CRP Role in Madison Workflows 11-25-25 LC

Receiving a Referral:

1. Login to Madison. Your default role will be CRP Provider and you will be on the
“My Work” screen.
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2. Click on “Unread Alert Notes” under CRP Alert Notes and a new screen will
open. This is where you will be notified if you receive a new client referral and
where you will be notified of other communication from the VR office regarding
individual clients. When there are multiple rows in this window, you will want to

click “View” |¥&%¥ on the row associated with the client whose record you want to
access.

In the below example, there is a referral to ORI for Mick Jagger. To access that
referral, click on “View” in the column labeled “View Record.”
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3. When you click on “View" another new window will open. You are entering the
client’s record. The alert note will immediately appear like the image below.
Click “Close” to immediately remove that notification.
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Last Name

CaseNo

JAGGER, MICK (34751}

Demographics
Case Number
Last Name

‘ First Name
Middle Initial
Preferred Name
Salutation

Suffix

Date of Birth {RSA}
Age

Date of Death
55N {RSA}
Gender {RSA}

Race (RSA}

Contact Information
Address Type

Street

Street 2

city

State {RSA}
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MICK JAGGER Demographics (]
Last Updated by C55823@mt.gov

at 5/16/2025 9:21:55 AM

JAGGER First Name MICK
34751 DOB 5/2/1952
Demographics | Programs  Forms | POs | Service Defiveries | CRP Notes
34751 Ethnicity {RSA} 1. Individual is Hispanic/Latino
JAGGER |
e Alert Notes MICK JAGGER Close
NoteDate 11772025
NoteBy LACEY CONZELMAN
NoteType Referral
Subject JSAReferral
mr. R On 11712025 at 8:22 AM, LACEY CONZELMAN wrote: Hi Kurl | am refering Cinderelia for job search assistance.
Please see POs listed below and attached IPE, medical, referral form, and release of information. Thank you, Lacey
Last Updated On 111772025 9:22:59 AM
Last Updated By €53240@mt.gov
5/2/1952
73.5 Status Active
Initial Fund Code DET
632-56-2321 Converted RSA Unique D
1. Male Country us
White
Home County Rosebud
908 SPRUCE ST County FIPS code {RSA} 30087
VR Office Billings
Billings Home Phone (406) 5326513
Montana Cell Phone (561) 326.5123

4. The default tab that opens in the client record is the “Demographics” tab. You
can tell you are in the “Demographics” tab as it is highlighted orange. Click
on the “CRP Notes” tab to access the client’s full referral.

First Name
Middle Initial

s Madison AmericanjoCenter
File Edit Tools
Last Name JAGGER
CaseNo 34751
JAGGER, MICK (34751)
Demographics  Programs Forms POs

Demographics
Case Number 34751
Last Name JAGGER

MICK

Service Deliverie:

First Name

DOB

CRP Notes

Ethnicity {RSA}
Client Photo
Marital Status

Veteran Status {RSA}
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MICK JAGGER
Last Updated by C55823@mt.gov
at 5/16/2025 9:21:55 AM

Demographics

MICK

51211952

1. Individual is Hispanic/Latino

1. Individual is a Veteran

5. The screen will change to the “CRP Notes” tab. You will know you are in the
“CRP Notes” tab because it is highlighted orange. You will see a list of notes
related to the client’s CRP services.
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#52. Madison AmerfEanobCenter

MICK JAGGER CRP Notes
Last Updated by CS5823@mt.gov
at 5/16/2025 9:21:55 AM

File  Tools
Last Name JAGGER First Name MICK
CaseNo 34751 DB 5121952
JAGGER, MICK (34751)

Demographics | Programs | Forms | POs | Service Deliveries | CRP Notes

Filters
Dale v |+

Search  Reset

1 Clients CRP Notes record(s) returned - now viewing 1 through 1

Date » Note By Note Typ: Description/PO Number(s) Status Date Completed Attachment
11/17/2025 | CONZELMAN, LACEY Referral JSAReferral Alert Yes
First  Previous Recordsperpage 15 | Next Last

6. Click on “Referral” line. This will open the note where you can access all the
referral information. As a CRP, please pay particular attention:

a. CRP Note text
b. PO

c. Attachments
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7. To open the attachments, click on each one individually.
8. There is also information in the client record in Madison that may be useful
for you to review. That information is located in the “Forms” tab.
a. Click on the “Forms” tab and a list of available forms for viewing will be
listed. The accessible forms are: Voc Rehab Application, Initial Contact
Memo, Disability Level Order, and Certification of Eligibility.
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s Madison AmericanjobCenter

MyWork Clients Providers Reporis @ Q &
ile Tools Word Merge
Last Name CHARMING First Name CINDERELLA
CaseNo 34753 pos 201511950
CHARMING, CINDERELLA (34753)
Demographics | Progral 05 Service Deliveries  CRP Notes.
Filters
Fom v+
Search Reset
4 Clients Forms record(s) returned - now viewing 1 through 4-
Form Review Data Entry Date » Worker Division Status.
Voc Rehab Application Initial 10/07/2025 TUSBERG, HEATHER DET Draft
Disability Level Order / Order of Selection - CRC Initial 04722/2025 LOWNEY, NICOLE DET Complete
Certification of Eligibility - CRC Initial 047222025 LOWNEY, NICOLE DET Complete
Initial Contact Memo Initial 03/18/2025 LOWNEY, NICOLE DET Draft

v8033
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b. To open any of the listed forms, click on the name of the form and a new
window will open.
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Search  Reset
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CINDERELLA CHARMING

Last Updated by CSNO48@mt.gov

at 3/17/2025 12:53:15 PM

O-
L 4 File Tools Reports
Initial Contact Memo
+
An asterisk (*) indicates a required field
Forms.
Review * Initial
Data Entry Date * 03/18/2025
Division * DET

Approved By

Reason for Referral *

Reported Disability / Impediment to
Employment *

‘Work, Education and Medical
Considerations *

Worker * LOWNEY, NICOLE
Status * Draft
Program

Approved Date

Cinderella is a seventy-five-year-old, white, female who has come to VR hoping
for support in finding employment that is favorable to her physical limitations.
Cinderella was referred by her doctor. Cinderella stated, "I hope to have support
in finding employment that meets my needs both physically and socially.”

Cinderella reports her ability to walk has decreased significantly over the past
year. Cinderalla reports she mostly uses a wheelchair for her mobility needs and
‘would like to find employment that is accessible. Cinderella reports she does
Ibecome fatigued after several hours of activity and therefore is looking for part-
time work. This VRC observed that Cinderella did use a wheelchair when
attending today’s meeting.

Cinderella reports she was a housewife for most of her life taking care of her
castle and four children. Cinderella reports she did receive her Hi-SET but has
no further education. Cinderella reports she has done volunteer work
throughout her life for different animal sheiters and really enjoys working
around animals. Cinderella reports she does use a wheelchair for mobility and
has a restriction to only Iift fifteen pounds.

Details

Form
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