CRP Role in Madison Workflows 11-25-25 LC

How do | find POs for a client?

POs are viewable to CRPs in the “POs” tab in any client record. CRPs are able to view
all, but not edit any information in the “POs” tab. You will see a list of all POs created
for the client. There will be POs for your provider agency and POs for other services
the client is receiving. By default POs are organized by date, with the newest POs at
the top.

1. Login to Madison. Your default role will be CRP Provider.

Click on the Search Icon| o | in the top right-hand corner of your screen, type in the last
name of the client then click the Search Button.
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2. The client’s record will open to the “Demographics” tab. Click on “POs” tab.

3. The screen will change to the POs view. You will see a list of all POs created for
the client. There will be POs to you for your provider agency and POs for other
services the client is receiving.

4. Double click on the PO you want to view.

5. Anew screen will open. From the Word Merge menu, select “Purchase Order.”
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6. A new screen will open with the Purchase Orderdecum
with receiving. Click the Print or Save buttons

document.
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If no changes have been made to the Merge Dacument, click
"Save to Note". The current word merge template will be
uploaded to a note record with the merge fields populated
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Vocational Rehabilitation

and Blind Services

Purchase Order
PO #: 199663

PO Date: 11/17/2025
Created By: CONZELMAN

lyendor Information:

OPPORTUNITY RESOURCES INC

2821 S RUSSELL ST
MISSOQULA, MT 59801
Phone # (406)721-2930

Fax # (406)721-8744
Vendor ID # 10094

Return this form to:

Central (Helena)

ANNALIESE GIBBS

2121 ROSEBUD DR STEC
BILLINGS, MT 59102

Phone #

Fax # (406)652-1781

Name: MICK JAGGER

Description of Services or Goods Provided: Intake and Planning - $209.16

Print Date: 11/18/2025

Service Category

Start Date/End Date

Amt
Authorized

Amt Paid

Amt Invoiced

1. Job Search Assistance

11/17/2025 | 12/31/2025

$209.16

$209.16 n/a

MICK JAGGER
11/18/2025 4:04 PM
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Purchase Order

Other steps to look at POs in Madison:

1. Click

on “POs” tab.

2. The screen will change to the POs view. You will see a list of all POs created for

the client. There will be POs to you for your provider agency and POs for other

services the client is receiving.

3. Click the Expand Record button

to the left of the PO you want to view.
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File

Last Name

CaseNo

JAGGER, MICK (34751)

Filters
Division v
=
Division
= DET
c] DET
<] DET

s
Vnas Madison AmericanJobCenter

JAGGER
34751

¥

Reset

& Clients POs record(s) retumed - now viewing 1 through 6

Provider
OPPORTUNITY RESOURCES INC

OPPORTUNITY RESOURCES INC

EMPLOYBRIDGE HOLDING COMPANY - WESTAFF WORKFORCE SOLUTIONS LLC
EMPLOYBRIDGE HOLDING COMPANY - WESTAFF WORKFORCE SOLUTIONS LLG.
EMPLOYBRIDGE HOLDING COMPANY - WESTAFF WORKFORGE SOLUTIONS LG
A& MMOBILITY LLC

First Name

D0B

PO ID
199663 MAT2025
199664
199651
199835
199629
199623

MNTZ025
101062025
051062025
04/07/2025
02/1472025

Start Date ~

MicK
52/1952

End Date
1213172025
1213172025
1213172025
0871412025
0510212025
022712025

Status.

Approved
Approved
Approved
Approved
Approved
Approved

MyWork Clients  Providers

Terminated
No
No
No
Ne
No
No

Total Amount Authorized
5209.16

5114848

§150.00

§5,000.00

51.475.00

5200.00
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4. By clicking the Expand Record button

+
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additional lines have appeared. For

this example, you see one PO is for Intake and Planning (you can tell this by the
amount of $209.16) and one PO is for 8hrs of JSA for the months of November
and December at $71.78 per hour.

File

Last Name

CaseNo

JAGGER, MICK (34751)

Je: Madison AmerfaniobCenter

JAGGER
34751

Demographics | Programs | Forms
Filters
Division v+
Search  Resal
& Clients POs record(s) returned - now viewing 1 through 6
Provider
] OPPORTUNITY RESOURCES INC
PO Service ID Service Code Ser
86200 VR-CS-Job_Search Job Search Assistance
=] DET ©OPPORTUNITY RESOURCES INC
PO Service ID Service Code Service
86201 VR-CS-Job_Search Job Search Assistance
86202 VR-GS-Job_Search Job Search Assistance
] DET EMPLOYBRIDGE HOLDING COMPANY - WESTAFF WORKFORCE SOLUTIONS LLG
el DET EMPLOYBRIDGE HOLDING COMPANY - WESTAFF WORKFORCE SOLUTIONS LLC
® DET EMPLOYBRIDGE HOLDING COMPANY - WESTAFF WORKFORCE SOLUTIONS LLC.
] DET A& MMOBILITY LLC
First
PrEE]

MyWork Clients Providers Reports M Q. @
First Name MICK
DoB 5i2/1952
POs  Service Deliveries | CRP Noles
POID Start Date » End Date Status Terminated Total Amount Authorized
199663 02 12025 Approved No
Svc Start Date Svc End Date: Unit Type Max Units Unit Cost Max Amount
1772025 2012025 tour 1 5209.16 520915 No
199664 11772025 123112025 Approved No
Sve start Date Sve End Date unit Type Max Units Unit Cost Max Amount Sve Term
111772025 11030/2025 Hour 8 §71.78 $57424 No
12/01/2025 Hour 8 57178 357424 No
199651 10/06/2025 123172025 Approved No 5150.00
199635 osi06r2025 osraz02s Approved No 5500000
190629 oworr2025 0510272025 Approved No 147500
199623 02/14/2025 0212712025 Approved No 5200.00
Previous  Records perpage 15 | Next Last

Abaut

that you are curious about. A new window will open and you can see the
“Service Description,” or narrative of what has been authorized.

= o SerTCESTrageS) T o ™r
85, Madison AmerZarlobcenter MICK JAGGER - Authorization ID 199663 PO Service
2 Last Updated by C3260@m.gor
= Madison AmeréantobCenter MyWork Clients Providers Reports @ Q. @ at 11/17/2025 3:16:47 A
File
File ¢
An asterisk (*) indicates a required field
Last Name IAGGER Frst Name. wck PO Service
CaseNo 751 oos 521952 v startDato* i
JAGGER, MICK (34751) End Date * 123112025
Demograptics | Programs | Forms | PO8 | Service Deiveries | GRP Noles indes  SubObject
Filters IndexiSubObject * IndexCode ‘SubObject
o 5 & w Vocational Rehabiation ncRe  mocRp
Service Code * 'VR-CS-Job_Search
Search  Reset
service Job Search Assistance
& Clients POs record(s) returmed - now viewing 1 hrough &
= Unit Type * Hour
‘Start Date Total Amount Intake and Planning - $203.16
Oivision Provider P01 | B0 [ engpate | Status | Terminatea|  Toio Amoun
=) [DET | OPPORTUNITY RESOURCES ING 199663 111172025 | 1273112025  Approved o 20916

Fist | Previous Recordsperpage | 15 | Next | Last

8933

VR.-Job_ St | o Seach st | 11172025 | 12312025 T

T ToET ToRr OO RESOURCES N e TS | TOAERES Aoered e B
70 Sence D | Soios Code Servoe [ Sve st | Sv Dt | Uity Wt | st Cost | i At | S ermirtod
56201 |VR.CSiob Seach |dob SoanhAssinee | 172025 | 11502025 vow |8 s s to
s6202 | Vn.o51ob Seach | 1o SowehAsstane | aoizuzs | 1asnaozs |t |8 si s e

| EMPLOYBRI 2

o Jor | iriomanee Toses1 10052025 | 12312025 Ao Mo stsom)

o |oer | EHPLOVBRIDGE HOLDING CONPANY - WESTAFF WORKFOROE | 19535 a5ios2025 | 051142025 Ao to ss00000

SHPLOVBRIDGE HOLDING CONPANY - WESTAFF WORKFORGE
| loer | uPoveRGe 1o5625 o4n12u25 | 05022025 Ao Mo stas
o 0T AsmmosuTYLG 195623 0azizs | 02272625 Aorovd No 2000

sbout

Units per * 100

Max. Units * 1

Unit Cost* 520016
Max. Amount * 520016
Status Approved

If you'd like a closer look at what is authorized, click on the “PO Service ID" line
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