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1. Summary 
This document describes additional features and capabilities of the Secured Portal.  The Portal 

features allow vocational rehabilitation and employment support service providers, who are the 

users, to submit or request information and receive reports and other information.   Additionally 

there are features such as file transfers and system extracts, but these are internal system 

processes and therefore not presented here.    

 

2. Payment Request Form 
The Payment Request Form allows the user to submit a request for a milestone or an outcome 

payment through the portal.   User will specify the beneficiary for whom they have performed 

services and are requesting payment.   The system verifies the relationship between the provider 

and beneficiary as well as makes other validations.  The form allows users to enter additional 

information regarding the request as freeform text such as additional information that might be 

needed as justification. 
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Figure 2-1: Payment Request submission form 
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3. Revenue Estimator 
The Revenue Estimator provides ENs and prospective ENs projections about the amount of 

revenue they can expect based on various scenarios.  For example, it provides information on the 

projected dollar amount in payments that may be available to the EN based on the number of 

clients they have or anticipate.   The EN specifies the details of the scenario.    

 

 
Figure 3-1: Input screen for Revenue Estimator (optional self-help tool) 
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Figure 3-2: Result screen for Revenue Estimator (optional self-help tool) 



                                                                                                          

Page 8 

 

 

4. Supplemental Payment Form 
The Supplemental Payment form allows service providers to submit through the Portal additional 

information about beneficiariesô reported income.   Should paystubs or other documentation 

submitted be incomplete, this form allows the provider to record and send us information related 

to the beneficiaryôs pay.   The form identifies the source of the income (employer) and added 

information about the income such as gross pay, various withholdings and other pay related 

information.   It supplements information previously submitted about a beneficiary.   This form 

minimizes the need to submit a paper form with this information thereby expediting the 

exchange of information about beneficiariesô pay. 

 

 
Figure 4-1: EN Supplemental Earnings Statement submission form 
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5. Certification of Services (COS) Form 
The COS form allows the service provider to inform SSA of the services they have provided the 

beneficiary and future services they will provide or assist the beneficiary in obtaining.  There is a 

freeform text field to allow expanded explanation of the services.   The online form may be used 

in lieu of the paper form to transmit the information immediately to the support desk.   
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Figure 5-1: EN Supplemental Earnings Statement submission form ï page 1 
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Figure 5-2: EN Supplemental Earnings Statement submission form ï page 2 
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6. Payment Status (detail) report 
The service provider can obtain through the Portal a listing of the payments in process or paid to 

its organization on behalf of a certain beneficiary including the payment type and the status of 

where a pending payment is in the payment process.  The result returns immediately. 

 

 
Figure 6-1: Input screen for querying Detailed Payment Status 
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Figure 6-2: Detailed Payment Status result screen 
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7. History of VR activity with beneficiaries 
This screen allows a service provider to check whether a beneficiary has previously had an open 

case with the state VR agency.  The resulting report, which returns immediately,  lists the state 

VR agency, the case closure data and the closure reason.    

 

 
Figure 7-1: Input screen for querying VR activity history 
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Figure 7-2: VR Activity History screen 
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8. Closure Form 
A service provider may use this Portal form to close an open case with a beneficiary. Use of this 

screen will result in the ticket being released from the service provider requesting the closure. 

 

 
Figure 8-1: Closure Request Screen 
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Figure 8-2: Closure Request confirmation screen 
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9. APOR Form 
The APOR (Annual Performance Outcome Report) form presents a series of questions for the 

service provider to answer about their organization and the work they perform under the Ticket 

to Work program.  This information provides data for a variety of purposes, including foe 

program evaluation and use in a report card for beneficiariesô who are searching for an EN. 

 

 
Figure 9-1: APOR submission screen 

 

 

 




















