Nebraska VR’s MyVR Client Engagement Application Staff
Instructions

About the Application

This client communication application integrates social media features to allow for greater
communication and transparency in services between Nebraska VR staff members and clients. The
priorities in development were to keep it simple, promote engagement and empower clients.

The first step is to identify clients to participate in the MyVR Application Pilot.

Criteria for Client Participation in MyVR

* Norfolk: At least 20 clients that have developed an Individual Plan for Employment (IPE) with
Nebraska VR counselor.

Pilot participants should be distributed across counselor caseload. 75% of cases would be
clients who want jobs now or are in active job search, 25% would be clients with short or long
term training plans

* Grand Island: At least 20 clients that have been made eligible for VR services

Pilot participants should be distributed across counselor caseload. Up to 20% of cases could
be High School seniors.

Clients will participate in training or show competence in the use of the application and express an
interest in using MyVR for communication with counselor/team contact as well as for job search
activities.

Counselor/team contact and client will agree to a schedule of contacts (e.g. monthly for students in
college; weekly for clients in active job search)

MyVR clients are required to have an email address to participate in the pilot. In some cases, you
may need to help clients set up an account.

Outline for My VR Client Participation Discussion
Do you have an email address?
If no, would you like help setting up an email account on Yahoo, Gmail, or Hotmail.
If no, not a pilot candidate.

If yes, are you comfortable using a computer or smart phone? Do you have online accounts
for banking or social media?

If no, are you interested in learning?

If yes, do you have a smart phone and plan or internet access?



If no, Nebraska VR will buy a Smart phone and plan from Shopko. Phones are $80 dollars.
Cell plans are $50 per month, to be paid month to month for up to 6 months.

If yes, Nebraska VR can pay up to $25.00 per month for up to 6 months. Client would need to
provide documentation of their existing smart phone or internet bill. If bill is not in their name,
staff would need to note on the copy of bill. Copy should be filed in case file.

Norfolk(after plan): To be paid in QE2 by allowance Other Services, Other Assistance.

Grand Island(before plan): To be paid in QE2 by allowance Assessment Support, Other Assistance.

Client agrees to “Criteria for client participation in MyVR”. (See above.)

Client has developed an Individual Plan for Employment (IPE) with counselor (In the case of Grand
Island pilot, client has been made eligible for VR services)

Help Client Set Up a Citizen Login

Access to MyVR is managed by the State of Nebraska and requires that a client have a Nebraska
Enterprise citizen login. The following is the link for new account registration.

https://enterprisereqistration.nebraska.gov/SelfRegistration.aspx
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Assist the client as much as necessary to set up the new account on the Nebraska Enterprise self

registration site. Remember that you should not be the keeper of the password for the client. The
citizen login is used to access other state agency applications.

If the client should need to reset their password, direct them to
https://enterprisereqistration.nebraska.gov/PasswordReminder.aspx




Identify MyVR Client in QE2

First, verify that the consumer has an email address entered on the Basic Info section of QE2.
Next, go to the MyVR Settings tab.

Logout

MainMenu Find Consumers Basicinfo Assessment IPE Employment Actions Payments & A"/l

CAse MANAGEMENT

If no email address is entered, you will not be able to navigate to the MyVR settings screen.

MainMenu Find Consumers Basicinfo Assessment IPE Employment Actions Payments & A'/;S

Settings

The consumer needs to have an email to make him/her a MyVR user MyVR

Then, change the status on the drop down menu to “Active”, identify the email address the client
wants to use for communication, and input the Username the client set up in the State of Nebraska’s
Enterprise registration in the Login Name field.

MainMenu Find Consumers BasicInfo Assessment IPE Employment Actions Payments MyVR

CAse MANAGEMENT

 MyVR)

EMPLOYMENT

Caseff: 000X ABN#: 0000 Male Team: Grand Island-Wegner

Namel.astname Firstname VR Contact:

Address: NE Activity: Planning

DOB: 4/1/1973 Age: 40 Priority: 1

308-555-1212 Cell IPE Approval Overdue
123firstname@hotmail.com Email
MyVR Consumer

Status el I Input the Username

identified by the client in the

. 123firsthame@hotmail.com / Enterprise Registration
Login Name system. This is the

myvr.nebraska.gov login
(" Confirm MyVR ) name.

———




Note it is important for clients to share their unique username for the login field as this is what allows
for access to MyVR.

MyVR Login
Share with the clients that the MyVR will be active the day after the client is identified as a MyVR

clientin QE2. The MyVR application imports key elements of the QE2 client record in an overnight
script. The login for MyVR can be found at http://myvr.nebraska.gov/.

Nebraska VR staff from the Norfolk-Griffin team and both Grand Island teams can login using their
VRIS/QEZ2 username and password.

For MyVR Client

The application can be viewed from a computer browser or from devices with small screens like smart
phones and tablets. The views differ slightly but the Information and features are the same.

The Login

=, Official Nebraska Government Website

N Nebraska VR

Where your future begins

»MY

Login name:
Password:
_Login_
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Once logged in, clients will see navigation to the 4 main sections of MyVR:

* My Messages: Send and receive messages with your team contact that can be accessed by
the whole team.

* My VR Account: Edit contact information, view demographics, and information collected during
IPE development.

* My Job Search: Links and tips for job search.

* My Job Tools: Resume, application, cover letter samples.



Client Home Screen

= Official Nebraska Government Website

N Nebraska VR

Where your future begins

myvrconsumertest logout

>MY
My Messages (3 unread messages) Unread Messages (3)

Receive appointment reminders, authorization updates, status

updates, job leads, and check ins from Nebraska VR staff. Keep in & Mark As Read

touch with counselor, ask questions about services and your Type: Message from Counselor

Individual Plan for Employment (IPE), give job search updates. Date: 09/17/2013
Hello, there is a job in your future.

My VR Account 4 Mark As Read

Update contact information. View demographic, VR Case, Type: Task Note Added

Employment History, and Personal History. Date: 09/12/2013
There was a task note added to your MyVR record on 9/11/2013.

My Job Search You can see the task note on the MyVR Account page in the VR
Links to job resource websites, Nebraska VR job search guidance, Case tab.
practice interview questions, and tips. £ Mark As Read

Type: Status Change
Date: 09/07/2013

There was a status change to your MyVR record on 9/6/2013. You

can see the change on the MyVR Account page in the VR Case
tab.

My Job Tools

Sample job applications, resumes, and cover letters with client
information collected during the IPE development process.
Samples are available for download and editing.
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My Messages: Send and receive messages with your team contact that can be accessed by
the whole team.

Clients can use the drop down menus to include or exclude sent messages, read and unread
messages, view by type and date. They can also send messages to their counselor from the button
on the right.

\ =, Official Nebraska Government Website

" myvrconsumertest logout

(\m # Home
" My Messages

View: [ Both Read & Unread [+ (JAclude Sent (" (‘Send Message to My Counselor )

Type: [ - Al - B

Dates:

& Mark as Read

Type: Message from Counselor
From: Test Counselor
Date: 09/17/2013

;Hello, there is a job in your future.

9 Mark as Read

Type: Task Note Added

From: System Message

Date: 09/12/2013

There was a task note added to your MyVR record on 8/11/2013. You can see the task note on the MyVR
Account page in the VR Case tab.

[n AMarlk ae Dand ]

Example message from web browser view.

[Hello Nebraska V_R Counselor,

I worked on my resume by would like to stop by to get some help
with my cover letter. Do you think we could get together
tomorrow at the office?

( send )( cancel )




My VR Account: Edit contact information, view demographics, and information collected
during IPE development.

From the Contact Information tab, clients can make requests for updates to their address, phone
number, and email. Email notification of these requests will be sent to the team contact and the
message will be viewable by team members in the MyVR application. Requests require an
acceptance or rejection on the MyVR Settings tab in QE2.

Phone Number: (4024712467  |ext|1 [ Home Phone 13
Comments: | This is Sarah's work phone| |

( sae )( cancel )

There are several tabs of information for the client to explore. The VR Case tab is information
generated from QE2 that represents status updates and documentation to task notes.

=».Official Nebraska Government Website
> ~< myvrconsumertest logout

# Home
:N}/R My VR Account

AA

Name: Test Consumer Case Id: 9999999
Consumer Id: 999999 Counselor: Test Counselor
DOB: 3/31/1953 Referral Source: Secondary school
Contact Information | Demographics | VR Case | Employment History || Personal History |

Status Date

Made Eligible 06/19/2013

Application Complete 06/03/2013

Orientation Complete 05/31/2013

Plan Complete 09/06/2012

Task Notes

09/11/2013 — MyVR Communication and Requests for Information: Grade Requested

09/03/2013 — MyVR Communication and Requests for Information: Records Received
08/30/2013 — MyVR Referred: Self Employment

08/15/2013 — MyVR Appointment: Employment Discussion

08/01/2013 — MyVR Appointment: Job Club

07/15/2013 — MyVR Appointment: Benefit Analysis Report/Results

07/01/2013 — MyVR Appointment: Vocational Evaluation
My Job Search
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My Job Search: Links and tips for job search.

This section is a collection of links to external job search resources as well as a place for us to post
documents produced in house for the benefit of the clients job search.

" Official Nebraska Government Website
myvrconsumertest logout

# Home
{MVR My Job Search

Links Documents

Albion News Classifieds Generic Job Application

ASInc.net Example of a job application, in pdf format.
Staffing Agency Sample Interview Questions

Aventure Practice Questions for job interview skill building.
Staffing Agency Job Application Success Tips

ComplianceJobs.com
Columbus Telegram

Faith Regional Health Services
Indeed.com

Monster.com

My Wayne News Classifieds

Nebraska Job Works
Nebraska Workforce Development

Neligh News
Norfolk Area Recruiters

Norfolk Daily News Classifieds
Searchable Classified Ads in Norfolk's Daily Newspaper

Northeast Community College

Qinniv Nik lanienal

My Job Tools: Resume, application, cover letter samples.

There are three documents, populated with the client information that can be downloaded to the
clients device and edited. These job search tools are a place to start for resumes, cover letters and
applications. We can add additional documents as they become available.

In addition, like each section of MyVR there is navigation to logout or return to the home screen.
Near the bottom of each page there is navigation to each of the 4 main sections of the MyVR
application.



" Official Nebraska Government Website
myvrconsumertest logout

(‘ # Home
My Job Tools

MY

Download a Sample Document

Resume_sample.docx

Sample Cover Letter
A sample cover letter, filled in with your personal information.

Application.docx

vy Messages I (@ My VR Account @™ My Job Search (@ My Job Tools

Copyright © 2013 Nebraska VR Nebraska's Security, Privacy and Accessibility Policy Nebraska VR Home Page State of Nebraska Home Page



The following are screen shots of similar screens mentioned previously as they would be
viewed from a mobile device or small tablet.

i Official Nebraska Government Website

N Nebraska VR

MY Where your future
|> begins
Login name:
Password:
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i Official Nebraska Government Website
myvrconsumertest logout

N Nebraska VR

MY Where your future

’ begins

My Messages

(No unread messages)

My VR Account

My Job Search

My Job Tools
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= Official Nebraska Government Website

'ﬂ myvrconsumertest logout
# Home

y My Messages
( send Message to My Counselor )

View: [ only Unread %] OInclude Sent

Type:
Dates: [ - ail - )

No messages found matching the selection
criteria.

oW
Account Search

Copyright © 2013 Nebraska VR
Nebraska VR Home Page State of Nebraska Home Page
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Hello Nebraska VR Counselor,

I worked on my resume by would like
to stop by to get some help with my
cover letter. Do you think we could
get together tomorrow at the office?|

yY

( send )( Cancel )




" Official Nebraska Government Website

myvrconsumertest logout
# Home

My VR Account

MY

Name: Test Consumer
Consumer Id: 999998
DOB: 7/6/1950

Case Id:

Counselor:

Referral Source:

Identification Contact Information = Demographics
VR Case Employment History = Personal History

My VR My Job My Job
Account Search Tools
Copyright © 2013 Nebraska VR
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i Official Nebraska Government Websits¢
myvrconsumertest logout

# Home
(N}/R My Job Search

Links

Albion News Classifieds

ASInc.net
Staffing Agency

Aventure
Staffing Agency

ComplianceJobs.com
Columbus Telegram

Faith Regional Health Services
Indeed.com

Monster.com

My Wayne News Classifieds

Nebraska Job Works
Nebraska Workforce Development

Neligh News
Norfolk Area Recruiters

Norfolk Daily News Classifieds
Searchable Classified Ads in Norfolk's Daily
Newspaper



i Official Nebraska Government Website

myvrconsumertest logout
# Home

My Job Tools

MY

Download a Sample Document

Resume_sample.docx

Sample Cover Letter
A sample cover letter, filled in with your
personal information.

Application.docx

My VR My Job My Job
Account Search Tools

Copyright © 2013 Nebraska VR
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For MyVR Staff Member

The login for MyVR can be found at http://myvr.nebraska.gov/.

Nebraska VR staff from the Norfolk-Griffin team and both Grand Island teams can login using their
VRIS/QEZ2 username and password.

Email notification that a message has been sent or a request to change contact information will go to
the team contact identified in QE2. However, all staff members on the team can view and respond to
client messages from the MyVR application. This will allow you to work in teams and back each other
up when the team contact is on leave.

The Login

"I Official Nebraska Government Website

N Nebraska VR

>MY Where your future begins

Login name:
Password:

(Login)
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Once logged in, staff members will see navigation to the 2 sections of MyVR:

* My Messages: Send and receive messages with your team contact that can be accessed by
the whole team.

* My VR Case: Navigate to see information viewable to client which includes contact
information, view demographics, and information collected during IPE development. See links
and tips for job search and download copies of My Job Search Tool sample resume, cover
letter and application populated with client information.

", Official Nebraska Government Website

N Nebraska VR

Where your future begins

myvrtestcounselor logout

}MY
My Messages (2 unread messages) Unread Messages (2)
Receive appointment reminders, authorization updates, status
updates, job leads, and check ins from Nebraska VR staff. Keep in &4 Mark As Read _
touch with counselor, ask questions about services and your Type: Consumer Change Submitted
Individual Plan for Employment (IPE), give job search updates. Consumer: Test Consumer
Date: 09/17/2013
Consumer submitted a pending change to his or her contact
My VR Cases (1 open, 0 closed) information. See the Consumer's VR Account screen for details.
Team MyVR cases.
y 4 Mark As Read

Type: Message from Consumer
Consumer: Test Consumer
Date: 09/13/2013

| have applied for that job with QRST company. Thanks for your
help on the cover letter yesterday.
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My Messages

Use the drop down menus to view your messages or for a team member. Click “Compose New
Message to Consumer” to respond.

"»,Official Nebraska Government Website

N myvrtestcounselor logout

# Home
(N}/R My Messages

Contact: [ Test Counselor  [5]_View: [ only unread E
Type: [ - ail -

Dates: [ - Al - )

£ Mark as Read
Type: Consumer Change Submitted

Consumer: Test Consumer ( Compose New Message To Consumer )
Date: 09/17/2013

Consumer submitted a pending change to his or her contact information. See the Consumer's VR Account screen for details.

&4 Mark as Read
Type: Message from Consumer

Consumer: Test Consumer (Compose New Message To Consumer)
Date: 09/13/2013

| have applied for that job with QRST company. Thanks for your help on the cover letter yesterday.

E

My VR Cases
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You can mark as read or unread with a click. Note the icon change upon click.

= Official Nebraska Government Website

7‘ myvrtestcounselor logout

# Home
m My Messages

‘A

Contact: [ - All Contacts - %) View: [ Both Read & Unread [ %)
Type: [ - All - D)

Dates: [ - Al - [ :3

SMMark as Read
Tyts; Consumer Change Submitted
To: Test Counselor

Consumer: Test Consumer ( Compose New Message To Consumer )
Date: 09/17/2013

Consumer submitted a pending change to his or her contact information. See the Consumer’'s VR Account screen for details.

4 Mark as Read
Type: Message from Consumer
To: Test Counselor

Consumer: Test Consumer (Compose New Message To Consumer)
Date: 09/13/2013

| have applied for that job with QRST company. Thanks for your help on the cover letter yesterday.

ark as Unread

: Message From Consumer
To: Test Counselor

Consumer: Test Consumer ( Compose New Message To Consumer )
Date: 09/06/2013

Thanks. | will follow up on these.




My VR Cases

Use the drop down boxes to view the VR cases for yourself or all of your team. Click the consumer
name to view the information available to them on the MyVR Account tab. See above.

"n.Official Nebraska Government Website
myvrtestcounselor logout

@ Home
{N}/R My VR Cases

View VR Cases for: [ Test Counselor | 3]

Case Status: [ open ycj [With Unread Messages () With Pending Changes
Counselor Consumer Name Unread Date Closed
Test Counselor Test Consumer v¥ £(2)

Y¥ = consumer has pending changes.
N = consumer has unread messages.
4 = counselor has unread messages from or about that consumer.

My VR Cases
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See which clients and counselors have unread messages.

" Official Nebraska Government Website
myvrtestcounselor logout

# Home
(MVR My VR Cases

View VR Cases for: [ - all Contacts - 5]

Case Status: [ open I+] OWith Unread Messages (With Pending Changes

Counselor Consumer Name Unread Date Closed
Amy Rose Tory Tester

Brigid Griffin Cody Tester

Brigid Griffin Andrew C Tester

Brigid Griffin Lisa D Tester

Kathleen Clements Kayla A Tester

Kathleen Clements Randy D Tester

Test Counselor Test Consumer 17 & £4(2)

$ $

Yy = consumer has pending changes.
¥ = consumer has unread messages.
4 = counselor has unread messages from or about that consumer.

C MyMesssges My VR Cases
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