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MFIP ES POLICY 
 

DATE ISSUED:   August 22, 2019 

TO:   Ramsey County MFIP Providers 

FROM:   WFS Manager 

SUBJECT:  Workforce One User Guides   

 

BACKGROUND:  Workforce One (WF1) is the State of Minnesota’s web-based client 
management application used to track employment and training services.  WF1 
is used to collect and manage participants' employment plans, participation 
hours, support services, and activities. Having accurate and timely participant 
information within WF1 is critical in evaluating outcomes and providing services 
to participants.  The data support federal, state and local reporting, client case-
management, and program evaluation.       

 

PURPPOSE: To assist MFIP providers with guidance to manage participants' employment 
plan, activities, and services in WF1 in a consistent manner.  

 
POLICY/GUIDELINES:   The WF1 User Guides are intended for Ramsey County MFIP Providers use only.  

The following WF1 User Guides (created by the WFS MIS unit) provide step by 
step instructions and screenshots how to enter information accurately in WF1.   

 
1. Activity 
2. Appointments & Sessions 
3. Case Assignment 
4. Case Note 
5. Credential 
6. DHS-IX 
7. EDS 
8. Exit 
9. NOITS 
10. Outgoing Status Update 
11. Participation Hours 
12. Plan 
13. Service Model 
14. Support Service 

 

Note: If printing WF1 User Guides, select ‘landscape’ and print on a color printer if possible. 

 

CONTACT PERSON:   Agency Lead Planner 





 
Workforce One 


Activity User Guide 
MFIP 


July 2019 
 
 
 
 


The Activity is a service or an event a person participates  


in as a means of accomplishing program goals.   


 


Activities entered in WF1 are also used for reporting purposes. 


 


 


 


Add Activity 


 


Close Activity 


 


Activity Subtype 
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ADD ACTIVITY  
 


The 1st Activity added to a person’s WF1 record when accepting the MFIP Referral is Local Flag.   


This is typically completed by your agency’s data specialist.   


  


Additional Activities should be added to the record when the person begins an Activity, e.g. Training,  


Job Search, Employment, etc….  The WF1 Activities tell the person’s story and should be kept up-to-date.   


 


To add an Activity, click on the Activity link found on the left navigation panel.  


 


 
 


   
 


Activity Type - select the appropriate Activity 
 


Click Next and the panel shown on the next 


page will appear.  


Click Add MFIP Activity  


 


The panel shown below will appear.  
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ADD ACTIVITY continued 
 


The 2nd Activity added to a person’s WF1 record is usually Assessment.  This is typically completed  


by the assigned Employment Counselor upon meeting with the person.  


 


The Local Flag Activity should be closed once the Assessment Activity is opened.   


Refer to page 4 for information on Closing Activities.  
 


 
 


Items marked with a red asterisk* are required 


when adding Activities.   


 


Start Date - enter the appropriate Date 
 


Click Save, or 


 


Continue to open any other pertinent Activities for 


the person. You may do that by selecting the 


Save and Open New Activity button.  


 


Activities: 
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ADD ACTIVITY continued 
 


All items in the Employment Info panel with a red asterisk* are required when adding employment related activities. 
 


   
 
All items in the School Info panel, with a red asterisk* are required when adding training related activities.  
 


 
 


A red asterisk indicates that the item is required 


for specific employment activities.  However, if 


the employment info is known, it should be 


entered for all employment activities.   
 


  


Some training activities require a Credential be 


added to the WF1 record.  Refer to the Credential 


WF1 User Guide for detailed information.  


A cross-walk between activities and credentials is 


located on the DWP, MFIP & SNAP Provider 


Resources webpage under Operation Definitions - 


Credentials and Certificates.  
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CLOSE ACTIVITY  
 


Activities should be closed when the person is no longer partaking in the Activity.  


 


To close an Activity, click on the Activity link found on the left navigation panel.  


 


 
 


   
 
 
 


Click Edit (found under the 


Action column) for the 


appropriate Activity  


 


The panel shown below 


will appear.  


Click the Go to Close Activity Panel  


 


The panel shown on the next page 


will appear.  
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CLOSE ACTIVITY continued 
 


The items highlighted below are required when closing all Activities.   


Some Activities may require additional information.  If WF1 required fields are missing, WF1 will issue an  


error message indicating what is required.   


 


  
 
 
 


End Date - enter the 


appropriate Date 
 


Completion Results - select the 


appropriate item 
 


Child Care Provided - select the 


appropriate item 
 


Transportation Provided - select 


the appropriate item 
 


Click Save 
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ACTIVITY SUBTYPE 
 


An Activity Subtype is used to track specific items in WF1 for reporting purposes.   


Refer to the WF1 User Guide: Activity Definitions & Working Procedures for detailed information.   
 


A list of approved Activity Subtypes is located on the DWP, MFIP & SNAP Provider Resources webpage  


under DWP/MFIP Policies and Guidelines - WF1 Valid Activity Subtypes Codes.   


The WF1 Valid Activity Subtype Policy is located there also.  
 


To add an Activity Subtype, click on the Activity link found on the left navigation panel.  
 


 


 
 


   


Click Add MFIP Activity  


 


The panel shown below will appear.  


Activity Type - select the appropriate Activity 
 


The Local Flag activity is selected for this 


example.  
 


Click Next and the panel shown on the next 


page will appear.  
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ACTIVITY SUBTYPE continued: 
 


Note: The items highlighted below are required when opening any Local Flag Activity after the  


initial Local Flag Activity opened at enrollment.  
 


 


Start Date - enter the appropriate Date 
 


Activity Subtype – enter an approved Activity Subtype* 


 


The toERT Activity Subtype is entered for this example.  


 


*Only approved Activity Subtypes may be used in 


WF1.  


If an Activity Subtype is needed, but is not on the 


approved list, refer to the WF1 Valid Activity 


Subtype Policy located on the DWP, MFIP & SNAP 


Provider Resources webpage for information on 


requesting an Activity Subtype.   
 


Click Save 
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ACTIVITY SUBTYPE continued: 
 


The Activity Subtype will appear, as shown below.  This Activity Subtype indicates that the participant  


was referred to the Extension Review Team (ERT) for an initial extension review.    
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 








Workforce One 
Appointments & Sessions User Guide 


MFIP 
July 2019 


 


Appointments and Sessions are used to track appointments  


and various trainings, overviews or orientations the  


participant has been scheduled to attend 


 


 


 


 


 


Appointment Summary 


 


Add New Appointment 


 


Session Summary 


 


Schedule a Session 


 


Update a Session 
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APPOINTMENT SUMMARY 
 


Click on the Appointment link found on the left navigation panel and the Appointment Summary panel 


will appear listing any appointments that have been scheduled for the participant.   


 


 


 


 


 
 
 
   


 


Click Add New Appointment and the panel 


shown on the next page will appear 


 


To print item(s), check the box next to the item(s) 


then click View/Print Appointment(s) Selected  
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ADD NEW APPOINTMENT 
 


The following panel appears after clicking Add New Appointment, as shown on the previous page.  


The details entered when creating an appointment populate a printable appointment notice. 


All items with an asterisk * are required.  


 


 


 


 


 


Appointment Details section: 
 


Appointment Name – Select item* from dropdown 


and enter text in the box after it 
   *Options are:  


    Appointment to Discuss  Leave Blank 


    Meeting to Review  Meeting to Update 


    Office Visit   Phone Meeting 


 


Status – Defaults to Scheduled when adding a new 


appointment  
    Other Options to use after the appointment date: 


    Canceled/Not Held  Complete 


     Did Not Attend   Excused-Incomplete 


     Unexcused-Incomplete 
 


NOTE: A case note is automatically generated when the 


Appointment is initially scheduled, or when the Status is changed.  


 


Location – Selecting a Location will auto-populate 


the Held At and Address fields, but info may be 


changed 
 


Held At – Enter the physical location at which the 


appointment is to be held 
 


Address1 – Enter the street address of the location 


where the appointment will be held 
 


Notice Information section: 
 


Check the box next to the items that should be 


included on the printed appointment notice 
 


Click Save and Print Notice and the panel on the 


next page will appear 
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ADD NEW APPOINTMENT continued: 
 


The Print Launch panel provides the ability to generate a print version of the notice that may  


be given or mailed to the participant as a reminder of the appointment.  


 


 


 


 
 
 


 


The Notice may be printed in 2 ways: 
 


1. Click Open PDF and then print 


OR 


2. Select Export icon, select PDF 


    A message bar will appear, select Open  
 


 


 


The information shown here was selected and/or 


entered in the Appointment Details section when the 


appointment was created 


 


 


Directions/Instructions include the items selected 


and/or entered in the Notice Information section 


when the appointment was created 
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SESSION SUMMARY 
 


Users with the appropriate privileges may create Events, to which Sessions are assigned.  Participants  


may be registered for Sessions, once Events and Sessions have been created in WF1.  


 


Click on the Session link found on the left navigation panel and the Session Summary panel 


will appear listing any training, overviews or orientation sessions that have been scheduled for the  


participant and the status of each.   


 


 


 


 


 
 
 
 


Click Unregister to unregister the participant 


from the session 


 


Click Go to Session Search and the panel shown 


on the next page will appear 
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SCHEDULE A SESSION 
 


The following panel appears after clicking Go to Session Search, as shown on the previous page.  


A list of Sessions the participant may be registered for will appear.    


 


  


 
 


 


 


 


 


Click Register and the panel shown on the next 


page will appear indicating the registration has 


been saved 


  


The Search Criteria will default* to what is 


selected under My Preferences  


 


To change the results on this panel:  
 


Click Show Search Criteria,  


Enter a Session Date range & then  


Click Run Search to produce available sessions 


during the date range 


 


*To change your ‘default’ results, see the info listed 


below. 


Click My Preferences to change your default settings, 


allowing you to update the Session Search Data Range 


and other items.  Remember to SAVE your changes. 
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UPDATE A SESSION  
 


The attendance Status of Sessions should be updated once the attendance Status is known.  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


NOTE: A case note is automatically added to the record once Registered,  


attendance Status has changed, and if Unregistered for a Session. 


 


 


 
 
 


 


The registration has been saved.  


 


Click Unregister to remove the Session 


from the participant’s record 
 


OR 
 


Update Status to the appropriate item 


and then Click Save  
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Case Assignment User Guide 


MFIP 
July 2019 


 
 


Case Assignment provides a summary of the users who are  


currently assigned to the selected person and a history  


of the users who served the person in the past.  


Assigned users may also transfer their roles to other staff 


within their agency if they have the appropriate privileges.   


 


WF1 records marked Private may only be assigned to the  


agency data specialist, primary employment counselor  


and the employment counselor’s direct supervisor.  


 


Refer to the Policies located on the DWP, MFIP & SNAP  


Provider Resources webpage under Policies & Manuals:  


• Private Records on Workforce One Rewrite 


• Case Transfer - Revisions 


 


 


Transfer, Add, End 


 


History 
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TRANSFER, ADD and END 
 


This panel provides a summary of the users who are currently assigned to the participant and allows  


users with the appropriate privileges to Add, Transfer, or End a case assignment for a person. 


 


Click on the Case Assignment link, found on the left navigation panel, to:  


• Transfer the case assignment from one staff to another staff,  


• Add an additional staff case role, or  


• End a staff assignment  


 


 
 
 
 
 
 
 


 


Under the Action column,  


Click Transfer, Add, or End for the 


appropriate Case Role  


 


The appropriate panel will appear, 


shown on the next page 


WF1 records marked Private may only be assigned to the agency 


data specialist, primary employment counselor and the 


employment counselor’s direct supervisor.  


 


Refer to the Policy located on the DWP, MFIP & SNAP Provider 


Resources webpage under Policies & Manuals: Private Records 


on Workforce One Rewrite 


 
 


  







                              2                                                                                Workforce Solutions, MIS Unit 7/2019 


TRANSFER, ADD and END continued: 
 


One of the following panels will appear after selecting the Action of Transfer or Add.  


The assignment ‘role’ will be listed in the panel, as shown below.  


 


      
 


 


   
 


 


NOTE when Transferring Case Assignment:  


• If the user Transfers a staff assignment within the same agency, all open activities assigned to the current  


staff person will automatically transfer to the newly assigned staff person.  


• If the user Transfers a staff assignment to a different agency, s/he will have the option to either close 


activities assigned to the current staff person, or transfer activities to the newly assigned staff person.  


If the user chooses to transfer an activity, the system will close the activity assigned to the current staff and  


open an identical activity under the newly assigned staff person. 


The following items are required when Transferring or Adding 


Case Assignment:  
 


Agency - select the correct Agency  
 


Location - select the correct Location  
 


Staff - select the correct Staff Name  
 


Start Date – enter the Date of Transfer  
 


Click Save   
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TRANSFER, ADD and END continued: 
 


The following panel will appear after selecting the Action of End.  However, the End Action will  


not appear for the Primary Staff if the program sequence is still enrolled.   
 


The assignment ‘role’ will be listed in the panel, as shown below.  


 


  
 


NOTE when Ending Case Assignment:  


• This action removes a person from the user's dashboard.   
• It is best to not End the case assignment if follow-up is needed on a case or if additional entry is still required  


for processes like case notes, support services or participation hours. Some functions in WF1 require active  


case assignments for action buttons and links to display and for ticklers to be generated.  
 


 


 


 


 


 


 


 


 


 


 


 


 


The following item is required when Ending Case Assignment:  
 


End Date – enter the Date the case assignment ended 
 


Click Save   
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HISTORY 
 


This page displays the complete history of staff assignments for the specific case sequence. 


 


Click Show History to see the history of the users who served the participant in the past. 


 


 
 
 
 
 
 
 
 
 
 
 
 


 Click Show History  


 


The Case Assignment History panel will appear, 


shown on the next page 
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HISTORY continued: 
 


The panel shown below indicates the currently assigned staff (End Date is blank) and staff assigned  


in the past (End Date is populated).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 


 


Click Open PDF to print the Case Assignment History  


 


Click Back to Case Assignment Summary to return to 


the summary panel 


 


Blank End Dates (those highlighted) indicate 


the currently assigned staff 
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Case Note User Guide 


MFIP 
July 2019 


 
 
 
 
 
 


Case Notes are used to document person-specific information  


that may not be formally captured elsewhere in WF1.  


 


 


 


Add Case Note 


 


Case Note Quick 


 


Case Note Search 
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ADD CASE NOTE 


 


To add Case Notes, click on the Add Case Note tab and the panel below will appear.   
  
Besides the items marked with a red asterisk, the items highlighted below are also required when  


adding Case Notes.   


 


Case Notes may also be added on the specific panel when opening Activities; creating online Plans;  


entering Participation Hours, Support Services & DHS Assessments; and completing Exits.    


 


  


   
 


 
 


*Live contact is one-to-one contact between staff and participant (the participant must respond) in any of the following forms.   


• In-person conversation between participant & staff; 


• Telephone conversation between participant & staff (or voicemail from participant); 


• Electronic message between participant & staff, including email (may not include mass emails, unless the participant responds 


directly to a mass email with an update), text message, instant message, or message sent via social media (e.g., Facebook,  


Twitter, etc); and/or 


• Postal mail update from participant 


 
The following items are required when adding case notes: 
 


Event Date = Date that the details in the case note occurred 
 


Note Viewable By = All Staff in Servicing Agency 
 


Program = MFIP 
 


Staff Associated = YOUR Name 
 


Category = Most appropriate item & should relate to Subject 
 


Contact Method = Most appropriate item 
 


Contact Type = Most appropriate item. 


This indicates if the contact was live* contact 
 


Status = Closed   
 


Subject = Enter specific info relating to the Case Note  
      (up to 75 characters) 


      Example: Referred to Adult Career Pathways 
 


Enter case note detail   
 


Remember to SAVE 
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CASE NOTE QUICK 
 


The Case Note Quick panel provides a summary of the five most recent case notes created for the  


person with the most recent Event Date first.  
 


Program and security permissions determine what a user can view.  
 


 


 


The panel header will display the Event Date along with 


the Subject text where the user has chosen to enter free-


form text.  
 


NOTE: If no Subject text has been entered, the first 75 


characters of the note text will display. 
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CASE NOTE SEARCH 
 


This panel allows users to search for case notes within a person's record. Users with the appropriate  


privileges can add a new case note or print case notes after performing a search. 


 


A search will not return more than 500 results. The system will display a message indicating that search  


criteria must be refined.  Go to My Preferences if you would like to set a default date range for the range  


of case notes that display when the page opens.  


 


 
  


 


Enter specific Search criteria in any of 


the fields.   


 


Click Run Search 


 


A ‘Keyword’ search requires a minimum 


of 3 alpha characters (not case-


sensitive). One asterisk (*) is optional 


anywhere after the first 3 characters. If 


a user enters more than one word, the 


search will treat all words as individual 


values with an 'or' between each one 


(so the search will return language that 


contains any of those words). However, 


if the user puts quotation marks around 


a word or phrase, the search will look 


for an exact match. 


 


This example has a Keyword search of 


“MJSP”, which resulted in displaying 3 


items.  
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Credential User Guide 


MFIP 
July 2019 


 


 


A credential is the formal recognition of a participant’s  


attainment of measurable skills necessary to obtain  


employment or advance within an occupation.  


These skills are generally based on standards  


developed or endorsed by employers.  


 


Credentials may come in the form of: 


  a. Educational diplomas, certificates, and degrees; 


  b. Registered apprenticeship certificates; 


  c. Occupational licenses; 


  d. Personal certifications from industry or professional  


       associations; and 


  e. Other skill certificates for specific skill sets or competencies  


       within one or more industries or occupations (e.g. writing  


       certificate or leadership certificate). 


 


 


Adding  


 


Closing  


 


Definitions 
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CREDENTIALS - Adding 
 


Credentials must be added to the participant record after opening training-related activities.   


Refer to page 4 for a list of Credentials and their definitions.   


 


Click on Credential on the left navigation menu.   There may or may not be credentials already listed in WF1.   


 


 


 
 


   
 


 


The highlighted info is required.   
 


Program Sequence = MFIP 
 


Credential Type = Credential Pending 
 


Estimated Attainment Date = appropriate future date   
 


Associated Activity = select correct ‘training’ activity  
 


Click Save 


 


 


Click Add Credential  


 


The Add Credential panel will open.  
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CREDENTIALS - Closing 


 


Credentials must be updated once the specific training has ended.   


 


If a Credential is attained, the ‘pending’ Credential must be changed to ‘Attained’ by selecting the  


type of Credential received and entering the attainment date.  
 


If the Credential is not attained, the ‘pending’ Credential must be changed to ‘No Credential Attained’.  


 


Click on Credential on the left navigation menu.  


 


                     
 


 
 


      
 
 
 


The Credential is listed as Pending when 


created and must be updated once the 


training has ended.  
 


Click Edit to change the Credential’s 


status and the panel below will appear 


 


 


   


 


Credential Type – Select: 


• The appropriate Credential Type, if a Credential IS 


received 


• No Credential Attained, if a Credential is NOT 


received 
 


Actual Attainment Date =  


• the date the Credential is received 


• leave blank if Credential is NOT received 
 


Comments – Enter additional information about the 


Credential that may be helpful 
 


Click Save 
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DEFINITIONS – Credentials 
 


AA or AS Degree - Associate of Arts or Associate of Science degree. 


 


BA or BS Degree – Bachelor of Arts of Bachelor of Science degree. 


 


Certificate of Completion of an Apprenticeship – A certificate obtained upon the successful completion of an  


apprenticeship. 


 


Credential Pending – A Credentialed Coursework/Training activity has been opened and the participant expects  


to earn a credential, but it is pending. 


 


Doctorate Degree – Doctorate degree. 


 


Master’s Degree – Master’s degree. 


 


No Credential Obtained – No credentials or certificates have been obtained by the participant. 


 


Occupational Certificate – A certificate, which is not an industry-recognized credential, that certifies successful  


completion of a short-term educational program designed to advance job skills in a specific occupational area of  


focus.   


 


Occupational Skills Certificate – A certificate, which is not an industry-recognized credential, obtained  


that is specific to an occupation. Skilled training will likely result in a certificate that is relevant to a key industry sector  


coupled with pre-employment training.   


Examples include OSHA-10, Personal Care Attendant (PCA), ServSafe, Bank Teller Training, Cable Company  


Customer Service, Northstar Digital Literacy. 


 


Other Recognized Credential – Department of Labor (DOL) Industry-Recognized Credential. 


 


Technical/Occupational Skills License – A license that is specific to a technical career or specific occupation which  


is required or beneficial for a participant to obtain employment in the specified career sector. 


Examples include Commercial Drivers License (CDL), Food Manager Certificate. 
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DHS-IX User Guide 


MFIP 
July 2019 


 


The DHS-IX panel is used for viewing data  


sent to WF1 via the MAXIS interface 


 


 


 


MAXIS 


 


Incoming Status Update 


 


Referral 
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MAXIS 
 


Click the MAXIS link found on the left navigation panel to view information from MAXIS.  


 


 


   
 
 


NOTE: The data sent from MAXIS to WF1 


via the interface is not always accurate.  


It is best to confirm any questionable 


data with the Financial Worker.  
 


  


 Hide   MFIP – MAXIS Case 135626588 – MAXIS PMI 35626588 


Evan Moore                                    08/25/2006            12 years 6 months 
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INCOMING STATUS UPDATE 
 


The Status Update Summary panel automatically displays Status Updates for one year.  


 


Click the Incoming Status Update link found on the left navigation panel to view information.  
 


  


 
 


Adjust the Search Criteria to display specific Status 


Updates: 
 


Received Date - Defaults to one year from the 


current date; however, you may enter specific 


dates 
 


Program – Select MFIP, DWP or SNAP 
 


Status Update Type – Defaults to All Values; 


however, you may select a specific item to narrow 


your search results 
 


Click Run Search and the Status Updates that fit the 


Search Criteria will display 
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REFERRAL 
 


Click the Referral link found on the left navigation panel to view information.  
 


  
 
 
 
 
 


 


Click MFIP   
 


The panel shown will appear, 


but each specific panel will 


be expanded.  


 


This example shows the 


specific panels collapsed.  








Workforce One 
Electronic Document Storage (EDS) System - MFIP 


November 2018 


All program documents must be uploaded to WF1’s EDS system by the assigned 


Employment Counselor, program Supervisor, Case Aide or Data Specialist.  


Add Document 


Document Summary & View 


Edit Document 


Copy Document 


Move Document 


Manage Case: Move/Copy Document 


Delete Document 


Document Types & Names 
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Add Document 
 


Documents must be saved to your computer prior to uploading to WF1’s EDS.   


 


It is recommended to save the document with the participant’s name and brief description for ease  


in locating correct document.  Document Name example:  Referral, Diane Assessment 


 


Refer to page 9 for the list of Document Types and the associated Document Names.   


 


Click the Add Document link from the left navigation menu and the panel shown below will appear.  


 


 
 


 


 


 


Program Seq: Select MFIP 
 


EDS Document Type: Select appropriate item 
 


     EDS Document Types for MFIP are:  


       
 


Select a File: Click Browse, locate correct 


document that was saved previously 
 


Click Next 
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Add Document continued: 
 


All items marked with an asterisk are required when adding documents.  


The items highlighted below are optional, but should be used when applicable.   


 


Click Upload once data has been entered.   


 


  
 


 


 


 


 


Selected File: Confirm that the correct file is listed before 


proceeding 
 


Staff Associated: Select your name 
 


Document Name: Select the appropriate item; however, 


this may auto-populate depending on the Document 


Type selected 
 


User Defined Document Name: Enter a more detailed 


name if the pre-defined Document Name isn’t 


adequate 
 


Folder: This may auto-fill depending on the Document 


Name that is selected; otherwise, select appropriate 


item 
 


Privacy Level* = Select All Staff in Only Servicing Agency 
*This item will default to Private when selecting Medical  


  as the Document Type 
 


Received Date, Document Date, Signed Date & 


Expiration Date = Entering the appropriate date for any 


of these will allow a search to be completed by the 


date entered 
 


Reason for Collecting: Selectable options are: 


           
 


Click Upload  
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B 


B 


Document Summary & View 
 


The Document Summary panel lists the documents that have been uploaded to each program sequence.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear  


allowing you to view the documents. 


 


 


 
 


 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


 


 


Document Name = the name selected, 


or auto-entered, when adding the 


document.  


Click the Document Name link to view 


the document.  
 


User Defined Document Name = the 


name entered when adding the 


document 


 


EDS Document Type = the name 


selected when adding the document 
 


Document Date & Received Date = the 


dates entered when adding the 


document 
 


Action: click an item to complete the 


action  


 Click Open to view the 


document.  
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B 


B 


Edit Document - Tags and Comments   
 


Users with the appropriate privileges are able to Edit document tags and/or add comments to documents.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


 


 
  


 


 
 


 


 


 


 


Action: Select Tags and Comments 


to access the Document Tags and 


Comments panel 


 


Click Edit Tags to update, add or 


change items in the document 
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B 


Copy Document 
 


Users with the appropriate privileges may Copy documents: 


• From one program sequence to another program sequence within the same person record, 


AND 


• From one person’s record to another person’s record if they have matching MAXIS Case Numbers,  


for example, a 2nd parent on the same case.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


  


 
 


 


        


 
 


 


 


All items marked with an asterisk are 


required when copying documents.  


 


Target Program Seq*: Select the 


correct name & program seq.  


 


*If there is a 2nd parent attached to 


this person’s record, their name will 


appear also.  


 


Click Copy to complete the copy 


process 


None Selected 
Diane Referral, MFIP Seq 2 (Enrolled) 
Ronald Referral, MFIP Seq 2 (Enrolled) 
Ronald Referral, MFIP Seq 1 (Exited)  
Diane Referral, MFIP Seq 1 (Exited) 
 


Diane Referral 
MFIP Seq 2 
Landlord Statement 


Action: Select Copy to access the 


Document Copy panel 


 


 







                                6                                                                         Workforce Solutions, MIS Unit 11/09/18 


B 


Move Document 
 


Users with the appropriate privileges may Move documents from one program sequence to another  


program sequence within the same person record.   


 


For example, a document may move from MFIP Seq 1 to Adult Seq 1.  


 


Most Users can only move documents within seven days of when added to WF1’s EDS system.  


 


NOTE: Users are not allowed to move documents that are attached to payments or authorizations.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


 


 


 


  
 


Action: Select Move to access the 


Document Move panel 


 


 


All items marked with an asterisk are 


required when moving documents.  


 


Target Program Seq*: Select the correct 


name & program seq.  
 


*Options for this document are:  


 
 


Click Move to complete the move process 
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Manage Case: Move/Copy Document 
 


Users with the appropriate privileges may access the EDS Document Move/Copy page by navigating  


to Manage Case in the top navigation menu and selecting “EDS Document Move/Copy”.  
 


This Move differs from the Move on page 6, as this only allows a document to move within the same program.    
 


NOTE: Users are not allowed to move documents that are attached to payments or authorizations.  
 


 


 


 


        
 


              


              


Diane Referral, Record ID 100000911 
MFIP Seq 3 (Enrolled) 
Ronald Referral, Record ID 10023011 
MFIP Seq 3 (Enrolled) 
 


 


Diane Referral, Record ID 100000911 


 
Ronald Referral, Record ID 10023011 


 
 


Manage Case: Select EDS Document Move/Copy 


to access the panel 
 


Source Record ID = the WF1 ID of the person from 


which the document is being moved/copied 
 


Target Record ID = the WF1 ID of the person to 


which the document is being moved/copied.  This 


could be the same person or a different person.  
 


Click Next  


Action: Select Copy or Move next to 


the correct document to access the 


next panel which requires a Reason 


for the copy or move.  


 


NOTE:  


Documents may only be moved to the same 


program; you are not able to move to a different 


program.  


Example: You cannot move a document from a 


person’s MFIP program sequence to a person’s 


Adult program sequence. 


 


This is a 2-parent 


household.  
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B 


B 


Delete Document 
 


Users with the appropriate privileges may delete documents from EDS.   


 
Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


 


 


 


 
 
 
 
 
 
 
 
 


Action: Select Delete next to the correct 


document to access the Document 


Delete panel 
 


Deletion Reason: Select appropriate item 
 


Deletion Reasons are: 


       
 


Additional info must be entered in the 


textbox if Other is selected as the 


Deletion Reason.  
 


Click Yes to complete the deletion of 


the selected document 
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Document Types and Document Names 
 


The following EDS Document Types and Document Names are the basic fields used when adding  


participant documents to WF1’s EDS system.  


  


EDS Document Type Document Name 


MFIP - Appeals and Complaints Appeal 


Sanction Document 


Verification of Good Cause 


MFIP - Assessments Assessment 


Career Assessment 


Interest Assessment or Inventory 


Job Search Readiness Checklist 


Personality Assessment or Inventory 


Reading, Math Assessment 


Skills Assessment or Inventory 


MFIP - Consent, Release of 


Information 


Authorization to Communicate via E-mail and Texting 


Consent for Release or Exchange of Information 


Consent to Share Wage and Employment Information 


Data Privacy Form or Tennessen Notice 


Equal Opportunity (EO), How We Use Your Personal 


Information 


Overview Document 


Rights and Responsibilities 


MFIP - Correspondence E-mail 


Letter 


Non-Compliance Letter or Failure to Comply Notice 


MFIP - Court and Legal Background Check or Criminal History Record 


Court Document, Order, or Record 


Other Legal Document 
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Document Types and Document Names continued: 
 


EDS Document Type Document Name 


MFIP - Education and Training Certificate of Attendance or Completion 


Class List or Schedule 


Credential 


Education Plan 


FAFSA (Free Application for Federal Student Aid) Report 


Financial Aid Award Letter or Fee Statement 


Financial Aid Information Form (DHS-2646) 


Grades or Transcript 


School Books or Supplies List 


Verification of School Attendance or Progress 


MFIP - Employment Authorization for Release of Employment Information 


(DHS-2146) 


Business Plan 


Cover Letter 


Employability Assessment 


Employment Plan 


Employment Plan Signature Page 


Employment Verification 


Injury Protection Program (IPP) 


Job Search Activity Log 


Layoff Letter, Notice, or List 


Pay Stub or Check Stub 


Professional References 


Resume 


Sample Application for Employment 


Union Statement 


Workers Compensation Record or Claim 


Worksite Agreement 
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Document Types and Document Names continued: 
 


EDS Document Type Document Name 


MFIP - Financial - Assets, Income Car Title 


Direct Deposit Form 


Title or Deed Paper 


MFIP - Financial - Authorizations, 


Purchase Orders, Payments 


Authorization 


Purchase Order 


MFIP - Financial - Bills, Expenses Bill or Bill Statement 


Bus Card Distribution Tracking Log 


Child Care 


Day Care Provider’s Statement 


Estimate or Quote 


Insurance (Car, Property) 


Invoice and Supporting Documents 


Lease Agreement 


Mileage Form or Log 


Receipts 


Transportation Support Request 


MFIP - Financial - Other Obligation Form 


MFIP - Financial - Taxes W-4 Form 


MFIP - Identity Birth Certificate 


Driver's License 


Immigration and Naturalization Document 


Permanent Resident Card 


State ID 
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Document Types and Document Names continued: 
 


EDS Document Type Document Name 


MFIP - Medical Assessor / Treatment Provider Report (DHS-4316) 


Chemical Dependency Evaluation 


Doctor’s Statement 


Health Insurance Card or Medicare Card 


Medical Document, Form, Record, or Report 


Physician Certification (DHS-1503) 


Psychological Document, Form, Record, or Report 


Request for Medical Opinion (DHS-2114) 


Social Worker Document or Statement 


MFIP - Other Battered Women’s Shelter Statement 


Landlord Statement 


MFIP - Program-Specific Case Transfer Checklist 


DWP/MFIP Child Care Transmittal, Request for     


Authorization 


DWP/MFIP Employment Services Referral (DHS-3166) 


DWP/MFIP Observation Checklist (DHS-3483) 


DWP/MFIP Status Update Form (DHS-3165) 


Extension Decision Form 


Family Stabilization Services (FSS) Eligibility 


Family Violence 


Family Violence Referral (DHS-3323) 


Family Violence Waiver Safety Plan 


Intake 


Referral 


Sanction Policy Case Review 


Uncompensated Work Experience 


Volunteer Transportation Referral Form 


MFIP - Social Security Social Security Administration (SSA) Letter 


MFIP - Veterans DD-214 Form 
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An Exit should be completed for participants that are  


no longer received MFIP benefits in Ramsey County. 


 


A general rule is to keep the WF1 record open for 2 months after MFIP 


closes.  If the case is closed in MAXIS and active in WF1, it does not impact 


our performance. However, our performance is impacted if the WF1 


record is exited prematurely.  The MAXIS case should be monitored  


closely for a 2-month period, and then exited accordingly.  


 


MAXIS View, as well as the DHS-IX and Status Update panels in WF1, may 


display messages that a case has closed.  However, these may not be 


used as the definitive way of knowing if the case is truly closed.  Contact 


must be made with the financial worker to confirm the case is closed.   


For example, a financial worker will close a case on MAXIS when a client 


does not submit necessary documentation to them, e.g. missing HRF.   


The WF1 record should not be exited because of this reason. 


 


 


 


Exit Program Sequence 


 


Reopen Exited Program Sequence 


 


Exit Reason Definitions 


 


 


 


 


 


 


Page   1 


 


Page   4 


 


Page   5 
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EXIT PROGRAM SEQUENCE 
 


Click Exit on the left navigation menu. 


 


Click Exit Program Sequence from the correct MFIP program sequence.  


 


Any Credentials listed as Pending must be updated prior to completing the exit. See page 19 for instructions. 
 


 


 
 


/*  
 


NOTE: there may be other programs open, 


so be sure you are Exiting the correct 


program 
 


Click Exit Program Sequence from within 


the MFIP panel and the exit panel will 


appear 


 


All activities that are still open will close 


once the exit is completed 


 


 


 


Primary Exit Reason - Select appropriate reason 
 


Options are: 
 


      
 


Click Next 
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EXIT PROGRAM SEQUENCE continued: 
 


When completing an Exit, any activities remaining open will appear on the Exit Summary panel and will 


close when the Exit is saved.  


 


The items highlighted below are required when completing an Exit.  


 


Any Credentials listed as Pending must be updated prior to completing the Exit.  


 


 
 


Exit Date = Date participation has ended under MFIP 
 


Child Care Provided = Yes or No  
 


Transportation Provided = Yes or No 
 


Completion Results = Not Successful or Successful  


for the specific activity(s) listed 
 


End Date = Date the specific Service Model ended 
 


Placement Information* only appears for those with 


an exit reason of:  


• Unsubsidized Employment 
 


*Click Next to enter Placement Information for those 


that exit as Unsubsidized Employment 
(see example on next page) 


 


Remove from Caseload - check box 
 


Click Save Final Exit 
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EXIT PROGRAM SEQUENCE continued: 
 


The Placement Information items highlighted below are required for the exit reason of Unsubsidized Employment.  
 


  


   
 
 


The following items are required: 


 


Empr Name = Company Name 


 


State = Appropriate State – defaults to Minnesota 


 


NAICS - Click Search/Validate NAICS to look-up code  


 


ONET - Click Search/Validate O*NET to look-up code 


 


Job Sector = appropriate item 


 


Job Start Date = Date job started 


 


Hourly Wage = Wage 


 


Hours per Week - Enter a number from 1 – 40 


 


Click Save Final Exit  


(located at bottom of Exit panel, as indicated on page 2) 
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REOPEN EXITED PROGRAM SEQUENCE 
 


A WF1 record that has been exited in error may be reopened within 180 days of the Exit date, by a User  


with the appropriate privileges.   


 


Click Program/New App on the left navigation menu. 


 


Click Reopen Program Sequence from the correct MFIP program sequence.  


 


  


  
 


    
 


 


 


 


 


Click Reopen Program Sequence from the correct 


MFIP program sequence 


 


The Confirmation shown below will appear 


 


Click Yes and the program sequence will reopen 
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EXIT REASON DEFINITIONS 
 


The following Exit Reasons are available when exiting MFIP records in WF1.  


 


 


60 months/Not Extended 


Participant closed because they reach the 60-month limit and either do not request or do not qualify for an extension.  


 


Administrative Separation 


Disqualification due to fraud or an Intentional Program Violation (IPV).  


 


Disqualified Drug Felon 


Permanent disqualification from MFIP due to failure to pass two consecutive drug tests. (Applies only to participants with a drug 


felony conviction that was committed within 10 years of application or recertification of MFIP.) 


 


Failure to File (HRF or Recertification) 


Failed to file the required HRF or recertification resulting in MFIP case closure.   


 


Moved from County 


Moved to another county within the state, in which case the income maintenance case remains open.   


 


Moved from State 


Moved to another state.  


 


No Eligible Child 


MFIP case closed because there are no eligible children in the household.   


 


No Longer in Household 


Participant has moved out of the household and is no longer on the MFIP case.  


 


Other 


Used when reason for closure is not specified in other exit definitions.  List the reason for exit in the Case Note section of the Exit 


panel.   


 


Sanction/Closed 


Participant closed due to the 100% sanction. 
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EXIT REASON DEFINITIONS continued: 
 


 


SSI/RSDI 


Participant is receiving SSI or RSDI and no longer open on MFIP case.  


 


Unsubsidized Employment 


Participant is working, and the case is closed due to earnings, or a combination of unearned income (such as child support) and 


earnings. 


 


Voluntary Separation 


Participant requests closure of their MFIP (cash/food) case. 
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The Notice of Intent to Sanction (NOITS) is used to  


communicate specific requirements to the participant  


 


 


 


 


MFIP NOITS Summary 


 


Add MFIP NOITS 


 


Print NOITS 


Page   1 


 


Page   2 


 


Page   4 
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MFIP NOITS SUMMARY 
 


This panel will provide a Summary of MFIP NOITS entered for a participant.   
 


Before a participant can be sanctioned, a NOITS needs to be sent to the participant.  If the  


participant does not comply within the time limits of the NOITS, then the case should be  


sanctioned.  Refer to sanction information in the Outgoing Status Update WF1 User Guide and  


the DWP/MFIP Policies and Guidelines - Sanction Policy located on the DWP, MFIP & SNAP  


Provider Resources webpage.  
 


Click the NOITS link found on the left navigation panel to create a NOITS.  
 


 


 


 
 


Click Add MFIP NOITS and the panel shown on 


page 2 will appear.   
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ADD MFIP NOITS 
 


This panel allows users to create an NOITS letter.  There are two sections that must be completed,  


the top section: “If you do not act” and the bottom section: “Act now”.     
 


  
 
 
 


This is the top section of the NOITS letter - at 


least one entry must be made in this section of 


the form.  The bottom section of the form is 


shown on page 3. 


 


If text is entered in a field that has a 


corresponding date, the date is required. 


 


Text entered in the top section will print on the 


NOITS letter. 
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ADD MFIP NOITS continued: 
 


“Act now” is the bottom section of the NOITS letter.  The top section is shown on page 2.   
 


 
 


 


Upon saving the completed form, the system automatically  


creates a Case Note, as shown below.  
 


      
 


This is the bottom section of the NOITS letter - 


at least one entry must be made in this 


section, in addition to what was entered in the 


top section. 


 


Dates in this section must be at least 10 days in 


the future per Department of Human Services 


guidelines. 


 


If text is entered in a field with a corresponding 


date, the date is required. 


 


Text entered in the bottom section will print on 


the NOITS letter. 


 


Click Save and Print NOITS once information 


has been entered. 


 


NOTE: A Local Flag (NOITS) activity should be 


added to the participant’s record once a 


NOITS has been created.  


Refer to the WF1 MFIP Activity Definitions and 


Working Instructions packet for specific 


instructions.    
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PRINT NOITS 
 


The Print Launch panel will appear once the NOITS is saved.  


The information entered in the NOITS will appear in the letter.  


  


 
 


 


 
 


 


The Print Launch panel displays the information 


that will print on the NOITS letter.  


 


Participant Information - is pulled from the 


Contact panel in the person's record 


 


Staff Name, Phone & Agency - is pulled from the 


Case Assignment panel in the person’s record 


 


The “If you do not act” and the “Act Now” 


sections displays the information entered when 


the NOITS was added 


 


Click Open PDF to print the NOITS letter 


 


Click the arrow to move from page to page to 


view the NOITS information 
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PRINT NOITS continued: 
 


The information shown below is a continuation of the NOITS Print Launch panel.  
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The Outgoing Status Update is used to communicate specific  


information to the Financial Worker to take action on the case in MAXIS 


 


 


 


 


Add Outgoing Status Update 


 


Status Change Options 


 


Sanction Actions  


 


Child Care Actions 


 


Save & Print Outgoing Status Update 


Page   1 


 


Page   2 


 


Page   4 


 


Page   5 


 


Page   6 
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ADD OUTGOING STATUS UPDATE 
 


This panel provides a Summary of status update forms completed in WF1.  Once completed  


the form must be sent to a financial worker to update the MAXIS system.  


 


Click the Outgoing Status Update link found on the left navigation panel.  


 


 
 


Status Change – Select appropriate item(s) 


Options are: 
No Change  Extension Status 


Case Transfer (Teen) Family Stabilization Services (FSS) 


Education/Training Family Violence 


Employment  Name/Address/Phone 


EMPS Status  Other Changes 


 


Sanction Action – Select appropriate item 


Options are: No Change, Cure, Impose, Postpone 
 


Child Care Action – Select appropriate item 


Options are: No Change, Change to Provider, New 


Provider, Terminate Provider 
 


Click Next to continue 
 


 


Click Add Outgoing Status Update and the 


panel shown will appear.   
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ADD OUTGOING STATUS UPDATE: Status Change  
 


The following appears for all Status Changes.  
 


 
 


 


One, or several, of the following panels will appear depending on the Status Change(s) selected,  


as indicated on page 1.    
 


  


   
 


 


   
 


 


 


   
 


 


  


 


All items with a red asterisk (*) are required 


when completing the specific Status Change 


 


Click Save and Print Outgoing Status 


Update, once all items have been entered 


 


The panel shown on page 6 will appear 


 


Recipient = Assigned Financial Worker 
NOTE: the assigned Financial Worker or a default name 


may appear; however, you may change the name if 


necessary  
 


Add Another Recipient – Select to enter a 2nd  


              recipient’s information 
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ADD OUTGOING STATUS UPDATE: Status Change continued: 
 


One, or several, of the following panels will appear depending on the Status Change(s) selected,  


as indicated on page 1.   


 
 


 


   
 


 
 


   
 


 


 


 
 


 


  


 
 


 


 


  


 
 
 


The Name/Address/Phone Status Change is 


only used for reporting a change in one of 


the items.  
 


Be sure to update the Contact panel prior to 


adding an Outgoing Status Update. 
   The Contact panel is located under the 


   General tab on the left navigation panel: 


       


All items with a red asterisk (*) are required 


when completing the specific Status Change 
 


Click Save and Print Outgoing Status 


Update, once all items have been entered 
 


The panel shown on page 6 will appear 
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ADD OUTGOING STATUS UPDATE: Sanction Action  
 


Prior to completing a Status Update for Sanction Action, refer to sanction information  


located on the DWP, MFIP & SNAP Provider Resources webpage under  


DWP/MFIP Policies and Guidelines - Sanction Policy. 


 


One of the following panels will appear depending on the Sanction Action selected,  


as indicated on page 1.   


 
 Cure 


  


  
 
 


 


 Impose 


  


  
 


 


 


 Postpone 


  


  
  


 


 
 
 
 
 
 
 
 
 


All items with a red asterisk (*) are required 


when completing the specific Sanction Action  


 


Click Save and Print Outgoing Status Update, 


once all items have been entered 


 


The panel shown on page 6 will appear 
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ADD OUTGOING STATUS UPDATE: Child Care Action 
 


One of the following panels will appear depending on the Child Care Action selected,  


as indicated on page 1.   


 
 Change to Provider 


  


  
 


 


 New Provider 


  


 
 


 


 Terminate Provider 


  


 
 
 
 


 
 
 
 
 


All items with a red asterisk (*) are required 


when completing the specific Child Care Action  


 


Click Save and Print Outgoing Status Update, 


once all items have been entered 


 


The panel shown on page 6 will appear 
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SAVE AND PRINT OUTGOING STATUS UPDATE 
 


The Outgoing Status Update will need to be sent to the Financial Worker once all the  


required information has been entered.   
 


 
 


 


 
 


Click Open PDF and then save the PDF  


 


Send the PDF to the Financial Worker   


Click Save and Print Outgoing Status Update 


and the panel shown will appear 
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Participation Hours must be entered for allowable activities  


as defined by the Department of Human Services (DHS)  


and are listed in the MFIP Employment Services Manual.  


Documentation and verification of hours MUST  


be kept in each participant's case file or EDS. 


 


 


 


 


Add New Month 


 


Edit  


 


Mass Participation 


 


 


 


Page   1 


 


Page   3 


 


Page   4 
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ADD NEW MONTH 
 


To Add New Month:  


 


Click on Participation Hours found on the left navigation panel.  


 


 
 
   


 
 
 


Select the appropriate Month/Year  
 


NOTE: The current month plus the 


previous 2 months will appear.  


On April 1st, January will no longer 


appear and April will appear. 
 


Click Next  
 


The panel shown on the next page will appear.  


Click Add New Month and the panel shown 


below will appear 
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ADD NEW MONTH continued: 
 


Users may only enter participation hours for activities that were open during the selected month,  


and only for weeks that fall within the activity's start and end dates.  
 


 
 


Reg - enter the number of regular participation hours 


completed during the associated time period 
 


Hol – enter the number of holiday hours during the 


associated time period 


 


Exc – enter the number of excused hours during the 


associated time period 
 


Click Save and Return to Participation Hours Summary 


 


MAXIS Work Hours are the hours associated with 


employment for a given benefit month as sent to WF1 via 


the MAXIS interface. There is generally a 2-month lag from 


the income month and processing month to the benefit 


month for display of MAXIS Work Hours on this panel.  
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EDIT 
 


Select the Edit link to edit the participation hours for the corresponding month and year.  


 


 
 
  
 
 
 
 
 
 
   
 
 
 
 
 
 
 


Select Edit and the panel shown 


will appear 
 


The items with open boxes are 


editable. 


 


Users with the appropriate 


privileges can edit participation 


hours for the current month and 


the two previous months.  
 


Don’t forget to Save any edits 
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MASS PARTICIPATION 
 


The Mass Participation link produces a list of participants assigned to the selected staff.   
 


 


     


    
 


 


 


 


 
 


Select Edit and the panel shown 


will appear 
 


Enter Reg, Hol and/or Exc Hours, as 


indicated on page 2 
 


Click Save and Return to 


Participation Hours Search 
 


Program Name = MFIP  
 


Month/Year – Select appropriate Month/Year  
 


Staff Assigned = Select Staff Name 
 


First Letter of Last Name – Select a specific letter to 


reduce the number of results 
 


Click Run Search for the specific records to appear 
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A Plan is used for identifying strengths and setting goals 


and activities for a participant based on DHS policy. 


 


For additional information, refer to the Employment Plan Policy  


located on the DWP, MFIP & SNAP Provider Resources Webpage.  


 


 


 


Add Plan 


 


Copy Plan 


 


 


 


 


 


 


 


 


 


 


Page   1 


 


Page   4 
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ADD PLAN 
 


To create a Plan:  


 


Click on the Plan link found on the left navigation panel.  


 


 
 
 


    
 
 
 


Click the Plan link  
 


Click Add Plan  
 


The panel shown below will appear 


All items marked with an asterisk* are required - 


select the appropriate item for each 
 


Click Save and Continue and the panel shown on 


the next page will appear 
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ADD PLAN continued: 
 


The items marked with an asterisk* are required when creating a Plan. Make a selection from the drop-down or  


enter info for each item.  
 


  


 


 


Family Violence: Family violence must be discussed with each person 


based on DHS policy. The selection for this field indicates the outcome of 


the discussion and is required for a Plan to be activated. 


 


Goals: Common objectives expected as a result of the person's 


participation in the activities listed in their Plan. As stated in DHS policy, 


goals should be specific, realistic & achievable within a person's abilities. 


 


Strengths: The person's strengths identified by the job counselor/case 


manager, based on DHS policies and procedures, which serve as the basis 


for developing the person's Plan & selecting activities. 


 


Plan Sections include: 


    
 


Review Date: Identifies the date on which the Plan needs to be reviewed. A 


tickler will be generated 30 days prior to the Review Date & sent to the 


primary staff unless otherwise designated.  


 


Participate in activities for _ hours/week: Enter the total from all sections of 


the number of hours the person must participate in activities designed to 


meet the goals set in the Plan. 


 


Turn in completed activity log: Indicates the frequency that the person must 


turn in verifications or logs related to activities in the Plan. If Other is 


selected, a specific entry is required. 


 


EP Effective Date (Signed Date): The date on which participation in newest 


instance of a Plan is to start.  


 


Rights and Responsibilities Signed: Indicates that DHS form DHS-3172-ENG, 


Rights and Responsibilities has been signed by the person for the MFIP Plan. 


 


Click Save and Activate or Save as Pending if incomplete.  
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ADD PLAN continued: 
 


The Plan was saved as Pending, it must be completed and activated.  
 


 
 
 


  


 


    
 


Click Edit to complete the Plan 
 


Click Delete to remove a Pending Plan  
 


The panel shown below will appear 


Enter any remaining required items and 


add any other Plan Sections to 


complete the Plan 
 


Click Save and Continue 
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COPY PLAN  
 


A Plan may be copied once it has been activated.  When copied, the contents of the copied Plan  


will be moved into a new Plan with a pending status. The Plan is then able to be edited, until it is saved  


and activated once again.  Otherwise, a new Plan may be added by clicking Add Plan.  
 


 
 


  


 


     


Click Copy to make a copy of the Plan 


and the panel shown below will appear 
 


or Click Add Plan to create a new plan 
 


 


 


Edit any items, add or delete any Plan 


Sections, and complete any required 


items 
 


Click Save and Activate 
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A Service Model is used to track specific 
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ADD SERVICE MODEL 
 


To add a Service Model,  


 


Click the Service Model link found on the left navigation panel.  


 


 
 
 
   
 
 
 
 


Click Add Service Model  
 


The panel shown will appear.  


 


Service Model - select the appropriate item 
 


Start Date - enter the appropriate Date  
 


Click Save  
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EDIT SERVICE MODEL 
 


Users with the appropriate privileges may Edit a Service Model.   


 


Service Models should be closed when exiting the participant from MFIP, or when the Service Model is no  


longer valid for the participant.  


 


For example, the Pre-Extension Service Model should be closed once the Extension Service Model is opened.  


 


Click the Service Model link found on the left navigation panel.  
 


  
 
 


 


Click Edit  
 


The panel shown will appear.  


Start Date – you may change the Date if necessary 
 


End Date - enter the appropriate Date to close the 


Service Model 
 


Click Save  
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DELETE SERVICE MODEL 
 


Users with the appropriate privileges may Delete a Service Model.   


 


Click the Service Model link found on the left navigation panel.  
 


  
 
 
 
 
 
 


  


Click Yes to Delete the Service Model.  


 


Click Delete  
 


The panel shown will appear.  
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A Support Service is used for reporting purposes  


to track specific items paid from MFIP funds. 


 


 


Refer to the Policy located on the DWP, MFIP & SNAP  


Provider Resources webpage under  


Policies & Manuals: Support Service Funds 
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ADD SUPPORT SERVICE 
 


Support Services entered in a Person Record will appear on the Summary panel.  


However, the amount will not appear for those entered under another program/agency.  


 


To add a Support Service,  
 


Click the Support Service link found on the left navigation panel.  
 


  


 
 


 
 
 


 


 


Support Service - select the appropriate item 
 


Service Date - enter the Date the participant 


received the Support Service 
 


Actual Amount - enter the dollar amount 


associated with the Support Service 
 


Additional Description - enter detail info if the 


Support Service is listed as Other Services or Other 


Transportation  
 


Click Save  


Click Add Support Service  
 


The panel shown will appear.  
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EDIT SUPPORT SERVICE 
 


Users with the appropriate privileges may Edit a Support Service.   


 


Click the Support Service link found on the left navigation panel.  
 


  


 
 


 
 
 
 


Click Edit  
 


The panel shown will appear.  


 


 


 


Any highlighted item may be changed, if necessary 
 


Click Save after making changes 
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DELETE SUPPORT SERVICE 
 


Users with the appropriate privileges may Delete a Support Service.   


 


Click the Support Service link found on the left navigation panel.  
 


  


 
 
 
 
 
 
 


Click Delete  
 


The panel shown will appear.  


 


 


Click Yes to Delete the Support Service.  


 





