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

mailto:susan.kusz@state.mn.us?subject=WF1%20-%20Questions
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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. 

 

 

https://www.mnworkforceone.com/
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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. 
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Person Search 
Partner staff can search for participants where they have been added to the case assignment. 

 

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

 

Click the link and the following screen will appear: 
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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: 
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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. 
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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” 

The 
following screen will appear: 
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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” 

 

T
he following screen will appear: 

  



12 | P a g e  

[Type here] 
 

 

 
 

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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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” 

 

The following screen will appear: 
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“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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“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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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” 

 

The following screen will appear: 
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Under the Action column click “New Pay” and the following screen will appear: 
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Click “Add Document” and the following screen will appear: 

 

“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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“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: 
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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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“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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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” 

 

The following screen will appear: 
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Click “Edit” and the following screen will appear: 
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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: 

 
 

Click the authorization number and the following screen will appear: 
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Scroll down the page. 
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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 Assignment 
Community Partner staff will be able to transfer case assignment to someone else in their agency or end 
case assignment. Using the left navigation, click “Case Assignment” 

 

The following screen will appear: 
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Under the Action column click “Transfer” and the following screen will appear: 
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“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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When all work is complete with a participant, Community Partner staff will end the case assignment 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. 

 

From the top navigation click “Reports” and the following screen will appear: 
 

 

Find the “Contractor Unpaid Authorizations Detail Report,” and the following screen will appear: 
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Click “Next” and the following screen will appear: 

 

Click “Run Report” and the following screen will appear: 
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This report will show all authorizations to the agency that are unpaid. 

 

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

 

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 

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” 
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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. 
 

 
 

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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