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Agenda

e Technical Specifications (July 2016)
* New Statewide Services
* Format Changes
e Required Reporting Templates

* New Scanning Procedures (Service Providers)
e Current Process
e Headers-Automated Attachment

* New Process
* URL
* New Fax




DVR Technical
Specifications




Purpose

* Provide high level overview of changes

* No specific questions regarding content will be
addressed today

* Inform providers of the upcoming changes




Statewide Services

Current Statewide Services

Work Incentive Benefits
Analysis (Formerly known as
Benefits Analysis)
Internship/Temporary Work

Systematic Instruction (Other
than Supported/Customized
Employment) Formerly known as
Job Coaching

Job Preparation,
Development, and Placement
Services

Individual Placement and
Support (IPS)

Supported Employment
Vocational Evaluation

New Statewide Services

* Job Shadow

* Skills to Pay the Bills

* Walgreens REDI

* Customized Employment




SFY 2017

e All statewide services will be implemented on July 1, 2016
except:

e Customized Employment
e Supported Employment
* Systematic Instruction

* To allow for additional training; these 3 services will be
implemented on October 1, 2016.




Technical Specifications
Format

Current
General Description
Referral Process
Reporting Requirements
Billing Requirements
Services Provided

* Required Service Elements

* Required Reporting
Elements

Concerns
Lengthy

Redundancy in
service/reporting
elements

Unclear

Hard to
follow/understand

Reports submitted
inconsistent




Technical Specifications
Format

New

General Description

Roles and Responsibilities
document link

Service Table

* Purpose

* Timeframe Deliverables

* Payment

Services

Required Reporting Template

* Service/Reporting elements
can be located

Billing Requirements

Improvements

Easy to follow
Concise

Consistent reports on ALL
statewide services

Information will be easy to find

Service Providers will be aware of
all the required elements of the
service

Clear roles/responsibilities

More rapid receiving for CCC’s
(Completion of report) = Invoices
paid




Roles and Responsibilities

Document
?C:TE%WSWSS Vocational Rehabilitation

Department of Workforce Development

Walgreens REDI-Job Instruction

The purpose of REDI Job Instruction is to provide customized one-on-one support to assist DWR
consumers at Walgreens store locations. Job instruction may consist of help learning the job, talking

through situations that arise, and working with others (co-workers/superwvisors) on the job. This may also
include assistance with the logistics of getting to the job site.

I can expect DWR to:

Help me understand what will happen during this service and what | need to do.
Prowvide me contact information to connect me to my service prowvider

Answer my questions if | hawve any during the service

Give me a copy of the report if | want one

I can expect the Prowvider to:

& I am expected to:

Be on time to work

Aunswer questions asked during the meetingsiwork:

Inform my supervisor and Job Instructor ifl can't make it or be on time to work
MNotify DWR and my provider of any issues or concerns that may arise

Contact DWR or my prowvider if |l hawe a question

Maintain communication with my DVWVR Counselor and Prowvider on my work
progress and how the position is meeting my job goals

Let my prowvider or DWR know if | would like to have a meeting to go owver my
report(s)

* Purpose: Handout for consumers so they may better
understand the service.




Service Table

SERVICE PURPOSE TIMEFRAME(S) DELIWERABLES PAYMENT

Job Freparation and Assist DVRE consumers 30 days 1.} Job Preparation
Development Flan (JFDFY| on basicjob preparation and Development
skills, resume, cover Flan

letter, and job
application(s)to be better
preparedforthe job
search process.

Talent Acqguisition Fortal ConnectDVR jobseekers 1.3 TAF Profile Lewvel 1 Profile Creation for
Profile (TAF) to job openings only existing consumer 100
available to state
(Cptional) Vocational Rehabilitation
agencies andtheir Level 2 Profile Creation for
CONsumers. new consumer

F200

Level 3 Profile Creation
Resume Creation for new
CONSUMmer

$200

Job Development Hire Begins immediatehy 1.} Job Development 1350
following the JFDF andis Hire Report
ongoing until a jobis 2.) Monthlv Job Search | Upon an accepted offer of
obtainedinthefield of Report emploviment, established
the consumer's choice. start date, and hire report.

Job BEetention Provide DVRE consumer 1.} Job Retention $2100
with supports necessarny Report
and appropriate to retain (35+hoursfiwk and health
employment. Support will insurance benefits or
last for at least90 days. 35+hourshwk and
F12/Mhour)

_u r'_

* Purpose= Clarify expectations




Required Reporting Template

Department of Workforce Development
Division of Vocational Rehabilitation

State of Wisconsin

Job Development Hire Report

Personalinformationyou provide may be used for secondary purposes [Privacy Law, 5. 15.04 (1}(m), Wisconsin Statutes].

Please review Technical Specifications and Fee Schedule for additional service information. Report must
be submitted within 5 days of the end of service or previous month if service is continuing.

Report Month
(Month)

Report Year (YY)

ConsumerlRlSs Number (9 Digits)

Service Provider Name (10-Character Abbreviation)

Consumer Mame (As Listed on Purchase Crder)

Service Authorization Date (MM/DDMAYYY)

» All Statewide Services will have a “header” in common.




D partment of Worrdorce Develbprent
Division of Wocational Rehabiltaton

Required Reporting Template

State of Wisconsin

Job Development Hire Report

Personalinformation yvou provide may be used for secondarny purposes [Prvecy Law, =. 1504 (1 }m), Wisconsin Statutes].

Flease review Technical Specifications and Fee Schedule for additional service information. Report must
be submitted within 5 days of the end of service or previous month if service is continuing.

Report Manth
(Month])

Report™ear (™™™}

Consumer RIS Mumber (2 Digits)

Service Provider Mame (10-Character Abbreviation)

ConsumerMame (As Listed on Purchas e O rder)

Service Authonzation Date ( MIM/DO DO Y™ ™)

Report Author

Invoice Amournt

Counselor/CVR Staff Contact Mame

EmployerMame and Supervisor Contact Imformation

Hire Diate (Date of accepted job offer)

This positionis:
O Seasonal
O Temporary

If either ofthesewere checked, didthe consumer
mutually agreeto this type of employment? Please
explain:

Start Date (Date consumerstarts work)

Benefits provided/offered: (health insurancs, 401K,
vacation/sick leave, etc.)

JobTitle

Job Duties

Howurly Wage

Hours perweesk

Is the employmentin a compeliive andiniegraled

setting, Describe.

Describe how ihe jobwas developed, e g. previous
relationship between s ervice provider and employer,
new employer relationship developed by service
provider, lead from DWR's Business Services,
Consumercontad, etc.

Consumerskills, credentials, educalion already present
for consumerthat assistedwith hire.

Description™lan ofworkplace supporls anticipated
during follows up period, e.g. how oftenandwhois to be
contacted.

[s this hire aresult oft

O OJT; ifso please provide details:

Wehichhiringincentives were offered and accepied by
the employer? Check all that apply.

OWaork O pportunity Tax Credit
COoJT




Questions on Tech Specs?

* Feedback from Service Providers and DVR staff regarding
DVR draft tech specs are currently being reviewed.




DVR Scanning
Procedures

| b
T




Scanning

New Process ] [ Current Process
DVR All other All
Statewide reports- documents-
Services-
Do not use a Mo
Requires use header or specialized
of specialized anything that templates
header or resembles a required.
reporting header
template
| URL —or- New Fax# | | URL ] Current Fax # J

Manual attachment

Automatic
attachment




Current VS. New

Current New (with Headers)
* Time consuming- * Improve timeliness of
manual attachment=timely
* Delay in attachment invoice payments
 Missing documents * Case management

* Reduce time and
paper usage

whnf




URL Upload Instructions

*Preferred method

Access the upload site by going to this link:
https://dwd.wisconsin.gov/DVRFileUpload/Upload.aspx

Log in (You may need to enter ‘WIEXT\’ before your username.)

Click ‘browse’ to choose the document you have saved and would like to
submit and then click ‘upload file’. (One document at a time.)

You will receive a message confirming the receipt of submission.

STATE OF WISCONSIN

&@@»DWD DWD DVR File Upload

Department of Workforce Development

DWD DVR File Upload

Upload Instructions:
1. Make a selection of Document type.

2. Press 'Browse..." to select file(s).
3. Press 'Upload File' to send file to DWD.

Document Type: () pocument has header fields

 Document does not have header fields

Select File: Browse...



https://dwd.wisconsin.gov/DVRFileUpload/Upload.aspx
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://flossmoorlibrary.org/page.php?78&ei=g3frVKmmF8y2yAS704DgCQ&bvm=bv.86475890,d.aWw&psig=AFQjCNG4qTL4lYTfFBluhQ3WL0Wg4BC4eg&ust=1424803994702924

Fax Instructions

* The new fax number to submit reports
with headers for automatic processing is:

608-327-6014



http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://flossmoorlibrary.org/page.php?78&ei=g3frVKmmF8y2yAS704DgCQ&bvm=bv.86475890,d.aWw&psig=AFQjCNG4qTL4lYTfFBluhQ3WL0Wg4BC4eg&ust=1424803994702924
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://flossmoorlibrary.org/page.php?78&ei=g3frVKmmF8y2yAS704DgCQ&bvm=bv.86475890,d.aWw&psig=AFQjCNG4qTL4lYTfFBluhQ3WL0Wg4BC4eg&ust=1424803994702924

Report Form Location

* If on Service Provider main page:
https://dwd.wisconsin.gov/dvr/service providers/

»

¥
HOME BUSINESS INDIVIDUALS DIVISIONS
= | Search DWD's Website
I VOCATIONAL REHABILITATION INFORMATION FOR DVR'S SERVICE PROVIDERS

Information for DVR's Service Providers

Statewide services include: Benefits Analysis, Internship/Temporary Work, Job Coaching-Other than Supported Employment, Job

Planning, Development and Placement, Supported Employment and Vocational Evaluation. To provide any of these services there is an

established vetting process and completion of a statewide service agreement is required. Statewide service agreements are completed
(v online. DVR provides many other services to DVR consumers not included in the listing. For infarmation on providing those services
please contact your local DVR office.

1 MNew Providers - If you are a new agency or person interested in serving DVR consumers as an approved statewide provider, you will
' need to arrange a face to face interview with the Workforce Development Area Director. The Director will provide information on next
steps.

DWVR Office Locations - http://dwd.wisconsin.gov/dvr/locations/default.htm.



https://dwd.wisconsin.gov/dvr/service_providers/

Report Form Location

* Scroll down to Resources and Links
* Open Sample Forms and Reports

Resources/Links

o |nteragency Agreements, Cooperative Agreements, & Memorandums of Understanding (MQUs)
o Sample Forms and Reports _

¢ Rehabilitation Resource - DVR Newsletter

o Partner Organizations

o Lawsand Legislation - Government Resources
o DVR Office Locations




Report Form Location

* These Statewide Service forms can be found at this link:

http://dwd.wisconsin.gov/dvr/service providers/sample reports/defau
lt.htm

STATE OF WISCONSIN

BUSINESS INDIVIDUALS

i| Search DWD's Website

T

: “d {"} VIOCATIONAL REHABILITATION INFORMATION FOR DVR'S SERVICE PROVIDERS
"o

Sample Forms and Reports

* Job Coaching Report / Header Only Version (DVR-17035-E)

+ Job Development Plan Report / Header Only Version (DVR-17036-E)

+ Job Development Monthly Report / Header Only Version (DWVR-17058-E)

o Job Development Hire Report / Header Only Version (DVWR-17037-E)

+ Job Retention Report / Header Only Version (DVR-17038-E)

* Scanning Header (DVR-17547-E)

* Service Report Header (DVR-17545-E)

* Supported Employment Monthly Job Development Report / Header Only Version (DVR-17039-E)

& Supported Employment Hire Report / Header Only Version (DVR-17040-E)
» Supported Employment Job Retention Report / Header Only Version {[DVR-17041-E)
* Supported Employment Service Report Header (DVR-17546-E)

& Virginia Commonwealth University (WCU) Supports Assessment Form

» Benefits Analysis Work Incentive Plan Sample



http://dwd.wisconsin.gov/dvr/service_providers/sample_reports/default.htm
http://dwd.wisconsin.gov/dvr/service_providers/sample_reports/default.htm

Field Requirements

Report Type:

Report Month
Report Year

Consumer IRIS
number

Consumer Name

Automated with
sample reports,
drop down for
header forms

Drop Down
(YYYY) 2015

Found on the PO,
please list the full 9
digits.

Please use the full
name of the
consumer as it

appears on the
purchase

e Copy/paste and save the
form(s) onto your desktop.

* These forms are updated
frequently. To ensure
successful attachment,
you will need to access
the most current form via
the link.

* Make any changes to the
forms.

* i.e. Change the
font/size/etc. or
abbreviate

* Do notinclude a cover
page.




Header Instructions

Choose the
comact month

naming
| Jmant of YWorkfodce Developmeent Seale of Wisconsin
EF::;';“;: D of Vocalional Rehatustaion
|

“{Month)" and (Report Type) *|
choosing from
the ﬂ'gpdg'l.m hal il oim ation you peorside may Be used For sefondaty purposes [Privacy Law, 8. 79 04 (10mi), Wisconsin Slahstes)

llﬂt e W Technical Spacifications and Fee Schedube for additional service informabion. Report mus]

T e sutenited within 5 days of the end of serace of previous month if serace s conbinuing
Report Monih Report Year (YY)

* (Maonih]
] Condurr BRUS Numbaer (3 Degets) Service Provder Name (10-Character Abbrevistsgn) r
_E-nﬂ“:u;:-rhl'm (A Lu-Ll-:t on F‘ur-:ha" Chd-rr] EJr;i:A_Er;:nuﬂ-l_lEﬂ_bnl?l Lm.l'ﬂm
I/ This abbreviation code is found
The "Consumer IRIS Number®. in your service provider
"Service Authonzation Date™ and agreement by going to the
| "Consumer Mame™ should appear gm.ﬂg tab. It is located under
m-:actlg!r as they are on the | your provider name and can be
authorized purchase order from up to 10 characters. If you are

DVR , uncertain of your organization's
' abbreviation code, please
contact the DVR scanning team
Mote: please do not put service
provider staff names in this field




What about other reports?

* Other reports/documents:
* Applications
* Receipts
* Etc.
* These reports may be sent via URL —or- Current

888 Fax Number without a specialized header.

* They will be processed manually as normal.

/ T—

Reports




Can’t Find it via Forms Link?
»

.
HOME BUSINESS INDIVIDUALS
= Search DWD's Website
- = :
1:\; WOCATHONMAL REHABILITATHOM

Sample Forms and

& Job Coaching Report / Hea

R-170346-E)
ion (DWR-17058-E)
WR-17037-E)

i Job Development Plan Report
B - & Job Development Monthly Repo
& Job Development Hire Report /
= Job Retention Report / Head
& Scanning Header (DWR-1

= Service Report Header {

A Header Only Version (DWR-17039-E)
S Header Only sion (ODWVR-17040-E)

& Supported Employment Job Retention Report / Header Only Version (DWVR-17041-E)
e = Supported Employment Service Report Header (DWR-17544-E)

& Supported Employment Mo
& Supported Employment Hire Re

= YVirginia Commonwealth University (WCLU) Supports Assessment Form

& Benefits Analysis Work Incentive Plan Sample




Then there is no need for a
header

Deparment of Workforce Development State of Wisconsin

Division of Vocational Rehabilitation

Job Devel Report

Fersonal information vou provide may be usedforseco cy Law, 5. 15.04 (1)(m). Wisconsin Statutes].

Please review Technical Specifications an

itional service information. Report must
be submitted within 5 days of the end of }

fservice is continuing.

Report Month ar YY)

{Month)

Consumer IRIS Mumber (9 Digits) Service Provider Mame (10-Character Abbreviation)
Consumer Mame (As Listed on Purchase Order) Service Authorization Date (MM/DDMS ™YY Y)

Report Date Report Author

Hire Date (if known) Invoice Amount

CounselorDVR Staff Contact Mame Consumer Phone Mumber




Example

* Example: Report Type is Job Development Plan Report

* |RIS Attachment Name will be
* JD Plan 2015 03 Lelalnc

Deparment of Workforce Development State of Wisconsin
Division of Vocational Rehabilitation

Job Development Plan Report

Fersonal information you provide may be usedfor secondary purposes [Frivacy Law, 5. 15.04 (1)(m), Wisconsin Statutes].

Please review Technical Specifications and Fee Schedule for additional service information. Report must
be submitied within 5 days of the end of service or previous month if service is continuing.

Report Month Report Year (YY)

03 March 2015

Consumer IRIS NMumber (9 Digits) Service Provider Name (10-Character Abbreviation)
123456789 Lelalnc

Consumer Mame (As Listed on Purchase Order) Service Authonzation Date (MM/DDM YY)

Jane Smith 01122015




Best Practices

Double check the IRIS number for accuracy. Do not enter all
“0s” if the IRIS number in unknown.

Use numerical values for months
* 02 instead of February

Please use the correct form for the correct service
Do not use a cover letter
Do not tamper with header

Make sure to use the correct abbreviated Service Provider
name your company created.




Summary

New Process Current Process

DVR All other All
Statewide reports- documents-
Sernvices-

Do not use a Mo
Requires use header or specialized
of specialized anything that templates

header or resembles a required.
reporting header
template
| URL —or- New Fax# | | URL ] Current Fax # J

Manual attachment

Automatic
attachment




Questions?

et Ufang

Program Development Specialist
608-287-9052
Lela.Yang@dwd.wi.gov



mailto:Lela.Yang@dwd.wi.gov
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