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Summary

				Summary Table

				Accessibility Compliance Evaluation Template 

				Product Type		Guide to Standards

				Software Applications and Operating Systems		http://www.access-board.gov/sec508/guide/1194.21.htm

				Web-Based Applications		http://www.access-board.gov/sec508/guide/1194.22.htm

				Telecommunications Products		http://www.access-board.gov/sec508/guide/1194.23.htm

				Video and Multi-Media Products		http://www.access-board.gov/sec508/guide/1194.24.htm

				Self-Contained or Closed products		http://www.access-board.gov/sec508/guide/1194.25.htm

				Desktops and Portable Computers		http://www.access-board.gov/sec508/guide/1194.26.htm

				Functional Performance

				Information, Documentation, and Support
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Software

				Software Applications and Operating Systems

				Voluntary Product Accessibility Template

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) When software is designed to run on a system that has a keyboard, product functions shall be executable from a keyboard where the function itself or the result of performing a function can be discerned textually.

				(b) Applications shall not disrupt or disable activated features of other products that are identified as accessibility features, where those features are developed and documented according to industry standards. Applications also shall not disrupt or disable activated features of any operating system that are identified as accessibility features where the application programming interface for those accessibility features has been documented by the manufacturer of the operating system and is available to the product developer.

				(c) A well-defined on-screen indication of the current focus shall be provided that moves among interactive interface elements as the input focus changes. The focus shall be programmatically exposed so that Assistive Technology can track focus and focus changes.

				(d) Sufficient information about a user interface element including the identity, operation and state of the element shall be available to Assistive Technology. When an image represents a program element, the information conveyed by the image must also be available in text.

				(e) When bitmap images are used to identify controls, status indicators, or other programmatic elements, the meaning assigned to those images shall be consistent throughout an application's performance.

				(f) Textual information shall be provided through operating system functions for displaying text. The minimum information that shall be made available is text content, text input caret location, and text attributes.

				(g) Applications shall not override user selected contrast and color selections and other individual display attributes.

				(h) When animation is displayed, the information shall be displayable in at least one non-animated presentation mode at the option of the user.

				(i) Color coding shall not be used as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.

				(j) When a product permits a user to adjust color and contrast settings, a variety of color selections capable of producing a range of contrast levels shall be provided.

				(k) Software shall not use flashing or blinking text, objects, or other elements having a flash or blink frequency greater than 2 Hz and lower than 55 Hz.

				(l) When electronic forms are used, the form shall allow people using Assistive Technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.
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Web-Based Apps

				Web-Based Applications

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) A text equivalent for every non-text element shall be provided (e.g., via "alt", "longdesc", or in element content).

				(b) Equivalent alternatives for any multimedia presentation shall be synchronized with the presentation.

				(c) Web pages shall be designed so that all information conveyed with color is also available without color, for example from context or markup.

				(d) Documents shall be organized so they are readable without requiring an associated style sheet.

				(e) Redundant text links shall be provided for each active region of a server-side image map.

				(f) Client-side image maps shall be provided instead of server-side image maps except where the regions cannot be defined with an available geometric shape.

				(g) Row and column headers shall be identified for data tables.

				(h) Markup shall be used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.

				(i) Frames shall be titled with text that facilitates frame identification and navigation

				(j) Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.

				(k) A text-only page, with equivalent information or functionality, shall be provided to make a web site comply with the provisions of this part, when compliance cannot be accomplished in any other way. The content of the text-only page shall be updated whenever the primary page changes.

				(l) When pages utilize scripting languages to display content, or to create interface elements, the information provided by the script shall be identified with functional text that can be read by Assistive Technology.

				(m) When a web page requires that an applet, plug-in or other application be present on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with §1194.21(a) through (l). 

				(n) When electronic forms are designed to be completed on-line, the form shall allow people using Assistive Technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues. 

				(o) A method shall be provided that permits users to skip repetitive navigation links. 

				(p) When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required. 

				Note to 1194.22: The Board interprets paragraphs (a) through (k) of this section as consistent with the following priority 1 Checkpoints of the Web Content Accessibility Guidelines 1.0 (WCAG 1.0) (May 5 1999) published by the Web Accessibility Initiative of the World Wide Web Consortium: Paragraph (a) - 1.1, (b) - 1.4, (c) - 2.1, (d) - 6.1, (e) - 1.2, (f) - 9.1, (g) - 5.1, (h) - 5.2, (i) - 12.1, (j) - 7.1, (k) - 11.4.
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Telecommunications

				Telecommunications Products

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) Telecommunications products or systems which provide a function allowing voice communication and which do not themselves provide a TTY functionality shall provide a standard non-acoustic connection point for TTYs. Microphones shall be capable of being turned on and off to allow the user to intermix speech with TTY use.

				(b) Telecommunications products which include voice communication functionality shall support all commonly used cross-manufacturer non-proprietary standard TTY signal protocols.

				(c) Voice mail, auto-attendant, and interactive voice response telecommunications systems shall be usable by TTY users with their TTYs.

				(d) Voice mail, messaging, auto-attendant, and interactive voice response telecommunications systems that require a response from a user within a time interval, shall give an alert when the time interval is about to run out, and shall provide sufficient time for the user to indicate more time is required.

				(e) Where provided, caller identification and similar telecommunications functions shall also be available for users of TTYs, and for users who cannot see displays.

				(f) For transmitted voice signals, telecommunications products shall provide a gain adjustable up to a minimum of 20 dB. For incremental volume control, at least one intermediate step of 12 dB of gain shall be provided.

				(g) If the telecommunications product allows a user to adjust the receive volume, a function shall be provided to automatically reset the volume to the default level after every use.

				(h) Where a telecommunications product delivers output by an audio transducer which is normally held up to the ear, a means for effective magnetic wireless coupling to hearing technologies shall be provided.

				(i) Interference to hearing technologies (including hearing aids, cochlear implants, and assistive listening devices) shall be reduced to the lowest possible level that allows a user of hearing technologies to utilize the telecommunications product.

				(j) Products that transmit or conduct information or communication, shall pass through cross-manufacturer, non-proprietary, industry-standard codes, translation protocols, formats or other information necessary to provide the information or communication in a usable format. Technologies which use encoding, signal compression, format transformation, or similar techniques shall not remove information needed for access or shall restore it upon delivery.

				(k)(1) Products which have mechanically operated controls or keys shall comply with the following: Controls and Keys shall be tactilely discernible without activating the controls or keys.

				(k)(2) Products which have mechanically operated controls or keys shall comply with the following: Controls and Keys shall be operable with one hand and shall not require tight grasping, pinching, twisting of the wrist. The force required to activate controls and keys shall be 5 lbs. (22.2N) maximum.

				(k)(3) Products which have mechanically operated controls or keys shall comply with the following: If key repeat is supported, the delay before repeat shall be adjustable to at least 2 seconds. Key repeat rate shall be adjustable to 2 seconds per character.

				(k)(4) Products which have mechanically operated controls or keys shall comply with the following: The status of all locking or toggle controls or keys shall be visually discernible, and discernible either through touch or sound.
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Video & Multi-Media

				Video and Multi-Media Products

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				a) All analog television displays 13 inches and larger, and computer equipment that includes analog television receiver or display circuitry, shall be equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals. As soon as practicable, but not later than July 1, 2002, widescreen digital television (DTV) displays measuring at least 7.8 inches vertically, DTV sets with conventional displays measuring at least 13 inches vertically, and stand-alone DTV tuners, whether or not they are marketed with display screens, and computer equipment that includes DTV receiver or display circuitry, shall be equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals.

				(b) Television tuners, including tuner cards for use in computers, shall be equipped with secondary audio program playback circuitry.

				(c) All training and informational video and multimedia productions which support the agency's mission, regardless of format, that contain speech or other audio information necessary for the comprehension of the content, shall be open or closed captioned.

				(d) All training and informational video and multimedia productions which support the agency's mission, regardless of format, that contain visual information necessary for the comprehension of the content, shall be audio described.

				(e) Display or presentation of alternate text presentation or audio descriptions shall be user-selectable unless permanent.
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Self-Contained & Closed

				Self-Contained, Closed Products

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) Self contained products shall be usable by people with disabilities without requiring an end-user to attach Assistive Technology to the product. Personal headsets for private listening are not Assistive Technology.

				(b) When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.

				(c) Where a product utilizes touchscreens or contact-sensitive controls, an input method shall be provided that complies with §1194.23 (k) (1) through (4).

				(d) When biometric forms of user identification or control are used, an alternative form of identification or activation, which does not require the user to possess particular biological characteristics, shall also be provided.

				(e) When products provide auditory output, the audio signal shall be provided at a standard signal level through an industry standard connector that will allow for private listening. The product must provide the ability to interrupt, pause, and restart the audio at anytime.

				(f) When products deliver voice output in a public area, incremental volume control shall be provided with output amplification up to a level of at least 65 dB. Where the ambient noise level of the environment is above 45 dB, a volume gain of at least 20 dB above the ambient level shall be user selectable. A function shall be provided to automatically reset the volume to the default level after every use.

				(g) Color coding shall not be used as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.

				(h) When a product permits a user to adjust color and contrast settings, a range of color selections capable of producing a variety of contrast levels shall be provided.

				(i) Products shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.

				(j) (1) Products which are freestanding, non-portable, and intended to be used in one location and which have operable controls shall comply with the following: The position of any operable control shall be determined with respect to a vertical plane, which is 48 inches in length, centered on the operable control, and at the maximum protrusion of the product within the 48 inch length on products which are freestanding, non-portable, and intended to be used in one location and which have operable controls.

				(j)(2) Products which are freestanding, non-portable, and intended to be used in one location and which have operable controls shall comply with the following: Where any operable control is 10 inches or less behind the reference plane, the height shall be 54 inches maximum and 15 inches minimum above the floor.

				(j)(3) Products which are freestanding, non-portable, and intended to be used in one location and which have operable controls shall comply with the following: Where any operable control is more than 10 inches and not more than 24 inches behind the reference plane, the height shall be 46 inches maximum and 15 inches minimum above the floor.

				(j)(4) Products which are freestanding, non-portable, and intended to be used in one location and which have operable controls shall comply with the following: Operable controls shall not be more than 24 inches behind the reference plane.
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Desktops & Portables

				Desktop and Portable Computers

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) All mechanically operated controls and keys shall comply with §1194.23 (k) (1) through (4).

				(b) If a product utilizes touchscreens or touch-operated controls, an input method shall be provided that complies with §1194.23 (k) (1) through (4).

				(c) When biometric forms of user identification or control are used, an alternative form of identification or activation, which does not require the user to possess particular biological characteristics, shall also be provided.

				(d) Where provided, at least one of each type of expansion slots, ports and connectors shall comply with publicly available industry standards
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Functional Performance

				Functional Performance Criteria

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) At least one mode of operation and information retrieval that does not require user vision shall be provided, or support for Assistive Technology used by people who are blind or visually impaired shall be provided.

				(b) At least one mode of operation and information retrieval that does not require visual acuity greater than 20/70 shall be provided in audio and enlarged print output working together or independently, or support for Assistive Technology used by people who are visually impaired shall be provided.

				(c) At least one mode of operation and information retrieval that does not require user hearing shall be provided, or support for Assistive Technology used by people who are deaf or hard of hearing shall be provided

				(d) Where audio information is important for the use of a product, at least one mode of operation and information retrieval shall be provided in an enhanced auditory fashion, or support for assistive hearing devices shall be provided.

				(e) At least one mode of operation and information retrieval that does not require user speech shall be provided, or support for Assistive Technology used by people with disabilities shall be provided.

				(f) At least one mode of operation and information retrieval that does not require fine motor control or simultaneous actions and that is operable with limited reach and strength shall be provided.
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Information, Docmntn. & Support

				Information, Documentation, and Support Criteria

				Accessibility Compliance Evaluation Template 

				Criteria 		Compliant? (Yes / No)		Exceptions to Standard

				(a) Product support documentation provided to end-users shall be made available in alternate formats upon request, at no additional charge. 

				(b) End-users shall have access to a description of the accessibility and compatibility features of products in alternate formats or alternate methods upon request, at no additional charge. 

				(c) Support services for products shall accommodate the communication needs of end-users with disabilities. 
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2.1 [bookmark: _Toc450130461]Vocational Rehabilitation (VR) Program Overview Process

2.1.1 [bookmark: _Toc450130462]VR Program Overview Process

The VR Program Overview Process is a high-level look at the overall VR Program, and how the information from the Individual seeking services flows through the program, beginning with the receipt of information in Referral and Intake, determining Eligibility and Severity of disability, determining Order of Selection, to establishing a plan for services, Implementation of services and closing a case.  The program staff works with the Individuals seeking services every step of the way to help counsel and guide them.  At any point along the way, the Individual can choose to stop moving forward with the program, which may trigger case closure.  

The VR Program also has several processes that are overarching and can touch the main flow of information at multiple spots along the way; this includes Case and Document Management, gathering information through Obtaining Diagnostics, Evaluations, Assessments and Additional Information, Fiscal Authorization and Claims, Appeals, and Vendor Management. More details can be seen about the flow of these processes in the following sections.

[bookmark: _Toc450130644][image: ] Figure 2: VR Program Overview Process Diagram






2.2 [bookmark: _Toc450130463]Referral Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes.
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2.2.1 [bookmark: _Toc450130464]Receive Referral Request Process

The Receive Referral Request Process begins when information is received by the Indiana Vocational Rehabilitation (VR) program from a Referrer (an Individual or Entity, such as a school or community program).  The Referral is for an Individual, who might benefit from the services offered by the VR Program.  In some cases, this could be a self-Referral.  Referral information can be received via phone, email, letter, walk-in, by another agency, or online.  At minimum, the following information is captured about the Referral so an initial contact can be made to obtain more information as needed: First Name, Last Name, Address Information, Address 1, Address 2, City, State, Zip, Phone Number, and Email Address.

Currently, information is obtained through various, manual means, such as written out on a Post-It Note during a phone call.  Once received, the information is manually entered into the System as a Case Note.  This process and the information collected are not standardized across the offices. 
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[bookmark: _Ref394031204][bookmark: _Toc450130646]Figure 4: Receive Referral Request Process Diagram

2.2.2 [bookmark: _Toc450130465]Referral and Individual Matching Process 

The Referral and Individual Matching Process determines if sufficient information is provided to inquire the VR System (System) for existing Record(s) of the Individual.  The System might find an exact match for the Individual, meaning an Individual Record already exists from a prior Referral in the System and allows the User to update it with the most current information.  If an exact match is not found, then the User might find a potential match or multiple matches for the search criteria entered.  At this point, it is up to the User to determine the best match, if any, and update the Record accordingly.  If the User does not find a match, then the User creates a new Individual Record with a unique Individual ID.  If the User decides to put the referral information on hold, then the User provides justification for ‘On Hold’ status.  The System creates a Work Task for the User to follow up with the Referral.  

Currently, the matching process is completed manually with a limited ability to look-up the Individual.  Due to the ability to assign a temporary Social Security Number, an Individual may have multiple Referral and Case Records under different SSNs with differing name variation, such as John E. Doe or Jon Eugene Doe.  In order to combine multiple Records, the User must put in a ticket to the help desk. 
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[bookmark: _Toc450130647]Figure 5: Referral and Individual Matching Process Diagram




2.2.3 [bookmark: _Toc450130466]Referral Assignment Process 



The Referral Assignment Process assigns a Referral Record with a matched Individual Record in the System.  This includes creating a unique Referral ID and then assigning the Referral to an Area Office (office) based on residence of the Individual.  The Referral is then assigned to a VR Counselor (VRC) based on the identified need of the Individual and to a VR Case Coordinator (VRCC).  Depending on where the Referral comes into the System, the initial Referral, matching and assigning could happen in a single sitting, or be handled by multiple Users.



Once the assignment is received, an active Referral is listed in a queue.  The VRCC or VRC needs to contact the Individual to schedule an Intake appointment within 5 business days of receiving the Referral assignment.  If an initial contact is not made within the required timeframe, then the System creates a reminder for the User to schedule an Intake appointment.



Currently, the Referral may be assigned to a VRC, however, the process is not standardized.  There is often an external document (or spreadsheet) used to help with the Referral assignment rotation.  The appointments may be scheduled by the office Secretary or VRCC, however, some VRCs do not utilize the standard Outlook Calendar functionality (such as maintaining a paper calendar), making it difficult for others to access their calendar.  Individual is notified of Referral and an Application might be included along with the notification.
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[bookmark: _Toc450130648][bookmark: _Toc447043360]Figure 6: Referral Assignment Process Diagram




2.2.4 [bookmark: _Toc450130467]Referral Finalization Process 

The Referral Finalization Process updates and finalizes the Referral and Individual information, if any new information is received prior to the Intake Appointment.  If the Individual returns a signed Application and sufficient information is available within the existing Referral Record, then the Referral is converted into a Case Record with unique Case ID in the System, otherwise, the conversion happens after the Intake Appointment.  The Case Record information includes data received through the Referral information.



Currently, some of the Referral information is manually entered into a Case Note.  If new information is received, the Referral Case Note may be updated or an additional Case Note is created.  The information is not stored as individual data elements.  Once the Referral Record becomes a Case Record, the VRC manually updates the information collected through the referral process.



[image: ]

[bookmark: _Toc450130649]Figure 7: Referral Finalization Process Diagram




2.3 [bookmark: _Toc450130468]Intake Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130650]Figure 8: Intake Process Index Map

2.3.1 [bookmark: _Toc450130469]Intake Appointment Process

The Intake Appointment Process is the meeting between the VRC and the Individual, which could be their first face-to-face meeting.  The purpose of this meeting is to allow the VRC to get to know the Individual, helping the VRC to better understand the Individual’s needs.  If the Individual decides to proceed with the VR Program during the meeting, he/she is asked to complete and sign the program Application.  The Individual may complete and sign the Application on-site or take it home to complete, and return it later.  If the Individual refuses to sign the application or if an Application is not returned within a given timeframe, the VRC initiates the Referral Deactivation process.  Once the Individual signs the Application then they are considered to be the Applicant of the VR Program.Currently, the VRC is allowed the flexibility to meet with the Individual where it is most convenient for him/her.  The mobile technology, such as laptop and mifi/hotspot, allows the VRC to access the current System and input information from the meeting during or immediately afterwards.  The signature pad allows the VRC to capture signatures for the Application and any Consent forms that may be needed to move forward.  The portable printer allows the VRC to print the documents for the Applicant to take the signed Application home that day.  If the portable printer is not available, the VRC can flag the document to be sent to Central Printing and Mailing, to be batch printed and mailed out.

If the current system has a slow connection, it could time out, erasing all information captured.  To avoid losing the information, a common work around is to capture the Session Notes in another document and copy them to the System at a later time.  This results in duplication of work and increased risk due to the availability of an Individual’s protected information on a laptop, especially if the file is saved to the local machine.  Information put into the System is in the form of Case Notes, which does not transfer or auto-populate into future documents.  This process in not standardized, however, the flexibility and mobility of the process allows the VRC to better serve the Individual.
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[bookmark: _Toc450130651]Figure 9: Intake Appointment Process Diagram






2.3.2 [bookmark: _Toc450130470]Intake Review Process

The Intake Review Process begins once the VRC and the Individual have met.  After the meeting, the VRC updates the Individual, Referral or Case Record, as appropriate.  When a completed Application is received, the VRC also determines if other assessments, records or information is needed to assist with the Eligibility Determination Process and provides direction for the Applicant as to the next steps.
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[bookmark: _Toc450130652]Figure 10: Intake Review Process Diagram

2.3.3 [bookmark: _Toc450130471]Intake Consent Received Process

The Intake Consent Received Process triggers if it was determined a Consent Form was needed for various services and it is received back from the Individual.  The VRC retains a copy of the consent form within the System and forwards the consent form to the necessary provider to obtain the necessary information. 
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[bookmark: _Toc450130653]Figure 11: Intake Consent Received Process Diagram




2.4 [bookmark: _Toc450130472]Eligibility Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130654]Figure 12: Determine Eligibility Process Index Map

2.4.1 [bookmark: _Toc449702950][bookmark: _Toc450130473]Determine Eligibility Process

The Determine Eligibility Process looks at an Applicant’s eligibility and ability to benefit from the VR Program, by answering the four Eligibility questions which also serve as the Eligibility criteria.  If the Applicant receives support from the SSA, then the VRC only needs to respond to the fourth question.  The VRC determines:

1) Does the Applicant have a physical or mental impairment? 

2) Does the physical or mental impairment constitute or result in a substantial impediment to employment?

3) Does the Applicant require vocational rehabilitation services to prepare for, secure, retain or regain employment?

4) Can the Applicant benefit in terms of an Employment Outcome from the provision of VR services or products?

During this process, the VRC might request the Applicant to complete a Trial Work Experience, an Extended Evaluation, or other evaluations and assessments to help better determine the Applicant’s eligibility.  The VRC has 90 days to determine Eligibility from the time the completed and signed Application is received.  If the 90-day timeline is not met due to the actions of the Applicant, the VRC can file for an Extension Waiver.

If the Applicant stops or becomes unreachable during this process, the VRC will hold the Case open for a given number of attempts to contact the Applicant.  Once the attempts have been made, the Applicant is determined to be Not Eligible.  If the Applicant does not meet the first three Eligibility criteria, then he/she is determined Ineligible.  If the Applicant meets the first three Eligibility criteria, but the fourth cannot be determined, further assessments need to be completed.  If the Applicant does meet the Eligibility criteria, then he/she is determined Eligible to receive VR Program services.



Currently, the process to determine Eligibility is completed in part outside of the System.  Assessment documents and reports are stored on a document storage system and associated to the case.  The VRC manually copies the results to a Case Note in the System. 
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[bookmark: _Toc450130655]Figure 13: Determine Eligibility Process Diagram



2.4.2 [bookmark: _Toc450130474]Applicant Determined Ineligible Process

The Applicant Determined Ineligible Process is a result of the Applicant not meeting the Eligibility criteria and is determined to be Ineligible for the VR program.  Prior to notifying the Applicant of the Determination, if the VRC is probationary the supervisor must review the determination.  The VRC attempts to contact the Applicant to inform him/her of the determination.  A Letter of Ineligibility and Certificate of Ineligibility is prepared and the Case Closure Process is triggered.

Currently, the VRC is not required to contact or consult with the Applicant regarding his/her Ineligibility, this is a gap.  Also, VRCs often do not consistently include the Certificate of Ineligibility with the Letter of Ineligibility.  The System generates a letter and the VRC can sign it electronically then send it to the local printer or centralized printing and mailing for further distribution. 
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[bookmark: _Toc450130656]Figure 14: Applicant Determined Ineligible Process Diagram




2.4.3 [bookmark: _Toc450130475]Applicant Determined Eligible Process

The Applicant Determined Eligible Process is a result of the Applicant meeting the Eligibility criteria and is determined to be able to benefit from the VR program.  Prior to notifying the Applicant of the Determination, if the VRC is probationary the supervisor must review the determination.  The VRC attempts to contact the Applicant to inform him/her of the determination.  A Letter of Eligibility and Certificate of Eligibility is prepared to send to Applicant.  At this point the Applicant is considered to be the Participant of the VR program.

Currently, the VRC is not required to contact or consult with the Applicant regarding his/her Eligibility, however, the determination is typically followed up with a meeting to discuss the development of the Individualized Plan for Employment.  The System generates a letter allowing the VRC to sign it digitally, and send it to the printer or centralized printing and mailing for further distribution. 
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[bookmark: _Toc450130657]Figure 15: Applicant Determined Eligible Process Diagram

2.4.4 [bookmark: _Toc450130476]Eligibility Determination Extension Waiver Process

The Eligibility Determination Extension Waiver Process triggers when the Participant is not available to determine eligibility within the given timeframe (currently 60 days from Participant submitting a signed Application).  Once deemed necessary, the VRC will discuss the Extension purpose and goal with the Participant.  If the Participant agrees to the Extension, he/she needs to sign the Extension Waiver document which allows VRC to continue to determine eligibility beyond 90 days of timeframe after the Application is signed.  The first extension waiver can be completed by non-probationary VRCs without supervisor approval.  Extension waivers beyond the first extension need to be reviewed and approved by the supervisor for both probationary and non-probationary VRCs.  Once completed, the System updates the Eligibility Determination timeline in the Case Record.

Currently, the waiver document is stored as a Word template which is filled out manually, signed, printed for the Applicant, and stored as an attachment in the System.  Updating the System with the new Eligibility End Date is completed manually by the VRC. 
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[bookmark: _Toc450130658]Figure 16: Eligibility Determination Extension Waiver Process Diagram

2.4.5 [bookmark: _Toc450130477]Trial Work Experience (TWE) Process

The Trial Work Experience (TWE) Process helps to determine if the Applicant would be able to do a specific job related to the Vocational Goal, and is longer than a job shadow.  The VRC first determines TWE is needed.  VRC creates a TWE Plan, which needs to be signed by the Applicant.  If the Applicant refuses to sign the TWE Plan, the Case Closure process is triggered.  

Once the TWE Plan is signed by the Applicant, it is sent to the Supervisor for approval.  Upon approval by the Supervisor, VRC proceeds with the Trial Work Experience for the defined timeframe.  After the TWE is completed, the VRC reviews the case to assess if enough information is available to complete the Eligibility Determination Process or is further evaluation is needed and updates the Case Record accordingly.

[bookmark: _Toc450130659] [image: ]Figure 17: Trial Work Experience (TWE) Process Diagram

2.4.6 [bookmark: _Toc450130478]Extended Evaluation (EE) Process

The Extended Evaluation (EE) Process triggers when further evaluation is needed to determine Eligibility or Severity of the Applicant because not enough information is available during the initial assessment and/or Trial Work Experience.  Once the need for the Extended Evaluation is determined, the VRC creates an EE Plan.  If the EE is initiated prior to the TWE, the need for EE must be acknowledged by the Regional Manager.  If the Applicant refuses to sign the EE Plan the Case Closure process is triggered.  Once EE is approved and signed by Supervisor and / or Regional Manager, the EE Plan is implemented for a defined timeframe.  The VRC receives periodic updates, at which point the VRC determines if enough information is available to make a determination or if further information or assessment is needed.
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[bookmark: _Toc450130660]Figure 18: Extended Evaluation (EE) Process Diagram




2.5 [bookmark: _Toc450130479]Determine Severity Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130661]Figure 19: Determine Severity Process Index Map

2.5.1 [bookmark: _Toc449702958][bookmark: _Toc450130480]Determine Severity Process

The Determine Severity Process determines the functional limitations of the eligible Participant and if the Participant can benefit from the services of the VR Program.  The level of Severity prioritizes the order in which Participants are served, if Order of Selection is implemented.  If Participant receives Social Security Income (SSI) or Social Security Disability Income (SSDI) then severity level of Significant Disability (SD) is considered by default.  The severity determination establishes that the Individual’s disability is a disability of one of three levels of significances:

Not Severely Disabled (NSD) – has a physical or mental impairment that results in a substantial impediment to employment and who presumably will benefit in terms of employment outcome from the provision of VR services

Severely Disabled (SD) –has a severe physical or mental impairment that will substantially limit one or two functional capacities (communication, interpersonal skills, mobility, self-care, self-direction, work skills, and work tolerance) in terms of employment outcome and who can be expected to require multiple VR services over an extended period of time

Most Severely Disabled (MSD) – has a severe physical or mental impairment that substantially limits three or more of the functional capacities, specified above, in terms of employment outcome who can be expected to require multiple VR services over an extended period of time.

Once the level of Severity is determined, a Letter of Severity and Certificate of Severity is generated and sent to the Applicant, along with the Letter of Eligibility and Certificate of Eligibility. 
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[bookmark: _Toc450130662]Figure 20: Determine Severity Process Diagram








2.6 [bookmark: _Toc450130481]Comprehensive Assessment Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130663]Figure 21: Comprehensive Assessment Process Index Map

2.6.1 [bookmark: _Toc450130482]Comprehensive Assessment Process

The Comprehensive Assessment Process gathers the information together to inform the development of and justify the services in Individualized Plan for Employment (IPE) for the individual receiving VR Program services.  The VRC meets with Participant to provide vocational counseling and guidance to help identify the Participant’s vocational goal.  VRC and Participant discuss goals, strategy and steps needed to reach Participant’s vocational goal.  
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[bookmark: _Toc450130664]Figure 22: Comprehensive Assessment Process Diagram


2.7 [bookmark: _Toc450130483]Develop Individualize Plan for Employment Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130665]Figure 23: Develop Individualized Plan for Employment (IPE) Process Index Map 

2.7.1 [bookmark: _Toc450130484]Develop Individualized Plan for Employment (IPE) Process

The Develop Individualized Plan for Employment (IPE) Process determines which VR services and products could be used to help the Participant obtain an employment outcome within discussed and documented timeframes.  The VRC needs to complete this process within a given timeframe from when the Certification of Eligibility is signed.

In order to proceed with services outlined, the VRC and the Participant agree to the terms of and sign the IPE.  If the Participant does not agree to the IPE services, VRC reviews the IPE with the Participant to determine a new direction for the Participant and case.  Refusal by the Participant to sign the IPE triggers the Case Closure Process.  Once signed, the IPE may need to be reviewed by a supervisor, following defined existing business rules.  If special services are indicated in the IPE, the Manager of Program Initiatives needs to be notified. 
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[bookmark: _Toc450130666]Figure 24: Develop Individualized Plan for Employment (IPE) Process Diagram


2.7.2 [bookmark: _Toc450130485]Select Which IPE to be Reviewed by Supervisor Process

The Select Which IPE to be Reviewed by Supervisor Process is a system selection process for Non-Probationary VRCs based on pre-defined criteria. The selection process will offer one of two outcomes.  If the system does not select the IPE for review and approval by the Supervisor, the IPE will move to the Finalize IPE Process.  If the IPE is selected for review, then the supervisor must review and approve the IPE before the VRC can finalize it. 
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[bookmark: _Toc450130667]Figure 25: Select Which IPE to be Reviewed by Supervisor Process Diagram




2.7.3 [bookmark: _Toc450130486]Develop Individualized Plan for Employment (IPE) Extension Request Process 

The Develop Individualized Plan for Employment (IPE) Extension Request Process triggers when the VRC determines an extension for the timeframes is needed to complete the development of the IPE.  The VRC and Participant discuss the reason for the extension.  In order to request the Extension, the Participant agrees to and signs the Extension Request.  Once extended, the System updates the due date for the IPE and reminder the System User of IPE expiration 30 days prior to IPE Extension expiration date.  If a second extension for development of the IPE is needed, the VRC provides justification and submits the request to the supervisor for approval. 

[bookmark: _Toc450130668] [image: ]Figure 26: Develop Individualized Plan for Employment (IPE) Extension Request Process Diagram




2.7.4 [bookmark: _Toc450130487]Develop IPE Supervisor Review Process

The Develop IPE Supervisor Review Process involves IPEs from Probationary VRCs and IPEs that were selected to be reviewed based on pre-defined criteria.  The Supervisor will receive a Work Task to complete the review.  If the Supervisor approves the IPE, then it moves on to be finalized.  If the IPE is not approved, it is sent back to the VRC to be revised and resubmitted.  
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[bookmark: _Toc450130669]Figure 27: Develop IPE Supervisor Review Process Diagram

2.7.5 [bookmark: _Toc450130488]Finalize IPE Process

The Finalize IPE Process documents the steps taken to finalize the IPE. Once the IPE is finalized, the VRC can move forward with implementation of IPE.
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[bookmark: _Toc450130670]Figure 28: Finalize IPE Process Diagram






2.8 [bookmark: _Toc450130489]Implement Individualized Plan for Employment Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130671]Figure 29: Implement IPE Process Index Map

2.8.1 [bookmark: _Toc450130490]Implement Individualized Plan for Employment (IPE) Process

The Implement Individualized Plan for Employment (IPE) Process requires the execution of services and products to the Participant as identified in the IPE.  The VRC meets with the Participant periodically and receives regular updates from services providers on the progress of the Participant.  The Case Record is updated with the information received.  During this time, working with the Participant and service providers, the IPE may need to be updated or modified by the VRC.  The achievement of an employment outcome or if the Participant is unable to participate then Case Closure Process is triggered.
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[bookmark: _Toc450130672]Figure 30: Implement Individualized Plan for Employment (IPE) Process Diagram






2.9 [bookmark: _Toc450130491]Referral Deactivation and Case Closure Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130673]Figure 31: Referral Deactivation & Case Closure Process Index Map




2.9.1 [bookmark: _Toc450130492]Referral Deactivation Process

The Referral Deactivation Process is initiated when an Individual is not interested in or ready to complete the application for VR services.  When the VRC changes the status of the Referral Record to deactivate, justification needs to be provided.
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[bookmark: _Toc450130674]Figure 32: Referral Deactivation Process Diagram






2.9.2 [bookmark: _Toc450130493]Pre-Closure Process

The Pre-Closure Process allows the VRC to determine if the Case is ready for Closure, which can be triggered throughout the process for several reasons, including successful employment, inability to contact the Applicant/Participant, or a manual request for Case Closure.  Regardless of the reason for Pre-Closure, the VRC documents the actions taken and provides justification for moving forward with Case Closure. 
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[bookmark: _Toc450130675]Figure 33: Pre-Closure Process Diagram




2.9.3 [bookmark: _Toc450130494]Case Closure Process

The Case Closure Process includes reconciling any fiscal activities, reclaiming products provided to the Applicant/Participant, and determining if the Case is ready for Closure.  The Supervisor reviews Case Closures requested by probationary VRCs.  The Case can be closed either successfully or unsuccessfully.  The purpose of this process is to determine if the Case is ready for closure.
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[bookmark: _Toc450130676]Figure 34: Case Closure Process Diagram

2.9.4 [bookmark: _Toc450130495]Case Closure Prior to Eligibility Determination or Determined Ineligible Process

The Case Closure Prior to Eligibility Determination or Determined Ineligible Process happens when the Applicant is ineligible or eligibility cannot be determined.  The VRC documents the reason for ineligibility or why the eligibility cannot be determined.  VRC generates the Closure Letter and updates the Case Record changing the case status.  
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[bookmark: _Toc450130677]Figure 35: Case Closure Prior to Eligibility Determination or Determined Ineligible Process Diagram

2.9.5 [bookmark: _Toc450130496]Case Closure When Individualized Plan for Employment Not Implemented Process

The Case Closure When Individualized Plan for Employment Not Implemented Process closes a case where eligibility was determined, but before the IPE services were implemented.  VRC attempts to contact the Participant, and provides a Closure Letter.  The VRC updates the Case Record with the reason for Closure and changes the case status. 
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[bookmark: _Toc450130678]Figure 36: Case Closure When Individualized Plan for Employment (IPE) Not Implemented Process Diagram

2.9.6 [bookmark: _Toc450130497]Case Closure When Individualized Plan for Employment Implemented Successfully Process

The Case Closure When Individualized Plan for Employment Implemented Successfully Process triggers with an employment outcome is achieved and the Participant is stabilized in his/her employment.  In order to close the case, the VRC drafts the Final Plan Amendment (FPA) document, contacts the Participant, reviews and signs the FPA and discusses future steps with the Participant, completes the case summary, and changes the case status in the System.
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[bookmark: _Toc450130679]Figure 37: Case Closure When Individualized Plan for Employment Implemented Successfully Process Diagram

2.9.7 [bookmark: _Toc450130498]Case Closure When Individualized Plan for Employment Implemented Unsuccessfully Process

The Case Closure When Individualized Plan for Employment Implemented Unsuccessfully Process closes a case at any time after the IPE services begin but before an employment outcome is achieved.  In order to close the case, the VRC drafts the Final Plan Amendment (FPA) document, contacts the Participant, reviews and signs the FPA with the Participant if possible, completes the case summary, and changes the case status in the System. 
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[bookmark: _Toc450130680]Figure 38: Case Closure When Individualized Plan for Employment Implemented Unsuccessfully Process Diagram

2.9.8 [bookmark: _Toc450130499]Reclaimed Inventory Process

The Reclaimed Inventory Process triggers with an unsuccessful Case Closure if product(s) where purchased or acquired on behalf of Individual, Applicant or Participant and eligible to be returned.  The need for the Individual, Applicant or Participant is documented in the Closure Letter or Final Plan Amendment (FPA), and items should be returned to the VRC.  When items are received, the VRC updates the statewide reusable inventory list with product information.
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[bookmark: _Toc450130681]Figure 39: Reclaimed Inventory Process Diagram

2.9.9 [bookmark: _Toc450130500]Reclaimed Inventory Product Retrieval Process

The Reclaimed Inventory Product Retrieval Process documents the attempts made by the VRC or VRCC to contact the Individual, Applicant or Participant and identifies how the product should be returned to the VR Program.   
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[bookmark: _Toc450130682]Figure 40: Reclaimed Inventory Product Retrieval Process Diagram

2.10 [bookmark: _Toc450130501]Post-Employment Services Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130683]Figure 41: Post-Employment Services Process Index Map




2.10.1 [bookmark: _Toc450130502]Post-Employment Services Request Process

Post-Employment Services can only be implemented with a successful Case Closure.  Post-Employment Services may be identified during the Closure process or requested after Case Closure.  

The Post-Employment Services Request Process documents the review steps once a request for Post-Employment (PE) Services is received. The VRC reviews case information to determine if the request is eligible.  If PE Services are denied, the VRC prepares and sends a Request Denial Letter to the Participant.  
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[bookmark: _Toc450130684]Figure 42: Post-Employment Services Request Process Diagram




2.10.2 [bookmark: _Toc450130503]Implement Post-Employment Services Process

The Implement Post-Employment Services Process documents the implementation steps of an approved request for Post-Employment (PE) Services. If the request or need for services is approved, the VRC amends the IPE and prepares fiscal authorizations to implement PE services.  Once implemented, the VRC updates the case information with the results of the PE services triggering Case Closure.  
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[bookmark: _Toc450130685]Figure 43: Implement Post-Employment Services Process Diagram

2.11 [bookmark: _Toc450130504]Case Management Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130686]Figure 44: Case Management Process Index Map

2.11.1 [bookmark: _Toc450130505]Case Monitoring Process

The Case Monitoring Process documents the on-going monitoring of a Case Record.  When new information is received, the VRC/VRCC reviews and verifies the information, updating the Case Record and determining next steps. 
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[bookmark: _Toc450130687]Figure 45: Case Monitoring Process Diagram

2.11.2 [bookmark: _Toc450130506]Follow-Up with Individual/Applicant/Participant Process

The Follow-Up with Individual/ Applicant/ Participant Process documents the attempts made by the VRC or VRCC to contact the Individual, Applicant or Participant.  
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[bookmark: _Toc450130688]Figure 46: Follow-Up with Individual/ Applicant/ Participant Process Diagram

2.12 [bookmark: _Toc450130507]Obtain Diagnostics & Evaluation, Assessment, and Additional Information Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130689]Figure 47: Obtain D&E, Assessment and Additional Information Process Index Map

2.12.1 [bookmark: _Toc450130508]Obtain Diagnostics & Evaluation or Assessment Process

The Obtain Diagnostics & Evaluation or Assessment Process identifies the steps to help the VRCC/ VRC obtain information to evaluate or assess the Individual/ Applicant/ Participant throughout the life of the Referral/Case.  Once the Individual/ Applicant/ Participant in informed of the process and a vendor is select to provide the assessment, VRC creates an authorization for the VR service.  VRC or VRCC checks to make sure all consent forms are correct.  VRC reviews information received from the diagnostics, evaluations or assessments and updates the Referral/Case Record.

[image: C:\Users\wight\AppData\Local\Microsoft\Windows\INetCache\Content.Word\XB-010 Obtain Diagnostics, Evaluation or Assessment Process.jpg]

[bookmark: _Toc450130690]Figure 48: Obtain Diagnostics & Evaluation or Assessment Process Diagram

2.12.2 [bookmark: _Toc450130509]Obtain Additional Information Process

The Obtain Additional Information Process identifies the steps to help the VRC obtain additional information to evaluate or assess the Individual/ Applicant/ Participant throughout the life of the Referral/Case.  VRC generates a request for the additional information.  If the information is not received in a given timeframe, the VRC or VRCC follows up with the Vendor or Individual/ Applicant/ Participant.  
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[bookmark: _Toc450130691]Figure 49: Obtain Additional Information Process Diagram

2.13 [bookmark: _Toc450130510]Document Management Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130692]Figure 50: Document Management Process Index Map




2.13.1 [bookmark: _Toc450130511]Receive Documents Process

The Receive Documents Process references any information for the Individual/ Applicant/ Participant, which needs to be scanned and uploaded to the System for review.  Once a document is received, VRCC or VRC will update Referral/Case/Individual Record based on the information received.

[image: C:\Users\wight\AppData\Local\Microsoft\Windows\INetCache\Content.Word\XB-010 Obtain Diagnostics, Evaluation or Assessment Process.jpg]

[bookmark: _Toc450130693]Figure 51: Receive Documents Process Diagram




2.14 [bookmark: _Toc450130512]Fiscal Authorization Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 

[image: ]

[bookmark: _Toc450130694]Figure 52: Fiscal Authorization Process Index Map

[bookmark: _Toc449702992]


2.14.1 [bookmark: _Toc450130513]Initial Request from VRC to Create Auth Process

The Initial Request from VRC to Create Auth Process begins when the Vocational Rehabilitation Counselor (VRC) determines that a service or product is needed to support the Individualized Plan for Employment (IPE).  VRC requests an Authorization for the service or product to the VR Case Coordinator (VRCC).  The Request includes the following information needed to create the Authorization: Participant information, service or product item information, authorization dates, and vendor information.  VRC provides justification for the Authorization and sends the request to the VRCC or office secretary to finalize the Authorization.

[image: C:\Users\wight\AppData\Local\Microsoft\Windows\INetCache\Content.Word\XB-010 Obtain Diagnostics, Evaluation or Assessment Process.jpg]

[bookmark: _Toc450130695]Figure 53: Initial Request from VRC to Create Auth Process Diagram

2.14.2 [bookmark: _Toc450130514]Select Vendor to Provide Service or Product Process

The Select Vendor to Provide Service or Product Process identifies the Vendor to provide a product or service as listed in the IPE.  If a product is needed, the VRC reviews existing inventory of products within VR.  If no product is available, the VRC can request vendor bids for the product, then reviewing the bids, select the vendor and notify the vendor.  If a Service is needed, the VRC selects a Vendor based on the available program Vendor list.  If a new provider is identified, then the VRC needs to prepare a request to Add New Vendor.
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[bookmark: _Toc450130696]Figure 54: Select Vendor to Provide Service or Product Process Diagram

2.14.3 [bookmark: _Toc450130515]Financial Aid Calculator Process

The Financial Aid Calculator Process helps the VRC calculate the Financial Aid benefit to be received by the Participant for proposed higher education.  The calculations are based on the school, Participant’s need and other financial information. 
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[bookmark: _Toc450130697]Figure 55: Financial Aid Calculator Process Diagram

2.14.4 [bookmark: _Toc450130516]Create Authorization Process

The Create Authorization Process begins when Vocational Rehabilitation Case Coordinator (VRCC) or office secretary receives a request to finalize an Authorization (Auth) from the VRC.  VRCC or office secretary inputs the relevant information based on the request and would receive a notice from the System if it is a duplicate Auth.  Once saved, the System would track draft Auth and remind the VRCC or office secretary after a configurable number of days if authorization status does not change.  Upon completion, the Auth is sent to the VRC for approval. 

Authorizations follow a standard approval flow, based on business rules, VRCC or office secretary or VRC will create the authorization.  When approval or review is needed, VRC reviews and approves VRCC or office secretary submitted authorizations.  When VRC approves the Authorization it is submitted to Supervisor for their review and approval, then gets submitted to Manager of Program Initiative, then to Regional Manager and then to Director of Operations.  If the Auth needs to be revised and resubmitted, the revision request returns to the VRCC and those who have already approved the Auth would be notified of the need to revise and resubmit.  Requests to revise and resubmit should include a justification to identify what needs to be fixed.
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[bookmark: _Toc450130698]Figure 56: Create Authorization Process Diagram




2.14.5 [bookmark: _Toc450130517]VRC Auth Review Process

The VRC Auth Review Process begins when the VRCC or Office Secretary submits the finalized Auth to VRC for review and approval.  The Auth can be approved, corrected or returned to the VRCC/office secretary with justification of what needs to be corrected.  Once approved by the VRC, the System determines if further review/approval is needed based on defined business rules.  If additional review is not needed then the Auth and necessary documents are sent to the Vendor to provide the product or service.  If further approvals are needed, then the Auth is added to the Supervisor’s review queue and the Supervisor is notified.
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[bookmark: _Toc450130699]Figure 57: VRC Auth Review Process Diagram




2.14.6 [bookmark: _Toc450130518]Auth Approval by Supervisor Process

The Auth Approval by Supervisor Process begins when an Auth needs to be reviewed and approved by the Supervisor based on defined business rules.  The Auth can be approved or returned with justification of what needs to be corrected.  Once approved by the Supervisor, the System determines if further review/approval is needed based on defined business rules.  If additional review is not needed, the Auth and necessary documents are sent to the Vendor to provide the product or service.  If further approvals are needed, then the Auth is added to the Manager of Program Initiative’s or Regional Manager’s review queue and notice is sent to appropriate reviewer.  
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[bookmark: _Toc450130700]Figure 58: Auth Approval by Supervisor Process Diagram




2.14.7 [bookmark: _Toc450130519]Auth Approval by Manager of Program Initiatives Process

The Auth Approval by Manager of Program Initiatives Process begins when an Auth needs to be reviewed and approved by the Manager of Program Initiatives based on defined business rules.  The Auth can be approved or returned with justification of what needs to be corrected.  Once approved by the Manager of Program Initiatives, the Auth is added to the Regional Manager’s review queue and notice is sent.  
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[bookmark: _Toc450130701]Figure 59: Auth Approval by Manager of Program Initiatives Process Diagram




2.14.8 [bookmark: _Toc450130520]Auth Approval by Regional Manager Process

The Auth Approval by Regional Manager Process begins when an Auth needs to be reviewed and approved by the Regional Manager based on defined business rules.  The Auth can be approved or returned with justification of what needs to be corrected.  Once approved by the Regional Manager, the System determines if further review/approval is needed based on defined business rules.  If additional review is not needed, the Auth and necessary documents are sent to the Vendor to provide the product or service.  If further approvals are needed, then the Auth is added to the Director of Operation’s review queue and notice is sent.  
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[bookmark: _Toc450130702]Figure 60: Auth Approval by Regional Manager Process Diagram




2.14.9 [bookmark: _Toc450130521]Auth Approval by Director of Operations Process

The Auth Approval by Director of Operations Process begins when an Auth needs to be reviewed and approved by the Director of Operations based on defined business rules.  The Auth can be approved or returned with justification of what needs to be corrected.  Once approved by the Director of Operations, the Auth and necessary documents are sent to the Vendor to provide the product or service.  
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[bookmark: _Toc450130703]Figure 61: Auth Approval by Director of Operations Process Diagram




2.14.10 [bookmark: _Toc450130522]Modify/Backdate/Supplement/Void/Cancel Auth Process

The Modify/Backdate/Supplement/Void/Cancel Auth Process is initiated by several different triggers which allow the User to select an existing authorization or start gathering and processing information regarding an invoice and no existing authorization covers the service(s) outlined in or requested on the Participant’s IPE.  The VRCC/VRC can select an existing authorization to void, modify, supplement or cancel, and each change will require justification for the actions taken. 
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[bookmark: _Toc450130704]Figure 62: Modify/Backdate/Supplement/Void/Cancel Auth Process Diagram




2.15 [bookmark: _Toc450130523]Fiscal Claims Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes.
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[bookmark: _Toc450130705]Figure 63: Fiscal Claims Process Index Map




2.15.1 [bookmark: _Toc450130524]Pre-Claims Process

The Pre-Claims Process is the initial process to obtain necessary documents to process a Claim for an existing Authorization.  Prior to processing a Claim, the Invoice and Receipt of Goods needs to be received from the Vendor and documented.  If they are not received, the VRCC follows up with the Vendor and/or Participant.
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[bookmark: _Toc450130706]Figure 64: Pre-Claims Process Diagram

2.15.2 [bookmark: _Toc450130525]Claims for VRCC Process

The Claims for VRCC Process begins once necessary information is received to process a Vendor Invoice.  Any paper documents received need to be scanned and uploaded to the System.  The System alerts the VRCC if necessary information is not received to process the Claim.  VRCC verifies the invoice is for an authorized service or product and provided within the identified timeframes.  Once verified as a valid Invoice, VRCC creates the Claim, inputs associated information (e.g., CPT Codes), and sends the Claim for the VRC to review and approve.  If there is an outstanding balance left on the Auth with no more services/products to be provided, the VRCC can choose to cancel the remaining balance.

If the need for a Medicaid Waiver is identified, then the VRCC creates a Medicaid Rate Wavier request for the Supervisor to review and approve.  An approved Medicaid Rate Waiver may generate a need for an updated Auth, and create an Auth supplement request, updating the Claim accordingly.  If the Supervisor denies the Medicaid Rate Wavier a justification is needed and a notice is sent to the vendor to resubmit the Invoice with the appropriate amounts, and the VRCC awaits the new Invoice in order to proceed with the Claim.
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[bookmark: _Toc450130707]Figure 65: Claims for VRCC Process Diagram

2.15.3 [bookmark: _Toc450130526]Claims Approval by VRC Process

The Claims Approval by VRC Process begins when the VRCC submits a completed Claim to the VRC to review and approve.  The Claim can be approved, corrected or returned to the VRCC/office secretary with justification of what needs to be corrected.  Once approved by the VRC, the System determines if further review/approval is needed based on defined business rules.  If additional review is not needed, the Claim and necessary documents are sent to the Claims Department.  If further approvals are needed, then the Claim is added to the Supervisor’s review queue and the Supervisor is notified.
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[bookmark: _Toc450130708]Figure 66: Claims Approval by VRC Process Diagram

2.15.4 [bookmark: _Toc450130527]Claims Approval by Supervisor Process

The Claims Approval by Supervisor Process begins when a Claim needs to be reviewed and approved by the Supervisor based on defined business rules.  The Claim can be approved or returned with justification of what needs to be corrected.  Once approved by the Supervisor, the System determines if further review/approval is needed based on defined business rules.  If additional review is not needed, the Claim and necessary documents are sent to the Claims Department.  If further approvals are needed, then the Auth is added to the Manager of Program Initiative’s or Regional Manager’s review queue and notice is sent to appropriate reviewer.
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[bookmark: _Toc450130709]Figure 67: Claims Approval by Supervisor Process Diagram




2.15.5 [bookmark: _Toc450130528]Claims Approval by Manager of Program Initiatives Process

The Claims Approval by Manager of Program Initiatives Process begins when a Claim needs to be reviewed and approved by the Manager of Program Initiatives based on defined business rules.  The Claim can be approved or returned with justification of what needs to be corrected.  Once approved by the Manager of Program Initiatives, the Claim is added to the Regional Manager’s review queue and notice is sent.

[image: C:\Users\wight\AppData\Local\Microsoft\Windows\INetCache\Content.Word\XB-010 Obtain Diagnostics, Evaluation or Assessment Process.jpg]

[bookmark: _Toc450130710]Figure 68: Claims Approval by Manager of Program Initiatives Process Diagram




2.15.6 [bookmark: _Toc450130529]Claims Approval by Regional Manager Process

The Claims Approval by Regional Manager Process begins when a Claim needs to be reviewed and approved by the Regional Manager based on defined business rules.  The Claim can be approved or returned with justification of what needs to be corrected.  Once approved by the Regional Manager, the System determines if further review/approval is needed based on given business rules.  If additional review is not needed, the Claim and necessary documents are sent to the Claims Department.  If further approvals are needed, then the Claim is added to the Director of Operation’s review queue and notice is sent.  
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[bookmark: _Toc450130711]Figure 69: Claims Approval by Regional Manager Process Diagram

2.15.7 [bookmark: _Toc450130530]Claims Approval by Director of Operations Process

The Claims Approval by Director of Operations Process begins when a Claim needs to be reviewed and approved by the Director of Operations based on defined business rules.  The Claim can be approved or returned with justification of what needs to be corrected.  Once approved by the Director of Operations, the Claim and necessary documents are sent to the Claims Department.  
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[bookmark: _Toc450130712]Figure 70: Claims Approval by Director of Operations Process Diagram

2.15.8 [bookmark: _Toc450130531]Voided Claims Process

The Voided Claims Process begins when the need to void a Claim is determined from various sources.  VRCC or VRC selects the Claim to void, providing justification, and processes the Void.  For Claims processed by the FSSA Claims Department notice is sent regarding the voided to the FSSA Claims Department. 
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[bookmark: _Toc450130713]Figure 71: Voided Claims Process Diagram

2.15.9 [bookmark: _Toc450130532]Follow-Up on Status of Claim Process

The Follow-Up on Status of Claim Process initiates when an outside inquiry is received, the Claims Department sends a notification, or based on regular time intervals after the Claim is submitted to the Claims Department for Processing.  The VRC/VRCC follows up on the claim and reports back to the person the inquiry is received from or takes the requested action on the Claim. 
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[bookmark: _Toc450130714]Figure 72: Follow-Up on Status of Claim Process Diagram

2.15.10 [bookmark: _Toc450130533]Rejected by Claims Department Process

The Rejected by Claim Department Process addresses the actions that need to be taken on a claim rejected by the FSSA Claims Department.  VRCC or VRC receives notice that a Claim is rejected and takes appropriate action based on the feedback from the Claims Department[image: C:\Users\wight\AppData\Local\Microsoft\Windows\INetCache\Content.Word\XB-010 Obtain Diagnostics, Evaluation or Assessment Process.jpg]

[bookmark: _Toc450130715]Figure 73: Rejected by Claim Department Process Diagram

2.15.11 [bookmark: _Toc450130534]Participant Reimbursement Process

The Participant Reimbursement Process allows VRS to provide reimbursement for services or products purchased by the Participant or Individual who purchased services or product for the Participant.  VRCC or VRC will determine if the service or product was purchased as a comparable benefit.  If the service or product was listed on the IPE and authorized, a Claim is created.  If needed, the Auth can be backdated to accommodate the date(s) of service.
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[bookmark: _Toc450130716]Figure 74: Participant Reimbursement Process Diagram

2.15.12 [bookmark: _Toc450130535]Refund for VR Program Process

The Refund for VR Program Process begins when a refund check is received for reimbursement of services provided.  The VRCC/Office Secretary documents the receipt of the check and associates it with an Authorization and Claim.  Once supporting information is collected and scanned, it is sent to Central Office within 24 hours.
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[bookmark: _Toc450130717]Figure 75: Refund for VR Program Process Diagram




2.16 [bookmark: _Toc450130536]Vendor Management Process

This flow is an index map, which is found on the first page of the associated Visio file and should be used for navigation purposes. 
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[bookmark: _Toc450130718]Figure 76: Vendor Management Process Index Map

2.16.1 [bookmark: _Toc450130537]Request to Add New Vendor Process

The Request to Add New Vendor Process begins when a VRCC or VRC determines a vendor needs to be added to the System to allow VR to provide a service for a Participant.  If the vendor is requesting to deliver services and is not listed on Ineligible Vendor List then the request can be approved by the Supervisor as long as the vendor is not requesting to provide the service in region or the entire state.  If the vendor is requesting to deliver services to an entire region, the request to add a vendor needs to be approved by the Regional Manager.  If the vendor is requesting to deliver services to the entire state, the request to add a vendor needs to be approved by the Regional Manager and Director of Operations.  If the vendor is listed on the Ineligible Vendor List, then a second request to add is denied.  
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[bookmark: _Toc450130719]Figure 77: Request to Add New Vendor Process Diagram

2.16.2 [bookmark: _Toc450130538]Vendor Service Qualification Process

The Vendor Service Qualification Process begins when a vendor submits a qualification of services request.  If the vendor is approved, contact the vendor to communicate the approval to provide a service or product.  If the vendor is not approved, contact the vendor and communicate the denial reason.
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[bookmark: _Toc450130720]Figure 78: Vendor Service Qualification Process Diagram




2.16.3 [bookmark: _Toc450130539]Add New Vendor by Authorized User Process

The Add New Vendor by Authorized User Process begins when a request to add a Vendor to the System is received by the Authorized User.  If the Vendor is already on the State’s Auditor’s Approved Vendor List, the Authorized User adds the vendor to the System and associates the Vendor with approved services and locations.  If the vendor is not on the State’s Auditor’s Approved Vendor List, then the information is forwarded to the State Auditor’s Office for review and approval.  The Vendor can be added to the System once added to the State Auditor’s Office Approved Vendor List.  
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[bookmark: _Toc450130721]Figure 79: Add New Vendor by Authorized User Process Diagram

2.16.4 [bookmark: _Toc450130540]Change/ Update Vendor Information Process

The Change/ Update Vendor Information Process begins when the Vendor provides updated information.  The updated information is captured in the System and forwarded to the Claims Department and State Auditor’s office.  
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[bookmark: _Toc450130722]Figure 80: Change/ Update Vendor Information Process Diagram

2.16.5 [bookmark: _Toc450130541]Request for Suspension of Vendor Services Process

The Request for Suspension of Vendor Services Process begins when a complaint is received or the VRC or supervisor requests to suspend a Vendor.  The complaint and supporting documentation are sent to the Regional Manager and Central Office for review.  If the request is approved, the justification is documented and the Vendor is notified.  If the request is denied, the response is documented and VRC or supervisor receives a notice of the action. 
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[bookmark: _Toc450130723]Figure 81: Request for Suspension of Vendor Services Process Diagram

2.16.6 [bookmark: _Toc450130542]Suspension of Vendor Services Process

The Suspension of Vendor Services Process triggers when services are suspended based on a complaint received about the Vendor.  The VR Program temporarily suspends the Vendor from providing services or products while the investigation is conducted.  Director of Operations works with the Vendor to determine the timeframe for the suspension, remediation plan, and terms for the vendor.
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[bookmark: _Toc450130724]Figure 82: Suspension of Vendor Services Process Diagram




2.16.7 [bookmark: _Toc450130543]Vendor Termination Process

The Vendor Termination Process triggers when a Vendor is on probation and does not meet performance goals as agreed or vendor chooses not to continue to offer services for the VR Program.  Supervisor, Regional Manager and Director of Operations must review vendor termination information documenting justification for any action taken.  Vendor is notified stating the services are terminated. 
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[bookmark: _Toc450130725]Figure 83: Vendor Termination Process Diagram

2.16.8 [bookmark: _Toc450130544]Deactivate Vendor Process

The Deactivate Vendor Process begins with a request to deactivate a Vendor Record.  The Authorized User reviews and deactivates the Vendor Record.
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[bookmark: _Toc450130726]Figure 84: Deactivate Vendor Process Diagram




2.16.9 [bookmark: _Toc450130545]Reactivate Vendor Process

The Reactivate Vendor Process begins with a request to reactivate a Vendor Record.  The Authorized User reviews and reactivates the Vendor Record.
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[bookmark: _Toc450130727]Figure 85: Deactivate Vendor Process Diagram

2.16.10 [bookmark: _Toc450130546]Follow-Up with Vendor Process

The Follow-Up with Vendor Process documents the attempts to follow-up with a vendor by the VRC or VRCC. 

[image: C:\Users\wight\AppData\Local\Microsoft\Windows\INetCache\Content.Word\XB-010 Obtain Diagnostics, Evaluation or Assessment Process.jpg]

[bookmark: _Toc450130728]Figure 86: Follow-Up with Vendor Process Diagram




2.16.11 [bookmark: _Toc450130547]Reassign Participants to Another Vendor Process

The Reassign Participants to Another Vendor Process results from a Vendor being suspended, deactivated or terminated and documents the steps to identify Participants currently being severed by this vendor, reconcile active fiscal authorization and claims, and reassigning Participants to active vendors.
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[bookmark: _Toc450130729]Figure 87: Reassign Participants to Another Vendor Process Diagram

2.16.12 [bookmark: _Toc450130548]Communication From State Auditor's Office Process

The Communication From State Auditor's Office Process documents the actions taken by the System when information is received from the State Auditor’s Office about modified vendor information. 
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[bookmark: _Toc450130730]Figure 88: Communication From State Auditor's Office Process Diagram

2.16.13 [bookmark: _Toc450130549]Statewide Service Delivery Approval Process

The Statewide Service Delivery Approval Process documents the approval process after a new or existing Vendor requests to be able to provide services across multiple services areas or statewide.
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[bookmark: _Toc450130731]Figure 89: Statewide Service Delivery Approval Process Diagram

2.17 [bookmark: _Toc450130550]Order of Selection Process

The Order of Selection Process was determined to be out of scope for the BPA Project. 

2.18 [bookmark: _Toc450130551]Appeals Process

The Appeals Process was determined to be out of scope for the BPA Project. 
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2.5 Determine Severity Process

Reports (X15)
251

Determine
Severity

Start Process







image21.jpeg

2.5.1 Determine Severity Process

Create Work Task
for Supervisor to
Review Certificate of

Severity.

| Vocational Counseling and
| Guidance Service is by default

s it presumed that the Applicant
can benefit in terms of an
employment outcome from the

Supervisor Approved

Certificate of Severity?

Create Work Task
for Probationary.
VRC to Re-
determine Severity.

End Process - VRC to
Re-determine Severity
and Re-submit to
Supervisor for Approval

vﬁ
provision of VR services?
Determine Determine Service Send Severity Letter
gemiis e S Finalize Severity Generate Severity Generatea EI oy s
e (IR PR Update Case Record Applicant Severity ek comm o
Determine Severity T No 15 VRC Probationary? Assessment
| Process
| an Applicant Take Advantage
| of Trial Work Experience? —
VAC Recaies Work | IoSeverity Loveof T 0.1 Functiona tmiaton's
Task to Revise/ the Applicant 5D or Yes. | Noteverely Disabid (NsD)
Resubmit Severity I Functional Limitation MSD? p—
Determination | +humoerof senices / 12 Functional Limitation s
I imetrame Lo o | Severely Disabled (5D)
| determine NSD, D N i
I andmso /
i / 13 0r more Functional Limitation is
// | Most Severely Disabled (MSD)
/ Diagnostics,  Extended Evaluation -
/ Evaluation or Assessment Process
-t/ Process.
Applicant Receives Ss1 |/

or SSDI = default
Severity Level t0 SD.

1
|
v
|
|

Determine Eligibility Process.







image22.jpeg

2.6 Comprehensive Assessment Process
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2.7 Develop Individualized Plan for Employment (IPE) Process
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2.8 Implement IPE Process
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2.9 Referral Deactivation & Case Closure Process
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2.9.7 Case Closure When Individualized Plan for Employment Implemented Unsuccessfully Process

Closure due—{ Undate ase Rcord
toDesth of

end process

Do ot sendOut oA or
| ustomer Satsaction Suvey
ViCoetermines

Case Newds 0 b Cased
Uity A Appcant

s Determined lgive nd

Indvidualzed n for

Empoyment s mplementad

@

s Cloure dus to nabilty to
Contact Paricipant?

rovde il Plan

Amendment w/
Approprate

Documentation

Create Work T
for VRC o Fol
Up with Participant

wai oays Follon
fe. 15 dovs) Indiidual/ Applicant/
1sCase Summary particpant Process

Update prepare inal Pl ant Conduct il
Preconditons for || Amendment Drat Consutaton ..m.
o Closure ocument Consutation Partcioant

(T :.* Record
Oumu\ue Finai Pl wih nformation
mendment from inal plan
D partapant Ll

Completed?

Change satus o
es{  "Closed Not Fhevairapqunt
Renabitated” ey

sign il Pian
Amendment
Inperson?







image40.jpeg
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2.10 Post-Employment Services Process
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2.12 Obtain D&E, Assessment and Additional Information Process
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2.14.6 Auth Approval by Supervisor Process
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2.14.7 Auth Approval by Manager of Program Initiatives Process
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2.14.8 Auth Approval by Regional Manager Process
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2.14.9 Auth Approval by Director of Operations Process
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2.14.10 Modify/ Backdate/ Supplement/ Void/ Cancel Auth Process
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2.15.3 Claims Approval by VRC Process
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2.15.5 Claims Approval by Manager of Program Initiatives Process
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2.15.6 Claims Approval by Regional Manager Process
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2.15.8 Voided Claims Process
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1 The table listed below provides a summary explanation and definition of the terms used in the VR program.

		VRS Term

		Explanation and Definition



		Acknowledge

		Acknowledge is to indicate or make known of the receipt of a request.  The VRC request a Supervisor and or Regional Manager to review the IPE for an Applicant or Participant regarding Trial Work Experience / Extended Evaluation. The Supervisor and or Regional Manager confirm the need for an IPE, acknowledging the request is not approval of IPE. 



		Active Case Status

		Active Case Status is a term used to encompass several statuses which could be associated with a case record.

1. 00 - Referral

2. 02 - Application

3. 04 - Trial Work

4. 06 - Extended Evaluation

5. 10 - Eligibility

6. 11 - OOS Certified Eligible, Served

7. 12 - IPE developed

8. 14 - Guidance & Counseling only

9. 16 - Restoration

10. 18 - Training

11. 20 - Ready for employment

12. 22 - Employed

13. 24 - Services Interrupted

14. 32 - Post-employment

15. 81 - OOS, Certified Eligible, Unserved

These are subject to change and exploration with policy is advisable.



		Active Record

		Active Record is the related information creating logical structure having a status of active (i.e. individual, referral, applicant, participant and case).



		Administrative Review

		Administrative Review is the procedure that enables a party who is dissatisfied with the decision of the impartial hearing officer to seek review of the impartial hearing officer's decision after an impartial due process hearing.



		Appeal Right

		Appeal Right is the Individual’s right to request for a fair hearing before an impartial representative of the Family and Social Services Administration (FSSA) for the purpose of deciding whether the action proposed or taken by the Family and Social Services Administration (FSSA) / Division of Disability and Rehabilitative Services (DDRS) /Bureau of Rehabilitation Services (BRS)/Vocational Rehabilitation (VR) is correct.



		Appealable Situation

		Appealable Situation is any action or decision in which the applicant, individual or participant is dissatisfied may be appealed.



		Applicant

		Applicant means any individual who: 

1. has submitted, or on whose behalf has been submitted, a written application form or any other written request for vocational rehabilitation services which is completed and signed and has been received by the Vocational Rehabilitation Program; and 

2. has provided the information necessary to initiate an assessment for determining eligibility and priority for services; and 

3. is available to participate in and complete the assessment process. Individual who signs the VR application is called as the Applicant



		Appropriate Modes of Communication

		Appropriate Modes of Communication are specialized aids and supports that enable an individual with a disability to comprehend and respond to information that is being communicated. Appropriate modes of communication include, but are not limited to, sign language interpreting, open and closed caption videos, specialized telecommunications services, audio recordings, Braille and large-print materials, materials in electronic formats, augmentative listening devices, graphic presentations, and simplified language materials.



		Appropriate Referral

		Appropriate Referral is attempting to ensure that any referral to another agency is in the best interest of the individual, applicant, or participant.



		Approved Community Agency for the Deaf (CAD)

		Approved Community Agency for the Deaf is the agency that has not-for-profit status with the state and serves deaf and hard of hearing persons, or is a for-profit corporation that has had a contract as an agency with the Division of Disability and Rehabilitative Services (DDRS) for five years or longer and is approved by Deaf and Hard of Hearing Services (DHHS) and Vocational Rehabilitation Services (VRS).



		Approved interpreter

		Approved interpreter is an individual who holds a valid Indiana Interpreter Certificate (IIC) and is included in the Indiana Interpreter Certificate Directory. The term does not include interpreters holding the Educational Interpreter Certificate. All interpreters paid for or reimbursed by DDRS must hold a valid IIC.



		Area

		Area is one or multiple offices reporting to a Regional Manager.



		Area Agency on Aging (AAA)

		Area Agency on Aging provides case management, information, and referrals to various services for persons who are aging or developmentally disabled.



		Area Supervisor

		Area Supervisor is an individual of an area who is looked to for guidance and who could make a decision if needed, commonly located in one office, but could be in multiple offices.



		Assessment for determining vocational rehabilitation needs 

		Assessment for determining vocational rehabilitation needs as appropriate to each individual and consistent with the requirements of PPM chapter 440, a comprehensive individualized assessment to determine the unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice of an eligible individual, in order to make a determination of the employment outcome and the nature and scope of vocational rehabilitation services to be included in his or her Individualized Plan for Employment (IPE).



		Assistive Technology (AT) Device 

		Assistive Technology Device is any item, piece of equipment, or product system not otherwise specifically classified as medical or other equipment, whether acquired commercially off the shelf, modified, or customized, that is used to increase, maintain, or improve the functional capabilities of an individual with a disability.



		Assistive Technology (AT) Service 

		Assistive Technology Service is any service that directly assists an individual with a disability in the selection, acquisition, or use of an assistive technology device.



		Authorization

		Authorization is approval by VR program for a vendor to provide a service and/or product and bill the VR program for the service and/or product.



		Authorized User

		Authorized User is identified Users, at both the Central Office and Area Offices, with identified roles which enable them to perform certain actions in the proposed System.



		Backdated Authorization

		Backdated Authorization is when an Authorization is initiated after a service or product is purchased. VRC must provide justification for any backdated authorization.



		Bureau of Developmental Disabilities Services (BDDS)

		The Division of Disability and Rehabilitative Services (DDRS) Bureau of Developmental Disabilities Services (BDDS) provides services for individuals with developmental disabilities that enable them to live as independently as possible in their communities.



		Bureau of Motor Vehicle (BMV)

		Bureau of Motor Vehicle is the state agency responsible for licensing and, registration of individuals and vehicles. 



		Cancel Authorization 

		Cancel Authorization is when all or partial services are not used and a new authorization may be needed.



		Cancelled

		Cancelled is the status of referral appointment, assessment, or any meeting between two parties in which one party request to cancel the meeting.



		Case

		Case is a collection of related information to meet the need of the business to continue to use current business terminology of a case 



		Case History

		Case History is the information describing which user made the change, what time, what date, and it changed from X to Y for a specific data element.



		Case ID

		Case ID is a unique identifier assigned by the system to identify the Case.



		Case Monitoring 

		Case Monitoring is System functionality which the data entities which create case information have rules applied to the data which allows for the system to monitor situations which needs for an authorized user review or the system to act according to the defined rules.



		Case Notes

		Case Notes is User entering narrative of information regarding the VR Case.



		Case Record

		Case Record is a collection of current and historical related information determined to be a case.



		Case Status

		Case Status indicates the status of case at the time requested by the user.  Default case status display would be system date and time of the system when the data was requested.

1. 00 – Referral

2. 02 – Application

3. 04 – Trial Work

4. 06 – Extended Evaluation

5. 08 – Closed Ineligible/Prior to Eligibility 

6. 10 – Eligibility

7. 11 – OOS, Certified Eligible, Served

8. 12 – IPE developed

9. 14 – Guidance & Counseling only

10. 16 – Restoration

11. 18 – Training

12. 20 – Ready for employment

13. 22 – Employed

14. 24 – Services Interrupted

15. 26 – Closed Rehabilitated 

16. 28 – Closed not Rehabilitated 

17. 30 – Closed IPE not Implemented 

18. 32 – Post-Employment

19. 33 – Post-Employment Closure

20. 81 – OOS, Certified Eligible, Unserved



		Caseload

		Caseload is the collection of all cases assigned and owned by a VRCC, VRC, Central Office, or a User.



		Certificate of Eligibility

		Certificate of Eligibility is a document stating the participant is eligibility for VR program and sent to participant



		Certificate of Ineligibility 

		Certificate of Ineligibility is a document stating the participant is ineligibility for VR program and sent to participant



		Certificate of Severity

		Certificate of Severity is a document identifying the significance (severity) of the individual's disability and sent to participant



		Client Assistance Program (CAP)

		Client Assistance Program provides information and advocacy assistance with respect to services that are directly related to facilitating the employment of the individual





		Closed Case Status

		Closed Case Status is a grouping termed defined policy at this time as the following Case Statuses: 

1. 08 – Closed Ineligible/Prior to Eligibility

2. 26 – Closed Rehabilitated

3. 28 – Closed not Rehabilitated

4. 30 – Closed IPE not Implemented

5. 33 – Post-Employment Closure



		Closure Timeframe

		Closure Timeframe is the general time needed to determine a Case to be closed.



		Commercial Off-the-shelf (COTS)

		Commercial Off-the-shelf (COTS) tools are products which are readily available in the market for purchase as an alternative to custom in-house development.  COTS products may require some customization to fulfill business needs.



		Community Rehabilitation Program (CRP) 

		Community Rehabilitation Program (CRP) is an agency, organization, institution, or a unit of an agency, organization, or institution, which provides directly or facilitates the provision to individuals with disabilities to enable those individuals to maximize their opportunities for employment, including career advancement.



		Comparable Services and Benefits 

		Comparable services and benefits are services and benefits: 

1. provided or paid for, in whole or in part, by federal, state, or local public agencies or programs, health insurance, or employee benefits that are other than the VR program; 

2. that are available to the individual at the time needed to ensure the progress of the individual toward achieving the employment outcome described in his or her Individualized Plan for Employment (IPE); and 

3. that are commensurate to the services that the individual would otherwise receive from the Vocational Rehabilitation Program. 

4. For the purposes of this definition, comparable services and benefits do not include: 

a. financial participation by the individual; or 

b. awards and scholarships based on merit that are provided for training but unspecified as to use.



		Competitive Employment 



		Competitive employment is: 

1. in the competitive labor market that is performed on a full-time or part-time basis in an integrated work setting; and 

2. for which the individual is compensated at or above the federal minimum wage, but not less than the customary wage and level of benefits paid by the employer for the same or similar work performed by individuals who do not have disabilities.



		Compliance

		Compliance when an individual, applicant, participant or vendor meets the requirements defined by VR program



		Comprehensive Assessment

		Comprehensive Assessment is obtaining as much information about the Individual including observation in the environment, historical information obtained from reliable family members or caretakers, medical charts including all previous ancillary assessments, and information obtained from the individual being assessed, if an accurate reporter. All resources available for assessment should be utilized. Comprehensive Assessment should be completed to properly document information for the IPE. 



		Comprehensive Assessment Information

		Comprehensive Assessment Information is a process of collecting beginning with the application and used to inform the eligibility and severity determination.  Comprehensive Assessment continues after eligibility and severity determinations are made, to gather helpful information for the Individualized Plan for Employment (IPE) and the nature and scope of services 



		Confidential information 

		Confidential information is any information obtained or created by and in the possession of the Vocational Rehabilitation Program which identifies or can be used to identify any individual who has been referred for, has applied for, or has been determined to be eligible for services. 



		Confirmation Letter

		Confirmation Letter is the document sent to participant confirming an appointment or meeting.



		Consent

		Consent is prior informed written consent is required for the disclosure of record of services materials, even to the individual or the individual's representative

The Consent to Release Form (state form #53323) is found here: 

http://www.in.gov/fssa/carefinder/2733.htm



		Cost Center (CC) Code

		Cost Center Codes is accounting codes used to define rate, service, and accounting information



		Cost of attendance (COA) 

		Cost of Attendance (COA) is the students cost at a postsecondary training institution.



		Court Order

		Court Order is a legally binding edict issued by a court of law.  A Court Order is issued by a magistrate, judge, or properly empowered court official.  A Court Order related to child support can dictate how often, how much, what kind of support a parent is required to pay, how long he or she is to pay it, and whether an employer must withhold support from their wages.



		Current Procedural Terminology (CPT)

		Current Procedural Terminology is a listing of descriptive terms and identifying codes for reporting medical services and procedures. The purpose of CPT is to provide a uniform language that accurately describes medical, surgical, and diagnostic services, and thereby serves as an effective means for reliable nationwide communication among physicians and other healthcare providers, patients, and third parties.



		Date of Birth (DOB)

		Date of Birth is the legal recorded date of when an individual was born.



		Department of Correction (DOC)

		Department of Correction is the State agency is responsible for the safety and security inside State correctional facilities. 



		Department of Family Resources (DFR)

		Department of Family Resources is responsible for establishing eligibility for Medicaid, Supplemental Nutrition Assistance Program (SNAP - food assistance) and Temporary Assistance for Needy Families (TANF - cash assistance) benefits. 



		Department of Workforce Development (DWD)

		Indiana Department of Workforce Development serves the worker and the employer to ensure workplace success. DWD is committed to innovating and invigorating Indiana’s economic future.



		Dependent



		Dependent is an individual who is under the care of a parent, relative, or other caretaker.



		Diagnostic Record

		Diagnostic Record is any document which contains any medical, mental health, vision, dental record for an individual, applicant, or participant completed by a trained individual 



		Diagnostics and Evaluations (D&E)

		Diagnostic and Evaluation is any document competed by trained individuals to help VRC understand the needs of the Individual, Applicant or Participant.



		Diagnostics, Evaluations, or Assessments

		Diagnostics, Evaluations, or Assessments is any document competed by trained individuals to help VRC understand the needs of the Individual, Applicant or Participant. Diagnostics, Evaluations, or Assessments is used in process mapping to cover Diagnostics, Evaluations or Assessments to help VRC evaluate the needs of the participant.



		Disclosure 

		Disclosure is with respect to confidential information, the release of confidential information by any means whatever, including, but not limited to, permitting it to be viewed in person and release by photocopy or other reproduction, or by electronic transmission (as, for example, by e-mail or facsimile). The term includes the release of confidential information to any party, including to the individual (and his or her family member, attorney, advocate, or other representative), service providers, and the representatives of programs other than the Vocational Rehabilitation Program.



		Discovery

		Discovery is a process that is associated with employment services; this differs from the comprehensive assessment, which is a much larger process



		Division of Disability and Rehabilitative Services (DDRS)

		Division of Disability and Rehabilitative Services is the agency having two overarching responsibilities: to facilitate partnerships that enhance the quality of life for children and adults with physical and cognitive disabilities; and to provide them with continuous, life-long support



		Division of Mental Health and Addiction (DMHA)

		Division of the Family and Social Services Administration is the State agency that offers help with job training, public assistance, supplemental nutrition assistance, and other services.  For more information, go to: www.in.gov/fssa/2407.htm



		Documents

		Documents are forms generated from the application DocGen.



		Draft Status of Authorization

		Draft Status of Authorization is the initial status of an authorization when User can change anything until the authorization status changes to Final Approval.



		Easy-Auth

		Easy-Auth is available functionality within the IRIS application. Available if Participant has an approved IPE, TWE, or EE allowing the USER to make several authorizations at once or to complete existing authorizations.



		Educational Institution

		Educational Institution is different types of educational or training places which provide services listed in the Participant’s IPE.



		Electronic Fund Transfer (EFT)

		EFT is the method by which money is transmitted electronically from one bank account or financial entity to another bank or financial entity.



		Eligibility

		Eligibility is set of standards using Federal and State laws, regulations and interpreting those laws and regulations into the State VR Program policy needed to determine if an individual can receive VR services.



		Eligible Individual 

		Eligible individual is an individual who has been determined to meet the eligibility requirements for Vocational Rehabilitation Program participation and to be eligible for vocational rehabilitation services, as described in PPM chapter 421.



		Employment outcome 

		Employment outcome is full-time or, if appropriate, part-time competitive employment (as defined in section 200.13) in the integrated labor market, supported employment, or any other type of employment in an integrated setting, including telecommuting and small business enterprise (SBE) ownership and operation or other self-employment of the individual's informed choice, consistent with his or her strengths, resources, priorities, concerns, abilities, capabilities, and career interests.



		Establishment and start-up costs 

		Establishment and start-up costs are with respect to a small business enterprise (SBE) outcome, establishment and start-up costs means the necessary costs required to set up and start the business, and to fund business operations during the start-up period. Such costs may include, but are not limited to, the initial purchase costs of business tools and equipment, initial stocks and supplies of product or raw material inventories, initiating and maintaining (for the start-up period only) utility services, the payment of advertising costs, and other expenses required for business operations during the start-up period.



		Existing business 

		Existing business is with regard to the small business enterprise (SBE) policies and practices of the Vocational Rehabilitation Program, existing business means any business entity that has already been established by an applicant or eligible individual: 

1. that is currently open for and is engaging in business; or 

2. from whose operations the individual has derived income in any one or more of the three most recent years sufficient to lawfully require reporting to the IRS for purposes of federal business income taxes.



		Expected family contribution (EFC) 

		Expected family contribution is for purposes of postsecondary training student financial aid, the amount that a student and/or a student's family is expected to contribute toward meeting the student's cost of attendance (COA). The EFC is calculated using a formula established by Congress and is used to determine whether or not a student is eligible for federal student financial aid. It appears on the front of the student aid report (SAR), the SAR acknowledgement, and in the student's institutional records.



		Extended period of time 

		Extended period of time is as it pertains to the definitions of the terms individual with a significant disability and individual with a most significant disability, means that the vocational rehabilitation services provided for under an Individualized Plan for Employment (IPE) are expected to be required and be continued for a period of nine months or longer, from the date on which the individual's IPE is signed until the date of successful rehabilitation and closure of the record of services.



		Extended services (ES) 

		Extended services is as applicable to supported employment services, extended services means ongoing support services and other appropriate services necessary to support and maintain an individual with a most significant disability in supported employment that are provided: 

1. after the individual with a most significant disability has made the transition from services provided by the Vocational Rehabilitation Program; and 

2. by a state agency or program, a private nonprofit organization, an employer, or another appropriate source which is other than the Vocational Rehabilitation Program.



		Financial need 

		Financial need for purposes of postsecondary training student financial aid, a student's financial need is the difference between a student's cost of attendance (COA) at a school and the expected family contribution (EFC), calculated by the formula COA – EFC = financial need.



		Fiscal Authorization (Auth)

		Fiscal Authorization authorizes a vendor to provide the product or the service. Also known as ‘Auth’.

State Approved Form # 35144 (R18/12-04)



		Fiscal Claim Voucher

		Fiscal Claim Voucher is the document used to process an invoice and pay the bill, with the actual date(s) of service



		Fiscal Timeframe

		Fiscal Timeframe  is the timeliness for making payments to vendors, participants or other providers of services 



		Free Application for Federal Student Aid (FAFSA) 

		Free Application for Federal Student Aid is an application completed and filed by a student who wishes to receive federal and/or state student financial aid. The application collects household and financial information used by the federal government to determine the student/family eligibility for student assistance and to calculate the expected family contribution (EFC) for postsecondary education costs.



		FSSA

		Family and Social Services Administration.



		Functional Limitation

		Functional Limitation is determining whether or not the applicant has a serious limitation of functional capacity in the nine functional capacity areas considered for the severity determination 

(cognitive and learning skills, communication, interpersonal skills, mobility, 

motor skills, self care, self direction, work skills, and work tolerance).



		ILC 

		Independent Living Centers



		Impartial Hearing Officer (IHO) 

		Impartial Hearing Officer is an individual qualified to preside over impartial due process hearings.



		Inactive

		Inactive status is when no activity to a Case, Participant, Applicant, or Individual has been recognized by the System.



		Indiana Client Eligibility System (ICES)

		ICES (Indiana Client Eligibility System) is a system that maintains eligibility information for Medicaid, SNAP (Food Stamp program), and TANF programs.



		Indiana Rehabilitation Information System (IRIS)

		Indiana Rehabilitation Information System is the current case management system used by area offices to maintain customer, case, fiscal and various other records in the System.



		Individual

		Individual is someone walking in, contacting or being referred to VR program and before signing the application



		Individual Information

		Individual Information is the identifying attributes to allow individuals to be different (e.g. First Name, Middle Name, Last Name, Address, Gender) 





		Individual Record

		Individual Record is demographic information which can be used to help identify the individual and keep information which only relates to that one individual.



		Individual with a Most Significant Disability (MSD)

		Individual with a Most Significant Disability is an individual who has a severe physical or mental impairment that substantially limits three or more of the functional capacities, specified above, in terms of employment outcome who can be expected to require multiple VR services over an extended period of time.



		Individual with a Significant Disability (SD) 

		Individual with a Significant Disability is an Individual who has a severe physical or mental impairment that will substantially limit one or two functional capacities (communication, interpersonal skills, mobility, self-care, self-direction, work skills, and work tolerance) in terms of employment outcome and who can be expected to require multiple VR services over an extended period of time



		Individualized Plan for Employment (IPE)

		Individualized Plan for Employment (IPE) is establishing the following:

1. The individual’s employment goal

2. The nature and scope of services needed to achieve the employment goal

3. Identification of comparable benefits 

4. Criteria for determining progress toward achieving the employment goal

5. Time lines for achieving the employment goal

6. Responsibilities of VRS and of the participant in achieving the employment goal



		Individual's Representative 

		Individual's representative is any representative chosen by an applicant or eligible individual, as appropriate, including a parent, guardian, other family member, or advocate, unless a representative has been appointed by a court to represent the individual, in which case the court-appointed representative is the individual's representative.



		Ineligible (Determined Ineligible)

		Ineligible (Determined Ineligible) is any determination that the individual is ineligible or no longer eligible based on a finding that his or her disability is so significant as to preclude the achievement of an employment outcome, except that the review is not required and need not be conducted if:

1. the individual has refused it;

2. the individual is deceased or he or she is no longer present in the 

state or cannot be located or contacted; or

3. the individual's medical condition is rapidly progressive or terminal.





		Ineligible Vendor List

		Ineligible Vendor List is a list of Vendors who could not maintain the State’s Vendor agreement and are not recognized to receive payment for services from the state of Indiana. 



		Inquiry Information

		Inquiry Information is identifying attributes of a Case, Participant, Individual or Applicant used to search. 



		Intake Appointment 

		Intake Appointment is when an Individual starts providing information to complete the intake questionnaire.   



		Integrated setting 

		Integrated setting is a setting typically found in the community (not a setting artificially created) in which applicants or eligible individuals with disabilities interact with non-disabled individuals (other than non-disabled individuals who are care givers or service providers to those applicants or eligible individuals) to the same extent that non-disabled individuals in comparable situations interact with other persons.



		Inventory

		Inventory is an item or product which was purchased by VR funds to provide a service and might be able to be  reused for another participant if applicable



		Invoice

		Invoice is a document received from an approved Vendor billing for services conducted on behalf of the Participant



		IPE Amendment

		IPE Amendment is a change to the IPE which must be reviewed and documented changes agreed to by both the Participant and VRC 



		IPE Complete By Date

		IPE Complete By Date is a date documenting when the IPE was completed.



		Maintenance 

		Maintenance is monetary support provided to an individual for food, shelter, and clothing expenses that are incurred as a consequence of Vocational Rehabilitation Program participation, are in excess of the normal expenses of the individual, and are required in order for the individual to participate in an assessment for determining eligibility and priority for services, an assessment for determining vocational rehabilitation needs, or services provided under an Individualized Plan for Employment (IPE).



		Mediation 

		Mediation is the act or process of using an independent third party as a mediator, intermediary, or conciliator to help persons or parties settle differences or resolving disputes prior to pursuing formal administrative or other legal remedies. Mediation must be agreed to by both parties (the individual or the individual's representative as well as the Vocational Rehabilitation Program) and must be conducted by a qualified and impartial mediator in accordance with the requirements of PPM chapter 320.



		Medicaid

		Medicaid is a program that offers health insurance to certain low-income families, individuals with disabilities, and elderly individuals with limited financial resources. Medicaid is jointly funded by the federal and state government. Medicaid programs vary from state to state though there are some services that are required by the federal government. Optional services can be offered by each state.



		Medical Service Provider

		Medical Service Provider is a doctor of medicine or osteopathy, podiatrist, dentist, chiropractor, clinical psychologist, optometrist, nurse practitioner, nurse-midwife, or a clinical social worker who is authorized to practice by the State and performing within the scope of their practice as defined by State law, or a Christian Science practitioner. A health care provider also is any provider from whom the University or the employee's group health plan will accept medical certification to substantiate a claim for benefits.



		Missed

		Missed is an appointment status of a scheduled appointment when the Individual, Applicant or Participant does not show up for the scheduled appointment, yet does contact the VRC after the scheduled time to inform the VRC why the appointment was missed.



		Modify Authorization (auth)

		Modify Authorization is any change (except who provides the service or product) to an approved Authorization with no claims against it.



		Most Significantly Disabled (MSD)

		Most Significantly Disabled (MSD) is when an individual who has a severe physical or mental impairment that substantially limits three or more of the functional capacities, specified above, in terms of employment outcome who can be expected to require multiple VR services over an extended period of time



Current regulations for severity can be found here:

http://www.in.gov/fssa/files/422_-_Severity_Determination.2005_%2810-11-05Rev%29.pdf



		Multiple vocational rehabilitation services 

		Multiple vocational rehabilitation services is services from any two or more of the following service categories: 

1. vocational counseling and guidance; 

2. physical and mental restoration services; 

3. rehabilitation technology services; 

4. training services; 

5. job-related services, including job search, job development, job placement assistance, job retention services, and follow-up and follow-along services (except when such services are provided for an assessment for determining eligibility and priority for services, trial work experiences, an extended evaluation, or supported employment services); 

6. supported employment services (including supported employment job development, job placement, job coaching, job retention, transitional employment, and extended services); 

7. consultation and technical assistance provided for individuals whose employment outcome goal is small business enterprise (SBE) ownership and operation or another self employment outcome.



		Need Analysis 

		Need Analysis is the process of analyzing household and financial information on a student's financial aid application (FAFSA) in order to calculate an expected family contribution (EFC) and determine the student's need for financial aid for postsecondary training costs.



		No Show

		No Show is an appointment status of a scheduled appointment when the Individual, Applicant or Participant does not show up for the scheduled appointment, and does not inform the VRC.



		Not Significantly Disabled (NSD) Severity 

		Non-Significant Disability(NSD) severity is when an Participant who has a physical or mental impairment that results in a substantial impediment to employment and who presumably will benefit in terms of employment outcome from the provision of VR services



Levels of Severity are found at location:

http://www.in.gov/fssa/files/422_-_Severity_Determination.2005_%2810-11-05Rev%29.pdf



		Notice of Refund

		Notice of Refund is a document used to record funds returned to VRS for overpayment of services. State Form 36998



		Notification

		Notification informs the User about a pending action or a process which has taken place within the System.



		Obtain Diagnostic and Evaluations (D&E)

		Obtain Diagnostic and Evaluations is any request of documents or receipt any documents which are diagnostics, evaluations or assessments to help VRC evaluate the needs of the Individual, Applicant or Participant.



		Onbase

		OnBase is the document management system used along with IRIS to maintain and store electronic images of the documents received by VR and documents generated by IRIS.



		Ongoing Operating Costs 

		Ongoing Operating Cost is the continuing costs of business operations for a Small Business Enterprise (SBE) subsequent to the end of the start-up period, including all of the costs of ongoing day-to-day operations, such as: the compensation of employees and the payment of contractors; the costs of tool and equipment maintenance, repair, replacement; the replenishment of all consumables (such as product or raw material inventories); the payment of business debts; and business diversification, expansion, and relocation.



		On-the-Job Training (OJT) 

		On-the-Job Training is an employment and training process conducted in an integrated real work setting in which the individual, as the trainee, receives wages and benefits from an employer while developing the knowledge, skills, and/or experience required to successfully perform the job tasks associated with a specific job in competitive employment in an integrated setting. See PPM chapter 531 for applicable policy and procedure.



		Optical Character Recognition (OCR)

		Optical Character Recognition is an electronic translation of handwritten, typewritten, or printed text into a machine encoded text.



		Overarching Process 

		Overarching Process (e.g., Document Management) is when a defined set of steps, activities, or processes are repeatable to complete a business process. These processes can be completed without inclusion into other business processes, yet being repeatable are defined once and reused, but data elements could change.



		Partial Claim

		Partial Claim is when a claim is made that does not zero out the balance on an Authorization.  



		Participant

		Participant is an individual who after applying for VR services is deemed to be eligible for VR services. Not every Individual applying for VR services is determined eligible for services



		Participant Record

		Participant Record is a collection of current and historical information associated with a Participant.



		Payment

		Payment is a State issued warrant providing funds for a provider, individual, or vendor who have completed an authorized VR service 



		Personal Assistance Services 

		Personal assistance services is a range of services provided by one or more persons and designed to assist an individual with a disability in the performance of activities of daily living on or off the job that the individual would typically perform without assistance if the individual did not have a disability; These services must be designed to increase the individual's control in life and ability to perform everyday activities on or off the job. These services must be necessary to the achievement of an employment outcome, and provided only in conjunction with one or more other vocational rehabilitation services when required to support the other services, and only while the individual is receiving the other services being supported; may include, as appropriate and necessary, interpreting, attendant, reader, and note taking services, and training in managing, supervising, and directing such service providers.



		Personal Identifiable Information (PII)

		Personal Identifiable Information is information that can be used on its own or with other information to identify, contact, or locate a single person, or to identify an individual in context. (e.g., Names, Date of Birth, SSN).



		Physical and Mental Restoration Services 

		Physical and Mental Restoration Services are services 

(1) to the extent that financial support is not readily available from another source (such as health insurance or other comparable services and benefits), services necessary to obtain a diagnosis and evaluation or provide treatment for a physical or mental impairment: 

A)  that is— 

(1) stable or slowly progressive, 

(2) an acute or chronic exacerbation of a condition that is otherwise stable or slowly progressive, or 

(3) an emergency caused by the provision of other physical and mental restoration services by the Vocational Rehabilitation Program; 

B)  that constitutes or results in a substantial impediment to employment; and

C)  that can reasonably be expected to correct or improve the physical or mental impairment and to eliminate or reduce the impediment to employment within a reasonable period of time. 

(2) Physical and mental restoration services may include, as determined to be consistent with the requirements described in paragraph (1) of this section— 

A) any medical or psychological examination, evaluation, or assessment by an acceptable medical or health care source, including related laboratory and other services; 

B) corrective surgery, including, but not limited to, the costs of necessary inpatient hospitalization and outpatient hospital, clinic, and office services in connection with surgery, together with related medications and supplies and nursing, laboratory, and other services; 

C) therapeutic treatment, including, but not limited to, physical therapy, occupational therapy, and speech and hearing therapy; 

D) prescribed medical equipment and supplies; 

E) prosthetic and orthotic devices; 

F) corrective visual services, including eyeglasses, contact lenses, and low-vision aids, together with the examinations and other services necessary for their prescription, provision, and fitting; 

G) hearing aids, together with the services necessary for their prescription, provision, and fitting; 

H) corrective dentistry; 

I) diagnosis and treatment of mental and emotional disorders, including psychiatric and psychological counseling and therapy, and other mental health services; 

J) special services for the treatment of end-stage renal disease, including dialysis, kidney transplantation, artificial kidneys, and related services and supplies; and

K) other medical or medically related rehabilitation services necessary to diagnose or treat qualifying physical and mental impairments.



		Physical or mental impairment 

		Physical or mental impairment is (1) any physical disorder or condition, cosmetic disfigurement, or anatomical loss affecting one or more of the neurological, musculo-skeletal, specialized sensory organs, respiratory (including speech) organs, cardiovascular, reproductive, digestive, genitourinary, hemic and lymphatic, skin, or endocrine systems; or 

(2) any mental or psychological disorder such as mental retardation, organic brain syndrome, emotional or mental illness, and specific learning disabilities.



		Pitney-Bowes (PB)

		Vendor used to scan documents for state agencies



		Post-employment Services (PE) 

		Post-employment services is  any one or more vocational rehabilitation services that are provided subsequent to the achievement of an employment outcome and successful case closure that are necessary for an individual to maintain, regain, or advance in employment consistent with his or her strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice. See PPM chapter 490 for applicable policy and procedure.



		Pre-Employment Transition Services (PETS)

		Pre-Employment Transition Services are services provided by VRC to youth which could include but not limited to job exploration, workplace readiness and paid workplace-learning experiences. The services have not been fully defined at this point and time.



		Provider

		Provider is a type of Vendor that provides employment services to Participants of VR via a contract; Provider has to be on approved vendor list with State of Indiana and with VR. A Provider can provide product or service for a few or all of the VR Offices.



		Public record 

		Public Record is any writing, paper, report, form, study, map, photograph, book, card, audiovisual recording, or other material that is obtained or produced by a public agency and received, used, filed, or otherwise retained by the agency, regardless of its source, form, or content, or the manner or place of its creation, transmission, receipt, retention, or mode of retrieval.



		Reclaimed Inventory

		Reclaimed Inventory is an item which was purchased using VR funds and was able to retrieve because the item was not being used by the participant and can be reused for another participant if applicable 



		Referral Information

		Referral Information is data collected regarding the referral request for VR services (e.g. Referral Received Date, Referral Contact By Date (e.g., 5 business days after Referral Received Date), Referral First Contact Date, Referral Second Contact Date, Referral Third Contact Date)



		Referral Record

		Referral Record is any information collected at the time of the referral. This information is divided into Individual Record and Case Record.



		Rehabilitation engineering 

		means the systematic application of engineering sciences to design, develop, manufacture or produce, adapt, test, evaluate, apply, and distribute technological solutions to problems confronted by individuals with disabilities in functional areas, such as mobility, communications, hearing, vision, and cognition, and in activities associated with employment, independent living, education, and integration into the community.



		Rehabilitation Services Administration (RSA)

		Federal Rehabilitation Services Administration which oversees the State of Indiana VR program and provides funds for the program to administer for services.



		Rehabilitation technology (RT) 

		Rehabilitation technology is the systematic application of technologies, engineering methodologies, or scientific principles to meet the needs of, and address the barriers confronted by, individuals with disabilities in areas that include education, rehabilitation, employment, transportation, independent living, and recreation. The term includes rehabilitation engineering, assistive technology devices, and assistive technology services.



		Reimbursement 

		Reimbursement is a payment for VR service or product to support Participant or Applicant which was purchased by an individual and documented in the IPE.



		Reimbursement Statement

		Reimbursement Statement is a document allowing a Individual or Participant to request reimbursement (payment) for services done in support of an IPE.



		Road to Work

		“The Road To Work: An Employment Resource Guide” was developed to provide information to those individuals with disabilities who have employment and training needs.



		Service

		Service is what VR service is provided to the Applicant or Participant.



		Service Categories

		Service Categories is grouping of services provided to the Participant.



		Services to Family Members 

		Services to Family Members are vocational rehabilitation services provided to a family member of an applicant or eligible individual when such services are required in order for the applicant or eligible individual to achieve an employment outcome. Services to family members may include child or elder care, or similar services.



		Severity

		Severity is the significance (severity) of an individual's disability and the level of significance (severity) as whether the individual is an individual with a disability (not SD), an individual with a significant disability (SD), or an individual with a most significant disability (MSD) individual's disability must be made by a qualified Vocational Rehabilitation Counselor or by another qualified professional employed by the Vocational Rehabilitation Program, and cannot be delegated to any other individual or agency.



Levels of Severity are found at location:

http://www.in.gov/fssa/files/422_-_Severity_Determination.2005_%2810-11-05Rev%29.pdf



		Sheltered work 

		Sheltered Work is work performed for an extended or indefinite period in a non-integrated or sheltered setting for a public or private nonprofit agency or organization for which compensation is provided in accordance with the Fair Labor Standards Act, as amended. Sheltered work is not an allowable employment outcome for purposes of the Vocational Rehabilitation Program, and vocational rehabilitation services cannot be provided to achieve or maintain the individual in a sheltered work setting. 



		Signature Pad

		Signature Pad is a device in which VR program collects an electronic signature. 



		Significantly Disabled (SD)

		Significantly Disabled is a term used to identify an individual with a significant disability("SD"), meaning an individual with a disability who has a severe physical or mental impairment that seriously limits one or two functional capacities (cognitive and learning skills, communication, interpersonal skills, mobility, motor skills, self-care, self-direction, work skills, and work tolerance) in terms of an employment outcome, and whose vocational rehabilitation can be expected to require multiple vocational rehabilitation services over an extended period of time, and who has one or more physical or mental disabilities resulting from amputation, arthritis, autism, blindness, burn injury, cancer, cerebral palsy, cystic fibrosis, deafness, head injury, heart disease, hemiplegia, hemophilia, respiratory or pulmonary dysfunction, mental retardation, mental illness, multiple sclerosis, muscular dystrophy, musculo-skeletal disorders, neurological disorders (including stroke and epilepsy), spinal cord conditions (including paraplegia and quadriplegia), sickle cell anemia, specific learning disability, end-stage renal disease, or another disability or combination of disabilities determined on the basis of an assessment for determining eligibility and priority for services or a comprehensive assessment of vocational rehabilitation needs to cause comparable substantial functional limitation.



Levels of Severity is found at location:

http://www.in.gov/fssa/files/422_-_Severity_Determination.2005_%2810-11-05Rev%29.pdf



		Small Business Enterprise (SBE) 

		Small Business Enterprise is for purposes of the Vocational Rehabilitation Program, is an employment outcome which provides full-time or if appropriate, part-time competitive employment in an integrated setting in which the enterprise: 

1. is a new, first-time, start-up business (not an existing business); 

2. is wholly or partly owned and operated by the individual; 

3. is a wholly independent entity, separate from and not subordinate to any other individual, organization, or other entity with respect to its business name, legal structure, location, the product(s) and/or service(s) offered, marketing and advertising decisions, management, day-to-day operations, and the disposition of the revenues generated from sales, and in which the individual is self-employed, working for themselves rather than as an employee of another individual, organization, or other entity outside the enterprise; 

4. represents the sole or primary employment of the individual, in which he or she is responsible for the performance of significant work on a regular full-time or part-time basis that is integral to the management and day-to-day operations of the enterprise, and is the sole or primary source of his or her earned income; and 

5. is an enterprise for which there is a reasonable expectation that it will become, within a reasonable period of time, a successfully self-sustaining business generating sufficient revenues from its own operations to both— 

A. meet its own ongoing operating costs, and 

B. provide personal income for the individual equal to or exceeding the prevailing federal minimum wage rate but not less than the customary earnings of individuals who do not have disabilities and perform the same or similar work.



		Social Security Disability (SSD)

		Social Security Disability (SSD) is benefits paid on behalf of a child due to the disability of one or more parents or the disability of the child.



		Social Security Number (SSN)

		Social Security Number is a nine-digit number in a 000-00-0000 format which is issued by the Social Security Administration (SSA) to an individual.



		Stabilization

		Stabilization is when a Participant has achieved his/her highest level of independence on the job.



		Start-up Period 

		Start-up Period as applied to a small business enterprise (SBE), is the period of time required to establish the business and fund business operations from the date on which actual business operations begin until the earliest of: 

1. the date on which the revenues generated by the business from the sale of its own products and/or services equal or exceed the ongoing operating costs of the business for the third consecutive month; or 

2. any other date identified by the Individualized Plan for Employment (IPE) as the end of the start-up period; but, in no case to exceed 

3. 24 calendar months following the commencement of business operations.



		State Agencies

		State Agency is an administrative unit of state government.



		Student Aid Report (SAR) 

		Student Aid Report is a federal document sent to a student by the Education Department's processing facility which contains financial and other information reported by the student on the Free Application for Federal Student Aid (FAFSA). A student receives a paper SAR if he or she files a paper FAFSA and does not provide a valid e-mail address. The student receives a link to online SAR information if he or she provides a valid e-mail address on the FAFSA. The student's expected family contribution (EFC) is included on the SAR. All information reported on the SAR is also sent to schools the student has listed on the FAFSA.



		Student Type

		Student Type is the role of the student at that time.  (e.g. Full-time, part-time)



		Students with Disabilities

		Student with Disabilities is an Individual enrolled in school, who has a physical or mental impairment.



		Submit Authorization for Approval

		Submit Authorization for Approval is when User accessing the authorization via the System completes the authorization and submits the authorization, which follow the defined business rules for approval.



		Substantial Impediment to Employment 

		Substantial Impediment to Employment is a physical or mental impairment (medical, psychological, vocational, educational, and other related factors) hinders an individual from preparing for, securing, and retaining or regaining an employment outcome consistent with his or her abilities and capabilities.



		Supervisor User

		Supervisor User is a User with the appropriate permissions to access the VR System and manage Users’ assigned to them.



		Supplemental Authorization 

		Supplemental Authorization is adding amount or changes quantity to an existing, approved Authorization without changing dates and is listed on the IPE.



		Supported Employment (SE) 

		Supported Employment is competitive employment in an integrated setting, or other employment in an integrated setting in which an individual is working toward competitive employment, consistent with the individual's strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice, with ongoing support services for individuals with most significant disabilities— 

(A) for whom competitive employment has not traditionally occurred or for whom competitive employment has been interrupted or intermittent as a result of a significant disability, and (B) who, because of the nature and severity of their disabilities, need intensive supported employment services from the Vocational Rehabilitation Program and extended services after transition as described in this chapter to perform such work; or transitional employment, for individuals with the most significant disabilities due to mental illness.



		Supported Employment (SE) Services 

		Supported Employment (SE) Services is ongoing support services and other appropriate services needed to support and maintain an individual with a most significant disability in supported employment, and which are provided by the Vocational Rehabilitation Program: 

1. for a period of time not to exceed 18 months following job placement, or until transition to extended services, unless under special circumstances the eligible individual and the Vocational Rehabilitation Counselor jointly agree to extend the time to achieve the employment outcome identified in the Individualized Plan for Employment (IPE); and 

2. following transition, as post-employment services that are unavailable from an extended services provider and that are necessary to maintain or regain the job placement or advance in employment.



		Supporting Documentation

		Supporting Documentation is any information which is requested, returned or discovered to help document any decision.



		Supporting Services 

		Supporting services is when specifically referring  to program maintenance, program transportation, services to family members, and personal assistance services (including interpreting and other assisted communication services and attendant, reading, and note taking services); and can be provided only in conjunction with another vocational rehabilitation service (other than another supporting service), when required to enable an individual to participate in the primary service being supported and achieve a planned employment outcome.



		System

		System refers to the application (e.g., the VR System) that will be used by the users to perform day to day tasks.



		Temporary Assistance for Needy Families (TANF)

		Temporary Assistance for Needy Families is a program that provides cash assistance and supportive services to assist families with children under age 18, helping them achieve economic self-sufficiency.



		Transition services 

		Transition services is a coordinated set of activities for a student, designed within an outcome-oriented process that promotes movement from school to post-school activities including postsecondary education, vocational training, integrated employment (including supported employment), continuing and adult education, adult services, independent living, or community participation. The coordinated set of activities must be based upon the individual student's needs, taking into account the student's preferences and interests, and must include instruction, community experiences, the development of employment and other post-school adult living objectives, and, if appropriate, acquisition of daily living skills and functional vocational evaluation. Transition services must promote or facilitate the achievement of the employment outcome identified in the student's Individualized Plan for Employment (IPE).



		Transition Students

		Transition Students is a coordinated set of activities for a student, focusing on desired outcomes, and promoting successful movement from school to post-school involvements, such as integrated community employment (including supported employment), vocational training, post-secondary education, adult continuing education, community participation, independent living, with such adult services as may be needed to support these involvements. The school is responsible by law for coordinating the transition process through the IEP, which is guided by the student's Individual Transition Plan (ITP).



		Transitional Employment 

		Transitional employment is as used in the definition of supported employment, transitional employment means a series of temporary job placements in competitive employment in integrated settings with ongoing support services for individuals with the most significant disabilities due to mental illness. In transitional employment, the provision of ongoing support services must include continuing sequential job placements until job permanency is achieved.



		Transportation

		Transportation is travel and related expenses that are necessary to enable an Applicant or Eligible Individual to participate in one or more vocational rehabilitation services, including the costs of training in the use of public transportation vehicles and systems.



		Unmet need 

		Unmet need is for purposes of postsecondary training student financial aid, the remaining portion of a student's financial need after all federal, state, and institutionally based grant awards have been subtracted (financial need – grant assistance = unmet need). It can alternatively be calculated from the cost of attendance (COA) by the formula: COA – EFC – grant assistance = unmet need.



		User

		User is an Actor with the appropriate permissions to access the VR Program proposed System.



		User Notes

		User Notes are entered by the User in the System associated with a Case or a Participant.



		User Workload

		User Workload refers to the caseload assigned to the User, work tasks, and appointments.



		Vendor

		Vendor provides a product or service to a Participant. Vendor should receive payment for the product or service provided to the Participant. Vendor has to be on approved vendor list with State of Indiana and with VR. A Vendor can provide product or service locally, regionally, or statewide.



		Vocational Counseling & Guidance

		Vocational Counseling & Guidance is the default VR service provided for all Applicants or Participants. VR Counseling and Guidance is an ongoing process of interaction between the Consumer and the VR Counselor, and other employment team members as appropriate including, but not limited to, family members, advocates, Community Rehabilitation Program (CRP)Employment Specialist, WorkOne Business Services Representative, and others), and any other individual or entity assisting the consumer in meeting his or her employment goal. It includes information and support services to assist an individual in exercising informed choice. This is distinct from the case management relationship that exists between the counselor and the individual during the VR process. Some specific counseling techniques may include career counseling, assessment, and provision of consultation about, and access to, other appropriate VR services/information and referral to individuals who need services from other agencies not available through the VR program. 

Vocational Counseling and Guidance is an important component of the Discovery process, beginning with the VR intake meeting; however, it also continues through the life of the consumer’s case, including post-employment needs discussion and VR case closure



		Vocational Impediment

		Vocational Impediment is a skill that an individual is missing or a job an individual cannot do.



		Vocational Rehabilitation (VR) Services 

		Vocational Rehabilitation Services is any of the services provided by the Vocational Rehabilitation Program, as determined to be appropriate and necessary to meet the vocational rehabilitation needs and informed choice of each individual consistent with the relevant program policies pertaining to the specific service. 



		Vocational Rehabilitation Care Coordinator (VRCC)

		Vocational Rehabilitation Care Coordinator is an individual employed by BRS to support the Vocational Rehabilitation Counselor (VRC) in the day-to-day activities related to providing guidance and counseling to individuals who are eligible for VR.



		Vocational Rehabilitation Counselor (VRC)

		Vocational Rehabilitation Counselor is an individual employed by BRS to manage an applicant or eligible individual's case and provide vocational rehabilitation services. An area supervisor, region manager, or other appropriate designee may also act as a counselor.



		Void Authorization

		Void Authorization is completed when Authorization has not been sent to Vendor/Provider. The authorization can have a status of draft or prior to final approval of Auth. 



		Voided Claim

		Voided Claim is when something is wrong with the Claim, the claim status is changed and new Claim is generated.



		Work Item

		Work Item is a high-level business activity that the System allows a User to perform.



		Work Task

		Work Task is an action associated to the same Case or Participant Record that requires a User to take an action. Work Tasks can be created by the System or a User.



		Workflow

		Workflow is the process by which work gets assigned to, worked, and completed by the Users of VR System.



		Workforce Innovation and Opportunities Act (WIOA)

		Workforce Innovation and Opportunities Act is currently being evaluated to implement into current business processes for VR.



		WorkOne

		WorkOne is a State and Federally funded program to help improve your job qualifications, explore a different profession, find a new career or hire an employee



		Youth with disabilities

		Youth with disability is an Individual under the age of 18 who has a physical or mental impairment.
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		Version		Effective Date		Prepared / Revised by:		Change Description

		0.1		4/15/16		BPA Team		First Draft
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Reports from BPA Diagrams 

		ID		Process Map ID		Process Name		Report Information Captured in Session		Existing IRIS Report Number		Existing IRIS Report Title		Existing IRIS Report Description 

		N/A		N/A		N/A		A Report must have user Friendly Report Titles, report description, searchable by keywords, sort, filter, group, data elements, page x of y, Date and Timestamp when report was run, User id who ran the report. Export to CSV, Excel, PDF formats.		N/A		N/A		N/A

		1		2.1		Federal Reporting		All federal reporting requirement must be meet as per RSA 911, RSA 2, RSA 113, RSA 722, WIOA mandated reports, SF 425, other federal reporting standards.

		2		2.2		Referral Process		Show a list of Referral where an Intak Appointment is not scheduled.

		3		2.2		Referral Process		Show a list of Participants / Applicants / Individuals who missed any schedule appointments.

		4		2.2		Referral Process		Show a list of Referral / Case Records where Diagnostics and Evaluation was requested and no information is received.

		5		2.2		Referral Process		Show a list of Students with disabilities and youth Referrals.

		6		2.2		Referral Process		198 - Show a list of Unassigned Referrals (not a fiscal report) flag referrals associated by office to eliminate need for report		198		Unassigned Active Referral Listing		This report lists all unassigned active referral customers, sorted by county, then city.

		7		2.2		Referral Process		174 - Show a list of Assigned, Active Referrals		174		Assigned Active Referral Listing		This report lists active referral customers that have been assigned to a counselor, with assigned date between parameter dates.

		8		2.2		Referral Process		Show a list Referrals, including the creating date of Case, creation date of the Referral and the difference between the two dates, by county, state 

		9		2.2		Referral Process		Show a list for how many days out on average does the initial or first appointment gets scheduled for each office, each area and all offices.

		10		2.2		Referral Process		Show a list by Employee for appointments, work tasks, meetings due in next # configurable days

		11		2.2		Referral Process		Show a list of Referrals including the Referral Source 

		12		2.4		 Eligibility Process		Show a list of Case Record with Applicant's first name and last name, Case Number, Impairment info, Address, Phone #, # of days in a Status, Status for both Eligible and Ineligible

		13		2.4		 Eligibility Process		Show a list of Case Record that are overdue beyond 60 day after an applicant signs

		14		2.4		 Eligibility Process		Show a list of Referrals that converted to Application for State, then by Area, Office, by region, then by Counselor and then by date range

		15		2.4		 Eligibility Process		Show a list of Referrals that converted to Application then by Eligible/Ineligible for State, then by office, by area, then by Counselor and then by date range

		16		2.4		 Eligibility Process		Show a list of Supervisor Extended Evaluation (EE) approvals by office and state

		17		2.4		 Eligibility Process		Show a list of Regional Manager EE approvals by office and state

		18		2.4		 Eligibility Process		Show a list for EE assigned to VRC, Time, Status, Justification, and Justification Status by office and state

		19		2.4		 Eligibility Process		Show a list for EE assigned to VRC by area, by region, by state

		20		2.4		 Eligibility Process		Show a list of Services are provided in Trial Work Experiece (TWE) before an Applicant is determined to be Eligible 

		21		2.4		 Eligibility Process		Show a list of TWE converted to EE by VRC, by office, by area, by state

		22		2.4		 Eligibility Process		Show list of Supervisor EE approvals, by office and state

		23		2.4		 Eligibility Process		Show a list of Regional Managers EE approvals by office and state

		24		2.4		 Eligibility Process		Show a list of active EE by VRC, Time,  Status, Justification, and Justification Status by office and state.

		25		2.4		 Eligibility Process		Show a list of TWE converted to EE by VRC, by office, by area, by state.

		26		2.4		 Eligibility Process		Show a list of EE without Authorization

		27		2.4		 Eligibility Process		Show a list of EE by Provider

		28		2.4		 Eligibility Process		Show a list of Cases with EE service without TWE

		29		2.4		 Eligibility Process		Show a list of Cases with EE services which are beyond overdue (18) 

		30		2.4		 Eligibility Process		Show a list of Authorization expiring in configurable # of days

		31		2.4		 Eligibility Process		Show a list of TWE and EE including the dollars (money) associated with the Case, and Provider of the services

		32		2.4		 Eligibility Process		Show a list of Reclaimed Items bought for TWE / EE or global (any item purchased with VR funds) list of Reclaimed Items

		33		2.5		Severity Process		Show a list of Referral that got converted to Applicant and that got coverted to TWE and / or EE and Average time the Case stays in each status

		34		2.5		Severity Process		Show a list of Plans approved by the Supervisor and how many TWE/EE by the Supervisor

		35		2.5		Severity Process		105 - Show a list of Cases including status and breaking guidelines for time in a certain status.		105		Cases Overdue		This report lists all cases that have been in a status longer than the guidelines. [By Caseload, Area, Region, or State]

		36		2.5		Severity Process		106 - Show a list of customers by Caseload.		106		Counselor Alphabetical by Stat		This report lists customers on a caseload by status.   To list Actives only, use today's date in Start and End range. [By Caseload, Area, Region, or State]

		37		2.5		Severity Process		185 - Show a list of critical metrics for Regional managers		185		Regional Dashboard		This report provides the regional managers a quick summary of most critical metrics (a 'Dashboard report').

		38		2.5		Severity Process		394 - Show a list of 		394		Workload Summary		This report provides a quick summary work performed

		39		2.5		Severity Process		120		120		List Customers Entering Status 10		This report lists customers entering Status 10 to check how Severity Level was set. [By Caseload, Area, Region, or State]

		40		2.5		Severity Process		581 - Show a list of Cases containing Severity Information by Caseload by Severity Level		581		Severity Information by Caseload		This report shows Severity data for clients where Severity has been approved

		41		2.5		Severity Process		582 - Show a list of Cases containing Severity Information by Caseload  by Severity Level		582		Severity Changes by Caseload		This report shows Changes to the Severity Level for clients where Severity has been approved

		42		2.5		Severity Process		Show a list of Cases and list each change in Severity

		43		2.5		Severity Process		Show a list of Cases when there any Fiscal and Case Activity associated with a Case record by Case Status, services, dates, funds and Provider, 

		44		2.6		Comprehensive Assessment Process		500 - Show a list Review Report 500,  426, 125: add more specific information from 125 into 500		500		Employment Service Provider Summary		This report lists a one page summary of placement statistics for all providers used in the selected caseload/area/region. It is to be used for customer informed choice for employment services vendor selection. Replaces 'provider reportcard' pilot report.

		45		2.6		Comprehensive Assessment Process		426 - Show a list of closed Cases for Employment Services		426		Closed Employment Services for Charting		This report lists a few basic data points (closed cases) for ease of exporting to EXCEL and then charting.

		46		2.6		Comprehensive Assessment Process		125 - Show a list of Cases, successful closures 		125		Successful Closures by Counselors (26) List		This report lists a caseload's successful closures. [By Caseload, Area, Region, or State]

		47		2.6		Comprehensive Assessment Process		Show a list of Caseload Summary for VRC/Supervisor/RM (include probationary vs non-probationary)

		48		2.6		Comprehensive Assessment Process		Show a list with ablility to search Vendors by CC Code with and/or without Client Name

		49		2.6		Comprehensive Assessment Process		Show a list of Clients by one or more CC Code

		50		2.6		Comprehensive Assessment Process		Show a list of Plans that are Incomplete / Draft / Not Approved		327				This report lists customers with plans in draft status.  The dates select start date of plans.

		51		2.6		Comprehensive Assessment Process		Show a list of Cases with # of days in Status by each Counselor

		52		2.6		Comprehensive Assessment Process		Show a list of Individuals who made it to Plan (Report for Performance Eval)

		53		2.6		Comprehensive Assessment Process		Show a list of  Plans Approved / Not Approved and Reason why not Approved by Supervisor for State, Region, Office, VRC

		54		2.6		Comprehensive Assessment Process		Show a list of Plans overdue including number of days overdue (review 169 and 105)		169		List Customer's Plans that are Due		This report lists customer's plans that are due or have invalid dates.  This report is based on Plan Review Date. [By Caseload, Area, Region, or State]

		55		2.6		Comprehensive Assessment Process		Show a list of active employment services by Provider (review 353)		353		Active Employment Services List Cases		This report lists cases on report - Sum Active Cases Employment Services

		56		2.6		Comprehensive Assessment Process		Show a list of Cases by services listed on IPE and it's subsets

		57		2.6		Comprehensive Assessment Process		Show a list of Cases for Individuals who are students with status of FAC document (keep track for student authorizations) --> list of students (different status for students? a way to flag it?)

		58		2.6		Comprehensive Assessment Process		Show a list of Authorizations expiring in X # of days (report 108) or authorization with outstanding fiscal		108		Old Authorization With Outstanding Fiscal		This report lists authorization lines with outstanding fiscal where the Service End date is within the date range. [By Caseload, Area, Region, or State]

		59		2.6		Comprehensive Assessment Process		Show a list Cases where plans change (review 119)		119		List Cases Where Plans Changed		This report lists cases where Plans changed. [By Caseload, Area, Region, or State]

		60		2.6		Comprehensive Assessment Process		Show a list of missing data element / information for Comp Assessment (Design consideration)

		61		2.6		Comprehensive Assessment Process		Show a list of Cases which have only services of Voc Counseling and Guidance 

		62		2.6		Comprehensive Assessment Process		Show a list of Cases with plans including CC Code

		63		2.6		Comprehensive Assessment Process		Show a list of Cases with plans by Goal and /or skillset/ Plan objective

		64		2.6		Comprehensive Assessment Process		350 - Show a list of Case by Status		350		Counselor Alphabetical by Stat w/ Page Breaks		This report lists customers on a caseload by status with page break after each status group.

		65		2.6		Comprehensive Assessment Process		210 - Show a list of Cases by County		210		Counselor Alphabetical by County		This report lists customers on a caseload by county.   To list Actives only, use today's date in Start and End range. [By Caseload, Area, Region, or State]

		66		2.6		Comprehensive Assessment Process		Show a list of Cases, participant information, vendor info with certain services

		67		2.6		Comprehensive Assessment Process		Show a list of Provider providing different type and count of services

		68		2.6		Comprehensive Assessment Process		160 - Show a list of Cases listing the Last Case activity		160		Last Case Activity		This report lists last activity with consumers. It only includes consumers active on the print date with last case activity before Start Date. Contact dates being reported include: Status, Case Note, Authorization, and Plan Review.

		69		2.6		Comprehensive Assessment Process		135 - Show a list of Cases related to Cases time in each status related to guidelines. 		135		Timeliness Stats		This report calculates statistics of case movement as related to guidelines. [By Caseload, Area, Region, or State]

		70		2.6		Comprehensive Assessment Process		507 - Show a list for Employee Review 		507		Employee Review Worksheet		Employee Review worksheet for counselor only

		71		2.6		Comprehensive Assessment Process		170 - Show a list of Cases ready to close		170		List Cases to Close		This report lists all cases that are ready to close as 26 based on 60/90 days since status 22. Outstanding fiscal is shown on the report. [By Caseload, Area, Region, or State]

		72		2.6		Comprehensive Assessment Process		144 - Show a list of Cases closed Rehab Rate		144		All Closures		The report can be used to monitor closure counts (unsuccessful and successful) throughout the year. Status 08, 30, 28 and 26 closures and associated rehab rate are included.

		73		2.6		Comprehensive Assessment Process		261 - Show a list report usage by request		261		List Report Usage by Request		List report usage by request to see which reports are used most

		74		2.6		Comprehensive Assessment Process		309 - Show a list of Edit Errors		309		List Edits Errors		This report lists edit errors for selected case that VR field staff need to fix.

		75		2.6		Comprehensive Assessment Process		132 - Show a list of Cases displaying active transition students		132		Transition Customer Listing		This report lists only active transition customers, not referrals.  Dates are included for reference. [By Caseload, Area, Region, or State]

		76		2.6		Comprehensive Assessment Process		Show a list of Cases and the documents received or sent 

		77		2.6		Comprehensive Assessment Process		Show a list of Cases with pending Assessment / Documents

		78		2.6		Comprehensive Assessment Process		Show a list of documents uploaded to the System, when and by who

		79		2.6		Comprehensive Assessment Process		Show a list of Evaluation / Assessment Summary for each document

		80		2.9		Referral Deactivation and Case Closure Process		Show a list of successful and unsuccessful Case closure by Provider for Employment Services

		81		2.9		Referral Deactivation and Case Closure Process		Show a list of successful/unsuccess Case closure by Provider for supportive services

		82		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases which have closed based on Status, Reason/Justification (e.g., Status 08, 30), and Referral Source

		83		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases successful closed by  placement Provider

		84		2.9		Referral Deactivation and Case Closure Process		155 - Show a list of Authorizations created after Case closure		155		List Authorizations Written after Closure		This report lists authorizations with service dates after date of case closure. [By Caseload, Area, Region, or State]

		85		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases in closed statuses including Impairments and by Cause

		86		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases by disability (general request)

		87		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases by Closed Statuses (positive vs negative) by CC Codes showing how much money spent on Case

		88		2.9		Referral Deactivation and Case Closure Process		Show a list of last contact with Individual including any information sent, or given to Individual and when the information was completed and returned and by who. Contact Participant Status List: keep track of information that may come back in regarding contact to drop them off the on-going contact list

		89		2.9		Referral Deactivation and Case Closure Process		Show a list of Authorizations by Provider Information (in general)

		90		2.9		Referral Deactivation and Case Closure Process		Show a list of Provider Closed, Closed by Status, etc (Community Rehab)

		91		2.9		Referral Deactivation and Case Closure Process		Show a list of Rehab Rate for Community Rehab

		92		2.9		Referral Deactivation and Case Closure Process		Show a list of dollars spent per Client at Providers (Case Record, Vendor Name, $ Spent, CC Code, Special Project categories (multiple related CC Codes) e.g., Home Mod, Vehicle Mod, Small Business)

		93		2.9		Referral Deactivation and Case Closure Process		Show a list of dollars being spent on which activities (e.g., Discovery)

		94		2.9		Referral Deactivation and Case Closure Process		Show a list of Products Purchased per Case to help with Inventory Recovery at Case Closure

		95		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases/Individuals identified as students

		96		2.9		Referral Deactivation and Case Closure Process		Show a list of products (items) purchased for a Case

		97		2.9		Referral Deactivation and Case Closure Process		124 - Show a list of Cases successfully closed by Caseload		124		Successful Closure Summary		This report summarizes all successful closures by caseload.

		98		2.9		Referral Deactivation and Case Closure Process		302 - Show a list by Case successful closure where only services provided were assessment services (zero cost)		302		Successful Closures with No Non-Assessment Service		This report lists successful closures (26) where the only services provided were assessment services

		99		2.9		Referral Deactivation and Case Closure Process		235 - Show a list for Successful closure by Caseload		235		Customer rehab (26) summation listing		This report summarizes all successful closures by caseload.

		100		2.9		Referral Deactivation and Case Closure Process		237 - Show a list for successful closures by Area		237		Customer rehab (26) Area summation		This report summarizes all successful closures by caseload.

		101		2.9		Referral Deactivation and Case Closure Process		297 - Show a list for Closures Year-to-Date by Area		297		List All Closures Year to Date by Area		This report lists closures 'year to date' by status 08, 28, 30, 26. Suppressing counselor detail, one page.

		102		2.9		Referral Deactivation and Case Closure Process		321 - Show a list for Federal Indicator Requirement (race)  - Rehab Rate by different Criteria, with successful closure, total by State, Region, Office and Area		321		Race Distribution of Successful Closure by Coun		This report counts successful closure by race. Total by State, Reg, and Area.

		103		2.9		Referral Deactivation and Case Closure Process		320 - Show a list for Federal Indicator Requirement (race), with successful closure, total by State, Region, Office and Area		320		Race Distribution of Successful Closure		This report counts successful closure by race. Total by State, Reg, and Area.

		104		2.9		Referral Deactivation and Case Closure Process		322 - Show a list for Federal Indicator Requirement (race) with successful closure, total by State, Region, Office and Area		322		Race Distribution of Successful Closure By Reg		This report counts  successful closure by race. Total by State, Reg, and Area.

		105		2.9		Referral Deactivation and Case Closure Process		360 - Show a list  by Case for personal income at Case closure (Federal Indicator Requirement)		360		Personal Income at Closure, Over Time		This report shows amount of personal income at closure, to evaluate changes over time.

		106		2.9		Referral Deactivation and Case Closure Process		464 - Show a list by Case when closed Hearing Aid 26 Closure Comparison		464		HA 26 Closure Comparison		This report summarizes by office successful closures breaking down by HOH (Hard Of Hearing) and purchasing on a hearing aid; and SD, NSD, and MSD.

		107		2.9		Referral Deactivation and Case Closure Process		366 - Show a list by Case for personal income at closure		366		Personal Income at Closure, Compare		This report shows amount of personal income at closure- for comparing a period

		108		2.9		Referral Deactivation and Case Closure Process		155 - Show a list of Auths written after closure (Post-employment services?)		155		List Authorizations Written after Closure		This report lists authorizations with service dates after date of case closure. [By Caseload, Area, Region, or State]

		109		2.9		Referral Deactivation and Case Closure Process		325 - Show a list for Case Successful Closures by Impairment, total line (might be helpful to show cause, as well)		325		Summary of Impairments of Successful Closed Cases		This report lists counts of Successful closures by their primary  impairments at application  showing only the total lines.

		110		2.9		Referral Deactivation and Case Closure Process		330 - Show a list for Occupation Distribution: By occupation Group - Case counts, Case $, Avg $		330		Occupation Distribution of Successful Closures		This report sums successful occupation by occupation group, showing case counts, total case dollars, average dollars, and average days. Including total by State, Reg, and Area.

		111		2.9		Referral Deactivation and Case Closure Process		481 - Show a list for Case when wage is over $40/hour for a position		481		List Comments Wage Over $40/Hour		This report lists customers whose closure wage is >= $40/Hour for submitting with RSA 911

		112		2.9		Referral Deactivation and Case Closure Process		482 - Show a list for Case when  wage is over $40/hour and the Case as been reviewed		482		Check Off List Wage >= $40/Hour		This report lists customers whose closure wage is >= $40/Hour and review completed

		113		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases which Wage is under $3/hour (edit error)

		114		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases review by Sup with Comments (performance review)

		115		2.9		Referral Deactivation and Case Closure Process		Show a list of Cases completing IPE and success transition to job or other agency, include referrals which did not successfully transition to job or other agency

		116		2.9		Referral Deactivation and Case Closure Process		Show a list of successful and unsuccessful Case closure by Provider for Employment Services

		117		2.9		Referral Deactivation and Case Closure Process		Show a list of successful/unsuccess Case closure by Provider for Supportive Services

		118		2.13		Document Management Process		Show a list of documents, records, copies received for a Case or Individual

		119		2.13		Document Management Process		Show a list for Case when consent form was generated

		120		2.14		Fiscal Authorization Process		129 - Old Claims		129		Old Claim Report		This report lists claims with Claim Date before End Date. Start date parameter is not used. [By Caseload, Area, Region, or State]

		121		2.14		Fiscal Authorization Process		217 - Claims in draft Case status 		217		List Claims that are Draft		This report lists claims that are Draft. [By Caseload, Area, Region, or State]

		122		2.14		Fiscal Authorization Process		Show a list by Case of Authorized funds spent and not spent, include dates, items or product, who authorized.

		123		2.14		Fiscal Authorization Process		Show a list by Case of only authorized funds

		124		2.14		Fiscal Authorization Process		Show a list by Case Voucher vs. Claimed per vendor, sort by state, region, area, counselor

		125		2.14		Fiscal Authorization Process		Show a list for customer including dollar amount spent by cc code

		126		2.14		Fiscal Authorization Process		596 - back dated auth (not supposed to backdate more than 7 days, unless for Medical Records, etc)		596		Backdated Authorization		This report lists the count of backdated authorizations, total authorizations created and percentage of backdated authorizations. Data in this report is further categorized by CC/DC Code and number of days authorization was backdated.

		127		2.14		Fiscal Authorization Process		296 - Back dated auth by vendor		296		List Backdated -01 Claims By Vendor		This report lists  -01 claims with Service_Begin-Date before Authorization Create_Date, by vendor.

		128		2.14		Fiscal Authorization Process		294 - list of counselor and Vendor relationship*		294		List Vendor Counselor Relationship		This report lists vendors net authorizations by counselor and service where value is > $1000

		129		2.14		Fiscal Authorization Process		Show a list of Provider/Vendor by cc code, by county, by area, by region, by state

		130		2.14		Fiscal Authorization Process		117 - auth YTD		117		Authorizations YTD		This report lists all authorizations created in the date range with the outstanding dollars listed. [By Caseload, Area, Region, or State]

		131		2.14		Fiscal Authorization Process		150 - auth YTD outstanding		150		Authorizations YTD Outstanding		This report lists all authorizations created in the date range that have outstanding dollars. [By Caseload, Area, Region, or State]

		132		2.14		Fiscal Authorization Process		155 - Show a list of auth after closure (vendor issues, training issue)		155		List Authorizations Written after Closure		This report lists authorizations with service dates after date of case closure. [By Caseload, Area, Region, or State]

		133		2.14		Fiscal Authorization Process		288 Show a list of authorizations expiring in configuarable # of days 		288		Authorizations Expiring		This report lists all authorizations where the Service_End_Date is in selected timeframe.

		134		2.14		Fiscal Authorization Process		458 - Show a list of Vendors and clients/services served by each vendor		458		Vendor Paid and Count		This report lists Vendors paid and count of clients served

		135		2.14		Fiscal Authorization Process		165 - Show a list of fiscal reject		165		List Claims that are Fiscal Reject		This report lists claims that are Fiscal Reject. [By Caseload, Area, Region, or State]

		136		2.14		Fiscal Authorization Process		Show list by Case mismatch information report between claim and fiscal

		137		2.14		Fiscal Authorization Process		332 -  Show a list of auth in draft status		332		List Draft Authorizations		This report lists authorizations  that are in Draft status. [By Caseload, Area, Region, or State]

		138		2.14		Fiscal Authorization Process		147 - Show a list of outstanding claims 		147		Outstanding Claim Statistics		This report gives a short summary of outstanding claims.  The statistics are broken down by days and current claim stage.  All claims over 90 days old are listed.  Age is based on last status change.

		139		2.14		Fiscal Authorization Process		269 - Show a list of authorizations with CC_Desc		269		Repeatable Authorizations Expiring		This report lists authorizations, with CC-Desc that tend to be repeating, where the Service_End_Date is in selected timeframe

		140		2.14		Fiscal Authorization Process		145 - Show a list of authorizations 		145		List Authorizations over Edit Limits		This report lists authorizations that are over authorization limit and/or case limit by CC-Descriptor.  This is by authorization line.  [By Caseload, Area, Region, or State]

		141		2.14		Fiscal Authorization Process		184 - Show a list of Cases by cc 		184		Compare Encumbrances by CC Code to Prior Year		This report will compare encumbrances in the date range to prior years' encumbrances in the date range. This report takes 15 minutes to run.

		142		2.14		Fiscal Authorization Process		181 - Show a list that looks at all fiscal activity by Consumer, vendor, CC code, and $ amount spent by Case* (Vendor Recap)		181		Fiscal Case Summary by CC-Desc		This is a fiscal summary for the customer's LAST case by CC-Desc.

		143		2.14		Fiscal Authorization Process		Show a list of Cases by Service and Count of Customers

		144		2.14		Fiscal Authorization Process		Show a list of Cases which have repeating authorizations

		145		2.14		Fiscal Authorization Process		Show a list allowing user to run a report that shows count of Auth that would exceed Edit Limits, summary, vs. how many don't go over Edit LImit. (Counselor Name, % Comparison)

		146		2.14		Fiscal Authorization Process		287 - Show a list of Cases with Non-renewed Auth Expiring		287		Non-Renewed Authorizations Expiring		This report lists authorizations  where the Service_End_Date is in selected timeframe.  Any Authorization where a new authorization has been created for that customer, CC-Desc, Vendor combination has been supressed.

		147		2.14		Fiscal Authorization Process		287 - Show a list of Cases for non-renewed authorizations expiring including Auth Expiring minus zero balance Auths		287		Non-Renewed Authorizations Expiring		This report lists authorizations  where the Service_End_Date is in selected timeframe.  Any Authorization where a new authorization has been created for that customer, CC-Desc, Vendor combination has been supressed.

		148		2.14		Fiscal Authorization Process		Show a list of Cases specifically geared towards Individuals in school currently

		149		2.14		Fiscal Authorization Process		Show a list of Cases for expiring claims in system, send Work Task to selected VRC to review

		150		2.14		Fiscal Authorization Process		Show a list of Vendor Services by area, by region (something easy to use), More of a search functionality to allow User to search for Vendor by service, area, region, etc.

		151		2.14		Fiscal Authorization Process		Show a list for Active Auths by Vendor by VRC Caseload to be able to Follow up on status of Auths (sort and filter feature)

		152		2.14		Fiscal Authorization Process		454- Show a list of consumers by VRC Caseload with a specific vendor with Active Auths (sort and filter feature)/		454		Active Employment Services by Disabilities		This report shows information on current, last batch date, active cases summarizing placement provider performance for a caseload by disabilities (area�)

		153		2.14		Fiscal Authorization Process		Show a list of All Reports in System and what they do (report title, date elements, written business description, who subscribes to the report

		154		2.14		Fiscal Authorization Process		Show a list of VRCC Permissions to allow run reports by Area (Security/Permissions)

		155		2.14		Fiscal Authorization Process		185  - Show a list of most critical metrics i.e. dashboard		185		Regional Dashboard		This report provides the regional managers a quick summary of most critical metrics (a 'Dashboard report'). Note: report 550 pushes report 185 to Excel

		156		2.14		Fiscal Authorization Process		307 - Show a list of Edit Errors by number of occurrences		307		Summarize Defined Edits		This report summarizes all edits showing number of occurences

		157		2.14		Fiscal Authorization Process		500 - Show a list for Provider/Vendor Performance Report/Report Card		500		Employment Service Provider Summary		This report lists a one page summary of placement statistics for all providers used in the selected caseload/area/region. It is to be used for customer informed choice for employment services vendor selection. Replaces 'provider reportcard' pilot report.

		158		2.14		Fiscal Authorization Process		Show a list of FAC tracking (sent to school, received back, status)

		159		2.14		Fiscal Authorization Process		Show a list of Rehab Rate by Vendor

		160		2.14		Fiscal Authorization Process		Show a list of all products listed in the Special Provisions per Participant (information used by VRCCs as reference, would be very helpful to VRCs for Case Closure, as well)

		161		2.14		Fiscal Authorization Process		Show a list for # of Auths Voided by VRC/VRCC, justification, link to list of Voids

		162		2.14		Fiscal Authorization Process		Show a list for # of Auths Modified by VRC/VRCC, justification, link t o list of Modifications

		163		2.14		Fiscal Authorization Process		Show a list for # of Auths Supplement by VRC/VRCC, Amount Supplemented, increase in units for supplement, (% increase?), justification, link to list of Supplements

		164		2.14		Fiscal Authorization Process		Show a list for # of Auths Cancelled by VRC, Amount Cancelled,

		165		2.14		Fiscal Authorization Process		Show a list by Case Amount Auth vs. Amount Cancelled by User, Office, Area, Region, State (drill down/ roll up)

		166		2.14		Fiscal Authorization Process		Show a list of Auth(s) expiring in X amount of days with remaining balance, with End Dates

		167		2.15		Fiscal Claims Process		Show list of Receipt of Goods Status/Outstanding List, what you have from Participants, what you have from Vendors, sort by Participant Name, by VRC, by Office,

		168		2.15		Fiscal Claims Process		Show list of Incorrect Invoices, by vendor, by date

		169		2.15		Fiscal Claims Process		Show list of latest changes to Guidance/Policies/Procedures

		170		2.15		Fiscal Claims Process		Show a list of unpaid claims by federal fiscal year, by dates, by area, Office, VRC

		171		2.15		Fiscal Claims Process		178 - Show a list of Warrants Paid by CC Code		178		List Warrants for Time Range		This report lists warrants in a time range, calculating the amounts as recorded in IRIS.

		172		2.15		Fiscal Claims Process		389 - Warrants by date range		389		Warrants by CC-Desc Code within date range		This report shows warrants with check date within the date range by CC-Desc code. [By Caseload, Area, Region, or State]

		173		2.15		Fiscal Claims Process		Show a list of Products Purchased 

		174		2.15		Fiscal Claims Process		Show a list of Products Purchased vs List of Products Authorized

		175		2.15		Fiscal Claims Process		436 - Show a list of Vendor Warrants With Customer & Invoice Detail (counselor number, customer name and client ID#, claim number, cc code)		436		Vendor Warrants With Customer & Invoice Detail		This report lists warrants for a vendor, calculating the amounts as recorded in IRIS.  Showing Customer and invoice amount, ordered by Counselor, Case, Start Date

		176		2.16		Vendor Management  Process		121 - Show a list of Claims Paid by CC Code by Vendor		121		Show Paid Vouchers by CC Code		This report shows paid vouchers with check date within the date range by CC code. [By Caseload, Area, Region, or State]

		177		2.16		Vendor Management  Process		Show a list of Satisfaction Surveys on performance of vendors

		178		2.16		Vendor Management  Process		Show a list by Vendor for Success Rehab Rate

		179		2.16		Vendor Management  Process		Show a list by Vendor for each VRC Relationship, or VRC and Vendors currently assigned to Cases assigned to VRC

		180		2.16		Vendor Management  Process		Show a list by Vendor show authorizations by Participant

		181		2.16		Vendor Management  Process		Show a list by Vendor for Qualified/Approved Services

		182		2.16		Vendor Management  Process		Show a list by Vendor when Invoice is submitted or Documentation received and when the documentation is received that the service was provided.(service provided date vs date Invoice Received)

		183		2.16		Vendor Management  Process		Show a list for comparingn date invoice is received vs date invoice generated

		184		2.16		Vendor Management  Process		Show a list for Ineligible Vendor

		185		2.16		Vendor Management  Process		Show a list for Vendor by Service by Area/Region

		186		2.16		Vendor Management  Process		Show a list for Vendor by Status (active, inactive, suspended, terminated, do not do business with)

		187		2.16		Vendor Management  Process		Show a list for Vendor alllowing DBA (search)

		188		2.16		Vendor Management  Process		Show a list for Vendor allowing FEIN search





























































Reports mentioned during BPA sessions are listed here. Other existing IRIS reports are not captured in this file.	
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