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Access the Enrolled Customer Progress Page
There are two ways to access an Enrolled Customer’s Progress Page.

Option 1 — Dashboards EDlC(@.M(. M DASHBOARDS 2 CUSTOMERS 1
1. Select Dashboards at the top of the ﬁ DASHBOARDS
page, and then select Enrolled tab to
view that dashboard. INTAKE  INTAKE PROJECTIONS SNGleRi=s
2. Click the number associated with that
ine ® ENROLLED

3. Alist will show the participants
associated with that specific selection.
Select Progress option.

Option 2 — Search Customer

1. Select the Customers tab to begin a customer
search. Enter participant’s name or other
search parameters.

2. Click Search. List appears with matching results. 1 CUSTOMERS - SEARCH

3. Select Progress to go directly to the
participant’s Progress Page. Once you’re on the
participant’s profile, you can easily move from

their profile to Progress Page, then to plan, Q CUSTOMER SEARCH

services or outcomes.

EDIC‘mm A DASHBOARDS ~ & CUSTOMERS

CUSTOMERS el ERINY )=

Show 50 -« entries

Last Hame First Hame Region Office CBO Agency Customer Information
Blige Mary 1 SMAP E&T Office - 1642 W. 58th Street Chicago A Safe Haven Profile - Progress - Plan

EDIC iGbrcwr  MDASHBOARDS - 2 CUSTOMERS

2 VARY BLIGE

NSNS PROGRESS PAGE [EESTIE ST a4V =

PROGRESS PAGE
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Update the Progress Page

The Progress Page is where the CBO tracks the progress of the participant and initiates the transmittal of
forms to the IDHS office.

Identify Customer’s Eligibillty PROGRESS PAGE
e DHS staff update the customer’s Eligiblity
Status throughout their enrollment in
EPIC, to ensure that the customer is
eligible for participation.
e CBO staff can quickly view the status of

CASE NOTES(0)a

X Profie Training provideragency staff use the Progress page to track and communicate customer status and progress to the IOHS office. This includes

ELIGIBILITY STATUS: SNAP ELIGIBLE

the customer on their Progress Page.
Customers can only be engaged if they P— e 2a omee iz, s St 6P e v 7. R . s o528
are SNAP Eligible or Exempt. e
e Possible Eligiblity Statuses include: e | | o g
o SNAP Eligible and Not Receiving -

Reset Password

TANF Benefits
o SNAP Eligible and Exempt Not Receiving TANF Benefits
o SNAP Ineligible

o TANF Recipient not ELIGBILITY STATUS: SNAP ELIGBLE & NOT RECEMNG TANF BENEHTS
EPIC Eligible

ELIGBILTY STATUS: SNAP INELIGIBLE

Identify Primary Contacts FLGIBLITY STATUS: SNAP ELIGIBLE & EXEMPT NOT RECEVING TANF

* DHS staff can identfy the primary DHS FLIGBLITY STATUS: TANF RECIPENT NOT EPIC ELIGIBLE
Contact for the customer.

e (CBO staff can identify the primary CBO Contact for the customer. CBO primary contacts are established
by program. If a primary contact needs to be changed for a particular customer, it can be done on this
page.

Initial CBO Appointment

Initial CBO Appointment

4_,_’/ Documents uploaded

using this button will
populate the enrolled
dashboard.

‘ Upload Completed 2151 Form After Initial Appointment ) Upload Signed 2151 If Needed For Documentation

Riggd 2151 Form

D=t Referral Status Filz Nams Note Uploaded By Remowe

472552018 2:31 PM IL444-2151A-Davis-4_20_2018-1. pdf info@traini7_sivcowd.com

Schedule CBO Appointment
Scheduled: 4/18/2018
1. DHS will set an appointment with the EPIC customer when they assign them to a CBO. The CBO staff

(primary contact for program) will receive a notice.
a. If no appointments are available, DHS will call CBO to arrange an appointment.
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b. If they cannot reach the CBO while the customer is in the office, they can assign the customer
to the CBO without the appointment date/time. The Enrolled dashboard section CBO
Enrollment Verification Status will have these customers in Referral Pending — Appointment
has not been Scheduled.

i. The CBO will reach out to the customer to schedule the appointment. If they cannot
reach the customer, the CBO will use the Progress Page to schedule an appointment five
days in advance and print the 2151 form.

ii. The CBO will mail the 2151 form to the customer and document their attempt(s) in the
Case Notes. DHS primary contact should be copied on the case note as a message/email.

Customer attends scheduled appointment. Complete 2151 form, upload to Progress Page within 48
hours of appointment.

Complete and upload 2151A for planned
activities for remaining hours in month at 20
hours per week. Upload required form

within 48 hours of appointment.

Mark customer Enrolled on Progress Page. e s g Fenans " s come
Select actual Program Assignment found e T —
under Training Program Placement.

Go to Customer ISTEP > Career Planning Tab

> Review Information — Goals.

Edit Target Pathway and Target Occupation.

Between the 1%t and 5t of each following month, upload a 2151A with activities from the month that
just ended.

a. During the month, if there are any changes in activity or hours, complete and upload an
amended 2151A.

b. If required (or as needed), submit a 4333 and 4334 form for monthly staffng on customers.

Change in Activity / Monthly Update

Download IL444-2151A

Customer DOES NOT Attend Initially Scheduled Appointment

For voluntary areas, this step will repeat until customer elects to leave the study or attends an initial appointment.

1.

w

Upload the 2151 within 48 hours of missed appointment. Mark No Contact from Client. This will trigger
a case note to the DHS primary contact to initiate a concilation appointment.

Document in Case Notes any communication that may have taken place with the customer.

Contact the customer to reschedule the appointment.

If successful in rescheduling, remove the original appointment from the Progress Page Schedule CBO
Appointment section.

Enter the rescheduled date on the Progress Page Scheduled CBO Appointment section. This will modify
the 2151.

Download and print revised 2151.

Mail revised 2151 with new appointment allowing five days for mail.

Customer Attends Rescheduled Appointment

1.
2.

Complete 2151 form, upload to Progress Page within 48 hours of appointment.
Complete and upload 2151A for planned activities for remaining hours in month, at 20 hours per week.
Upload required within 48 hours of appointment.
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3. Mark customer Enrolled on Progress Page.
Select actual Program Assignment.
5. Goto Customer ISTEP > Career Planning Tab > Review Information — Goals, Edit Target Pathway and
Target Occupation.
6. Between the 1%t and 5% of each following month, upload a 2151A with activities from the month that
just ended.
a. During the month, if there are any changes in activity or hours, complete and upload an
amended 2151A.
b. If required (or as needed), submit a 4333 and 4334 form for monthly staffng on customers.

e

Customer DOES NOT Attend Rescheduled Appointment
For voluntary areas, this step will repeat until customer elects to leave the study or attends an initial appointment.

1. Upload the 2151 within 48 hours of missed appointment. Mark No Contact from Client. This will
recommend a conciliation.

2. Document in Case Notes any communication with customer.

Remove the original appointment from the Progress Page Schedule CBO Appointment section.

4. Enter the rescheduled date on Progress Page for Scheduled CBO Appointment Date. This will modify
the 2151.

5. Download and print revised 2151.

6. Mail revised 2151 with new appointment allowing five days for mail.

w

Customer Attends An Unscheduled Time

1. Option1-
a. Reschedule appointment to next available intake appointment.
b. Give customer revised 2151.
c. Document with case note. Send copy to Primary DHS contact.
2. Option 2 -
a. Complete intake orientation.
b. Complete 2151 form, upload to Progress Page within 48 hours of appointment.
c. Complete and upload 2151A for planned activities for remaining hours in month, at 20 hours
per week. Upload required within 48 hours of appointment.
d. Mark customer Enrolled on Progress Page.
Select actual Program Assignment.
c. Between the 15t and 5™ of each following month, upload a 2151A with activities from the
month that just ended.
i. During the month, if there are any changes in activity or hours, complete and upload an
amended 2151A.
ii. If required (or as needed), submit a 4333 and 4334 form for monthly staffng on
customers.
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Intake Appointment NOTE: The 2151

When the customer comes in for the first appointment, they should bring in their 2151 form.

1.

If the customer does not bring in the 2151 form to the appointment, you can a customer can
download the form from the Progress Page. be enrolled into
Complete your organization’s initial assessments as needed. a program.

Complete the 2151 form and upload in the Progress Page in the Initial CBO

form must be
uploaded before

Appointment section. If you need to make an update to the 2151 form, you can remove the form and
re-upload it. The system will

allow for multiple 2151 forms
to be uploaded.

Select an Enrollment Status — plese checkas many bones sappropeite | .
N ot E n rol | ed' E nro | | ed' or | Client Assessment Completed ~ Date: Expected Service Date

. | Client Placed on Waiting List Date: Expected Service Date
EXIted . | Client Service Initiated Date:
Select the program in which Speaity Seroe

. | No Contact from Client
you are pIaCI ng the | Referral Rejected Please Explain: | | Service not offered || Senvice offered, but not available
pa rtici pant. [ Client Ineligible [ ] Glient refused services
. || Other:
a. If the CBO determlnes | Other Pending Action Please Explain
t h e cu sto mer is n Ot Date Returned: Returned By:
Distribution: Original & Copy 1 - Provider Agency: Copy 2 - Client, Copy 3 - File

3 State of lllinois
_ Department of Human Services 2151 Form B6A(1 Year)

Q, g Must select at least one box. If
% j Referral Form rejected, select explanation

suited for the program
that was initially
assigned, the CBO can:

i. Enroll them in a different program that is offered by the CBO. Select a different
program from the Program Assignment dropdown menu on the Progress Page.

ii. Enroll them in Pre-Employment Only Services by selecting Pre-Employment Services
Only Services from the Program Assignment dropdown menu on the Progress Page. The
person can be enrolled in the training program at a later date if the program has
openings.

iii. Request for the customer to be transferred to a different CBO. This is a last resort
option. The request will need to be submitted to the DHS and Commerce Admin staff
via email. This will also populate the Referral Rejected section under CBO Enrollment
Verification Status on the Enrolled dashboard.

If the CBO determines the

customer is not ready for the T REgE AT
program that was initially e cusamers b baed Serits, kg s Byt PR GTERY
assigned, the CBO should still
enroll them into the program - i

. Program Assignment *
from the Program ASSIgnment Culinary Arts (Initial Assignment) B
dropdown menu on the Progress B

Update

Page. The CBO will then refer the

customer to the appropriate

program/services to help them

meet the minimum requirements of the training program —i.e., beginning levels of English as a
Second Language, Remedial Math or Reading. These additional services will be documented in
the customer’s Individualized, Services, Training and Employment Plan (ISTEP). These
programs/services may include a referral to a substance abuse program or a Bridge program.
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How to Update EPIC Customer Exit Status

1. Go to the customer’s EPIC Progress Page.
2. Select the Completion Information drop
down.
3. Select an Exit Status.
e Not Completed
e Successful Completion
e Unsuccessful Completion
4. If the customer’s Exit Status is Successful
Completion or Unsuccessful Completion
select the Completion Reason:
a. Successful Completion
i. If the Completion Reason is Enlisted in Military or Enrolled in Training:
1. Enterin the Completion Date and click Update.
2. Use the Upload Completion Documentation button to upload the required documentation
(see table below for examples).
3. Upload the 2151A form (in the monthly progress section) indicating the customer has
completed the program.
ii. If the Completion Reason is Hired by an Employer:
1. Enterinthe Completion Date and click Update.
2. Enter in the Employer Information in the correct fields using the Add Employer Information
button.
3. 90 day follow-up is required. During this time, a 2151A monthly progress report is required.
4. After the 90 day follow-up, upload the 2151A form (in the monthly progress section)
indicating the customer has completed the program.
b. Unsuccessful Completion
i. If the Completion Reason is Incarcerated, Not SNAP Eligible, Moved Out of State or Region,
Dropped Out of the Program, or Withdrew From Study:
1. Enterin the Completion Date and click Update.
2. Upload the 2151A form (in the monthly progress section) indicating the customer has
completed the program.

m 3

1
1
Updalo

5. Select the Completion Date and click Update.
6. After you click Update, red text will appear in the Completion Information box to let you know what
documentation is required for the customer.
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Change In Activity/Monthly Update

The 2151A form is used to
document customer monthly
progress and any changes in their
activity or hours.

e The monthly update 2151A
form must be uploaded
between the 1%t and 5% of
each month noting the
previous month’s actual
activity.

e Changes in activity or hours
can be uploaded at
anytime.

Enrolled Customer Progress Page

June 2017 v12

IL444-2151A-Bullock-5_3 2016 pdffile uploaded successfully

Change in Activity / Monthly Update

Upload 2151A form

Download IL444-2151A

Motice Date Progress File Name

A 5/312016 2.30 Situation

PM Worse 5_3 2016 pdf

4i20/12016
313PM

Acceptabls

Progress 4_20_2016_2 pdf

IL444-2151A-Bullock-

IL444-2151A-Bullock-

Mote Uploaded By

info@train17_siuccwd.com
@ - X Remove
info@train21_siuccwd.com

@ )

Remove

Sandra has not made
corrections in her
performance.

1. Download the participant’s 2151A form -- it will have their information prefilled in appropriate fields.
2. Open the document in Adobe Reader. If you need to

download Adobe Reader, go to
http://get.adobe.com/reader/.
3. Complete the document and
save it to your computer.
a. Fill in actual hours by
activity area.
b. Check the
appropriate box for
Customer Progress
and Recommended
Course of Action.
4. Select Upload 2151A form

NOTE: Changes made in a browser
window will not save on the document.

Reporting month: May 201¢

Use one Change Progress Report per activity: You may fill out only the bottom portion and staple to the top.
. Time or Hrs.Week/ Activity for TANF or Time or Hrs./Week/
Activity Code | cartdate | Monthly SNAP E&T Code | cartdate | Monthly
] sunsiizea work NA ] yob searcnr 200
J\Nork First - TANF 21 J Vocational Training 350
1, I — 222 353

J Minimal progress

J Non-

e [ Gomp

J Acceptable progress J Substantial progress

S LORTITIUTILY VWOIR - SNAF E&1 | —~ | 1 e A | 1
Check the client's mmonﬁachﬁ. J Siuation J No progress [ ecommenaea CouTse of acuon for e cien

|| Program completed
|| No ehangelcontinue SP || Amend SP (copy attached)
|| Joint staffing needed ||

refemals || R sanction

button and upload the saved document.
5. Make any notes or comments about the form. The
comments will display in the summary listed on the

Progress Page.
6. Press the Upload button.

7. You will see a message that the form has successfully
uploaded. If you see a red box, verify you see the information you entered in the form is correct by re-
opening your document in Adobe Reader. The system will check to see hours are entered and a box is
selected in both areas on the 2151A form. If there is more than one box (or no boxes) selected in one
section, the document cannot be uploaded. This information is used to populate the Enrolled

Customer dashboard.

e .

NOTE: If Recommend sanction is
selected on the form as a recommended
course of action for the customer, the
customer will appear in the DHS Review
- Recommend Sanction section of the
Enrolled Customer dashboard.
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EPIC Program - Process after Customer has been Randomly Assigned to EPIC Program and Initial Intake into CBO — MANDATORY Participant

Customer randomly DHS schedules intake appointment with CBO ‘ If there are no appointments via the scheduling tool, DHS Good faith reasons:
assigned to EPIC E&T through scheduling tool at Assignment meetin will call the CBO primary contact to arrange a time.
9 9 g g ry 9 . .
o Death in the family;
Customer NO SHOW & 'F'{'Zezlsr;’g '::jr‘:ac'ty;
Customer attends scheduled appointment — Recommend | CBO is notified on dashboard and by schedule tool. A qearan G e
appointment update/upload 2151 within conciliation inpj[;il- porartly
48 hours of appt. Use the message function to notify DHS primary contact o Family crisis;
hen entering case note. e afion.
L 2 CBO can attempt reschedule v "9 O Emifgfncy Sltuitllony
within 48 hours of initial appt. ¢ Lack orreasonable
Co2n; glft&e g?g 1lﬁ>ﬁad Customer can agree to an appointment reschedule transportation;
Notate on dashboard sooner than 10 days. Revised 2151 needs to notate o Severe weather;
1 (automatic case note) customer consent to earlier time. e Gota job;
e o Non-receipt of notice;
Enter case note (if
={ Customer Enrolled ] explanation needéd) Ceo iz o BEEE te§t or dass
accepted. Poor excuses for an educational
- i ; : > program;
Contact customer by phone or email, add case note in p{  couldresultin sanciion. e
EPIC, mail revised 2151 allowing 5 days for mail.
**Upload 2151 if the Every 30 days at a set
Cu?c;m:ar dShOWS. utp o " Cuito(;n?r dShows.utp o ‘ Customer NO SHOW at cusfomerattended the initial ) timer'y ’
rescheduled appointmen unscheduled appointmen ; ;
PP PP rescheduled appointment. appointment within 48 hours e Bring Form 4333 for each
. of initial appointment. .
Reschedule Complete intake » . ;:th rz?:(;’2151a should be
e Complete and upload orientation Recommend conciliation Upload 2151A with planned current on EPIC:
o activity for remaining hours CBO enroIIment’stat g
L 2151 8 2151A — Notate on Dashboard of the month calculated at 20 * current: Y
Give revised 2151 (automatic case note) hours per week within 48 L
Complete and ¢ init . o Program Assignment
[ ] upload 2151 hours of initial appointment. current:
Customer Enrolled Enter case note (if o
gogggt?czzz:b:;g and 2151A™ exolanation needéld) Changes to a 2151A must 0 (a7 hlst.ory current,
ﬂ ! be done in Adobe Reader or ‘;’heb'; applicable;
. Complete and upload Adobe Acrobat, saved and ¢ Froblem cases
N Enter case note (if f
explanation needed) [ 2151A then uploaded. CRENEES ) €2
Gl Customer Enrolled notes.
immediately engaged. Mandatory in Cook County.
| Complete and upload 2151A each time there is Whenirequirediar 25 ) i ~ »
: ) A needed, DHS/CBO staffing M Any change in type of activity or hours of any activity for the
a change in any planned activity or hours. ; i L X
| customer is required submission of a 2151A. i.e. customer moves from
Complete and upload 2151A between 15t and work search to work experience or training; change from 20 hours in a
5t of month for ACTUAL monthly activities. /v week to 30 or 40 hours per week. Submit at time of change.
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EPIC Program — Process after Customer has been Randomly Assigned to EPIC Program and Initial Intake into CBO — VOLUNTARY Participants

Customer randomly
assigned to EPIC E&T

DHS schedules intake appointment with CBO
through scheduling tool at Assignment meeting

@

If there are no appointments via the scheduling tool, DHS
will call the CBO primary contact to arrange a time.

\bl CBO is notified on dashboard and by schedule tool.

Customer attends 1st
scheduled appointment

Complete and upload
2151 & 2151A**

={ Customer Enrolled ]

_

Customer NO SHOW
appointment — Recommend
update/upload 2151 within conciliation

48 hours of appt.

CBO can attempt reschedule
within 48 hours of initial appt.

Notate on Dashboard g

(automatic case note)
——

Enter case note (if
explanation needed)

contact when enterina case note.

Use the message function to notify DHS primary

Customer can agree to an appointment reschedule
sooner than 10 days. Revised 2151 needs to notate
customer consent to earlier time.

EPIC, mail revised 2151 allowing 5 days

Contact customer by phone or email, add case note in

for mail.

Customer shows to second
rescheduled appointment

Recommend

Customer shows to
unscheduled appointment

Customer NO SHOW to
rescheduled appointment.

conciliation

**Upload 2151 if the customer

Reschedule Complete intake
( . .
Complete and upload orientation
2151 & 2151A ** 4
b Give revised 2151
l Complete and

attended the initial appointment
within 48 hours of initial
appointment.

Notate on Dashboard
(automatic case note)

Enter case note (if

explanation needed) Upload 2151A with planned activity

for remaining hours of the month

[ Customer Enrolled ]

1]

Customer is

upload 2151

Notate on Dashboard and 2151A **

(automatic case note)

calculated at 20 hours per week
within 48 hours of initial
appointment.

Complete and upload
2151A

Enter case note (if

/

explanation needed)

[ Customer Enrolled ]

immediately engaged.

o Every 30 days as
needed;

e 2151and 2151a
should be current
on EPIC;

e CBO enroliment
status current;

e Program
Assignment current;

o |STEP history
current, when
applicable;

o Problem cases
documented in case
notes.

/

Complete and upload 2151A each time there is
a change in any planned activity or hours. M

Complete and upload 2151A between 1stand
5% of month for ACTUAL monthly activities.

When required or as
needed, DHS/CBO staffing

M Any change in type of activity or hours of any activity for the
customer is required submission of a 2151A (i.e. customer moves
from work search to work experience or training; change from 20
hours in a week to 30 or 40 hours per week). Upload at time of
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