP Mobile App. I accept the risk that 
the data may be accessed by someone other than me.  


  
This authorization remains in effect until I notify HIRED Employment Services in writing that the authorization 
is revoked. This authorization may be revoked by me at any time. 
  
I further agree that MFIP Employment Services and Financial Assistance Services is not liable for any damages 
or losses I may incur as a result of interception by a third party of contact made by myself or MFIP 
Employment Services and Financial Assistance Services pursuant to this authorization. 
  
 
 
 
 
 
 
This authorization is not valid unless signed and dated below. 
 
CLIENT SIGNATURE  DATE 


 





		NAME: 

		MAXIS: 

		ADDRESS: 

		PHONE: 

		EMAIL: 

		FINANCIAL WORKER NAME: 

		EMPLOYMENT COUNSELOR NAME: 

		CLIENT SIGNATURE: 

		DATE: 










































































     Workforce Solutions MIS 7-10-2017 
 


 


     Workforce One           
     Mobile App Pilot (MOBAP) for MFIP 


               June 12, 2017 – Unknown at this time 
  


Specific coding will be used to track participants that are piloting the U of M mobile 


application designed to communicate information more readily to and from MFIP 


participants.  The initial pilot agency will be HIRED with other agencies possibly added.  


The participant’s record for this pilot will be coded in WF1 as shown below utilizing the 


Local Flag Activity with an Activity Subtype of “MOBAP”.  


 


 
 
 
 
 
 


 
  
 


  
    
 
 
  
 
 
 
 
 
 
 
 
 
 


 
 


 


   


 
 


 Case notes if applicable to the pilot and its usage will be entered with “MOBAP” on 


the subject line.   


 


 A participant remains in the pilot regardless of transferring to another agency within 


Ramsey.   


 


Start Date = * Start of enrollment into 


Pilot  


Activity Subtype= MOBAP 


 


*If participant exits and re-enrolls, the 


“MOBAP” subtype will be entered in 


the initial Local Flag activity for the 


new MFIP enrollment.   


MIS will notify the data specialist of 


previous “MOBAP” enrollment when 
the new referral comes through. 


Completion Results = Not Successful if 


the particpant chooses to not 


continue the pilot,  


 







