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Workforce One User Guides

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.

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

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

At-A-Glance
Heidi Newberg
Contact
ontac Birth Date 06/22/1980
Tickler

Demographics
* Hide MFIP Seq 1 - Enrolled
Work Preferences 4

MM Works Resume Enrollment Date: 01/07/2019 Exit Date:

Activity: Subtype: Work Exp Type

Add Case Note

Case Note Quick Local Flag MFIP State-wide

Case Note Search

Add MFIP Activity

Program/New App
Eligibility/Enrollment

Funding Stream |Start Date/ |Staff: Agency Action
End Date

01/07/2019
Ope

Record ID 202013603
MAXIS Case 135626591

Click Add MFIP Activity

The panel shown below will appear.

\

MFIP Activity ¥

Heidi Newberg
Birth Date 06/22/1980

Next Cancel |

Program Seq 1
Agency: Location
Enrollment Date 01/07/2019
Entered by Laurie J Doheny
*Assign to Staff |Doheny, Laurie (Current Primar
*Activity Type INDI’]E Selected =

Record ID 202013603
MAXIS Case 135626591

Activity Type - select the appropriate Activity

Click Next and the panel shown on the next
page 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.

At-A-Glance
Contact
Tickler
Demographics
Wark Preferences
MM Works Rasume
Add Case Nots
Case Mote Quick
Case Naote Search
Program/Hew App
Eligibility/Enrollment
Activity
TAA
Plan
Credential
Reporting Caollection
Youth Performance
Participation Hours
Exit
Follow-Up
Case Assignment
Service Medel
N
Add Document
Document Summary
ous-x |
MAXIS
Incoming Status Update

Referral

‘ Support Service

MFIP Activity

Heidi Newberg

Birth Date 06/22 /1980
Program Seq 1
Agency: Location

01/07/201%

Laurie 1 Doheny

Enrollment Date
Entered by
Assign to Staff

Activity Type Assessment

Change Activity/Staff I

* Hide Open Activity

|*Starl: Date
Estimated End Date

Funding Stream

Ramsey County Workforce Solutions: Nerth St. Paul

Dioheny, Laurie {Current Primary)

MFIP State-wide

Activity Subtype
Estimated Cost %

Estimated Hours

Record ID 202013603
MAXIS Case 135626591

User Defined Text 1

User Defined Text 2
User Defined Date

* Show Comments

= Show Case Note

~ Hide Close Activity

End Date
Actuwal Cost 5
Child Care Provided

Transportation Provided |[MNone

Save I Save and Open New Activity I

elected

Completion Results

Actual Hours

Cancel I

T
z

ltfems 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:
ABE/Rermedial Training lob Skills Trng Directly Related to Empl
Aszessment Local Flag
Comrmunity Senvice OIT-Private
Employed Full-Time .~ )
Employed Part-Time OIT-Public
Other

ESL Training

Functional Work Liferacy

GED Training

Grant Diversion

High 3chool Completion
Helding

Holding-Child under 12 moniths
Helding-Sancfioned

Job Search

Paid Work Experience

Providing Childcare (Comm Service)
Social Services

Training/Education 13+ Months
Training/Education up to 12 Months
Uncompensated Work Experience
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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.

* Hide Employment Info

+*Empr Name

Worksite

Empr Contact

Empr E-mail

Address1

Address2

City State  |Mone Zip |

County None Selected [¥ country INnne Selected ]

Phone Ext. Phone Type If other, please specify: TTY Video . . . i K K

| | [Fane Selected V] | o o A red asterisk indicates that the item is required

for specific employment activities. However, if

Job Title the employment info is known, it should be
“Hourly Wage $ entered for all employment activities.
*Dccupational Title -

(D*NET)
Clear O*NET code for new search.

Search/Validate O%NET |

Employer Industry I -

MAICS
( ) Clzar NAICS code for new search.
Search/Validate MAICS I

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

* Hide School Info

rschool | _ Some training activities require a Credential be .
Clonr Schonl code For mevs comrch. added fto ’rh.e WF1 recorq. Rgfer fo ’rhe Credential
Search/Validate Schaol | WF1 User Guide for detailed information.
*School Location ISeIect schoal to populate this Field A CrOSS—WO”( befween OCﬁViﬂeS Ond Credenﬁcls iS
*Training Program (CIP) | - located on the DWP, MFIP & SNAP Provider
Clear CIF code for new search. Resources webpage under Operation Definitions -
Search/Validate CIP 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.

Activity Summary

At-A-Glance
Contact Heidi Newbearg

Birth Date 06/22 /1980
Tickler

Demographics

* Hide MFIP S 1-E lled
Work Preferences o= = mratle

MM Works Resumea

Enrollment Date: 01/07/201% Exit Date:

Activity: Subtype: Work Exp Type |Funding Stream |Start Date/

Staff: Agency

Record ID 202013603
MAXIS Case 1325626501

Action

Click Edit (found under the
Action column) for the
appropriate Activity

The panel shown below
will appear.

Add Case Note End Date
Case Note Quick Assessment MFIP State-wide |(01/14/201% (Laurie J Doheny |Edit De
Open WF Solutions
Case Mote Search ) . E
Local Flag MFIP State-wide |01/07/2019% |Laurie J Doheny |Edit Deleta
Program/New App
Eligibility/Enrelimant Add MFIP Activity
(activiey ) T
P — MFIP Activity
Contact Heidi Newberg Record ID 202012603
Birth Date 06/22 /1980 MAXIS Case 135626501
Tickler
EEETEEE Program Seq i
Agency: Location Ramsey County Workforce Solutions: North St. Paul

Work Preferences
01/07/2019

Laurie ] Doheny

Enrollment Date
Entered by
Assign to Staff

MN Works Resume

Doheny, Laurie (Current Primary Staff)

Add Case Note Activity Type Local Flag

Go ta Close Activity Panel W

~* Hide Open Activity

Case MNote Quick

Case Mote Search

Program/New App

Eligibility/Enrcllment

Click the Go to Close Activity Panel

The panel shown on the next page
will appear.

Start Date 01/07/2019

Activity Estimated End Date

=
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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.

At-A-Glance

Contact

Tickler

Demographics

Work Preferences

MM Works Resuma
Case Note

Add Caze Note
Case Note Quick
Case Note Search

Agency: Location
Enrollment Date
Entered by
Assign to Staff
Activity Type

MFIP Activity

Heidi Newberg
Birth Date 06/22/1980

Program Seq 1

Ramsey County Workforce Solutions: North St Paul
01/07/201%

Lauria J Doheny Last Updated by
Doheny, Laurie {Current Primary Staff)
Lacal Flag

Go to Close Activity Panel |

Cases
Program/MNew App
Eligibility/Enrollment
Activity

J

TAA

Plan

Credential
Reporting Collection
Youth Performance
Participation Hours
Exit

Follove-Up

Case Assignment

Service Model

Add Document

Document Summary

™ Show Open Activity

~ Show Employment Info
™ Show School Info

~ Show Comments

~ Show Case Note

~* Hide Close Activity

L
Actual Cost £ I—
child Care Provided
Transportation Provided

End Date Completion Results

Actual Hours

Save I Save and Open New Activity I Cancel |

Record ID 202013603
MAXIS Case 135626591

Laurie J Doheny

IND ne Selacted .

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.

Demographics

Work Preferences

Activity Summary

At-A-Glance

Ida Newberg
Contact Birth Date 06/22/1930
Tickler

* Hide MFIP Seq 2 - Enrolled

Record ID 202013599
MAXIS Case 135626592

MM Works Resume Enrollment Date: 01/08/2018 Exit Date:
Activity: Subtype: Work Exp Type [Funding Stream |Start Date/ |Staff: Agency Action
Add Case Note End Date
Case Note Quick Social Services MFIP State-wide |07/31/2018 |Dawn Colliander Edit Copy
Open Ramsey Cty WF Solutions
Case Note Search . L .
Job Search MFIP State-wide |07/01/2018 |Daw
coses | open Click Add MFIP Activity
Program/New App Assessment MFIP State-wide W
jgibility/Enrollment .
< . Local Flag MFIP S Tde |01/08/2018 The panel shown below will appear.
Activity 01/08/2018  |Ram s —————
TAA
Plan Add MFIP Activity
Credential
\
MFIP Activity
Ida Newberg ] o
Birth Date 06/22/1980 Activity Type - select the appropriate Activity
Program Seq 1 L. . .
Agency: Location The Local Flag activity is selected for this
Enroliment Date 01/07/2019 example.
Entered by Laurie J Doheny .
*Assign to Staff Doheny, Laurie (Current Prigry) V] Click Next and the panel shown on the next
*Activity Type Local Flag x page will appear.
Next Cancel |
6 Workforce Solutions, MIS Unit 7/2019





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.

e — MFIP Activity
Contact Ida Newberg Record ID 2020135990
Birth Date 06,/22/1980 MAXIS Case 135626592
Ticklar
Program Seq 1

Demographics
Agency: Location Ramsey County Weorkforce Selutions: Morth St. Paul
Work Preferences

Enrollment Date 01/07/2019
MN Works Resume Entered by Laurie 1 Doheny
Assign to Staff Doheny, Laurie {Current Primary)
Add Casze Mote Activity Type Local Flag

Case Note Quick

Case Note Search Change Activity/Staff

~* Hide Open Activity

Program/New App

SligleilEy/Enreliment *start Date I Start Date - enter the appropriate Date
Activity Estimated End Date I |
a8 Funding Stream HELP Staterwide ———1 Activity Subtype - enter an approved Activity Subtype*
plan Activity Subtype toERT
) Estimated Cost $
Cracental Estimated Hours | The toERT Activity Subtype is entered for this example.

Repoerting Collaction

User Defined Text 1
User Defined Text 2

Youth Performance

*Only approved Activity Subtypes may be used in

Participation Hours User Defined Date |
= WFT.
Followi-Up If an Activity Subtype is needed, but is not on the
Case Assignment 7 Show Employment Info approved list, refer to the WF1 Valid Activity
Service Mods| . Subtype Policy located on the DWP, MFIP & SNAP
E Provider Resources webpage for information on
Add Document . . o
Document Summary ~ Show Comments requesting an Activity Subtype.
m * Show Case Note Click Save

MAXIS

Incoming Status Updata
< pd ~ Hide Close Activity

End Date i Completion Resulis INone Selacted .

Referral

Support Service Actual Cost s Actual Hours
Child Care Provided INnne Eelected.
DHS Assessment Transportation Provided INane Eelected.
Reading/Math Test
Form fLetterfSchedule Save Save and Open Mew Activity I Cancel I
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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.

At-A-Glance
Contact

Tickler
Demographics
Work Preferences

MM Works Resumes

Activity Summary

Ida Newberg
Birth Date 0622 /1980

* Hide MFIP Seq 1 - Enrolled

Enrollment Date: 01/07/201% Exit Date:

Record ID 2020132500
MAXIS Case 135626592

Activity: Subtype: Work Exp Funding Start Staff: Agency |Action
Add Case Nots Type Stream Datef
End Date
Case Note Quick
Lacal Flag MFIP State-wide |01/07/2019 |Laurie ] Edit Delate Copy
Case Note Search ‘{tCIERT} Cpen Doheny
Cases
- Assessment MFIP State-wide |01/14/2015 |Laurie ] Edit Delete Copy
TEIETLED AT Cpen Doheny
Eligibility/Enrcliment WF Solutions
Activity Local Flag MFIP State-wide |01/07/2015 |Laurie ] Edit Delete Copy
01/14/2019 |Doheny Recpen
TAA WF Solutions
8
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Workforce One

Appointments & Sessions User Guide
MFIP
July 2019

Appointments and Sessions are used to track appointments
and various frainings, overviews or orientations the
participant has been scheduled to attend

Appointment Summary Page 1
Add New Appointment Page 2
Session Summary Page 4
Schedule a Session Page 5

Update a Session Page 6
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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.

At-A-Glance
Contact

Tickler
Demographics
Wark Preferences

MM Works Resume

Case Note
Add Case Note

Case Mote Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

Plan

Add Document

Document Summary

MAXIS
Incoming Status Update

Referral

Support Service
Assessment
DHS Assessment
Reading/Math Test

Form/Letter/Schedule
( Appointment

Appointment Summary

Evelyn Newberg
Birth Date 06/22/1980

Select|Appointment Name Date/Time Appointment
With
O Mesating to Review - Job 08/19/2014 Pang Yang
Search (Mandatory) 11:00 - 11:30 |WF Solutions
O Appointment to Discuss - 08/21/2014 Pang Yang
School {Mandatory) 08:00 - 09:00 |WF Sclutions

Add New Appointment | Viewi/Print Appeointment(s) Selected |

Record ID 202013600
MAXIS Case 135626588

show 0 25 0 100 O 200 ®s00
Displaying 1 to 15 of 15

Status Last Notice |Action
Date

Scheduled Edit

Scheduled

‘Edit

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

Workforce Solutions, MIS Unit 7/2019





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 <=

Evelyn Newbearg Record ID 202012600
Birth Date 06/22/1980 MAXIS Case 135626588
*Appointment Name lNDne Selected Iil - |
*Agency Ramsey County Workforce Sclutions
=Appointment With |Doheny, Laurie J
*Status lScheduIEd
*Mandatory Attendance O as O HNo
*Date [ &
*Start Time [ OamOem
*End Time [ OamOem
Location Mona Selected
*Held At
*Addressi
Address2
*City *State |MN [ =zip |

~ Hide Notice Information

O Arrive 10 minutes early
[ Bring at least one form of identificatio
O Bring your resume

DHring your activity log

[ Bring your job search activity log

[01f you do not attend your grant may be reduced or closa
[ Aattendance is mandatory

[JPlease arrange child care for this appointment

O child care is available I \

O Parking is available \

[ Public transportation is available
UIFECTIONS OF Special INSIFUCTIONS To PrINT on Rotce

| N

Spell Chack
Additional information for case note
Program MFIP (Enroclled)
Spell Check
Save | Cancel | Save and Print Motice

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 Meefting

Status — Defaults to Scheduled when adding a new

appointment
Other Options to use after the appointment date:
Canceled/Not Held Complete
Did Not Afttend Excused-Incomplete
Unexcused-Incomplete

NOTE: A case note is automatically generated when the
Appointment is inifially 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

Workforce Solutions, MIS Unit 7/2019





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.

Print Launch
Open PDF | ¢—saskeiaRamson Appointment Summary | The Notice may be printed in 2 ways:
1. Click Open PDF and then print
— OR
o Ter s " =17 2. Select Export icon, select PDF
A message bar will appear, select Open
MHTML {wmbs archive])
Exc= Date: D4ME/2018
Notice to Attend T
Meeting to Update - Employment Plan S
MAXIS Case: 130626588

Evelyn Mewberg WF1 Record 1D: 202013500

1234 Evelyn Street Contact Person: |aurie Doheny

St Paul, MN 55101

(651) TT0-4473
(Primery) (L The information shown here was selected and/or
':t‘::':fmff“*: I;Z’giif Aprl 11, 2019 T entered in the Appointment Details section when the
EndTime:  41-00AM appointment was created
Held at: Workforce Solutions
2098 11th Ave East
North 8t Paul, MN 55109

Held by: Ramsey County Workforce Sclutions y
Directions/Instructions —
Call the contact person listed above if you need to reschedule this appointment or have
questions.
Check in with the receptionist when you arrive.
Arrive 10 minutes early. o o o . .
b you do nat atiend, your grant may be reduced or closed. ~ Directions/Instructions mcl.ude the |Tems selected
Bring your job search activity log. and/or en’rered.m the Notice Information section
Attendance is mandatory. when the appointment was created
Parking is available. The parking ot is located south of the building entrance.
Public transportation is available. Bus 64 J

Back to Person Appeointment Summary
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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 fraining, overviews or orientation sessions that have been scheduled for the
participant and the status of each.

At-A-Glance
Contact
Ticklar

Demographics

Work Preferences

MN Works Resume
Case Note

Add Case Note

Case Note Quick

Case Note Search

Program/MNew App
Eligibility/Enrollment
Ackivity

Exit

Follow-Up

Support Service

DHE Asszessment

Reading/Math Test
Form f LetterfSchedule

Appointment

Session

Person Session Summary

Evelyn Newberg
Birth Date 062271980

Session
Name

Job Club -
RCGCE
{English)

Job Club -
RCGCE
{Enaglish)

Job Club -
RCGCE
{English)
Job Club -
RCGCE
{Enaglish)

Save |

. |Date/Time

08/16/2010
01:30 - 04:00

08/20/2010
01:30 - 04:00

08/23/2010
01:30 - 04:00

08/27/2010
01:30 - 04:00

Cancel |

Held At

Ramsey Cty WF
Solutions: RCGCE /
Workforce Solutions

Ramsey Cty WF
Solutions: RCGCE /
Workforce Solutions

Ramsey Cty WF
Solutions: RCGCE /
Workforce Solutions

Ramsey Cty WF
Solutions: RCGCE /
Workforce Solutions

Go to Session Search |

Status

|complete
|C0mp|ete
|Did Not Attend
|Did Not attend [+

Record ID 202013600
MAXIS Case 1356265838

Displaying 1 to 7 of 7

Last Action

Notice

Date
Unregister
Unregister
Unregister
Unregister

Click Unregister to unregister the participant
from the session

Click Go fo Session Search and the panel shown
on the next page will appear

Workforce Solutions, MIS Unit 7/2019





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.

Person Session Search

Evelyn Newberg Record ID 2020132600
Birth Date 06/22 /1980 MAXIS Case 135626588

The Search Criteria will default* fo what is
selected under My Preferences

* Hide Search Results To change the results on this panel:

shew 025 O 100 O 200 @ s00 —— Click Show Search Criteria,

Displaying 1 to 17 of 17

Session Mame Date/Time ~ [Held At Status Program |Action Eni’el’ a SGSSIOI’\ DOTe rOnge & Then
(tanguage) Click Run Search to produce available sessions
MFIP Overview 04/16/201% |WF Solutions: Workforce Solutions |Open MFIP Register .
{English) 12:00 - 10 dUI’lI"\g the date range
Available
o]
Registerad *To change your ‘default’ results, see the info listed
Yellow Brick Road |04/17/201% |WF Solutions: Workforce Solutions |Open MFIP Register
(English) 09:00 - 11:00 10 belOW
Available
o
Registered
MFIF Overview 04/18/201% |WF Solutions: Workforce Solutions |Open MFIR Register
{English} 12:00 - 10
Available
o]
Registered
Yellow Brick Road |04/13/201% |WF Solutions: Workforce Solutions |Open MFIP Register e
(English) 09:00 - 11:00 O e Click Register and the panel shown on the next
s page will appear indicating the registration has
egisters,
been saved
Maw Search Refine Search |

Return to Person Session |

Log Qut
WORKFOR CE O NE Logged in as: Idoheny - E & T: User: Ramsey Cty WE Solutions

Switch Profile  Change Password< My Praferences
~ H{de Global Default Settings

* of Records to View in Search Results il I Click My Preferences to change your default settings,
Session Search Date Range INext 90 Days . <

Status Updates Search Date Range [Previous vear  [v and other items. Remember to SAVE your changes.

Save Cancel I

User Appointment Search Date Range IPreviDus 30 Days . I O”OWing yOU TO UpdGTe The SeSSion Sequh Dqtq ange

5 Workforce Solutions, MIS Unit 7/2019





UPDATE A SESSION

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

Person Session Summary

Evelyn Newberg
Birth Date 06/22 /1980

Record ID 202013600
MAXIS Case 135626588

Displaying 1 to 1 of 1

& Registration saved,

™

Session Date/Time Held At ‘@ Last Action
Name Notice
Date

Yellow Brick |04/17/2019 WF Solutions: Unregister
Road 09:00 - 11:00 |Workforce Complete
{English]} Solutions Did Mot Attend < [

Excused - Incomplete

Session Not Hald

Save I Cancel I Go to Session Search | Unexcused - Incomplate

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

NOTE: A case note is automatically added to the record once Registered,
aftendance Status has changed, and if Unregistered for a Session.

Case Note Search

Evelyn Newberg
Birth Date 06/22 /1980

Record ID 202013600
MAXIS Case 135626588

* Show Search Criteria

* Hide Search Results

shaw O 25 0 100 O 200 ® 500
Displaying 1 to 6 of &

Print | Event . |Subject Line Entered Status Mass |Action
Date By Case
Note
O 04/17/2019%|Session Attendance for Yellow Brick Road |Myself Closed No
has been updated to Excused - Incomplet
2,
O 04/16/201%|Session Registration for Yellow Brick Reoa |Myself Closed Na
d ——

Workforce Solutions, MIS Unit 7/2019






Workforce One p=rd
Case Assignment User Guide \"f ))
MFIP R

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 fransfer 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 & Manuails:

e Private Records on Workforce One Rewrite
e Case Transfer - Revisions

Transfer, Add, End Page 1

History Page 3





[

MM Works Resume Case Role |Current Staff Current Agency: Location Action
Primary Laurie J Doheny Ramsey County Workforce Transfer R
Staff 651-770-4473 Solutions: Kellogg Blvd. 6th Floor Under the Action Co|Umn,
Add Case Note laurie.doheny@co.ramsey.mn.us.mn.us o
Case Note Quick Support alan W warless Ramsey County Workforce Transfer Click Tranfer, Add, or End for the
Staff 651-779-5320 Solutions: North St. Paul End
Case Note Search appropriate Case Role

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:
e Transfer the case assignment from one staff to another staff,
e Add an additional staff case role, or
¢ End a staff assignment

Case Assignment

At-A-Glance

Contact Glinda M Goodwitch Record ID 100001419
Birth Date 06/22/1980 MAXIS Case 10617170

Tickler

Demographics :
~ Hide MFIP Seq 1, Enrolled
Work Preferences

alan.wanless@co.rasmey.mn.us.mn.us

Secondary  |[Abdullahi Hersi Goodwill/Easter Seals: University |Add . X
Program/New App st :Iﬁ:r-gj&ﬁg-ggd?\giIllzgatlstles'rgeals.org.mn.us e E;E::InSfer The qpprop"qie ponel WI” Oppeor,
Eligibility/Enrollment E— e shown on the next page
Activity Staff
TAA
Plan Show History
Credential

Reporting Collection

Youth Performance

Participation Hours

WF1 records marked Private may only be assigned to the agency

Exit
Follow- data specialist, primary employment counselor and the
Case Assignment employment counselor’s direct supervisor.

Service Model

Refer to the Policy located on the DWP, MFIP & SNAP Provider
Resources webpage under Policies & Manuals: Private Records
on Workforce One Rewrite
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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.

Transfer Case Assignment
Glinda M Goodwitch
Birth Date 06/22/1980
@Staff for MFI@
*Agency |None Selected
“Location [Select Agency First|v] The following items are required when Transferring or Adding
*Staff |Select Agency and Location First COSG ASSignmenT‘
*Start Date | ER ’
Agency - select the correct Agency
Save |  Cancel | Location - select the correct Location
Staff - select the correct Staff Name
Add Case Assignment Start Date — enter the Date of Transfer
Glinda M Goodwitch .
Birth Date 06/22/1980 Click Save
*Agency |None Selected
*Location |Select Agency First|1|
+*Staff |Select Agency and Location Fir5t
*Start Date [p3/08/2019 i)
Save | Cancel |

NOTE when Transferring Case Assignment:
e If the user Transfers a staff assignment within the same agency, all open activities assigned to the current
staff person will automatically tfransfer to the newly assigned staff person.
o 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.
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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.

End Case Assignment

Glinda M Goodwitch
Birth Date 06/22/1980

@m Staff for MFLP 5@ The following item is required when Ending Case Assignment:
End Date — enter the Date the case assignment ended
Click Save

End Assignment

+*End Date | G|

Save | Cancel |

NOTE when Ending Case Assignment:
e This action removes a person from the user's dashboard.
e |tis 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.
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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.

Case Assignment

At-A-Glance
Glinda M Goodwitch
Contact .
ontac Birth Date 06/22/1980
Tickler
Demographics ~ Hide MFIP Seq 1, Enrolled

Al Pl Case Role |Current Staff

MN Works Resume Primary Laurie J Doheny
laurie.doheny@co.ramsey.mn.us.mn.us

Add Case Note
Support alan W wanless
Case Note Quick Staff 651-779-5320

alan.wanless@co.rasmey.mn.us.mn.us
Case Note Search i

Secondary |Abdullahi Hersi
Coses [P e

Record ID 100001419
MAXIS Case 10617170

Current Agency: Location

Ramsey County Workforce

Solutions: Kellogg Blvd. 6th Floor

Ramsey County Workforce
Solutions: North St. Paul

Goodwill/Easter Seals: University

Ave

Action

Transfer

Transfer
End

Add
Transfer
End

Add

Program/New App ahersi@goodwilleasterseals.org.mn.us
Eligibility/Enrollment Placement
Staff
Activity
TAA Show History | <
Plan
Credential

Reporting Collection
Youth Performance
Participation Hours
Exit
Follow-Up

Case Assignment

Service Model

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).

Print Launch

| Open PDF | Back to Case Assignment Summary

1 of 1

MFIP: Seq 1 Case Assignment History

4%

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

Name Glinda M Goodwitch WF1 Record ID

Staff Role Staff Agency: Location Start Date End Date

Primary Staff Doheny, Laurie ] WF Solutions 03/02/2016
Kellogg Bhed. 6th Floor

Primary Staff ‘Yang. Pang WF Solutions 03/01/2016 03/02/2016
Kellogg Blwd. 6th Floor

Primary Staff Doheny, Laurie ] WF Solutions 03/01/2016 03/01/2016
Kzllogg Bhed. &th Floor

Primary Staff Yang. Pang WF Solutions 03/24/2014 02/01/2016
Kellogg Blwd. 6th Floor

Primary Staff Yang, Pang WF Solutions 058/03/2014 05,/24/2014
Kzllogg Bhed. &th Floor

Primary Staff Regguinti, Joseph A Arner Indian Frly Ctr 05/02/2014 09/03/2014
Wells Ave,

Primary Staff Yang, Pang WF Solutions 0&/17/2014 05,/03/2014
Kzllogg Bhed. &th Floor

Support Staff wanless, alan W WF Sclutions 02/04/2019
Morth St Paul

Support Staff Doheny, Laurie ] WF Solutions 10/01/2014 10/01/2014
North St. Paul

Secondary Staff |Hersi, Abdullahi Goodwill/Easter S=als 03/27/2015
University Ave

5
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Workforce One

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 Page 1
Case Note Quick Page 2

Case Note Search Page 3
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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.

At-A-Glance
Contact
Tickler
Demographics
Work Preferences
MM Works Resume
Case Nante
(e oy
Case Mote Quick
Case Note Search

Casas
Program/New App
Eligibility/Enroliment
Activity
TAA
Plan

Credential

Support Service

DHS Assessment

Case Note Add

Heidi Newberg

Birth Date 06/22/1980

*Event Date
*Note Viewable By

All Staff in Servicing Agency

Agency Ramsey County Workforce Solutions
*Program IMFIP[EnrDIIed]
Select/Daselect
Staff Associated INone Selacted ]
Category IReFErral [w]
Select/Deszelect
Contact Method None Selected.
Contact Type Nane Selected *
*Status O 0pen ® Closed
Subject I
*Note
Spell Check |

Save |

Save and Remain on Page

Save and Add New C

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

*Live contact is one-to-one contact between staff and participant (the participant must respond) in any of the following forms.
e In-person conversation between participant & staff;

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

e 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

e Postal mail update from participant

7/2019
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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.

H;i

Case Mote Quick View

Hildl Newberg Record IDF 202013603
Birth Date 06,22 1380 MAXIS Case 135626591

| cotanse Faneiz | Expang ansis

- base 1172072017 0 Faz -« The panel header will display the Event Date along with
Program - the Subject text where the user has chosen to enter free-
Catagory Seszian form text.

Contact Method
Contact Typs Does Mot Imvalve Persan Contad

Mass Case Mot o NOTE: If no Subject text has been entered, the first 75
Mt y ) characters of the note text will display.

You may enfer sdditional Informaticn In this area

StalT Assigned Laurie J Doheny Agency Ramsey County “Warkforce Solutians

Entry Date 1L,0372007 10:4T7 &4 By Laurie J Dobesmy

Last Updated By

= Hides 05052017 This s ant=ned In the Case Note secton af the B0S Documesnt

Progrann MFIF

Category Cthar

Contact Method

Contact Type

Mass Case Mote Mo

Motz

This |5 enteres In the Cace Mobte saction of the EDS Dooumeant

Staff Azsigned Laurie I Doheny Agency FRamsey County ‘Warkforce Solutians
Entry Date D5/05/Z007 10:3Z &AM By Laurie J Doty

Last Updated By

= Hide= 07 /04 2016 Inkial Intzkoe

Program MFIR, Placsmant Retetion Uk
Category

Contact Method

Contact Typa

Mass Case Mote Mo

Hota
F came In for a face to face masting to discuss overall goal for empicyment. & follow Is nescsd far resume
bulicing with FS.

Staff Accigned  Kaa Xiang Agency Ramssy County Warkforos Solutians
Entry Date: D7/0172005 11:2E AM By Eaa Xlong
Last Updated By

7/2019
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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.

Case Note Search

At-A-Glance
Contact Diane Referral

Birth Date 06,22 /19380
Tickler

Demographics
* Hide Search Criteria
Wark Preferences

Record ID 100000911

MAXIS Case 10617174

MN Works Resume Event Date
Add Case Mote Category None Selected

Case Mote Quick

Select/Daselect

Case Note Search Keyword "MISP"

_ Within Program Service Dates MNone Salected

Within Funding Stream Service Dates INone Selacted
Program/MNew App

(<<

Program IAII Walues
Eligibility/Enrcliment Staff Al veles
Activity Open Case Notes Only O Yes @ No
WL Mass Case Note Filter IA” Values
Plan
Credential Run Search

Reparting Callection

Vi (e ES T Hide Search Results

Participation Hours

Exit
Follow-Up Print | Event . Subject Line
Case Assignment Date

Service Model

Add Document

Document Summary

m Select all | Deselect all |

MAXIS

Incoming Status Update Mew Search | Refine Search I Add Case Mote I

show O 25 0100 O 200 @ s00
Displaying 1 to 3 of 3

Entered By

_ O |GZ}'D]._."2I316| MISP Act Cpen-FT job |Hyse|1"
O |C|1f25_-"2l316| MISP Act Close-Cust Sarv |Hyse|1"

O |C|1f25_."2l316| MISP Act Cpen-Cust Serv |h-‘|yse|f

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.

Referral

7/2019
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Workforce One A

Credential User Guide [ A
MFIP i
July 2019 )

A credential is the formal recognition of a participant’s
aftainment 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:

. Educational diplomas, certificates, and degrees;

. Registered apprenticeship certificates;

. Occupational licenses;

. Personal certifications from industry or professional
associations; and

. Other skill certificates for specific skill sets or competencies
within one or more industries or occupations (e.g. writing
certificate or leadership certificate).

(ORNORNONNO)]

0

Adding Page 1
Closing Page 2

Definitions Page 3
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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.

MN Works Resume Ne credentials exist for this person.

(General ]
AT Credential Summary
Contact Heidi Newberg Record ID 202013603
Birth Date 06,:’2254' 1980 MAXIS Case 135626591
Tickler

Click Add Credential

BT Add Credentid®

Case Note
Add Case Note
Case Note Quick

Case Note Search

Program/MNew App
Eligibility/Enrollment

U

< Credential

The Add Credential panel will open.

Credential Summary

Heidi Newberg
Birth Date 06/22/1980

Mo credentials exist for this person.

Add Credential
*Program Sequence
*Credential Type
Estimated Attainment Date
Actual Attainment Date
Associated Activity
Comments

MFIP Seq 1 |¥)

Record ID 202013603
MAXIS Case 135626591

Credential Pending
=

MNone Selected

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
Spell Check |
Save | Cancel |
1 Workforce Solutions, MIS Unit 7/2019
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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.

Program,/New App
Eligibility/Enrollment

Credential Summary

Heidi Newberg
Birth Date 06/22/1980

Record ID 202013603 The Credential is listed as Pending when
MAXIS Case 135626591
created and must be updated once the
show O 25 O 100 O 200 @ 500 ..
Dizplaying 1 to 1 of 1 training has ended.

Acti \.rit\r Credential Type ~ Program Associated Activity: Actual Action
Sequence Funding Stream Attainment
L — pate -« Click Edit to change the Credential’s
Credential Pending MFIP Seq 1 Trng/Educ up 12 Mo Edit .
— MFIP Statewide ‘ Delete status and the panel below will appear
;Credential > .
Add Credential |
Edit Credential o
Pr[l)grarlren :I:sqll.alence MFIP Seq 1 / Credential Type - Select:
*Credential Type | e The qppropno’re Credential Type, if a Credential IS
Estimated Attainment Date 06/30/2010 L received ) ) . o
Actual Attainment Date — ¢ No Credential Aftained, if a Credential is NOT
Associated Activity |Training,-’EducatiUn up to 12 Months (02/13/2@ received

Comments

Spell Check |
Save | Cancel |

Actual Attainment Date =
e fhe date the Credential is received
e J|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 cerfificates 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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Workforce One

DHS-IX User Guide
MFIP
July 2019

The DHS-IX panel is used for viewing data
sent fo WF1 via the MAXIS interface

MAXIS Page 1
Incoming Status Update Page 2

Referral Page 3





MAXIS

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

At-A-Glance
Contact

Tickler
Demographics
Work Preferences
MM Works Resumea
Add Case Note
Case Mote Quick
Case Note Search
cases |
Program/Mew App
Eligibility/Enroliment
Activity

TAA

Blan

Credential
Reporting Collection
Youth Goals

Youth Performance
Participation Hours
Exit

Follow-Up

Case Assignment
Service Madel

Add Document

Document Summary

MAXIS

Incoming Status Update
Referral

| Support Service

MAXIS

Evelyn Newberg
Birth Date 06,22 /1980

Record ID 202013600
MAXIS Case 1356265838

W Hide MFIP — MAXIS Case 135626588 — MAXIS PMI 35626588

Program Status
Begin Date

Active
01/08/201%9

Benefit Month 03/201%9
End Date

Case Closure Reason(s) for 11/01/2018, sent on 10/31 /2018

[ME/DWP] Fail to Filz (ER)/[SNAP] Recartification

Service Track
EMPS Code
Extension Reason
WF1 Plan Type
Plan Start Date

Immigration Status
Mationality
Entry Date
Disability End Date

Mo benefits.

Months on MFIP
Post 60 Banked Months
G0th Counted Banked Mo

Cash Grant Amount
Food Support Amount
Housing Grant Amount

Emrgncy Assist Last Used

Sanction Last Updated
Sanction Reason

Person Sanction Months
Other Parent Sanc Months
Case Sanction Months

Other Parent

Children

Evan Moore

Servicing Agency
Financial Worker
FW Phone

MAXIS Privacy Level

Universal Participation (UR)

Employment Plan

02/07/2019

58

[u]
06/01/2019
$427.00

$314.00
$110.00

01/01/2019
6

&

Birth Date

08/25/2006

Ramsay

Michelle A. Fohrank
651-357-2359

Nao

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.

Age on 1st day of current month

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.

At-A-Glance
Contact

Ticklar
Demographics
Work Preferences
MM Works Resume
Add Case MNota
Case Mote Quick

Case Note Search

Program/New App
Eligibility/Enraliment
Activity

Program

Status Update Type IAII Valuas

Run Search

Mew Search

Evelyn Newberg
Birth Date 06,/22/1980

Received Date

Status Updates Summary

* Hide Search Criteria

All Values

03/19/2018

i To |02/15/2015 i |

¥ Hide Status Updates

Refine Search

TAA
plan Program
Cradential

MFIP
Reporting Collection
Youth Goals
Youth Perfarmance
Participation Hours
(== MFIP
Follow-Up
Case Assignment
Service Modal
s
Add Document MFIP
Document Summary
ousx

MAXIS

( Incoming Status Update FIP

Referral

N -

Benefit
Month

032019

022013

022013

01/2019

01/2019

Received
Date

02/25/2019

01/28/2019

01/08/2019

01/24/2019

01/24/2019

Status Update
Type

TAMNF Months

TAMNF Months

Address

Program

Financial Worker

™

Updates:

dates

Adjust the Search Criteria to display specific Status

Received Date - Defaults to one year from the
current date; however, you may enter specific

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

Description

MONTHS RECEIVED: 58
PROJECTED 60TH: 06/01/2019
EXTENSION REASON:

BAMKED MONTHS: 0

CASH GRANT: 5437.00

FOOD SUPPORT: 5$314.00
HOUSING GRANT: £110.00

MONTHS RECEIVED: 57
PROJECTED 60TH: 06/01/2019
EXTENSION REASON:

BAMNKED MONTHS: 0

CASH GRANT: 50.00

FOOD SUPPORT: $0.00
HOUSING GRANT: 5110.00

ADDR WERIFIED DATE: 01/08/201%9
ADDR: 537 Blair Ave Apt 2 Saint Paul MN
55103-1600

COUNTY: Ramsey

PHOME 2:

MAIL ADDR:

STATUS: Active
APP DATE: 01/08/2019 BEGIN: 01/08/2019
END:

Ramsey County Mfip 651-266-4444
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REFERRAL

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

At-A-Glance

Contact

Tickler

Demographics

Woark Preferences

MM Works Resume
Case Note

Add Case Mota
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

Plan

Cradential

Youth Performance
Participation Hours
Exit

Follow-Up

Case Assignment
Service Model

Add Document

Document Summary

MAXIS

Incoming Status Update
Referral 2

Referral Summary

Evelyn Newberg
Birth Date 06/22/1980

Record ID 202012600
MAXIS Case 1356265338

Program Referral Referral Referral Referral Agency Case Action
Date Status Staff Status
MFIP Seq 1 11/12/2018 |Served Laurie J Ramsey County Enrolled
Doheny Waorkforce Sclutions
Click MFIP
The panel shown will appear,
F{gferral Detail X ipe PP .
but each specific panel will
Evelyn Newberg Record ID 202013604
Birth Date 06/22/1080 MAXIS Case 135626535 be exponded.
Collapse Panels | Expand Panels
DHS Referral i This example shows the
M Newb « Ewvel 1Fi
N e N e specific panels collapsed.
MAXIS Case 135626588
MAXIS PMI 35626588
55N 135-62-6588

SS8N Verification

Original Agency: Location Referred To
Current Agency: Location Referred To
Servicing Agency

Service Model

Referral Date

Referral Status

Decline Reason

Financial Worker (FW)

FW Phone

FW Comments

Appointment Date

MAXIS Privacy Level

* Show Referral Case Notes

~ Show Contact Info

¥ Show Demographics

* Show Household Info

~ Show DHS Program Specific Info

~ Show Employment Info

Back To Referral Summary

Print Referral I

Mot Applicable

WF Solutions: N.S.P.
WF Sclutions: North St. Paul
Ramseay

11/12/2018
Served

Tammy Anderson

651-555-2245

No

Wiew/Print Referral Audit
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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 Page 1
Document Summary & View Page 3
Edit Document Page 4
Copy Document Page &
Move Document Page 6

Manage Case: Move/Copy Document  Page 7
Delete Document Page 8

Document Types & Names Page 9





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.

T —

At-A-Glance
Contact Document Add Program Seq: Select MFIP
Tickler *Program Seq MFIP Seq 1 (Enrolled)
Demographics |+EDS Document Type None Selected EDS Document Type: Select OpproprIOTe ifem
Work Preference| *Select a File Browse...
T e s EDS Document Types for MFIP are:
Next | Cancel | MFIP - Appeals and Complaints
MFIP - Assessments
Add Case Note MFIP - Consent, Release of Information
, MFIP - Correspondence
Troe e Qe MFIP - Court and Legal
Case Note Searc MFIP - Education and Training
MFIP - Financial - Assets, Income
Program/New App MFIP - Financial - Authorizations, Purchase Orders, Payments
Eligibility/Enrollment MFIP - F!nanc!al - Bills, Expenses
. MFIP - Financial - Other
Activity MFIP - Financial - Taxes
TAA MFIP - Idenltity
MFIP - Medical
Plan MFIP - Other
Credential MFIP - Program-Sp:lacific
. . MFIP - Social Security
Reporting Collection MFIP - Veterans

Youth Performance

HEMHEEITE (e Select a File: Click Browse, locate correct

it document that was saved previously
Follow-Up
Case Assignment CIiCk NeXT

Service Model

Add Document
— 5
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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.

At-A-Glance

/|

Contact

Ticklar
Dremegraphics
Work Preferences
MM Works Resume
#dd Case Naote
Case Note Quick
Case Note Search

Pragram/New App

Document Add

*Program Seq
*EDS Document Type
Selacted File

Change Document Type or File |

*Agency
*5taff Associated
*Document Name

User Defined Document Name

MFIP Seq 1 (Enrollad)
MFIP - Azsassments

Referral, Diane Assassment.docx

Ramsey County Workforce Sclutions

IDoheny, Laurie 1

INune Selected

Eligibility/Enrolimany Folder |None Selected T~
— . - — =
Activity Privacy Level All Staff in Only Servicing Agency u
= Send Tickler To None Selected
Can Share with Person

Flan Received Data i |
Cradential Document Date &=
Reporting Collection| Signed Date l— |
Youth Performance | Expiration Date =
Participation Hours | Reason for Collecting |Mone Selected ]
Exit Select/Desalact
Follow-Up User Defined Date 1 =
Case Assignment User Defined Date 2 =

5 User Defined Tag 1
Service Model

User Defined Tag 2
Add D t
( aeumen ~ Show Comments
Document Summary]
™ Show Case Note

MAXIS
Incoming Status Upd _ Ypload Cancel

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: Enfer 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:
Mame Yerification

Other

Verification of Placemeant in Education or Training
Verification of Placement in Employment
Verification of Progress Toward Goals

Yerification of Public Assistance (TANF, SNAPR, S51)

Click Upload
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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

* Hide MFIP Seq 1 - Enrolled

D t N ] EDS Uploaded D t Format|Cmt Action
UsD;rurI?;:fri.nedarE;l:cument Document Dapt‘;a = D::::men ﬁd_/ dOCUI’neI’ﬂ'
o o /W" Click the Document Name link to view
Incoming Status Update ... for Medim‘/«ﬁﬁm 10/16/2018 |10/05/2018 @ Mo Tag=and | the document.
Referral Opinion {Private) 032:00:26 PM |[10/05/2018 Eomments
opy .
|Service | Move User Defined Document Name = the
- Delete .
Support Service name entered when adding the
Assassment MFIP - 10/16/2018 |10/01/2018 @ No Tags and -
m This was entered under Assessments [01:26:52 PM |10/02/2018 Comments dOCUmenT
Tl EsemerE User Defined Doqument ;21.;
LT e ame Delete 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

A 4

Do you want to open or save 100000911_Request for Medical Opinion (DHS-....docx (131 KB) from  from mnworkforceone.com? - C“Ck Open to view the
Open ve |+ Cancel | document.
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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.

~ Hide MFIP Seq 1 - Enrolled
(Document Summary Document Name: EDS Uploaded Document Format|Cmt Action
User Defined Document Document Date Date: Added
Name Type Received
Date
Incoming Status Update | pooooct for Medical MFIP - Medical |10/16/2018 |10/05/2018 B No Tags and Action: Select Tags and Comments
Referral Opinion (Privata) 02:00:26 PM |10/05/2018 gg:}ments TO access The Documenf qus dnd
] Delee Comments panel
nnnark Sancdca | | | | 1 |
/ Click Edit Tags to update, add or
Document Tags and Comments » change items in the document

Diane Referral
Birth Date 06/22 /1980

Program Seq MFIP Seq 1 (Enrolled)

EDS Document Type MFIP - Medical

Agency Ramsey County Waorkforce Solupfons
Staff Associated Lauriz J Doheny

Document Name Request for Medical Opinigh (DHS-2114)
User Defined Document Name

Folder

Privacy Level Private

Can Share with Person

Received Date 10/05/20
Document Date 10/05£018
Signed Date 10/f5/2018

Expiration Date

Reason for Collecting

User Defined Date 1

User Defined Date 2

User Defined Tag 1

User Defined Tag

Uploaded by Laurie J Doheny
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Copy Document

Users with the appropriate privileges may Copy documents:
e From one program sequence to another program sequence within the same person record,

AND

e 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.

BTa) Qoan
(| pocument Summary

Referral

~ Hide MFIP Seq 1 - Enrolled

Document Name: EDS Uploaded Document Format|Cmt
User Defined Document |Document Date Date: Added
DHS-1x Name Type Received
MAXIS Date
Incoming Status Update | | Landlord Statement MFIP - Other [10/17/2018 |10/08/2018 @ No
09:23:50 AM [10/08/2018

Action

Tags and
Comments
Copy
Move
Delete

Action: Select Copy to access the
Document Copy panel

/

Document Copy

Diane Referral

Birth Date 06/22/1980

Source Person Name
Source Program Seq
Source Document Name

—

Diane Referral
MFIP Seq 2
Landlord Statement

Record ID 100000911
MAXIS Case 10617174

*Target Program Seq

*EDS Document Type
*Document Name
*Folder

*Reason for Copy

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)

Spell Check

Copy ¥| Cancel

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

Target Program Seq*: Select the
correct name & program seq.

*If there is a 2@ parent attached to
this person’s record, their name will
appear also.

Click Copy to complete the copy
process
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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.

Documen

¥ Hide MFIP Seq 1 - Enrolled

( Document Summary Document Name: EDS Uploaded Document Format|cmt Action
User Defined Document |Document Date Date: Added
Name Type Received
s i Action: Select Move th
Incoming Status Update | Landlord Statement MFIP - Other |10/17/2018 |[10/08/2018 @ No Tags and crion: selec Oove 10 access €
Referral 09:23:50 AM [10/08/2018 ggpmvments Documeni Move ponel

/ Delete

/

/{ecord ID 100000911

MAXIS Case 10617174

Document Move

Diane Referral
Birth Date 06,/22/1980

Source Person Name
Source Program Seq
Source Document Name

*Target Program Seq
*EDS Document Type
*Document Name

Diane Referral

MFIP 5eq 1
Request for Medical Opinion (DHS-2114)

|None Selected

ISeIect Target Program Sequence to populate
|Se|ect Document Type to papulate

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

Target Program Seq*: Select the correct
name & program seq.

Folder |Se|ect Target Program Sequence to populate *OpTions fOI’ ThIS documen’r are:

Diane Referral, Adult Seq 1 (Elig, Mot Enrolled)
Diane Referral, Placement Retention Unit-2013 Seq 5 (Exited)
Diane Referral, Placement Retention Unit-2013 Seq 4 (Exited)
Diane Referral, Placement Retention Unit-2013 Seq 3 (Exited)
Diane Referral, MISP 2013-2015 Seq 1 (Exited)

*Reason for Move

Spell Check |
Click Move to complete the move process

M—cdncel I |
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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.

Home Search My Tasks

Recent Work Manage Case

EDS Document Move/Copy

EDS Document Copy or Move Mass Case Reassign

Source Record ID Diane Referral, Record ID 100000911

*Target Program Seq IMFIP Seq 3 (Enrol\ed].

Ronald Referral, Record ID 10023011
MFIP Seq 3 (Enrolled)|w|

Mass Participation

TANF Youth Expenditures

*Source Program Seq
Target Record ID

*Target Program Seq  «rarget program Seq

Next |

Change Record ID

Manage Proi

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 fo
which the document is being moved/copied. This
could be the same person or a different person.

\

Click Next

EDSbocument Copy or Move
Source Record ID Diane Referral, Record 1D 100000911 .
Source Program Sea  \VFIP Seq 3 (Enrolled) This is 2—poren’r
Target Record ID Ronald Referral, Record ID 10023011 household.
Target Program Seq  MFIP Seq 3 (Enrolled) Acti Sel tC M tt
/ ction: >elecC Oopy or Miove next 10
R ¥ | the correct document to access the
Document Name: EDS Document Type Folder Uploaded Date Action next pOnel which rGQUireS a Reason
User Defined Document Name for The co or move
Receipts ‘MFIP - Financial - Bills, Expenses Support Services and Financial|09/27/2018 11:31:59 AM (Copy py :
Move
Rights and Responsibilities ‘MFIP - Consent, Release of Information| Communication and Notes ‘DQ;’Z?}’ZDlS 11:31:14 AM quw
ove

EDS Document Copy or Move

Source Record ID Diane Referral, Record ID 100000911
*Source Program Seq |MFIP Seq 1 (Enrolled) ||
Target Record ID Diane Referral, Record ID 100000911

*Target Program Seq |Adult Seq 1 (Elig, Not Enrolled)

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

Please correct the following: —~——__| | person’s MFIP program sequence to a person’s
* Same program needs to be selected for the Source and Target Program Seq. R AdUH progrOm Sequence.
7
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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.

eos |

* Hide MFIP Seq 1 - Enrolled

Add D
( Document Summary Document Name: EDS Uploaded Document Format|Cmt Action
User Defined Document |Document Date Date: Added
Name Type Received
MAXIS Date
Incoming Status Update | Landlord Statement MFIP - Other |10/17/2018 |10/08/2018 @ No Tags and
09:23:50 AM |10/08/2018 Comments
Referral Copy
[ Delete

Action: Select Delete next to the correct
document to access the Document

———

Delete panel

p—

This action will permanently remove this document and cannot be undone. If you need to preserve this
document to use elsewhere, then you may nead to save the document before completing this action. Are
you sure you want to permanently delete this document?

Document Delete

Deletion Reason: Select appropriate item

Deletion Reasons are:
Duplicate Document

*Deletion Reason

None Selected

If Other, what is the reason?

Spell Check |
Yes Mo |

Scanning Error
Wrong Person
Other

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
MFIP - Appeals and Complaints

MEFIP - Assessments

MFIP - Consent, Release of
Information

MFIP - Correspondence

MFIP - Court and Legal

Document Name

Appeal

Sanction Document

Verification of Good Cause

Assessment

Career Assessment

Interest Assessment or Inventory

Job Search Readiness Checklist

Personality Assessment or Inventory

Reading, Math Assessment

Skills Assessment or Inventory

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 Nofice

Equal Opportunity (EO), How We Use Your Personal
Information

Overview Document

Rights and Responsibilities

E-mail

Letter

Non-Compliance Letter or Failure to Comply Nofice

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
MEFIP - Education and Training

MFIP - Employment

Document Name

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

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

10
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Document Types and Document Names continued:

EDS Document Type
MFIP - Financial - Assets, Income

MFIP - Financial - Authorizations,
Purchase Orders, Payments

MFIP - Financial - Bills, Expenses

MFIP - Financial - Other
MEFIP - Financial - Taxes
MFIP - Identity

Document Name

Car Title

Direct Deposit Form

Title or Deed Paper

Authorization

Purchase Order

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

Receipfts

Transportation Support Request

Obligation Form

W-4 Form

Birth Certificate

Driver's License

Immigration and Naturalization Document

Permanent Resident Card

State ID

11
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Document Types and Document Names continued:

EDS Document Type
MFIP - Medical

MFIP - Other

MFIP - Program-Specific

MFIP - Social Security
MFIP - Veterans

Document Name

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

Battered Women's Shelter Statement

Landlord Statement

Case Transfer Checklist

DWP/MEFIP 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

Intfake

Referral

Sanction Policy Case Review

Uncompensated Work Experience

Volunteer Transportation Referral Form

Social Security Administration (SSA) Letter

DD-214 Form

12
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Workforce One )
Exit User Guide
MFIP .
July 2019

An Exit should be completed for participants that are
no longer received MFIP benefits in Ramsey County.

A general rule is to keep the WFI1 record open for 2 months after MFIP
closes. If the case is closed in MAXIS and active in WFT, 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 Page 1
Reopen Exited Program Sequence Page 4

Exit Reason Definitions 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.

Exit Summary

At-A-Glance

Contact Heidi Newberg Record ID 202013603
Birth Date 06/22/1980 MAXIS Case 135626591

Tickler

Demographics

* Show MJSP Low Income Worker Training Program Seq 2 - Enrolled
Work Preferences

MN Works Resume g, Fide MFIP Seq 1 - Enrolled NOTE: there may be other programs open,
Case Note SO be sure you are Exiting the correct

Add Case Note Activity(ies) to Be Closed Funding Stream Start Date Staff: Agency Staff Role
c Not ick Other (10ACC) MFIP State-wide 03/29/2018 |Laurie J Doheny Primary Staff progrom

ase Note Quic WF Solutions
Case Note Search Job Search MFIP State-wide 03/29/2018 t\?;r;elJtpoheny Primary Staff Click Exit Program Sequence from within

_ olutions . .
Program/New App Local Flag (PFSS) MFIP State-wide 03/29/2018 |Laurie ] Doheny whary Staff The MFIP ponel Ond The eXIT ponel WI”
WF Solution a ear
Eligibility/Enrollment . , , PP
. Trng/Educ 13+ Mo MFIP State-wide 03/29/2018 |L Doheny Primary Staff

Activity F Solutions
TAA . All activities that are still open will close
& Funding Stream |End Date

an I

MFIP State-wide | once the exitis completed

Credential
Reporting Collection Exit Program Sequence

Youth Performance

rticipation Hours
* Hide Adult Seq 1 - Eligible, Not Enrolled

P~ N

Exit
Follow-Up Close Profjram Sequence |
Case Assignment
v
MFIP Exit

Heidi Newberg Primary Exit Reason - Select appropriate reason

Birth Date 06/22/1980 .
— Options are:

Program Seq 1 60 Months/Not Extended
Agency: Location Ramsey County Workforce S Agn'linisltrati'«'e Separation No Longer in Household
Enrollment Date 01/07/2019 E;?I%ﬂ:lgegiI[e)II{LII-?R'I::eL?nRecertiﬂcation} g;:i;ign,{cmsed
Entered by Laurie 1 Doheny Moved from County SSI/RSDI
Moved from State Unsubsidized Employment
*Primary Exit Reason |I\Icne Selected R No Eligible Child Voluntary Separation

* Next Cancel | 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.

At-A-Glance
Contact

Tickler
Demographics
Work: Preferences

MN Works Resume

Case Note
Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrcliment
Activity

TAA

Plan

Credential

Reporting Collection
Youth Performance

icipation Hours
Exit
5] -Up

Case Assignment

VN

Service Madel

Add Document
Document Summary
MAXIS

Incoming Status Update

Referral
Service
Support Service
Assessment
DHS Assessment
Reading/Math Test

FormfLetterfSchedule

MFIP Exit

Heidi Newberg
Birth Date 06/22/19380

Program Seq 1
Agency: Location Ramsey County Warkforce Solutions: North St. Paul
Enrollment Date 01/07/2019

Entered by Lawrie J Doheny

*Primary Exit Reason

Change Exit Reason |

*Exit Date i)
None Selected

None Selectad .
None Selected .

Unsubsidized Employment

Labor Force Status

*Child Care Provided

*Transp Provided

T Hide Activities

Activity: Subtype |5tarl Date =Completion Result
Assessmeant |01._-"14.-"201.9 IND"E Selected .
Trng/Educ up 12 Mo |02_-"13.-"201.9 INC‘"E Selected .

~ Hide Service Models
Service Model |Start Date |Em:| Date
Pra-Extension | 01/07/2019 | =

~ Hide Placement Information

*Select Employer IAdd MNew Employer.

=

~ Show Case Note
M Remave from caseload

Save Final Exit Sawe Exit as Pending I Cancel

Record ID 202012603
MAXIS Case 135626591

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:
e 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.

= H@e Placement Information >

Employer 1

Delete Placement

*Empr Name

Waorksite

Empr Contact

Empr E-mail

|
|
|
|
Address1 |
|
|
I

Clear NAICS code fer new search.

Search/Validate NAICS I

Clear O*NET code for new search.
Search/\Validate O*NET

Employer Industry [NAICS)

Occupational Title (O*NET)

Address2?
City *State [mn [~ zip|
*County Mone Selectad |1| Country lUnited States
Phone Ext. Phone Type If other, please specify: TTY Video
| | INone Selected | O O

Job Title |
*lob Sector
*Job Start Date L
*Hourly Wage $ ’7
*Hours per Week ’—
Employment Level
Select Second

Employer
MNext

¥ Remove from caseload

Sawve Final Exit Sawve Exit as Pending Cancel

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.

Program Summary

At-A-Glance
Contact Heidi Newberg

Birth Date 06/22/1980
Tickler

Demographics
Add Mew Application |

Work Preferences

MN Works Resums * Hid€ MFIP Seq 1 - Exited

Add Case Note
Laurie 1 Deheny (Primary 01/07/2019-02/28/2019)

Case Mote Quick

Case Mote Search Funding Stream

MFIP State-wide

Program/MNew App
Service Model

Eligibility/Enrollment Pre-Extension

MAXIS Case 135626591

Staff |Agen:y: Location
|WF Solutions: Nerth St. Paul

Record ID 2020132603

Click Reopen Program Sequence from the correct
MFIP program sequence

The Confirmation shown below will appear

Click Yes and the program sequence will reopen

Activity
Taa Exit Date 02f28/2019 Exit on  Mowved from County
Plan .
Reopen Program Seguen Prog/Seq Edit
Credential ‘ |

Confirmation

This action will remove this Exit and any Follow-ups. Are
you sure you want to permanently remove this Exit and
FReocpen this Program Seguenca?

Yes il
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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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Workforce One

NOITS User Guide
MFIP
July 2019

The Notice of Intent to Sanction (NOITS) is used to
communicate specific requirements to the participant

MFIP NOITS Summary Page 1
Add MFIP NOITS Page 2

Print NOITS Page 4





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.

At-&-Glance

Contact

Tickler

Demographics

Work Preferences

MM Works Resume
Case Note

Add Case Note
Case Note Quick

Case Note Search

Program/New App
Eligibility/Enrollment
Activity

Plan

Add Document

Document Summary

MAKXIS
Incoming Status Update

Referral

Support Service
Assessment

DHS Assessment

Reading/Math Test
Form/ Letter/Schedule

Appointment

Sessign

MFIP NOITS Summary

Evelyn Newberg
Birth Date 06/22/1980

* Hide MFIP NOITS

No MFIP NOITS found.

Record ID 202012600
MAXIS Case 135626588

Add MFIP NOITS | <=

page 2 will appear.

I Click Add MFIP NOITS and the panel shown on
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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".

MNotice of Intent to Sanction (NOITS)

Evelyn Newbearg
Birth Date 06,22 /1980

Attend the overview on:

Record ID 202012600
MAXIS Case 135626588

(C_If you do not act, Pour MFIP grant will be reduced or closed because you did not:

@

Meet with your job counselorfcase manager on:

I

Develop an employment plan on:

Meet your school requirements:

rdd

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 |etter.

Do the activities in your plan:

Accept the following suitable employment:

Continue working at suitable employment:

Employer:

Quit Date: =
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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.

Act nowDTo stop a sanction:

Call your job counselor/case manager before: =
Meet with your job counselor/case manager on: =
Other actions - Complete by: i)

Additional information for case note:

Spell Check

Sawe and Print NOITS I Cancel |

Upon saving the completed form, the system automatically

creates a Case Note, as shown below.

Case Note Search

Evelyn Newbarg
Birth Date 06/22/1980

” Show Search Criteria

~ Hide Search Results

Print | Event Subject Line

Date

By

Entered

O |03,I"2G_n"2019| NOITS Printed | Myself

Record ID 2020132600
MAXIS Case 135626588

show O 25 O 100 O 200 ® 500
Displaying 1 o 2 of 2

Status Mass |Action
Case

Note

|C|osed |No |

This is the bottom section of the NOITS letter -
at least one entry must be made in this
section, in addition fo 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.

mm Launch

Open POF |‘ B=eK to MrIP NOITS/SNAP ET Failure to Comply Summary

o T e @&

Minnesota Department of Human Services
MFIP Notice of Intent to Sanction

MAXIS
Case: 135626588
Date: 03/26/2019
Evelyn Newberg
1234 Evelyn Street
St. Paul, MN 55101
Job Counselor! Phone: (651) 770-4473 {Primary}
Case Manager: Laurie J Doheny Agency: Ramsey County Workforee

Sclutions

Important reminder! This is the only notice you will receive regarding this sanction.

You are getting this notice because you have not done what you need to do for Minnesota Family
Investment Program (MFIP) Employment Services. If you do not act soon your grant will go down
by 10% or more in the first month. Your grant could be further reduced in the following months.
Your grant may be closed depending on how many months you have been sanctioned in the past.
If your MFIP case has been open for maore than 80 months, the agency may close your grant
permanently.

If you think you have a “good cause” reason for not doing the activities in your employment pla

job counseloricase manager will not seng., more notices informingsetof your right to a

conciliation conference or f3i

If you do not act, your MFIP grant will b ced or closed because you did not:

Meet with your job counselor/c nager on 03/11/2019.
Failed to attend appoi an: 2M11/2018 at 10:00am and 3/11/19 at 2:00pm

Act now! To stop a sanction:

Call your job counselor/case manager before 04/05/2015.

If you are unable to attend meeting on 04/10/19 at 10:00am, call Laurie by 04/05/19 to reschedule.
Meet with your job counseloricase manager on 04/10/2019.

Attend appointment with Laurie on 04/10/19 at 10:00am fo avoid sancfion.

Click Open PDF to print the NOITS letter I

Click the arrow to move from page to page to
view the NOITS information

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
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PRINT NOITS continued:

The information shown below is a confinuation of the NOITS Print Launch panel.

Your Right to Dispute Resolution

If you disagree with your job counseloricase manager, there are two ways fo seftle the
disagreement:

Conciliation - an informal meeting where you and your job counselor/case manager try to reach
3 mutual agreement about how to settle the disagreement. The job counseloricase manager's
supervisor must review the outcome of this meating.

Fair Hearing - a legal process where a Human Services judge setiles the disagreement.
You can reguest a MFIP conciliation conference when:

You have a disagreement over the contents or meaning of your plan.

our job counselor/case manager sends you this MFIP Notice of Intent to Sanction.

¥ou can reguest a fair hearing when:

You believe the action of the agency or county adversely affects you.

You do not reach agreement with your job counselor/case manager in the MFIP conciliation
conference.

A job counselorfcase manager sends you a MFIP Notice of Intent to Sanction and you do not
want a MFIP conciliation conference.

The county sends you a Motice of Adverse Action.

How to Request Dispute Resolution
Conciliation:

You can request a MFIP conciliation conference from the employment services agency by phone,
in writing or in person.

You must make your request within 10 days of the date on this Notice of Intent to Sanction
If you call, you still must send a written request.
Fair Hearing:

Fage 1 of pd

5 =3 oo [v] e %

You can request a fair hearing if you get a Notice of Intent to Sanction or a Notice of Adverse
Action.

You must mail a written request within 30 days of getting the notice. If you have good cause and
cannot send the request in 30 days, you may have 30 days to submit it.

‘Write the county agency, or write the State Appeals Office at the Minnesota Depariment of
Human Services, PO Box §4341, 5t Paul, MN 55164-0041.

You have the right to bring an attorney to a fair hearing. You may be able to get legal advice or
help with an appeal from your local legal aid office. To contact your local legal aid office call:

Hennepin ... (B12) 334-5970
RAMSEY ..o ..{B51) 222-4731
All other Minnesota counties .. ...{888) 354-5522

Page 2 of 2
<

Back to MFIP NOITS/SNAP ET Failure to Comply Summary
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Workforce One
Outgoing Status Update User Guide
MFIP
July 2019

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
Page
Page
Page

Page

)

(o ,‘//L«:

\ W}
SR>
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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.

General
At-A-Glance
Contact
Tickler
Demographics
Work Preferences
MM Waorks Resume

Case Note

Add Case Mot
Case Note Quick
Case MNote Search

Praogramy/New App
Eligibility,/Enrallment
Activity

Flan

Cradentizl

Youth Performance
Participation Hours
Exit

Follow-Up

Case Assignment
Service Model
[E
Add Document

Document Summary

MAXIS

Incoming Status Update
Fefarral
Service
Support Service
Assessment
DHE Assessment
Reading/Math Test
Appointment
Session

:)g
i

Outgoing Status Update

Outgoing Status Update Summary

Evelyn Newberg
Birth Date 06/22 /1980

Record ID 202012600
MAMIS Case 135026588

ck Add Outgoing Status Update and the

panel shown will appear.

Status Update _ Status Update Type Program: Staff: Agency
Create Date Seq Cli
03/15/2019 Other Changes MFIP: 1 Laurie 1 Doheny
WF Sclutions
Add Outgoing Status Update |
Dutgoing Status Update Form
Evelyn Newberg
Birth Date 06/22/1980
=Program: Seq MFIP Seqg 1
Status Change |N<:| changs
Select/Desalact
Sanction Action Mo changs .
Child Care Action No change
Mext Cancel

Status Change - Select appropriate item(s)
Options are:

No Change

Case Transfer (Teen)
Education/Training
Employment

EMPS Status

Extension Status

Family Stabilization Services (FSS)
Family Violence
Name/Address/Phone

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
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ADD OUTGOING STATUS UPDATE: Status Change

The following appears for all Status Changes.

— e Recipient = Assigned Financial Worker
*Recipient Ramssy County Mfip NOTE: the assigned Financial Worker or a default name
Agency | may appear; however, you may change the name if

Phone (651) 266-4444 necessary
Fax

Add Another Recipient I

Add Another Recipient - Select to enter a 2nd
recipient’s information

One, or several, of the following panels will appear depending on the Status Change(s) selected,
as indicated on page 1.

*Transfer Type INone Selected Iil
Explain
Save and Print Qutgoing Status Update | Cancel I
Education/Training
*Effective Date B
End Date |
*Explain
All items with a red asterisk (*) are required
Save and Print Qutgoing Status Update Cancel I . ope
when completing the specific Status Change
Employment . . .
o = Click Save and PI"II’]T Outgoing Status
+Employment Change Tome Selected Update, once all items have been entered
Explain
The panel shown on page 6 will appear
Subsidized Type INone Salected
End Date I ]|
Save and Print Qutgoing Status Update | Cancel I
Employment Services/Service Track
*Effective Date =
Current EMPS Code Not Exempt
*New EMPS Code INDI‘IE Salected
Save and Print Qutgoing Status Update | Cancel
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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.

Extension status

*Effective Date I =
*Extension Status INone Selacted
Current Extension Reason INo Ext Identifizd
*MNew Extension Reason INone Selected
Save and Print Qutgoing Status Update I Cancel |

Family Stabilization Services (FSS)

*FSS Status INone SElected.
*Effective Date I =
Save and Print Qutgoing Status Update | Cancel I

Family Violence Waiver granted

*Effective Date I ]
End Date I =
Save and Print Qutgoing Status Update | Cancel |

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 é will appear

For name,/address/phone, update contact information on WF1 Contact page, then complete
status update form.

MName Evelyn Mewbarg
Address 1234 Evelyn Strest
St. Paul Minnesota 55101
Phone £51-555-1255 Home
*Effective Date I =
Save and Print Qutgoing Status Update | Cancel |

Dther changes
*Effective Date
End Date

*Explain

Save and Print Outgoing Status Update | Cancel |

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:

At-A-Glance
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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
*Compliance Date

*Cure Sanction Reason

ﬁ

MNone Selacted

Save and Print Qutgoing Status Update Cancel |

Impose
*Non-Compliance Date

*Sanction Reason

Save and Print Qutgoing Status Update

L

None Selacted

Cancel |

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

Postpone

*Conciliation fFair Hearing Date I =

*Reason

Save and Print Outgoing Status Update |

Cancel |
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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

*Effective Date =

Provider Care Reasons

[Jchange in employment hours/work schedule

O change in hours required for other activities in the employment plan

ONe lenger on MFIP
[ other changes

Explain

All items with a red asterisk (*) are required

Save and Print Outgoing Status Update Cancel

when completing the specific Child Care Action

Click Save and Print Outgoing Status Update,

New Provider

New Provider

*Effective Date =

once dall items have been entered

*Provider Name

The panel shown on page 6 will appear

Address1

Address2

|
|
|
City |

Provider Phone

Save and Print Qutgoing Status Update | Cancel |

State |MN

Zip |

Terminate Provider

Terminate Child Care

*Effective Date I =

*Explain

Save and Print OQutgoing Status Update | Cancel |
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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.

Outgoing Status Update Form

Evelyn Newberg Record ID 202013600
Birth Date 06,/22/1980 MAXIS Case 135626538
*Program: Seq MFIP Seq 1
Status Change Mo change
Sanction Action Impose
Child Care Action Mo change

Change Options I

*Recpient Click Save and Print Outgoing Status Update
Agency and the panel shown will appear

Phone

Fax

Add Another Recipient I

* Show Sanction Action

™ Show Comments

Spell Check

Save and Print Qutgoing Status Update I Cancel

\

Print Launch

< Open PDF I Back to Outgoing Status Update Summary I
N —

2 @ Click Open PDF and then save the PDF

Send the PDF to the Financial Worker
ducT— |

DWP/MFIP Status Update Form Date 03452048
To: FWlW#1 From: Laurie J Doheny
FAS Ramsey County Warkforce Solutions
Phone  (551) 555-1234 Fax Phone (B51) TT0-4473 Fax
{Prmary)

Re: Evelyn Newb: case
& EvEm *®  Number 135626588

1234 Evehn Strest Fall 35626588
St Paul MN 55101
Phone (251) E55-1255 (Home) AL

Phong

Purpose: Use this form to notify VWP or MFIP financial workers, Employment Services, Child Care stafifproviders and other staff of
chanpes in ststus sfizcting the participant.
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Workforce One heio)
Participation Hours User Guide C&(}ﬁ
§ LA
MFIP ’
July 2019

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 keptin each participant's case file or EDS.

Add New Month Page 1
Edif Page 3

Mass Participation Page 4





ADD NEW MONTH

To Add New Month:

Click on Participation Hours found on the left navigation panel.

EE

Participation Hours Summary

At-A-Glance
Heidi Newberg
Contact .
ontac Birth Date 06/22/1980
Tickler

Demographics

e * Hide MFIP Seq 1 - Enrolled

MM Works Resume No participation hours exist for this program sequence.
cosemore

Add Case Note
Case Mote Quick

Add MNew Month

Case Note Search
lcoses |
Program/New App
Eligibility/Enrollment
Activity

TAA

Plan

Credential

Reporting Collection
Youth Performance

( Participation Hours

Record ID 202013603
MAXIS Case 135626591

Click Add New Month and the panel shown
below will appear

v
MFIP Participation Hours Add

Heidi Newberg
Birth Date 06/22/1980

*Month/Year

February 2019

January 2019
MNext I Cancel | a

Select the appropriate Month/Year

NOTE: The current month plus the
previous 2 months will appear.
On April Tst, January will no longer
appear and April will appear.

Click Next

The panel shown on the next page 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.

MFIP Participation Hours Add
Heidi Newberg Record ID 202013603
Birth Date D6/22/1980 MAXIS Case 135626591
Month/Year January 2019
Entered by Laurie 1 Doheny  Last Updated by
Plan Type Employment Plan
Plan Start Date 01/14/2019 Hours Per Week on Plan 40
Youngest Child's Birth Date Age on 1st day of month
Activity Type |Start Date/ [01/01 01/06 01/13 01/20 01/27 Monthly
End Date Totals
Assessment 01/14/2019 - Reg | Reg Reg
Open Hol | Hol Hol I_
ExC I_ Exc Exc I_
Totals Reg 0O Reg 0O Reg 0O 0
Hol 0O Hol 0O Hol 0O 0
Exc 0 Exc 0 Exc 0 0
Weekly Totals 0 ol ol o

Reg - enter the number of regular participation hours

Calculate Totals completed during the associated time period

MAXIS Work Hours 0 Hol — enter the number of holiday hours during the
Monthly Grand Total 0 associated time period

Exc — enter the number of excused hours during the
Case Note 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
Spell Check | . . X
the income month and processing month to the benefit
month for display of MAXIS Work Hours on this panel.

Save and Return to Participation Hours Summary Cancel
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EDIT

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

Participation Hours Summary

At-A-Glance

Contact Heidi Newberg Record ID 2020132603
Birth Date 06/22/1980 MAXIS Case 135626591

Tickler

Demographics
¥ Hide MFIP Seq 1 - Enrolled
Work Preferences a
| Action

MN Works Resume Month/Year |Wk1 |Wk2|wk3|Wk4|wWk5| Wk6 | Total Hrs |Last Updated
|Edit

e | | | o |

2 | Laurie J Doheny

Add Case Note
Add Mew Month |

Case Note Quick

Case Note Search

Program/Mew App

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

Eligibility/Enrollment
Activi . . . N
B MFIP Participation Hours Edit
TAA -
Heidi Newberg Record ID 202013603
Plan Birth Date 06/22/1980 MAXIS Case 135626591
Credential Month/Year January 2019
Reporting Collection Entered by Laurie J Doheny  Last Updated by Laurie J Doheny
Youth AR Plan Type Employment Plan
. i Plan Start Date 01/14/2019 Hours Per Week on Plan 40
( Participation Hours .
Youngest Child's Birth Date Age on 1st day of month
Activity Type |Start Date/ 01/01 01/06 01/13 01/20 01/27 Monthly
End Date Totals
Assessment  [01/14/2019 - Reg[ 1 Reo|[ 1 Reg[ | 2
Open Hol | Hol Hol I_
Exc l_ Exc Exc l_
Totals Reg 1 Reg 1 Reg 0O 2
Hol 0 Hol 0 Hol 0 0
Exc 0O Exc 0 Exc 0 0
Weekly Totals 1 1 0 2
Calculate Totals |
MAXIS Work Hours 0
Monthly Grand Total 2
Case Note
|
Spell Check |
Save and Return to Participation Hours Summary Cancel
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MASS PARTICIPATION

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

| Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

DS Document Move/Copy

Mass Case Reassign
Mass Participation ——
TANF Youth Expenditures

Program Name = MFIP

Month/Year - Select appropriate Month/Year

Mass Participation Hours Search

 Hide Search Criteria

Staff Assigned = Select Staff Name

*Agency Name Ramsey County Workforce Solutions

ot frear First Letter of Last Name - Select a specific letter to

reduce the number of results

Staff Assigned Doheny, Laurie J
First Letter of Last Name ’7

_Run Search | Click Run Search for the specific records to appear
* Hide Search Results
show O 25 O 100 O 200 @ 500
Displaying 1 to 4 of 4
Name « Week 1 Week 2 Week 3 Week 4 Week 5 Monthly Record 1D Action
01/01 01/06 01/13 01/20 01/27 Total
Gooduwitch, Glinda M |Tn Do |To Do |TD Do |TD Do ‘Tn Do ‘u ‘100001419 |Edil
Newberg, Heidi | | B B [0 Do |2 202013503 | dit
MNewberg, Ida | | |To Do |Tu Do ‘To Do ‘U ‘202013599 |Edit
Referral, Diane |Ta Do |Tc Do |To Do |To Do ‘To Do ‘U ‘100000911 |Edit

Select Edit and the panel shown

MNew Search Refine Search i . .
MFIP Participation Hours Edit .
: _ will appear
Glinda M Goodwitch Record ID 100001419
Birth Date 06/22/1980 MAXIS Case 10617170
Month/Year January 2015 Enter Reg, Hol and/or Exc Hours, as
Entered by Laurie 1 Doheny Last Updated by indico‘l‘ed on poge 2
Plan Type
Plan Start Date Hours Per Week on Plan .
Youngest Child’s Birth Date Age on 1st day of month CIICk Sove Ond ReTUI’n TO
Participation Hours Search
Activity Type |Start Date/ |01/01 01/06 01/13 01/20 01/27 Monthly
End Date Totals
Job Search  |03/24/2014 -|Reg[ | [Reg[”  |Reg Reg Reg [ | 0
Open Hol I_ Hol ’_ Hol Hol Hol ’_
Exc l_ Exc ,_ Exc Exc I_ Exc ’_
Job Skills Trng |07/01/2016 -|Reg Reg |_ Reg Reg Reg 0
Empl (WFSTN) |Open Hol Hol [ Hol Hol Hol
EXC Exc [ |Exc Exc Exc [ |
Totals Reg O Reg 0O Reg 0 Reg 0 Reg 0 0
Hol 0 Hol 0O Hol 0 Hol 0O Hol 0 0
Exc 0 Exc 0 Exc 0 Exc 0 Exc 0 0
Weekly Totals 1] 0 0 0 0 0
Calculate Totals
MAXIS Work Hours 0
Monthly Grand Total 0
Save and Return to Mass Participation Hours Search Cancel
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Workforce One A
Plan User Guide
MFIP
July 2019
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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 Page 1

Copy Plan Page 4





ADD PLAN

To create a Plan:

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

At-A-Glance

Contact

Tickler

Demographics

Work Preferences

MN Weorks Resume
Case Note

Add Case Note

Case Note Quick

Case Mote Search

Program/New App
Eligibility/Enrollment
Activity

TAA

Plan Summary

Heidi Newberg
Birth Date 06,/22/1980

* Hide MFIP Seq 1 - Enrolled

No plans found.

Add Plan | <=

Record ID 202013603
MAXIS Case 135626591

Click the Plan link

Click Add Plan

The panel shown below will appear

Heidi Newberg
Birth Date 06/22/1980

Save and Continue

MFIP Employment Plan

Record ID 202013603
MAXIS Case 135626591

Program Seq 1
Agency: Location Ramsey County Workforce Solutions: North St. Paul
Entered by Laurie 1 Doheny
Staff Assigned Laurie 1 Doheny
*TANF Months Duration MNone Selected
*Plan Type Select TANF Months Duration to populate.
*Plan Mode None Selected|w]

All items marked with an asterisk* are required -
select the appropriate item for each

Click Save and Confinue 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.

MFIP Employment Plan

Heidi Newberg

Birth Date 06/22/1980
Program Seq
Agency: Location
Entered by
Staff Assigned

*TANF Months Duration
*plan Type
Plan Mode

*Family Violence
Second Parent Name
Youngest Child's 6th Birthday

*Goals

Record ID 202013603
MAXIS Case 135626591
1
Ramsey County Waorkforce Solutions: Morth St. Paul
Lzurie J Doheny

Lzurie J Dohany

|Pre-60 Months [v]
IEranoyrnent Plan M

Online

|Mane Selected

Spell Check

*Strengths

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:

Spell Check

™ Hide Plan Sections

Mo plan sections added.

*Add Section

T Show Case Note

Plan Status
*Review Date
*Participate in the activities for
*Turn in completed activity log

If other, please specify

Save and Activate I

Save as Pending |

INI}I‘IE Selected . Add Section I

™ Show Comments for Printed Plan

Panding
02/14/2020 =

Mone Sealactad .

hours [ week

“EP Effective Date (Signed Date) =

*Rights & Responsibilities Signed O Yes OMo Responsibilities, Rights and Consent Form

Wiew/Print | Delete Pending Plan I

Child Behavior

Child Cara

Child Protection
|child Support

Education

Employment

Financial

H=alth: Chemical

Haalth: Mental

Health: Physical
Housing

Job S=arch

L=gal

Other

Rehab Services
Safety

Transportation
Uncompensatad Work

Review Date: Identifies the date on which the Plan needs o be reviewed. A
fickler 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 acfivifies designed to
meet the goals set in the Plan.

Turn in completed activity log: Indicates the frequency that the person must
furn in verifications or logs related fo activifies 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.

Plan Summary

Heidi Newberg
Birth Date 0622 /1980

¥ Hide MFIP Seq 1 - Enrolled

Record ID 202013603
MAXIS Case 135626591

Click Edit to complete the Plan
Click Delete to remove a Pending Plan

The panel shown below will appear

Plan Type: Mode Plan Status EP Effective Date: |[Staff: Agency Action
End Date
Employment Plan < Pending ) Laurie J Doheny Edit Delete
Online WF Solutions
1]
*TANF Months Duration Pre-&0 Maonths
*Plan Type IEmponment 2lan M
Plan Mode Online
*Family Violence |Family Violence Discussed; No Viclence Present

Second Parent Name

Youngest Child's 6th Birthday =
*Goals
Gozls are entered in this area.
*Strengths
|Strengths are anterad in this area.
* Hide Plan Sections
Plan Section |Review |Actior|
Education |Compl ete |Edit Delete
Job Search |Comp|ete |E:|it Move up Delate

*Add Section

INune Selectad . Add Section |

T Show Comments for Printed Plan

~ Show Case Note

Plan Status
*Review Date
*Participate in the activities for
*Turn in completed activity log
If other, please specify
*EP Effective Date (Signed Date)

Pending

=
40
Weaekly [™]

hours fweek

*Rights & Responsibilities Signed O ves ONo Responsibilities, Rights and Consent Form

Save and Activate I Save as Pending | Vievs/Print I

Cancel

Delete Pending Plan

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.

Plan Summary

Ar-A-Glance

Contact Heidi Newberg Record ID 202013603
Birth Date 06/22/1980 MAXIS Case 135626591

Ticklar

Demographics
* Hide MFIP Seq 1 - Enrolled

Waork Preferences
MM Works Resume Plan Type: Mode Plan Status E:dEg:;::ive Date: ‘Staff: Agency Action Click Copy -I-O moke a COpy Of The qun
Employmant Plan Active 01/14/2019 Laurie J Doheny Copy Ond The pOnel ShOWﬂ belOW Wl” OppeOr
Add Case Not= Online WF Solutions
Case Note Quick .
Caee ot Search dd oo or Click Add Plan to create a new plan
|
*TANF Months Duration Pre-60 Manths |i|
*Plan Type Employment Plan M
Plan Mode Online
*Family Viclence Family Viclence Discussed: Mo Viclence Present
Second Parent Mame
Youngest Child's 6th Birthday =
*Goals
|G|}a|5 are entered in this area.
*Strengths
|Strengths are enterad in this area.
~ Hide Plan Sections
N i Inet Edit any items, add or delefte any Plan
Education |complete |edit Delete Sections, and complete any required
Job Search |Comp|ete |Edit Move up Delete H‘ems

*Add Saction INnne Selectad . Add Section | . .
Click Save and Activate

™ Show Comments for Printed Plan

™ Show Case Note

Plan Status Pending
*Review Date 2
*Participate in the activities for a0 hours/week
*Turn in completed activity log Waekly

If other, please specify |

*EP Effective Date (Signed Date) i |

*Rights & Responsibilities Signed O ¥es OMNo Responsibilities, Rights and Consent Form

Save and Activate I Save as Pending | View/Print I Cancel Delete Pending Flan
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A Service Model is used to track specific
items in WF1 for reporting purposes.
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Delete Page 3
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ADD SERVICE MODEL

To add a Service Model,

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

Service Model Assignment

At-A-Glance

Contact Evelyn Newberg Record ID 202013600
Birth Date 06/22/1980 MAXIS Case 135626538

Tickler

Demographics

* Hide MFIP Seq 1 - Enrolled
Work Preferences a
MM Works Resume No Service Models found.

Case Note

Add Case Note Add Service Model Click Add Service Model

Case Note Quick The panel shown will appear.
Case Mote Search

Program/New App
Eligibility/Enrollment

Activity
TAA : : .
o Service Model Assignment Add/Edit

an
credents E\iﬁm:&%ﬁ%ﬂgsu / Service Model - select the appropriate item
fieporting Collection - o [None Selected 4 Start Date - enter the appropriate Date
Youth Performance +*Start Date =

icipati End Dat @3 :

Participation Hours n ate C|ICk SOVG
Exit

: Save | Cancel | I
Follow-Up

Case Assignment

q Service Model
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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.

Service Model Assignment

At-A-Glance

Contact Evelyn Newberg Record ID 202013600
Birth Date D6/22/1980 MAXIS Case 135626588

Tickler

Demographics
* Hide MFIP Seq 1 - Enrolled

Work Preferences
MN Waorks Resume Service Model |Start Date |End Date | Action

Pre-Extension ‘01;0?;2019 ‘ |Edit Delete

Add Case Note

Case Mote Quick Add Service Model Click Edit

Case Mote Search

The panel shown will appear.

Program/Mew App
Eligibility/Enrollment ra
Activity Service Model Assignment Add/Edit
TAA Evelyn Newberg
Plan Birth Date 06/22/1980 Start Date — you may change the Date if necessary
Credential 5 . Model o Ext i
TaperETr EaleEto ervice Mode Fre-tkension 5 End Date - enter the appropriate Date to close the
* i .
Vouth Performance Start Date 01/07/2010 Service Model
. End Date fic|
Participation Hours .
. Click Save
Exit
Save Cancel |
Follow-Up I

Case Assignment

A service Model
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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.

Service Model Assignment

At-A-Glance

Contact Evelyn Newberg Record ID 202013600
Birth Date D6/22/1980 MAXIS Case 135626588

Tickler

Demographics

* Hide MFIP Seq 1 - Enrolled

Work Preferances

MN Waorks Resume Service Model |Start Date |End Date | Action
Case Note Pre-Extension |01/07/2019 ‘ |Edit Delete

Click Delete

The panel shown will appear.
Add Case Note

Add Service Model
Case Note Quick ervice Mode

Case Mote Search

Program/Mew App
Eligibility/Enrollment
Activity

TAA /

Plan Confirmation

Credential
Are you sure you want to delete this Service Model I Click Yes to Delete the Service Model. I

Reporting Collection .
F g Assignment?

Youth Performance

Participation Hours

Follow-Up

Case Assignment

{service Model
——
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Workforce One

Support Service User Guide
MFIP
July 2019

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

Add Page 1
Edit Page 2

Delete Page 3
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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.

At-A-Glance
Contact

Tickler
Demographics
Work Preferences

MM Works Resume

Case Note
Add Case Mote
Case Note Quick
Case Note Search

Cases

Program/Mew App
Eligibility/Enrollment
Activity

Exit

Follow-Up

Case Assignment

Service Model
N
Add Document
Document Summary
owsoc |
MAXIS

Incoming Status Updats

Referral

(| Support Service !

Support Services Summary

Evelyn Newberg
Birth Date 06/22/1980

* Hide MFIP Seq 1 - Enrolled

Mo support services found.

| Add Support Service

~ Hide D\versionary Work Seq 3 - Exited

Record ID 202013600
MAXIS Case 1256265838

Click Add Support Service

The panel shown will appear.

Show ® 250 100 O 200 O 500
Displaying 1to 1 of 1

Service Funding Stream Service Actual Staff Agency |Action
Date Amount |Assigned
Transportation NDiversionary Work 09/26/2013 Peter Vang Avivo
tate-wide

Su&:ort Services Add .

Ewvelyn Newberg

Birth Date 06/22/1980

Program Seq MFIF Seq 1

Enterad by
*Staff Assigned

Lauriz ] Doheny

Doheny, Laurie {Current Primary)

*Support Service INane Selectad
*Service Date

*Actual Amount % ’7
*Funding Stream MFIP State-wide

Additional Description

@

Oadd as Case Naote

Spell Check

Save I Save and Add Support Service

Cancel I

Transportation

Click Save

Support Service - select the appropriate item

Service Date - enfer 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

Workforce Solutions, MIS Unit 7/2019





EDIT SUPPORT SERVICE

Users with the appropriate privileges may Edit a Support Service.

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

At-A-Glance
Contact

Tickler
Demographics
Wark Preferences
MN Works Resume
Add Case Note
Case Mote Quick
Case MNote Search

Cases

Program/Mew App
Eligibility/Enrcliment
Activity

Exit

Follow-Up

Case Assignment

Service Model

s |
&dd Document

Drocument Summary

MAXIS
Incoming Status Update

Referral

Support Service

Support Services Summary

Evelyn Newberg
Birth Date 06,22 /1980

~ Hide MFIP Seq 1 - Enrolled

Service Funding Service .
Stream Date
Clothing MFIP State-wide 01/07/201%9

Total Suppeort Services Amount - 575.00

Add Support Service |

~ Hide Diversionary Work Seq 3 - Exited

Service Funding Stream

Transportation |Diversionary Work

Record ID 202013600
MAXIS Case 1356265388

Show ® 25 O 100 O 200 O 500
Displaying 1 to 1 of 1

Actual Staff Agency Action
Amount Assigned
£75.00|Lauria Doheny Edit
Delets

Click Edit

The panel shown will appear.

Show ® 25 O 100 O 200 O 500
Displaying 1 to 1 of 1

R Actual Staff Agency |Action
Amount |Assigned
Peter Vang

Avivo ‘

Entered by Lauria J Doheny

State-wide
Support Services Edit
Evelyn Newberg Record ID 202013600
Birth Date 06/22/1980 MAXIS Case 125626588
Program Seq MFIP Seq 1

Primary)

*Staff Assigned Doheny, Laurie (Current
*Support Service |C|0thing

*Service Date ’W =
*Actual Amount $ 75.00

*Funding Stream MFIF State-wide

Additional Description

Any highlighted item may be changed, if necessary

Click Save after making changes

O add as Case Note

Spell Check

Save I Save and Add Support Service

Cancel
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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.

At-A-Glance

Contact

Tickler

Demographics

Wark Preferences

MM Works Resume
Case Note

Add Case Note

Case Note Quick
Case Note Search

Cases

Program/New App
Eligibility/Enrcllment
Activity

Exit

Follow-Up

Case Assignment
Service Model

Add Document

Document Summary

MAKIS
Incoming Status Update
Referral

Support Service

Support Services Summary

Ewvelyn Newberg
Birth Date 06,/22/1980

* Hide MFIP Seq 1 - Enrolled

Service Funding Service .
Stream Date
Clothing MFIP State-wide a1/07/2019

Total Suppeort Services Amount - 375.00

Add Support Sarvice |

~ Hide Diversionary Work Seq 3 - Exited

Record ID 202013600
MAXIS Case 135626588

Show ® 25 O 100 O 200 O 500
Displaying 1 to 1 of 1

Actual Staff Agency Action
Amount Assigned
%$75.00|Laurie Doheny WF Edit

Solutions

Click Delete

The panel shown will appear.

show ® 25 O 100 O 200 O 500
Displaying 1 to 1 of 1

Service Funding Stream Service . ual Staff Agency |Action
Date mount |Assigned
Transportation |Diversionary Work 09/26/2013 Peter Vang

State-wide

Avivo ‘

Yas | Mo I

"4

Are you sure you want to delete this service?

I Click Yes to Delete the Support Service. I

Workforce Solutions, MIS Unit 7/2019





