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If you have specific questions about WF1 please contact
Susan Kusz susan.kusz@state.mn.us
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Logging in to WF1

Go to the following website https://www.mnworkforceone.com

Enter the username and password provided by the VRS security administrator. Click “LOG IN”.

If you can’t remember your username or password, click the “Forgot Username/Password” link. WF1
will walk you through the steps to either obtain your username or reset your password.

[ Workforce One = |[H

File Edit View Favorites Tools Help

7 B vocati ilitation .. &) ign [Z§ WF1 Sandbox [ WF1 Staging [ WF1 QA [F] TFS @@ Login to Virgin Pulse [ WF1 - 1 v 9 @ v Pagev Safety~ Tooksv @
|
WORKFORCE ONE E—

Workforce One

System Alerts

If you do not know your password or have forgotten your username, click on Forgot Username/Password in the upper Tight corner
and answer your secret question to reset your password or learn your username. You do not need to call the MNIT Service Desk or submit a

WF1 7.01 Sprint 3 Review Meeting - On October 7, 2021, the WF1 team presented a review of the 7.01 Sprint 3 accomplishments. Select this link
to view the recording of the meeting: WF1 7.01 Sprint 3 Review Meeting Recording . You can also view the PowerPoint we used at the meeting by
going to Resources on the top menu and WF1 News. Look for the WF1 Rewrite 7.01 Sprint 3 Review PowerPoint.

Confi jality Agi
This application is only for specifically authorized use by employment and training program providers and program administrators. By logging into this system, you are
agreeing to safeguard the information contained within it. The use of the information in this system is subject to review, monitoring, and recording at any time, without
notice or permission. Unauthorized access or use may be subject to prosecution.

Compatibility Statement
Workforce One (WF1) functions optimally with a screen resolution of at least 1024 x 768 using the most recent or the version prior to that of Microsoft Edge. While WF1

may function with other browsers, reports will not generate results with Safari.

Workforce One Forms

Click the following link to access forms related to Workforce One: Forms
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Dashboard

After logging into WF1 this is the screen that will display. This is called the dashboard and it will display
all the records that are assigned to your caseload.

The dashboard displays the person’s name, program, case status and the activity status.
Staff will be able to access records by clicking on the person’s name via the dashboard.

If the record does not display on the dashboard, Community Partner staff need to contact VRS staff and
the VRS staff will add the partner staff to the case assignment.

| WORKFORCE ONE

Home Search My Tasks Recent Work Reports References Resources Help

Dashboard

System Alerts

This is QA.

My Info
9 Tickler(s) past due Previous successful login was at 01/20/2023 12:44 PM
No Ticklers due today Include Exited Cases

No Appointments today

~ Hide Current Caseload

Show () 25 U 100 O 200 ® 500
Displaying 1 to & of 8
Mame - Record Program |Case Status: Residential Latest Open Activity Last Case Note Earliest
D Role County Assigned to You/Days Tickler Date
Open
Berry, Blue 202037997 |VRS Accepted for Ramsey No Open Activity 05/17/2022 10/26/2022 by
services: Placement Plan Meeting - Blue Berry
Secondary Internal Staff by Alex Breiland
Berry, Cran (201833393 |VRS Accepted for Houston No Open Activity 12/15/2022 11/18/2022 by
Services: Correspondence by Laura Cran Berry
Secondary Cheney
Berry, Goji (202020799 |VRS Accepted for Olmsted No Open Activity 11/10/2022 No Ticklers Due
Services: Eligibility by John Dufrer
Secondary
Berry, Razz (201810131 |VRS Exited: Secondary |Ramsey No Open Activity 06/07/2022 No Ticklers Due
" Correspondence by Amber
McCort
Berry, Straw (202102360 |VRS Pre-ETS Referral:  [Ramsey No Open Activity 06/01/2022 Atternpted Contact |10/26/2022 by
Secondary Correspondence by Susan Fox  |Straw Berry
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Person Search

Partner staff can search for participants where they have been added to the case assighment.

From the top navigation click “Search — Person” and the following screen will appear:

IWORKFORCE ONE |

Home Search My Tasks  Recent Work  Reports References Resoaroes  Welp

System Al User
ALronzaon
Thig o=
Agercy
My Info
9 Tickder(s) past doe Previous sucoesshul loge was ot 01/ 2002020 12:44 PN
o Tickders due today B incuse Exted Cases
N ApSOPUmants Boddy
* Hde Current Caseload
Show 1160 00 G]
Dagleyieg | o8 ol 8
Name.  Record  [Program  Case Statust  |Residestial  |Latest Open Activity [Last Case Note [tartiest
n | Hade County | Asslgmed 1o You/Days Tidkler Date
! E Open
ey, Bhe |202007997 VRS [Momtedfor  [Ramsey (Mo Open Activaty o120 {10726/2022 by
|Services | ) Pacement Pln Meeting - | B Bevry
Secirdary | Internal Staff by Abex Bredand
Berry, Cran | 201831993 VS ecepted by HOALE Nie Open Adthaty 12192002 111872022 by
Seriey Correapondence by Lauta 1Cne) Derty
Secordary Cheney
Bemry, Gop | 20202079 VRS Iccepted for {omssed {0 Open Activity 11102002 [¥o Tickters Due
| Sarvices i | Ehgbity by Jofn Dutfner
| Secordary |
Berry, Razr 201810031 [veS Luted: Secendiry | Ramsey Hio Open Activity oo % Tickders D
M Cormespandence by Amber
McCort
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| WORKFORCE ONE |

Home  Search My Tasks Reoent Work  Reports  Rederences Resources Hedp

Person Search

* Mide Search Criteria

Last Name ] |
First Name |

Middle Initlal ||

Record ID L |

Staff Assigned | Prowader, Paul v

Run Search |

Populate either the Last Name or Record ID of the participant and then click “Run Search”. Partner staff
also can search for participants assigned to other staff that work for that specific community partner by
selecting the appropriate staff person from the Staff Assigned drop down menu.

When searching by Record ID it will bring up results for that specific record, example below.

|\ WORKFORCE ONE |

Home Search My Tasks Recent Work Reports  Relerences Resouroes Help

Person Search

~ Hide Search Criteria

Last Name

First Name

Middle Initlal —
Record 1D 202037997

Staff Assigned  Provider, Paul v

| Run Search |
* Hide Search Results
Show ® 25 O 100 (200 C see|
Displaying 110 1 of 1|
Name: Birth Date « |ssm |Record 1D |city |Current Statf Assigned |
Berry, Blue 7680 202037997 St. Paul Nett, Michael )
07/29/2000 Prowider, Paul

| New Search | [ Refine Search |
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Ticklers

Ticklers are notifications that are either generated by WF1 or by individual staff. WF1 is programmed to
create a notification to partner staff when VRS staff have completed a Referral Form or an Authorization
and the partner staff have been added to the case assignment.

The Dashboard will indicate if there are new or past due Ticklers.

WORKFORCE ONE

Home Search My Tacks Reoent Work  Reports  Referenoes Hesouroes Help

Dashboard
System Alerts

This is QA.
My Info

9 Tidder(s) past due Previous successful login was st 01/26/2023 11:06 AM
Mo Ticklers due today 8 Inchsde Exited Cates

No Agpaintments (oday

Shaw U 25 O 100 ) 200 ® s00
Dnglayieg Lo B of 8
i i

Click the link and the following screen will appear:

WORKFORCE ONE |

Home Secarch My Tasks Recent Work  Reports  Referenoes Resources Help

Tickler Search

|~ Show Search Criteria

~ Hide Search Results

Show ® 25 O 00 O 200 O so0)
Displayi

ng 1 to 9 of 9
Select | Due . |Sender |Redpient Name Program | Task Action
Date

O |10/26/2022 |System Provider, Paul |Berry, Blue VRS Autherization 5323100013 has been issued by VRS staff. Please go to the Delete
(202037997) Authorization link to view the authorization, Edit

[0 [10/26/2022 |Systemn  |Provider, Paul |Berry, Straw VRS Authorization 5323100015 has been issued by VRS staff. Please go to the Delete
(202102360) Authorization link to view the authorization., Edit

O |10/26/2022 |System | Provider, Paul |Berry, Blue VRS Universal Referral has been completed by VRS staff. Please go to the Referral | Delete
(202037997} Form link to view the referral. Edit

O |10/26/2022 |Systemn Provider, Paul |Berry, Straw VRS Pre-ETS Referral has been completed by VRS staff. Please go to the Referral | Delete
(202102360) [Form link to view the referral. Ediit

O |11/02/2022 |Systemn Provider. Paul |Bune, Alah VRS Pre-ETS Referral has been mleted by VRS staff. Please go to the Referral |Delete
(202153598) Form link to view the referr: Edit

O [11/18/2022 |Systemn Provider, Paul |Berry, Cran VRS Invitation to Placement hasbmoompfetedbvvﬂssuﬂ' Flease go to the Delete
(201833393) [Referral Form link to view the referral, Edit

O 11/18/2022 |Systemn Provider, Paul|Berry, Cran VRS Invitation to Placement has been completed by VRS staff. Please go to the Delete
(201833393) Referral Form link to view the referral. Ediit

O [11/18/2022 |System Provider, Paul|Berry, Cran VRS Pre-ETS Referral has been completed by VRS staff. Piease go to the Referral | Delete
(201833393) Form link to view the referral. Edit

(] 11/18/2022 |System Provider, Paul|Berry, Cran VRS Pre-ETS Referral has been completed by VRS staff. Please go to the Referral | Delete
(201833393) Form link to view the referral. Edit

[Delete setected |

| Mew Search | | Refine Search | | Add Tickier |
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This will identify all new referrals and authorizations created. Partner staff can click on the Participant
Name to get to the record. Once partner staff have reviewed the Referral or Authorization, they should
Delete the tickler. To Delete the Tickler, click “Delete” in the Action column.

Referrals

After VRS staff complete a referral in WF1 a tickler is generated to the Community Partner staff that
were added to the case assignment.

To view a referral, on the left navigation click “Referral Form”

The following screen will appear:

WORKFORCE ONE

Home Search My Tasks Recent Work Reports  References Resources Help

T — Person At-A-Glance
Happy Gilmore Record ID 202155761
MM Works Resume Name Happy Gilmore
SETI
Add Case Note = -
Program Status Application |Accepted for |Exit Date |Closed from |Last
ezt Date Services Date App Date Follow-up
Case Note Search Date
|vRs seq 1 [Accepted for services |12/05/2022 |01/13/2023 | | | |
Case Assignment
Add Document
Add Multiple Documents

Form/Letter/Schedule
Referral Form

i
:
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Any referral forms that VRS has completed to the Community Partner will display. Click the blue link
under Referral Form and the following screen will appear:

Community Partner staff can review the information in the referral form directly from WF1 or click the
“Open PDF” button and the page will open in a pdf format that Community Partner staff can view or
print.

WORKFORCE ONE

Home Search My Tasks Recent Work  Reports  References Resources Help

e Print Launch
Tickler | open PoF | | Back to VRS Referral Form |
MM Works Resume
Add Case Note 48 < g o bl [ O .
Case Note Quick
Caze Mote Search Vocational Rehabilitation Services (VRS) Invitation to Placement
Hame Happy Gilmore WF1 Record ID 202155761
Preferred Mame Pronouns
Case Assignment
This is an invitation for|General PBA/ Job Placement
Placemant Goodwill Easter Seals Invitation Date 03/10/2023
Add Decument Professional
Add Multiple Docurments Job Goal Galf Pro
Document Summary Address 123 Drive Way Phone(s) {651} 111-1111 {Cell)

Apple Valley MM, 55124

suthorizati E-mail happy.gilmaore @gmail.com Transportation Active Driver's License
Birth Date 11/11/1998 Age 24
Payment
Preferred Taxt Is an Interpreter
Form/Letter/Schedule Communication Style Required?
Referral Form Communication
Considerations
Guardian Sunny Gilmore

sgilmore@yahos.com

Referring VRS Staff Laura Cheney Alternate VRS Staff  (Heather Brown
Rehabilitation Services
Apple Valley
VRS Staff Phone(s) (952) 703-3182 (Work) Alternate VRS Staff (952) F37-8355 {Work)
(952} 210-2457 (Alternate] Phone(s)
VRS Staff E-mail laura.cheney @state. mn,us Alternate VRS Stafl  |heatherbrown@state.mn.us. s
E-mail
Primary Disability Other Mental
Functional Limitations Impacting Employment Self-Care; Interpersonal Skills; Communication
Wnrk Honrs ner Week 200 |
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EDS (Electronic Document Storage)

To view documents that VRS staff have indicated can be shared with Community Partner staff, using the
left navigation, click “Document Summary”

Al

WORKFORCE ONE

Home Search My Tasks Recent Work  Reports  References Resounces Help

At-A-Glance Person At-A-Glance
7 Happy Gilmore Record ID 202155761
MM Works Resume Name Happy Gilmaore
o
ha P Stat Application |Accepted f Exit Date |Closed Last
rogram us np on |Acce or e |Closed from
Case Note Quick ‘ Pate Services Date App Date Follow-up
Case Note Search Date
|vrs seq 1 |Accepted for services |12/05/2022 [01/13/2023 |
Case Assignment
Add Docurment

The
following screen will appear:
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'WORKFORCE ONE

Home Search

General

My Tasks

Form fLetter S Schedule

Document Summary
Happy Gilmore

~ Show Filter Criteria

* Hide VRS Seq 1 - Accepted for Services

Recent Work Reports  References

Resources

Help

Record ID 202155761

Document Namee:
User Defined Documeant
MName

Invoice Support Docs
5323100223 Goodwill
Placement Plan 5-10-2023
PBA - Plan Milestone

5323100223 Goodwill
Signed Placement Plan 5-
10-2023

Resume
5-10-2023

Job App
Sample Application

Add VRS Document.

EDS
Document
Type

WRS - Financial
- Bills,
Expenses

VRS - Vendor,
Provider

Reports
VRS -
Employment

VRS -
Employment

Uploaded
Date

05/26/2023
01:44:18 PM

05/26/2023
01:34:38 PM

05/10/2023
03:16:46 PM

05/10/2023
03:16:21 PM

Document
Date:
Received
Date

Cmt
Added

Ma

Nao

Na

Na

Action

Tags and
Comments

Tags and
Comments

Delete

Tags and
Comments

Tags and
Comments

The Document Summary shows the documents available to view. Each document is given a User
Defined Document Name which indicates what the document is.

To view the document either click the Document Name listed in blue or click on the icon under the

Format column.
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Authorizations

After VRS issue an authorization in WF1 a tickler is generated to the Community Partner staff that were
added to the case assignment.

To view authorizations that VRS staff have created to the Community Partner, using the left navigation,
click “Authorization”

m

WORKFORCE ONE

Home Search My Tasks Recent Work  Reports  References Resources

Help

Person At-A-Glance

At-A-Glance
Ticki Happy Gilmore Record ID 202155761
MN Works Resume Name Happy Gilmore
oo s
_— P Stat Application |Accepted fo Exit Date |Closed fi Last
rogram us p n |Acce r e |Closed from
Case Note Quick Date Services Date App Date Follow-up
Case Note Search Date
|\ms Seq 1 Accepted for Services |12/05/2022 |01/13/2023

T
he following screen will appear:
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Tl

WORKFORCE ONE

Home Search My Tasks Recent Work Reports References Resources Help

General

Authorization Summary
Happy Gilmore Record ID 202155761

.= Show Filter Criteria

~ Mide VIS Seq 1 - Accepted for Services

Total Expended Amount $0.00
Total Pending Payment Amount $0.00
Auth Service Title vendor |Issue Start Auth Auth Action
Number Date Date Amount  |[Status
End
Date
5323100223 |1. Signed Placement Plan |Goodwill |05/10/2023|05/10/2023| $3,800.00(1s5ued New Pay
Meeting ($1,330); 2. Easter 09/30/2023 Reprint
Employment First Shift Seals
Completed ($1,200); 3.
Successful Placement
Closure ($1,270)

Form fLetber

Any authorization that VRS created to the Community Partner will display.

Click the “Reprint” link in the Action column and the following screen will appear:
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WORKFORCE ONE |

Home Search

xenmeral

AL-A-Glance

Tickler

MN Works Resume
Add Case Mote
Case Note Quick
Case Note Search

Case Assignment

My Tasks

Print Launch

Recent Work  Reports  References

Hesources Help

Dpen PDF | | Back to Authorization Summary |

4 o o+ O a.
State of Minnesota Department of Employment and Economic Deweboprsent cm
Vaocaticnal Rehabilitation Services
Purchasing Authorization
“This Purchasing Authorization is for Far the following services or goods:
Record ID: 202155751 Authorization 533100323 /
Purchase Drder:
Hame: Happy Gimore Tsswe Dabe: 05/10/2023
Service Dates: 05/10/2023 - O30 2023
Service Vendor: Remit To Vendor:

Goodwill Easter Seals

553 FAIRVIEW AVE N
ST PAUL, MN 55104

SWIFT 1D
E-muail:

G002 30001

WOEWELL S GOODWILLEASTERSEALS. DR/G.

Goodwill Easter Seals

553 FAIRVIEW AVE N
ST PAUL, MN 55104

SWIFT ID: SE0021 3602001

BEFORL providing services or goods

costing more than “Total Price™ per line or “Total Purchase Amownt™ OR that are
beyond service dates, check with staff listed below for approval.

Purchase Informaticon: Authorized by: Lawrs ) Cheney

# of Units: | Description Service Type: Title Unit Price | Total Price

oM

100 EACH |Segned Placement Plas Jab Mlacement Sennces -Gemeral PEA: | §1,330.000 $1,330.00
1. Sigred Placemest Plan Mesting
(51,330}

1.00 BACH | Employmert Farst Shaft Completed Job Placement Services -General PBA; | 51,200,000 $1,200.00
2, Employrmsent First Skit Completed
{51,200}

10D BACH | Successfal Placement Closure Job Macement Senaces -Geanenal PBA: | §1,370.000 $1.270.00
3. Sucosshal Plscamant Clagure
{%1,370)

Total Purchase Amount §3,500.00 L)

Community Partner staff can review the authorization directly from WF1 or click the “Open PDF” button
and the page will open in a pdf format that Community Partner staff can view or print.
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Adding a Document to EDS

The preferred document format when uploading to EDS is a pdf file. This is to preserve the integrity of

the document. PDF’s offer security to the partner and are designed so that they cannot simply be edited
whereas a word document could.

Community Partner staff will add reports and other documents into WF1 using the left navigation, click

“Add Document”
1

WORKFORCE ONE

Home Search My Tasks Recent Work  Reporis  References Resources  Help

Al-A-Glance Person At-A-Glance
Nk Happy Gilmore Record 1D 202155761
MN Works Resume Hame Happy Gilmare
Add Case Note
Program Status Application |Accepted for | Exit Date [Closed from |Last
Case Note Quick Date Services Date App Date Follow-up
Case Note Search Date
o |'u'n.s Seq 1 |.Ar:|:|.‘:p1 ed for Services |12_a1:|5.fm?2 |DI.-'I3_-'J 023 | | | |

The following screen will appear:
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Document Add
Happy Gilmore Record ID 202155761
Help
Program Seq VRS Seq 1 (Accepted for Swvcs)
*EDS Document Type | Mone Selected v|
*Document Name Select EDS Document Type to populate + |
=Select a File Choose File | Na file chosen

Next Cancel

“EDS Document Type”: select from the drop-down menu (a desk aid has been created to indicate which
documents belong to which document type).

“Document Name”: select from the drop-down menu
Click “Choose File” to add the file that is saved to your computer

Click “Next” and the following screen will appear:
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Document Add
Happy Gilmore Record ID 202155761
Help
Program Seq VRS Seq 1 (Accepted for Svecs)
*EDS Document Type Vendor, Provider Reports
Selected File 5323100223 Goodwill Signed Placement Plan 5-10-2023,pdf

| Change Program, Document Type or File

*Agency Goodwill-Easter Seals
*Staff Associated | Partner, Paul bl
*Document Name |PﬁA - Placement Plan, Communication, Milestone Reports hl

[ use file name as User Defined Document Name
User Defined Document Name |

Folder |Se<:tlun D - Evaluation/Progress Records hd
Privacy Level taff Assigned to Case in Any Agency

Send Tickler To | None Selected v

Can Share with Person | ves hd

Received Date | i

Document Date | |

Signed Date G|

Expiration Date | m

Reason for Collecting [ None Selected w
Select/Deselect

User Defined Date 1 i

User Defined Date 2 | m
User Defined Tag 1 |
User Defined Tag 2 |

“User Defined Document Name”: This is a field staff can type information to help identify what the
document is. If staff save the document to their computer as indicated on the desk aid, then click the
box next to “Use file name as User Defined Document Name”

Best practice is to name the document as follows:
Authorization Number, Agency, Service, Dates
Ex. 5323100223 Goodwill Signed Placement Plan 5-10-2023

Once those fields are complete click “Upload”
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| WORKFORCE ONE |

Home Search

‘Tickler
MM Works Resume

‘Add Case Note

My Tasks

Document Summary
Happy Gilmore

~ Show Filter Criteria

Recent Work Reports  References

* Hide VRS Seq 1 - Accepted for Services

Respurces

Help

Record 1D 202155761

Document Name:
User Defined Document
Hame

PBA = Plan Milestone

5323100223 Goodwill
Signed Placement Flan 5-

Add Multiple Documenks || -
Dcument Summary
Resume
5-10-2023
Authorization Job App
Payment Sample Application
-ormyf Letterf Schedule
Referral Farm Add VRS Document

EDS
Document
Type

VRS - Vendor,
Provider
Reports

VRS -
Employment

VRS -
Employment

uUploaded
Dl

05/ 26,2023
01:34:38 PM

05/10/2023
03:16:46 PM

05/10/2023
03:16:21 PM

Document
Dbz
Received
Date

Format

=

8 [#

Cmit
Added

Mo

i [+]

3 1+]

Tags and
Comments

Delete

Tags and

Tags and
Comments

The document has now been added to the record and will be displayed on the Document Summary page.

Community Partner staff are strongly encouraged to click on the pdf icon to be sure the document is
attached to the correct record in WF1. If the document is not correct staff can click “Delete” and this
will delete the document from the record.
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Adding an Invoice

When the Community Partner staff is ready to invoice VRS, Community Partner staff will upload the

invoice to WF1. Using the left navigation, click “Authorization”

WORKFORCE ONE

Home Search My Tasks Recent Work  Reports  Referenoes Resources Help

Person At-A-Glance

At-A-Glance
Tickl Happy Gilmore Record ID 202155761
MN Works Resume Hame Happy Gllmaore
Program Status Application |Accepted for |Exit Date |Closed from |Last
Case Note Quick Date Services Date App Date | Follow-up
Case Note Search Date
|'u'|ts Seq 1 |nccgptea for Services |12m5.-'m22 |u1_:13;2n11 | | |

The following screen will appear:
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WORKFORCE ONE

tome  Search My Tasks Recent Work Reporis

General

Relerences

HESDUNTEs

Help

etter M Schediale

Authorization Summary
Happy Gilmore Record 1D 202155761
* Hide VRS Seq 1 - Accepted for Services |
Total Expended Amount %0.00
Total Pending Payment Amount $0.00
Auth Service Title Vendor | Issue Start Auth Auth Action
Number Date Date Amount  |Stalus
End
Date
S323100223 (1. Signed Placement Plan | Goodwill [0S/ 10020231 05/10,/2023] $3,800.00(1ssued Mew Pay
Meeting ($1.330); 2. Easter 09/30,/2023| Regprint
Emgloyment First Shift Seals
Completed ($1,200); 3.
Successiul Placement
Closure ($1,270)

Under the Action column click “New Pay” and the following screen will appear:
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| WORKFORCE ONE

Home:  Seairch Hy Tasks Recenl Work H.I'f[lﬂl“t'i Relerences RESOUrCes ||I"||_!|
Payment Edit
Tickler Happy Gilmore Record ID 202155761
Location Apple Valley
Staffl Assigned Laura J Cheney
Entered By
.r: '" e Quic Auth Humber 5323100223
Case Note Search
=
Case Assignment
= Hide Auth Information
Add Document Program Viocational Rehabilitation Services
Add Multiple DoCuments | Federal Fiscal Year 2023
Document Summany Fund Stream New Plans FFY23
service start Date
Aithorization Document Type MWK - Services on Operating Agreement, Contract Number Required
T Contract TD 214055
i e’ SWIFT PO
Form /Letter/ Schedule SWIFT PO Status
Referral Form Comments Printed on
Authorization
Authorization Change
Comments

SWIFT Tax Code

Click “Add Document” and the following screen will appear:

1
Document Add
Happy Gilmore Record ID 202155761
Help

Program Seq VRS Seq 1 (Accepted for Svos)

*EDS Document Type | Financial - Bills, Expenses V|

*Document Name | Invoice and Supperting Documents ‘-‘|

*Select a File [ Choose File | Mo file chosen

“EDS Document Type”: Select Financial — Bills, Other from the drop-down menu
“Document Name”: select Invoice and Supporting Documentation from the drop-down menu
“Click “Choose File” to add the file that is saved to your computer

Click “Next” and the following screen will appear:
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bl
Document Add

Happy Gilmore Record ID 202155761
Help
Program Seq VRS Seq 1 (Accepted for Sves)
*EDS Document Type Financial - Bills, Expenses
Selected File 5323100223 Goodwill Placement Plan 5-10-2023. pdf

| Change Program, Document Type or File |

*Agency Goodwill-Easter Seals
“Staff Associated | Partner, Paul v|
*Document Name Invoice and Supporting Documents W

[use file name as User Defined Document Name
User Defined Document Name

Folder Section E - Financial bl

Privacy Lewvel Staff Assigned to Case in Any Agency

Send Tickler To None Selected v

Can Share with Person *res—v_

Received Date =

Document Date 3

Signed Date B

Expiration Date i

Reason for Collecting Mone Selected w |

Select/Deselect

User Defined Date 1
User Defined Date 2
User Defined Tag 1 |
uUser Defined Tag 2 |

i &8

“User Defined Document Name”: This is a field staff can type information to help identify what the
document is. If staff save the document to their computer as indicated on the desk aid, then click the
box next to “Use file name as User Defined Document Name”

Best practice is to name the document as follows:
Authorization Number, Agency, Service, Dates
Ex. 5323100223 Goodwill Placement Plan 5-10-2023

Click “Upload” and the following screen will appear:

21| Page



[Type here]

WORKFORCE ONE |

Home Search My Tasks Recent Work Reports

References

Resouroes Hedp

Record ID 202155761

Apple valley
Laura ] Cheney

e Payment Edit
Tickler Happy Gilmore
MN Works Resume Location

Stafl Assigned
AT i Tk Entered By
Case Mote Quick Auth Number
Case Note Search Document Name:

User Defined Document Name

Inwoice Support Docs

Add Multiple Documents A Document |

PR = Hide Auth Information
Authorization Program
Payment Federal Fiscal Year
Form/Letter/ Schedule Fund Stream
H Service Start Date
Document Type
Contract ID
SWIFT PO

SWIFT PO Status

Comments Printed on
Authorization

Authorization Change
Comments

SWIFT Tax Code

5323100223 Goodwill Flacement Plan 5-10-2023

5323100223
Attached To  |uploaded Format [Action
Date |
This Payment | 05/26/2023 ﬂ Tags
Nat Saved 01:44:18 PM 2] |pelete
|Replace

Vocational Rehabilitation Services

2023

New Plans FFY23

051072023

MWK - Services on Operating Agreement, Contract Number Required
214095

The invoice/document that was added will display. Community Partner staff are strongly encouraged to
click on the pdf icon to be sure the document is attached to the correct authorization in WF1. If the
document is not correct staff can either click “Delete” or “Replace”. Clicking “Delete” will delete the
document. Clicking “Replace” will allow staff to select a different file.

After reviewing the document attached scroll down the page
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1

~ Hide Payment Information
Issue Date 05/10/2023
Service Completion Date 09/30/2023

*Invoice Number 123456789

*Invoice Date 05/26/2023 =l
Invoice Receipt Date . |m
Goods/ Services Received Date |
Customer Number
Iteim Description: Auth |Expended| Pending | Unpaid |Taxable *Tnvoice
Service Title Amount | Amount |Payment| Amount Amount
Signed Placement Plan: £1,330.00 £0.00 £0.00|%1,330.00| (Mo~ 5| 133.3_|:|.|]|
1. Signed Placement Plan Meeting
($1,330)

Employment First Shift Completed: £1,200.00 £0.00 £0.00|$1,200.00 |No w|g | |
2. Employment First Shift Completed

($1,200)

Successful Placement Closure: $1,270.00 £0.00 £0,00|$1,270.00 |Nc. - 5| |
3. Successful Placement Claosure

($1,270)

|Totals £3,800.00 £0.00 £0.00| $3,800.00 £1,330.00

Calculate Totals

= Show Past Paymenits
* Show Payment Comiment

= Show Case Note

| Save as Pending | | Cancel |

“Invoice Number”: Enter the invoice number that is on the document that was added
“Invoice Date”: Enter the date the invoice was created

“Invoice Amount”: Enter the amount of the invoice. If multiple lines display, enter the amount that is
being invoiced for each line item.

Click “Save as Pending” and the following screen will appear:
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WORKFORCE ONE |

Home  Search My Tashs Hecent Work  Reporis Referenoes HesaMirces Help

@ Pending Payment and documents saved.

Authonzation Summary
Happy Gilmore Record 1D 202155761

= Show Filter Criteria

= Hide VRS Seq 1 - Accepted for Services

Total Expended Amount 50,00
Total Pending Payment Amount £0.00
Auith Service Tithe vendor |Issue Start Auth Auith Action
Humiber Date Date Amdant Status
End
Date
5323100223 |1. Signed Placement Man  (Goodwill | 05/10/2023) 05/10/2023] $3,600.00|Partial HNew Pay
Meeting [$1,330); 2. Easter 09/30/2023 Paild Reprint
Employment First Shift Seals $0.00
Completed [$1,200); 3.
Successiul Placermnent
Closure (§1.270)

The Authorization Summary page will appear. Once Community Partner staff click Save as Pending, WF1
will generate a tickler to the VRS staff assigned letting them know an invoice has been added. VR staff
will review the invoice and report and process accordingly.

In the Auth Status column it indicates “Partial Paid”. To view more details about the pending payment
click on the authorization number.
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Editing a Pending Payment

There are times when the Community Partner staff need to edit a payment that was submitted.
Community Partner staff can edit payments that are in a Pending status. Using the left navigation, click

“Payment”
L

WORKFORCE ONE

Haoime:  Search My Tasky Recenl Woark Reporls Relerenoes ReEsaqries Help

Geeawrral

Person At-A-Glance

Al-A-Glance
4 Happy Gilmore Record ID 202155761
MM Wiorks Resuame Name Happy Gilimore
Seell Ao
Add Case Note
Program Status Application [Accepted for | Exit Date |Closed from |Last
Case Note Queck Date Services Date App Date Falbow-up
Case Note Search Date

= |w:5 Seq 1 |m:r.en[ed for Services |1a-'|:|5-_-'z|:|zz |1}1.-15.'z|:uzu | |
Case Assignment

The following screen will appear:
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WORKFORCE ONE

Homse  Search My Tasks Heoent Work  Reports  References RESOUNOes Help

General

Payment Summary
Happy Gilmore Record 1D 202155761

™ Show Filter Criteria

= Hide VRS Seq 1 - Accepted for Services

Auth
Humber

5323100223

Farm fLelter )/ Soledile

Payment  |Payment  |Initiated |Last Updated By| Action
Amunt Stalus Dabe

;1,3m.mlmmnp 05/26/2023 [Partnes, Paul Edit _

Click “Edit” and the following screen will appear:
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| WORKFORCE ONE

Fhime  Search

Fosrm /L ether f Soledule

My Tasks

Recent Work  Reports

Referenors

RESouiroes FEp

| Add Document

Progeam
Federal Fiscal Year
Fumdl Stream
Sendoe Start Date
Document Type
Comviract 1D
SWIFT PO

SWIFT PO Status

Comments Printed on
Authorization

Authorization Change
Comments
SWIFT Tax Code

vocational Retabilitation Services
2023

Poerwy Plans FFYR3

Q571072023

" Payment Edit
. - Record 1D 202155761
Location Apple Valley
staff Assigned Laurs ) Cheney
Entered By Paul Partner
Auth Number 5323100223
Document Mame: Attached To  |Uploaded Format | Action
User Daefined Doowment Name Date
[rwaice Suppart Docs Thes Payment  |05/26/2033 m Tags
£339100323 Goodwill Placement Fan 5-10-2023 014418 PM UHHEt

MWK - Services on Dperating Agreement, Contract Mumbser Required

214095

The most common reason to edit a pending payment is to correct the invoice document. The

Community Partner staff can Replace the original invoice that was uploaded.

After replacing the invoice make sure to click Save as Pending at the bottom of the page.
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Reviewing Payment Detail

WF1 displays information about the status of a payment. To view the details use the left navigation,
click “Authorization” and the following screen will appear:

WORKFORCE ONE |

Home Search My Tasks Recent Work Reporls  Relerenoes Rsouroes belp

GenEral

Authorization Summary
Cran Berry Record 1D 301833303

= Show Filter Criteria

= Show CP Seq 1 - Ellgibde, Not Enrolled

= Hide VRS Seq 1 - Accepted for Services

Tolal Expended Amount SE25 00
Tatal Pending Payment Amount $100.00
Auth Service Tithe Vendor (ES3TE] Starl Auth Auth ACTion
Hunmilser Date Date Amount | Status
End
ate
S323100034 |Social Coaching/Personal | LEA 02/07/2023] $1,000.00 Pendinig
Adjustment Tmg ar Empdoyrment 03732023
Srvcs Counseling
&
5322115302 |intake fee; Social LpRA 032V/2022|03/2L/2022) §1.125.00)Fartiad Mew Pay
Coaching/Personal Empéoyment 63072022 Faid Reprint
Adjustment Trng or Counseling $625.00
BrCs &

Click the authorization number and the following screen will appear:
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WORKFORCE ONE

Home Search My Tasks

General

Recent Work Reports References

Resources

Help

AT Print Launch
Contact | Open PDF | ‘ Back to Authorization Summary
Tickler
Demographics
MN Works Resume I4 4 8 ] =
il Ease it Authorization with Payments
Case Note Quick
Name Cran Berry Program Sequence VRS
Case Note Search WF1 Record ID 201833393 Location Roch
Autherization Number 5322115302 Authorization Status Partii
Case Assignment Purchase Order Number 3000464451 Purchase Order Status Dispe
Document Type MWK - Services on Operating Contract ID 0000
Aglegment, Contract Number
Add Document Required
L Staff Assigned Emily C Bents Staff Entered Heatl
Add Multiple Documents
Issued By Jacquelyn D Olson Issued Date 03/2
Document Summary
Funding Stream Carryover Plan FFY22 SWIFT Tax Code
) . Service Start Date 03/21/2022 Service Completion Date 06/3
Authorization
Shipping No Shipping Information Shipping Location
Payment £t
Autherization Comment
Form/Letter/Schedule Authorization Change Comment
Referral Form CFP
Original Authorization Amount $1,125.00 Expended Amount
Current Authorization Amount $1,125.00 Unpaid Authorized Amount
Pending Payment Amount 50.00 Cancelled Amount
Service Vendor SWIFT ID 0000375965001 Remit to Vendor SWIFT ID 0000
Service Vendor Name Lj&a Employment Counseling & Remit to Vendor Name Ljda
Placement Services Lic Place
Service Vendor Address 2489 RICE ST #150 Remit to Vendor Address 2439
ROSEVILLE, MN 55113 ROSE

Scroll down the page.
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FOEEVILLE, M 55117 1a0
Service Wendor FAX (E51) 481-1131
1 - Intake Fea
Service Type Service Title: Primary | Category |K & of Unats: |Umit Price | Tamable | Original Current Feri
Seryice Titlhe Code Lime | LOIM Auth Awth Fay
Amant Arnasunt Ao
Information ard | Intake fee 85122100 1| 100 EacH $125.000( Ke $125.00 $125.00
Referral Services
Payment Detail for 1 - Intake Fee
Paypmsent Status: | SWIFT ID: Remil o Entered Imvoice Namber: |Check/EFT | SWIFT | Vouwcher Imnitiated | Stat
Payment Date Vemndor Hams By: Contested Mumber Account | Rumber Ak
Approved | Invoice
By
Pa-d D0003TSHE5001 EhDLay |ROC-4277 EFT: 441006 |o1884331 $125.00
oI 022 Lyha Employmant Hepther QURT 3484 30
Coursebng & Grummiong
2 - Social Coaching
Service Type Sorvice Title: Primary |Category (K # of Units: |Umit Price | Taxable | Original Current Pem
Service Title Cade Lime | LIM Auth Auth Pay
Amsiant Ammcunt Amo
Training - Desabilty | Socal CoachingPersonal | 85133150 1| 1560 BacH §100.000| o §1,000.00| $1,000.00
Reelated Siolis adpastment Trrg or Srvcs
Payment Detail for 2 - Social Coaching
Page 1 of 3
gl

In this example, line 1 of the authorization was for an Intake Fee of $125.00. The Payment Detail shows
the invoice was Paid on 04/21/2022, the Invoice Number, EFT/Check Number and Amount.

Other Statuses Community Partner might see are:

Pending: Community Partner staff have submitted an invoice for VRS staff to review

Pending Fiscal: VRS staff have reviewed the payment and submitted it to fiscal for final processing

Pending SWIFT: Fiscal staff have reviewed the payment and submitted it for payment

Cancelled: The payment was cancelled by VRS staff.
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Case Assighment

Community Partner staff will be able to transfer case assighnment to someone else in their agency or end

case assignment. Using the left navigation, click “Case Assignment”

WORKFORCE ONE

Home Search My Tasks Riecenl Work Reports  Relerencss Resoibifoes Hheln

General

Authonzation
Payment
Referral Form

P Person At-A-Glance
= Happy Gilmore Record 10 202155761
M Works: Resurme Haime Hapgy Gilrmare
rewsro i
dd.Coes ices P Stat Anplication |Accepted for |Exit Date |Closed from |Last
TR AT L1 or | Lo Ao | Lasl
Case Note Quick Date Services Date App Date  |Follow-up
Case Nate Search |Date
[wms seq 1 |Accepted for Senvices [12/05/2022 |on/13/2023 |

The following screen will appear:
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WORKFORCE ONE |

Home  Search My Tasks Recent Work  Reports  References Riesmroes Help

Case Assignment
Happy Gilmaore Record 10 202155761

; = Hide Wiscational Rehabilitation Services Seq 1, Accepted lor Serdoes

Case Hole | Current Staff Current Agency: Location Team Action

Primary Stafl |Laura ) Cheney Rehabitation Serioes: Apple ARple
952-T03-3182 Valley valley
LaLira. cheney B STaTe mn. us

|Support Staff |Heather K Brown |Rehabiktation Services: Apple ADTe
952-737-8356 Valay Walley
IenEter b own S SEnt e, r. LS. o

Esec:u'-d-rr Pawl Partnér Goodwill- Easter Seali: Fairview Transfer

Staff 651-777-7777 Ave, North End
paul. partner@goodwill.com

Placemment

|M

[ Show Hstary |

Under the Action column click “Transfer” and the following screen will appear:
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WORKFORCE ONE

Home Search My Tasks Recent Work Reports Relerences Resouroes Help

AL-A-Glance Transfer Case Assignment
Tickler Happy Gilmore Record 10 203155761
MM Works Resurme Secondary Staff for Voecational Rehabilitation Services Seq 1
*Agency Mone Selected -
*Location Select Agency First v
+*Staff | Select Agency and Location First »
*Start Dabe 05/ 26/ 2023 s |
Case Assignment
AR [save| [cancel|
Add Multiple Documents
Dacument Summary
Autharization
Payrment
Referral Farm
gl

“Agency”: Select your agency

“Location”: Select from the drop-down menu, if applicable

“Staff”: Select the staff that the record should be transferred to

“Start Date”: Will default to today’s date but can be changed if needed
Click “Save”

The record has been transferred.

If additional Community Partner staff need to be added to a record VRS staff need to be notified. VRS
staff are the only ones that can add case assignment.
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' WORKFORCE ONE

Home Search My Tasks

Recent Work

Case Assignment

Reports References

Resources Help

~ Hide Vocational Rehabilitation Services Seq 1, Accepted for Services

Record ID 202155761

Current Staff

Laura J Cheney
552-703-3182
laura.cheney@state.mn.us

Heather K Brown
952-737-8356
heather.brown@state.mn.us.xx

Paul Partner
651-777-7777
paul.partner@goodwill.com

Current Agency: Location

Rehabilitation Services: Apple
Valley

Rehabilitation Services: Apple
Valley

Goodwill-Easter Seals: Fairview
Ave. North

Team

Apple
Valley

Apple
Valley

Action

Transfe;
e

At-A-Glance
Tickler Happy Gilmore
Add Case Note
Case Role
Case Note Quick Primary Staff
Case Note Search
: Support Staff
Case Assignment
) . Secondary
Add Document Staff
Add Multiple Documents
Document Summary Placement
- . Staff
Service
Authorization Show History
Payment
Referral Form

When all work is complete with a participant, Community Partner staff will end the case assighment by
clicking “End”. This will end the case assignment and the Community Partner staff will no longer have

access to the record.
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Reports

There are reports available to the Community Partner staff to review authorizations and payments.

WORKFORCE ONE |

Hewmer Serarch

Dashboard
Sywtem Alerts

by Tl

This is QA.

@ Tickder(8) past dus
hig Ticklery dus Todey

b APDOINITREnIS Ry

= Hade Carrent Caseload

Hrorend Work  Roporis Heleremes

Previzus secorlul kege was al 01/ 267007 00006 PH

B inchucts Exibed Chiai

[WORKFORCE ONE |

Home  Scarch

Report Search

* Show Search Criferis

* e Search Resalls

Miw Search | | Befina Seanch |

Roports  Holerchdes

Hesouroes

iy

RiEp0r] =
Actrvity Dzl

Mwrharizatian Master Detail
ALmhardation Master Summany
Aurhareaiians Pendirg and Pre-lasus Cetail

Aushorizations SWIFT Disrepancy Datal

Program(s)

Rdult, ACF, CP, DN,
CAME, HIE, V-
HFTF, M5F MVF.
FAFRP [l )
HNRAE, P2F,
RETAIM. SHAP ET,
TE, Wet, WRS, WILA
O, WA VY, WIOW
IEY, W& OFY,
WIHL, Yo

Feeposrt. Type{s)

Actreities

AThaties

Serdices
Serdiies
Sorvices

Lomaces

Sk & 180 0 300 T 5o
Displayireg | b S5 of 55

| Report Desaription

| This report mdisdes person achivity and et information by

| el I date. Persond wha were devdbisd duing oy ponk of
{Eve report dabes ave incheded in the resalz, even iF Ehey ave now
| Esited, Opery w0 Sosed Sriines P Chise Parsens SO
|uriess Ene uSer Slaris to Fehan anly Spen oF Hesed soraTes va
| acdgitional parsmetans. When A person i translemed B0 a raw
agency With opEn sctwiies, thase sdivees are ransfemed and
e hEtary i dieted 10 raned the rarste

Thes regoet displays caunts of acivity [ypes by actiity date.

| Persons can be counbed mone thisn once in e Category, Artary

Tokals f they hane mone than one of & given adivity bype, The
Person Total is a unkgee cound of individuals For sach scdivy type.
The SulStolahs &re also unegue person CounDs for that caegory af

| actmnities ss Shey will not be the sum of the activaty types above

it

| This repert il display the detads for the awthorizations wihin
Mg repdim (rilena

Ths regort will display totals for ithe aukoraatons within the
FEpErL CFEeTIA.

Thes repoet will |12 the suthensamors that &1e in pending o pre-
sl dabas

Trnrmru‘tgmdwln'lltqfauﬁmmubwnﬂrtm sank ot

Favoritle

Add to
F s

Add 10
FEvErmes

Apd 1o
Fatifis

Addd Ty
Favcifes

A
Fanaiines

ASd 1o

Find the “Contractor Unpaid Authorizations Detail Report,” and the following screen will appear:
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WORKFORCE ONE |

Home Search My Tasks Recent Work Reports References Hesources Help

Contractor Unpaid Authorizations Detail Report

* Hide Initial Criteria

“scope

*Funding Program |evel

Which Scope and Funding selection should I make?
JInclude past agencies, teams, staff, and locations in dropdown menus.

| Next | [Lq:u.late from Last REWT_]

| Back to Report Search |

= Show Contractor Unpald Authorizations Detall Report

Click “Next” and the following screen will appear:

WORKFORCE ONE |

Resources Help

Home  Search My Tasks Recent Work  Reports  References

Contractor Unpaid Authorizations Detail Report

= Hide Initial Criteria

Scope Agency level
Funding Program level

Do nat indlude past sgencies, teams, Staff, and locations in dropdown Menus.

| Change Initial Criteria |
Agency Goodwill-Easter Seals
Fl'llqﬁl'ﬁ vocational Rehabilitation Services

[ Run Report | | Back to Report Search |

T Show Contractor Unpaid Authorizations Detail Report

Click “Run Report” and the following screen will appear:
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IWORKFORCE ONE |

Home Scarch My Tasks  Reoest Work  Feports  References  Resounoes

Contractor Unpaid Authorizations Detail Report

= Share Initiad Criteria

Run Report | | Refine Criteria | | Bsck to Report Search

= rde Comracior Unpald Authorizations Detail Report
Fepor vall need to be phnbed on legal se paper for et printed copy.,
B adctions analyses of repart 5 nesded, preferred expor opuon i OS5
Export to PDF to print the formatted report

| vl Laft |

Sered Baght |

& e

| e

Centractor Unpald Autherizatlons Detall

This report will show all authorizations to the agency that are unpaid.

PaErgnn Hame Wecord B Ruth EWIFT PO Asth Stan Aith Pending  Totsl Pald Unpsid s Spryioe Tiibe Frimasny stall
ke L .
Dake
NTRATHE TNRII2M0FL | DOLATIOAT [ DASOSTTY TS| o] 00 HTIM Prg-ETS Teuriplace Fighach, Sevg
B pifruy Trprerg
e . ! + : ] 1 Sarvicas:Pre-ETS betake |
302130002  [S332001344 | DOOOAAPEAD |10,00,3031 B, X3%.00 (X §0.00 CTR LT rrpiaves Fizamarn
Sarwion - o
ArtagrEtea; Dolaia Tes W L
FoFRRT LR SHITIOAGTE | BOOGAIRITE | 1072070838 S, 500,50 500 390 1, 50080 Jub Cogchsny for Sheat Resman
s Job Supboats ,
Eanen L
2001158015 SATRI04E1E | DDA S2IMD | 10720202 £, B 00| p -] $0.00] 53, B0 L. St PlRCETTENL RESTBY
P pating (81030012, Bangaias, Tl
|

= Pk Coaviractor Uil Authoris stioes Dot Report
Feport sall reed 0 e proted o legsl e paper for best prnted ooy
17 adanonal arabyiia of tegort i fowded, pretormed nport opnon is O3
Export 10 FOF to grwnl e farmatied reporn

| et et | | Sevedl mgra

CN s O =] Frd

ELT]

" 4
o

Loy ey Dl el

ing
ammwam 1 owp et
e

WORKFORCE ONE

b el 330 GrE (lFoTen OB

T

The report can be exported to an Excel or PDF document by clicking the disk icon.
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Report Search

= Snow Seanch Criveria
* Hide Seanch Results

Bcw Scarch Relre Search

| Sk ¥ Lea Jes :hl
Diplaying 1 to 5% of 5%

1
|p-,“q.|-| s Prosgram| =] 'quﬂ Typei{s) |Rn-p-u-rt Description |

Acthity Detail Wouk, ACP, CFL DV [Activibies Thiss repoet includes DETRONn activity and it infarm
DAVE. B, H Iy peint
MFIP, MSFYW MYF T,
MR P DM,
MNRAE, PIP. RETAIM,
SHAF ET, TY, Wt
A

by enrolimsst date

&
whurn oy

v, g T 3 e GOy’
acrsites ane tranaferred and the history = akered

VRS, WA CF b refect e transfey
WIDR 5%, WDDA OFY,
WIDRL, YalW

ATy Sarimany Aduk. ACP, CR 0, [Acvities Thiss repot; displays ooencs of AciDy Cyoes Dy actiity date, Persons Can e
D, HHL viet-HL rount=d mone than onoe 0 the Catepony Actrety Tatas of they have more than
MR MR, MIF, ong of & given BIRIVDY Type. The Perion Tolel & & urague count oF indiyvidiss
MEFRFP M0 M, for mach activity type, The wibbotals are aleo unies peresn ounts for Shat
MIEAF, P2P, BETAIN, category of activities 52 they will noT e th sum of the BTy Dypes abowe it

SHAF ET, T¥, et
VRS, WA OF, WA ¥
WIDA [5Y, WIDA OSY,

WOR, YW
Aiithorizanon Magmer Detal . S50, WIS, WD [Servioes Thes repaet will fisalay the Jetads ko the SethidiTations witha the rapet
ITREMS.
|Butkoreation Maser Summarny D%, S50, VRS, WD [Servioes This report will Sispiay intals far the authonzybons within the: report critsna.
Authcrizations Pending and Pre-lssue et D, SSUL VRS, WU  |[Servioes This report will st the suthonzstions thet are in pending or pre-issus stabes,
Auttorizations SYWIFT Discrepancy Detail DW. S50, VRS, WU |Servioes This report produces a bist of suthoriztizes thet were sent back to Workforos

s e SWIFT 12 De resolved Deciuse they hiave 3 S0,00 St S g
pufchene crter (PO hurnbers

AutdernEsnors Uesgad Det i Do, S=0, vilE, Wil [Saviess THES MEpait refLaveE S N4 frdm &SPl S B s TNAT A usSald
i g st Ehair e i dade by 45 days. 60 days. 90 days. of The full
fiscal year. Tt includes SWIFT Purchase Jrder numoers.

|Autborizations Logaid Summary DN BSAL VRS, WDU  |Sorvices This report netians sammary Bformation reganding authorizations from a
spacific fecal year (Ml are unpaid and ane oot Thee sandce end date by 25
Amys, &0 days, 90 cays, of the ful fiscal year. m

The reports highlighted in yellow are specific to authorizations and payments:

Authorization Master Detail*

Authorization Master Summary

Authorizations Unpaid Detail*

Authorizations Unpaid Summary

The summary reports will provide summary information with the ability to drill down for more details.

*These reports will provide the detail information and are most likely the report that partner staff will
want to run.
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Authorization Master Detail Report: use this report to find information for all authorizations that have
been created. If information is needed specifically about unpaid authorizations use the Unpaid

Authorization Detail Report.
1

WORKFORCE ONE

Hoke  Search My Tasks  Recenl Work  Bepedts  Relefemies  Hesoisoes

Authorization Master Detail Report

® Hide Imitisl Criteris

*Srnpn [Agency tewes
*Funiding Program leyel

Wihith Soope and Funding sslection should L mske?
_ Inciude past sgencies, Leams, stall, smd ocations in dropdows mess,

[ et | | Pooulste from Lasst Repert |

.H-:k'lni.-:nl :-:h.

™ Engm Authorization Master Detail Report

Helg

Leave defaults and click “Next”
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Ll
Home Search My Tenks  Beorst Weeh  Beperls  Boleremies Mesousies Help
Authorizstion Master Datail Repart
* pefy Imiblsd Critaria
Sl Agunly v
Funding Przgrem leve
Co il Induds pasl djofdds, Dadme, §La® and ISaont n deepdows mdn ui
Chengs Il Criveria
Agency
LoCastigen & Valms w
BomckDesclet
SEalt &1 Yakes -
Seech Deaslect
Program catioral Rehatdliation Se
* b Additkenal Critaria
“Feaderal Fiscal Year Kene CHarisd w
Wit To Vendor SV T 10
Autharization Status Al Valas
el L L
Sepvce Type &1 Vakes -
Spact/Degolect
Sarvice Tile A ks -
SemitDesdect
Service Sart Date §rom B serviee Stari Date To a
Buh Eepert Bath to Rrgert Search
v irim Rulhor lzaticn Mador Datadl Bapord

Location: Leave at default value
Staff: Leave at default value

Federal Fiscal Year: Select

2023 = Authorizations issued from 10/01/2022 to 09/30/2022
2022 = Authorizations issued from 10/01/2021 to 09/30/2022

Authorization Status: Select one of the following or leave at default value “All Values”
Issued = Authorization has been created but no payments have been made
Partial Paid = At least one payment has been made against the authorization

Final Paid = All payments have been made against the authorization

Service Start Date From: Populate a date in this field to display authorizations for a specific start date.
This could be helpful for the quarterly Pre-ETS Authorizations or authorizations created for the start of a

new fiscal year (ex. 10/01/2022, 01/01/2023, etc.)

Click “Run Report”

40| Page



[Type here]

T
{ u] n Asrorame Yeew CesiPa; B - -] b3
“« OO0 o W R ' . s T B L 2
@ loginm Vign Puie () Mol O e e Vel Bras () Voewiees Betonin.. ] 155 [ ) Gaemiben O W0 Gagen [ wrion [ W R Cesbigs 3 ke feneie

Risn Mepert | | Befine Critena | | Bk bo Menont Search

= raoe Authorization Master Detall Regean
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Results will display which show the Paid Amount, Unpaid Amount, Service Titles, Start and End Date.

Staff can export the report to a pdf or Excel document by clicking the disk icon.
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Authorization Unpaid Detail Report: Use this report to find information for unpaid authorizations. This will
include authorizations that have a partial payment.
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Leave defaults and click “Next”
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Location: Leave at default value
Staff: Leave at default value
Federal Fiscal Year: Select
2023 = Authorizations issued from 10/01/2022 to 09/30/2022
2022 = Authorizations issued from 10/01/2021 to 09/30/2022
Fund Stream: Leave at default value
Days Past End Date: Select
45 Days
60 Days
90 Days
All Authorizations
All Past Due

Click “Run Report”
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Results will display which include the Authorization End Date, Authorized Amount, Pending Payment

Amount, Total Amount Paid, Unpaid Amount and Last Payment Date.

Report can be exported to a pdf of Excel document by clicking the disk icon
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