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Welcome
The Oregon Department of Human Services Office of 
Developmental Disabilities Services appreciates your 
interest in becoming a Personal Support Worker (PSW) Job 
Coach.

This tool will help you become an enrolled Medicaid service 
provider.

Although there are many slides in this presentation, you’ll be 
guided to only those that are pertinent to your specific 
situation by answering a series of questions or selecting 
from a menu of options. 

NEXT
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How To Navigate

Everything you need to get started is here - by answering 
questions or selecting choices, we will take you to what you 
need to provide job coaching. 

We'll guide you step-by-step, and you'll be able to skip over 
instructions for things you already know how to do.

Click Next to continue…………………...............
NEXT
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How To Fill Out Forms
We’ll help you complete 
the necessary forms 
using filled out examples 
like this one. 

You’ll see example 
entries in red, but you’ll 
enter your specific 
information instead.

Don’t leave anything 
blank – enter “N/A” if it 
doesn’t apply to you. 

NEXT
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Index Button
Another 
navigational aid 
will be found at 
the bottom-left 
corner of most 
slides: the 
INDEX button. 
Click on this 
button to go to a 
task index of hot 
links to the 
topics covered 
in this tool.

NEXT
INDEX
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What Role Do You Want to Play?

 Job Developers act as the bridge between job seekers and 
local employers by matching client strengths, interests and 
preferences to business needs. Job Developers need to be 
skilled in networking and marketing in addition to social work.

 Discovery Providers help clients figure out what their 
vocational strengths, interests and preferences are so they can 
sharpen their employment focus.   

 Job Coaches help people with intellectual/developmental 
disabilities (I/DD) learn their new job. If needed, job coaches  
provide additional support.

NEXT
INDEX
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Independent Contractor Services
An independent contractor is either a business or freelancer 
that doesn’t have any employees, and may provide the 
following supported employment services:

1. Job Development

2. Discovery

3. Job Coaching (must be enrolled as a PSW)

Independent Contractors must become dual-enrolled with 
both the Office of Developmental Disability Services and 
Vocational Rehabilitation. NEXT

INDEX
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Independent Contractor Checklist
Requirements to provide Job 
Development and/or Discovery 
services as an Independent 
Contractor are listed to the left.

If you also want to provide Job 
Coaching, you’ll have to enroll as 
a PSW-Job Coach as well.

We’ll guide you through each 
requirement one at a time.

Let’s get the Background Check 
started next. 

1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance 

Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)
NEXTBACK

INDEX
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Background Check
DHS requires that all service providers undergo a background check in 
order to protect the people we serve.

To initiate the background check process, you’ll need to schedule an 
appointment with the Community Developmental Disabilities Program 
(CDDP) or Brokerage in the area where you wish to provide Job 
Coaching services to discuss becoming a supported employment 
service provider. They will initiate the background check process and 
help you complete the background check application.

Click on this link for a list of CDDPs 

Click on this link for a list of Brokerages

NEXTBACK
INDEX

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/Pages/county-programs.aspx
http://www.dhs.state.or.us/spd/tools/dd/DD-Brokerage-Directory.pdf
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1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance 

Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)
NEXTBACK

What to Expect Next – Background Check

The Community 
Developmental Disability 
Program or Brokerage with 
which you initiated the 
background check will inform 
you of the results.

INDEX
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Tax Identification Number

You will need your Federal Tax Identification number during 
the enrollment process. In most cases, this will be your 
Social Security number. If you have an Employer 
Identification number, you can use that.

Do you already have a Social Security number or Employer 
Identification number?

YES

NO
INDEX
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How to Apply for Federal Tax Identification Numbers

Information about how to apply for a Social Security number 
can be found here: https://www.ssa.gov/forms/ss-5.pdf

Information about how to apply for an Employer 
Identification number can be found here: 
https://www.irs.gov/businesses/small-businesses-self-
employed/apply-for-an-employer-identification-number-ein-
online 

NOTE: You’ll need either a Social Security number OR an 
Employer Identification number, NOT BOTH

NEXTBACK
INDEX

https://www.ssa.gov/forms/ss-5.pdf
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
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1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance 

Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)
NEXTBACK

What to Expect Next – Tax I.D. Number

 If you applied for a Social 
Security number, your Social 
Security card will arrive in 
the mail. 

 If you applied for and 
Employer Identification 
number (EIN), you’ll receive 
a letter from the Internal 
Revenue Service (IRS) that 
includes your EIN.

INDEX
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Core Competency Trainings

YES NO

To provide job coaching services, you must pass twelve free Core 
Competency Trainings.

Altogether, it will take you about eight hours to complete all 
twelve modules which cover a variety of employment topics. 
While you must take and pass all twelve before providing 
services, you do not need to take them all at once.

The Core Competency Trainings are only available online through 
the iLearn state training website. 

Are you already registered in iLearn? 

INDEX

https://www.oregon.gov/DHS/EMPLOYMENT/EMPLOYMENT-FIRST/Documents/Core%20Competencies%20and%20Training%20Standards%20for%20%20Supported%20Employment%20Professionals.pdf
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iLearn Registration – How To
Step 1. Print out a hard copy of slides 16 – 24 so you can 
follow the step by step instructions while at the iLearn 
website.

Step 2. Click on this link to go to the iLearn login page.

Step 3. Come back to                                                                               
this page and Ctrl+left
click on NEXT to go to 
iLearn Core Comps.

NEXTBACK
INDEX

https://ilearn.oregon.gov/Default.aspx
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iLearn Registration – Step 1

Click on “Create Account”

INDEX
BACK NEXT



17

iLearn Registration – Step 2

a. Select “Not a 
State Employee”

b. Fill in items 
marked with * {

c. When done, click “Submit”

John
Doe
X.
john.doe@email.com

JohnDoe

INDEX
BACK NEXT
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iLearn Registration – Step 3
You’ll receive a confirmation email with instructions on how 
to complete the registration process.

Click “Close”

NEXTBACK
INDEX
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iLearn Registration – Step 4

The confirmation email will look something like this.

INDEX
BACK NEXT
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iLearn Registration – Step 5

Click on “Proceed to iLearnOregon”

iLearn will email you a temporary password.

NEXTBACK
INDEX
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iLearn Registration – Step 6
The temporary password email will look something like this. 
Write down your temporary password, or highlight it and use 
the Copy command.

Temporary password

INDEX
BACK NEXT
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iLearn Registration – Step 7
Go to https://iLearn.oregon.gov/Default.aspx to get back to 
the iLearn login page.

Type in the 
Login ID 
you chose 
earlier.

Type in or 
Paste the 
temporary 
password.

INDEX
BACK NEXT

https://ilearn.oregon.gov/Default.aspx
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iLearn Registration – Step 8

a. Type in or Paste Temporary Password here

b. Choose a new password and type it in here

c. Type in the new password again here

d. Then click on “Save”

temppassword

newpassword

newpassword

NEXTBACKINDEX
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iLearn Registration – Step 9
Something like this will come up. Log out for now.

To logout, click on 
the down arrow, 
then click “Logout”

INDEX
BACK NEXT
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Left click on the link next to the Core Comp Module you want to take. It’ll take you to the iLearn login 
webpage. Type in your Log In ID and Password, and the Module will load. Click on “Open Item” to start the 
Module. When you’re done, come back and left click NEXT below.

Login to the Core Competency Trainings  

LINK MODULE TITLE ESTIMATED COMPLETION TIME

http://go.usa.gov/xKzrw DHS-DD-EP 101 Introduction to Supported Employment 1 hour

http://go.usa.gov/xKzrA DHS-DD-EP 102 Discovery and Career Planning 1 hour

http://go.usa.gov/xKzr6 DHS-DD-EP 103 Marketing and Job Development 30 min.

http://go.usa.gov/xKzrM DHS-DD-EP 104 Workplace and Job Analysis 30 min.

http://go.usa.gov/xKzrt DHS-DD-EP 105 Job Coaching: Task Design and Training 30 min.

http://go.usa.gov/xKzrJ DHS-DD-EP 106 Job Coaching: Support Strategies 30 min.

http://go.usa.gov/xKzrS DHS-DD-EP 107 Job Coaching: Natural Supports 30 min.

http://go.usa.gov/xKzYq DHS-DD-EP 108 Managing Benefits 1 hour

http://go.usa.gov/xKzY3 DHS-DD-EP 109 Systems, Partners and Resources 30 min.

http://go.usa.gov/xKzYx DHS-DD-EP 110 Transition from School to Work 30 min.

http://go.usa.gov/xKzYa DHS-DD-EP 111 Organizationl Change 30 min.

http://go.usa.gov/xKzYr DHS-DD-EP 112 Self Employment 30 min.

NEXTBACKINDEX

http://go.usa.gov/xKzrw
http://go.usa.gov/xKzrA
http://go.usa.gov/xKzr6
http://go.usa.gov/xKzrM
http://go.usa.gov/xKzrt
http://go.usa.gov/xKzrJ
http://go.usa.gov/xKzrS
http://go.usa.gov/xKzYq
http://go.usa.gov/xKzY3
http://go.usa.gov/xKzYx
http://go.usa.gov/xKzYa
http://go.usa.gov/xKzYr
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Documenting Successful Completion of 
the Core Competency Trainings – Step 1

After you’ve 
completed all 
modules, log 
into iLearn
and left click 
on 
“Transcript.”

NEXT
INDEX

BACK
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Documenting Successful Completion of 
the Core Comps – Step 2

Then left 
click on “My 
Transcript 
Report.”

NEXTBACKINDEX
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Documenting Successful Completion of 
the Core Competency Trainings – Step 3

 iLearn will show your 
transcript report 
detailing the courses 
you’ve taken.

 It’s in Acrobat (pdf) 
format; save it to your 
computer and/or print 
it out. 

 Highlight the Core 
Competency 
Trainings.

 Keep this for your 
records. 

NEXTBACK
INDEX
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What to Expect Next – Core Competency Trainings

You’ll need to attach your Core 
Competency transcript to the 
Vocational Rehabilitation job 
development contract application. 
ODDS will confirm Core Competency 
training completion directly from 
iLearn. 

Next let’s tackle registering with the 
Oregon Procurement Information 
Network (ORPIN) next so you can 
get on the Vocational Rehabilitation 
(VR) Employment Services Contract.

BACK NEXT

1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance Requirements
7. Discovery Training
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

enrollment (optional)

INDEX
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ORPIN Registration
ORPIN is the system that provides access to procurement and 
contracting information issued by the State of Oregon, including 
Vocational Rehabilitation. Agencies and independent contractors must 
register a Supplier account in ORPIN in order to become a Vocational 
Rehabilitation contractor supplying supported employment services.

Registering for a Supplier account is free of charge.

The following instructions will walk you step-by-step through the ORPIN 
registration process. Start by going to 
https://orpin.oregon.gov/open.dll/welcome

If you have two computer monitors, we recommend following along with 
these instructions as you work through the ORPIN website registration 
process. Otherwise, you may want to follow along 
by printing out slides 31-48.

INDEX
BACK NEXT

https://orpin.oregon.gov/open.dll/welcome


ORPIN Registration

Left click on 
“Supplier  
Registration.”

NEXTBACK
31

INDEX
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ORPIN Registration

Since you are only interested in the VR contract, 
you can go the next step by left clicking  “Next.” 

Left click 
on “Next.”

NEXTBACK
INDEX
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ORPIN Registration

Read the ORPIN Agreement 
and left click on the “I Agree” 
button.  

Left click on “I Agree.”

NEXTBACK
INDEX
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ORPIN Registration
Fill out the Primary Contact 
Registration form with your 
information similar to 
what’s shown to the left.

Write down your user 
name and password – you 
can leave ORPIN anytime 
and pick up registration 
where you left off.

Left click on “Next” to 
continue in ORPIN.

NEXTBACK
INDEX
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ORPIN Registration

NEXTBACK

ORPIN will 
confirm the 
information 
you’ve input.

Left click on 
“Next” to 
continue in 
ORPIN.

INDEX
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ORPIN Registration
ORPIN will search for your 
company’s name in its 
database to check if you’re 
already registered. 

Type in your company 
name, state abbreviation 
and city, and click 
“Search.”

John Doe Job Development

OR

Anytown

NEXTBACK
INDEX
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ORPIN Registration Since you’re a new service 
provider, your company probably 
won’t be found in the ORPIN 
database.

Click “Next” to create your 
company profile in ORPIN.

NEXTBACK
INDEX
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ORPIN Registration The ORPIN profile 
setup consists of 
two parts:
• Product/Service 

Information 
(what you will 
provide)

• Location 
Information 
(where you will 
provide it).

Go to the  
Product/Service 
Information 
dropdown box by 
clicking “Go.”

NEXTBACK
INDEX
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ORPIN Registration

Click “Find”

NEXTBACK
INDEX
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ORPIN Registration
On the Commodity 
Code dropdown 
screen, select 
“Keyword.”

Then type in 
“Vocational 
Rehabilitation” in the 
Search Text box.

Then click on “Search.”

NEXTBACK
INDEX
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ORPIN Registration
ORPIN will 
automatically show 
924-86: Vocational 
Training. Click on it.  

NEXTBACK
INDEX
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ORPIN Registration

Click on “Submit/Remain.”

NEXTBACK
INDEX
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ORPIN Registration

Then scroll up to the top of the 
page and click on “Close.”

NEXTBACK
INDEX
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ORPIN Registration

Next, go to the  
Location 
Information 
dropdown box 
by clicking “Go.”

NEXTBACK
INDEX
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ORPIN Registration
… and then 
click the 
“Close” button.

NEXTBACK

First, check 
all zones….

INDEX

1

2
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ORPIN Registration
Review your information. 
If you need to modify 
anything, you can 
navigate by using the 
back button or “back to 
start” hotlink. 

Once you’re satisfied 
that everything is correct, 
click “Finish.”

NEXTBACK
INDEX
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ORPIN Registration
Next, you’ll see a welcome 
message that will include 
your ORPIN supplier number.

Copy this number down for 
future reference.

Then click “Exit from ORPIN.”

NEXTBACK
INDEX
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ORPIN Registration 

Well done!

Next, use ORPIN to access 
the Vocational Rehabilitation 
Job Development contract 
documents. 

Log back in to ORPIN at 
https://orpin.oregon.gov/open.
dll/welcome

NEXTBACK
INDEX

https://orpin.oregon.gov/open.dll/welcome
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Using ORPIN to access the VR Contract

Now that you’re registered in 
ORPIN, let’s use it to access 
the Vocational Rehabilitation 
contract.

Log back into ORPIN 

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Enter your Username and 
Password, and then click 
“Submit.”

NEXTBACK

JohnDoejobdev

INDEX
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Using ORPIN to access the VR Contract

To get to the VR 
Contract information, 
click on “By 
Organization.”

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Select “Issued by” and 
then 

click on “Search.”

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Click on “11 DHS –
Department of Human 
Services.”

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Scroll down and click on 
“DHS-4988-20.”

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Click on “Express/View 
Interest.”

NEXT
INDEX

BACK
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Using ORPIN to access the VR Contract

Select Interest Type from 
dropdown menu, then 
click on “Submit.”

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Click on “Attachments 
Exist” to see the VR 
contract documents.

NEXTBACK
INDEX
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Using ORPIN to access the VR Contract

Download all the 
attachments and save 
them.

You’ll fill them out later.

When you’re done 
downloading 
attachments, click on 
“Finish.”

NEXTBACK
INDEX
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1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)

NEXTBACK

What to Expect Next – ORPIN
From time to time you may receive email notices from 
ORPIN describing new opportunities to do business with 
the state. They may or may not be of interest to you, and 
you don’t need to respond. 

INDEX
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Independent Contractor Checklist Update
Way to Go!

You’ve got the required 
credentials and training, and 
you’re a registered ORPIN user.
Next, let’s tackle the Vocational 
Rehabilitation application, 
employment professional 
credentialing/Discovery training,  
and ODDS applications.

1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance Requirements
7. Employment Professional 

Credential/Discovery 
Training

8. ODDS Application
9. eXPRS
10. PSW-Job Coach (optional)

NEXTBACK
INDEX
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Vocational Rehabilitation Application 
– Introduction

To apply to become a VR contractor, email your request to 
VR.Contractinquiries@dhsoha.state.or.us and ask for the DHS-4988-20 Job 
Placement Services contract and application package. 

The VR Application portion of the package consists of attachments A-G. This is 
an MS Word document that you can fill out on your computer, print out, 
manually complete certain sections, reassemble into the application package 
and submit a hard copy to VR for processing. 

NEXTBACK
INDEX

mailto:VR.Contractinquiries@dhsoha.state.or.us
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Vocational Rehabilitation Application – Attachment A

NEXTBACK
INDEX

Open Attachment A –
it’s a form-fillable 
Word document.

Fill out the contact 
information as shown.

Carefully read the 
certifying information 
in the body of the 
attachment. 

If you agree, then sign 
and date.
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Vocational Rehabilitation Application – Attachment B

NEXTBACK
INDEX

Open Attachment B –
it’s a form-fillable 
Word document.

This form has a lot of 
terms in it with which 
you may be 
unfamiliar. It’s 
recommended that 
you also open “4988 
RFA Document    ” 
that you downloaded 
previously from 
ORPIN. It has 
definitions that will 
help you fill out the 
form correctly.Start completing Attachment B by typing your name as shown 

above.
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Vocational Rehabilitation Application – Attachment B

NEXTBACK
INDEX

Check the box for the highest job 
placement service you intend to 
provide and for which you are 
qualified.

Check a box by hovering your mouse 
over it and clicking.

Under the service you selected, 
check the boxes corresponding to 
your qualifications. Pay attention to 
conditional phrases such as “one of,” 
“in addition,” “and” and “or.” 

Refer to 4988 RFA Document –
section 2.2.9 (pg. 12) for job 
placement track definitions. 
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Vocational Rehabilitation Application – Attachment B

NEXTBACK
INDEX

In addition to job development, 
you may also provide job 
coaching services if you qualify.

If you’re interested in providing 
job coaching services, check the 
Direct Job Coaching box and 
indicate your qualifications.
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Vocational Rehabilitation Application – Attachment B

INDEX

You may also be interested in 
providing other additional 
Vocational Rehabilitation services.

These services are defined in the 
4988 RFA Document – section 2.1 
(pg. 5) you downloaded from 
ORPIN. 

Further information about these 
services is found in the 4988 RFA 
Document – section 2.2.16 (pg. 17).

Once finished making your 
selections, sign and date as shown.

BACK NEXT
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Vocational Rehabilitation Application – Attachment B

NEXTBACK
INDEX

Finish Attachment B by attaching all documentation 
supporting each of the qualifications you checked.

For example:

• Your resume, if using work experience

• Your iLearn transcript showing completion of the 
Core Competency trainings

• Completion certificates for training such as JDOT, 
APSE, ACRE, CESP, etc.
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Vocational Rehabilitation Application – Attachment C

NEXTBACK
INDEX

Open Attachment C – it’s 
a form-fillable Word 
document.

Enter your business legal 
name and address as 
shown.

In addition, enter your 
contact information.
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Vocational Rehabilitation Application – Attachment C

NEXTBACK
INDEX

The next two sections of  
Attachment C will require 
you to check boxes as 
appropriate for your 
situation.

Double-click on the box 
you wish to select. The 
Check Box Form Field 
Options pop-up will 
appear.

Click “Checked” under 
Default value. You will 
have to do this for each 
box you wish to check. 
Then click “OK.”
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Vocational Rehabilitation Application – Attachment C

NEXTBACK
INDEX

Check all the counties 
where you’ll be providing 
services.

Check your company’s 
legal form of business.

Check that your business 
is registered in Oregon 
and fill in your Oregon 
registry identification 
number. 

Don’t know your Oregon 
registry identification 
number? Find it at 
Oregon Business 
Registry. Forming and registering a business in Oregon has 

important legal and tax implications that are  
beyond the scope of this tool. If your business is not 
already registered, contact the Secretary of State 
for assistance. 

https://www.oregon.gov/business/Pages/index.aspx
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Vocational Rehabilitation Application – Attachment D

NEXTBACK
INDEX

Open Attachment D – it’s a form-
fillable Word document.

Attachment D deals with financial 
and legal issues and the form is self-
explanatory.

For the Yes/No check boxes, double-
click on the box you wish to select. 
The Check Box Form Field Options 
dialogue box will appear. Click 
“Checked” under Default value. You 
will have to do this for each box you 
wish to check on the form. Then click 
“OK.”
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Vocational Rehabilitation Application – Attachment D

NEXTBACK
INDEX

1. To enter a 
response, 
double-click on 
the response 
box. The Text 
Form Field 
Options 
dialogue box 
will appear.

2. Type your 
response in the 
Default text 
space.

3. Your typed 
text will show 
up in the 
response 
space after you 
click OK.
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Vocational Rehabilitation Application – Attachment D

NEXTBACK
INDEX

Enter your business name 
using the same procedure 
you used to make 
responses previously.

Sign and date.

Next, Attachment E is 
going to require proof of 
insurance, so let’s cover 
the DHS insurance 
requirements.
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DHS Insurance Requirements

NEXTBACK
INDEX

Employment service providers for both 
Vocational Rehabilitation (VR) and the 
Office of Developmental Disability Services 
(ODDS) are required to have insurance 
coverage in-force while providing services.

ODDS-required insurance coverage will 
also satisfy VR requirements. 

Download the ODDS Independent 
Contractor Application & Agreement, print 
out Exhibit A (pg. 7), and take it to your 
insurance agent to purchase the required 
coverage. Be sure to get insurance 
certificates to attach to your VR and ODDS 
applications.

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/Documents/Independent%20Provider%20Enrollment%20Application%20and%20Agreement.pdf
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Vocational Rehabilitation Application – Attachment E

NEXTBACK
INDEX

Open Attachment E – it’s a 
form-fillable Word document.

Attachment E is the actual VR 
contract. Be sure to read and 
understand it. If you have any 
questions, contact 
VR.contractiquiries@dhsoha.
state.or.us. 

Replace the standard 
language with your business 
name, address, your name, 
phone and email as shown.

mailto:VR.contractiquiries@dhsoha.state.or.us
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Vocational Rehabilitation Application – Attachment E

NEXTBACK
INDEX

Type in your contractor  
information as shown.

Just like previously, double-
click on the box you wish to 
select. The Check Box Form 
Field Options pop-up will 
appear.

Click “Checked” under Default 
value. You will have to do this 
for each box you wish to 
check.
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Vocational Rehabilitation Application – Attachment E

NEXTBACK
INDEX

Type in your insurance policy  
information as shown.

Since you’re an independent 
contractor, you don’t have 
employees and are not 
required to have Workers’ 
compensation insurance. 
Check ‘NO.”  
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Vocational Rehabilitation Application – Attachment E

NEXTBACK
INDEX

Sign and date as shown.

This signature page is followed by:

• exhibit A (Statement of Work, Payment & 
Financial Reporting, and Special Provisions),

• exhibit B (Standard Terms & Conditions),

• exhibit C (Insurance Requirements), and

• exhibit D (Federal Terms & Conditions).

Remember to attach your insurance certificates. 

Once again, be sure to read and understand 
your contract! 

Presenter
Presentation Notes
I
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Vocational Rehabilitation Application – Attachment F

INDEX

The purpose of Attachment F is to make you aware that 
it is the policy of State of Oregon to promote equal 
opportunity to participate in state contracts for

• Minority-owned businesses
• Woman-owned businesses
• Service disabled-veteran-owned businesses
• Emerging small businesses.

You are encouraged to become certified by the Oregon 
Certification Office for Business Inclusion and Diversity 
(COBID) if you consider yourself one of theses types of 
businesses. Click here for more COBID information.

The VR contract is non-competitive and COBID 
certification isn’t going to help your application get 
approved; however, you need to ensure that COBID 
businesses have equal opportunity if you elect to sub-
contract work. 

BACK NEXT

Presenter
Presentation Notes
I

https://www.oregon4biz.com/How-We-Can-Help/COBID/Get-Certified/
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Vocational Rehabilitation Application – Attachment F

NEXTBACK
INDEX

Open Attachment F – it’s a form-
fillable Word document.

Fill in the required information 
as shown left.

Check the boxes that best 
answer the questions. Just like 
previously, double-click on the 
box you wish to select. The 
Check Box Form Field Options 
pop-up will appear.

Click “Checked” under Default 
value. You will have to do this 
for each box you wish to check. 
Then click ‘OK.”

Presenter
Presentation Notes
I
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Vocational Rehabilitation Application – Attachment F

NEXTBACK
INDEX

If you’re an Oregon certified 
firm check “Yes,” check all 
the types of certifications 
and provide your 
certification number. 
Otherwise, check “No.”

List the names of certified 
businesses you’ve 
contracted with over the 
past two years, as well as 
any businesses that might 
be of the certified types. If 
none, type “None.”

Presenter
Presentation Notes
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Vocational Rehabilitation Application – Attachment F

NEXTBACK
INDEX

If you anticipate 
subcontracting any work 
under the VR contract, check 
“Yes” under item 4 and 
answer items 5-7.

If you don’t anticipate 
subcontracting any work 
under the VR contract, check 
“No” and you’re done with 
Attachment F.

VR contracts are renewable 
annually, and if your situation 
changes you’ll have 
opportunity to update your 
responses at renewal.

Presenter
Presentation Notes
I



83

Vocational Rehabilitation Application – Attachment G

NEXTBACK
INDEX

Your application for the VR contract will 
become a public record. If you’re comfortable 
with your entire application being viewed by 
the public, stop here – you can ignore 
Attachment G.

On the other hand, you’ll need to complete 
Attachment G if there is anything in your 
application that you don’t want potentially 
released to the public.

You’ll need to consult with your attorney to 
determine if your concerns are exempt from 
the Public Records Law and to properly 
complete Attachment G.

Presenter
Presentation Notes
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Assemble Vocational Rehabilitation 
Application Package
1. Background Check Results
2. Completed Attachments A-G
3. iLearn Transcript showing completion of Core Comps
4. APSE, ACRE, CESP or JDOT Credential Certificate
5. Resume
6. Insurance Certificates

Mail/email to: 
Lesley G. Erickson
DHS Office of Contracts & Procurement
635 Capitol Street NE Suite 350
Salem OR 37301 

lesley.g.erickson@dhsoha.state.or.us 
(503) 945-6698

NEXTBACK
INDEX
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1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance 

Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)
NEXTBACK

What to Expect Next – VR Application & Insurance

 VR will process your application and 
contact you if they have any 
questions.

Almost there! Next, let’s see what it takes 
to become a Discovery service provider. 

INDEX



86

Discovery

 ODDS requires that independent contractors wishing to provide Discovery 
services be enrolled as ODDS job developers and as VR job placement 
contractors.

 Credentials such as ACRE, APSE, CESP qualify you to deliver Discovery, or 

 Successful completion of a department approved Discovery training (starting 
on page 7) also qualifies you to deliver Discovery. 

 You’ll indicate that you want to provide Discovery services on the ODDS 
Enrollment Application and Agreement for Independent Contractors – our next 
topic.  

NEXTBACK
INDEX

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Documents/Department-Approved%20Employment%20Service%20Provider%20Training%20Courses.pdf
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ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 1

Download the ODDS Independent 
Contractor application. It’s an Adobe 
Acrobat document that you’ll have to 
fill it out by hand, sign it,  and attach 
all supporting documentation, then 
scan or fax the whole thing.

We’ll walk you through it  page by 
page.

NEXTBACK
INDEX

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/Documents/Independent%20Provider%20Enrollment%20Application%20and%20Agreement.pdf
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Check the 
“New 
enrollment,” 
and “Job 
Development” 
boxes. 

If you plan on 
providing 
Discovery, 
check that box 
as well.

ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 2

NEXTBACK
INDEX
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ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 3

Fill in full legal name.

If you have a 
business name, 
enter it here exactly 
as filed with the 
Secretary of State 
Business Registry. If 
not, enter “N/A.”

NEXTBACK
INDEX
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ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 4

Fill in the 
bottom of 
page 2 with 
your 
information. 

If anything 
doesn’t apply 
to you, enter 
“N/A.” DO 
NOT leave 
anything 
blank.

NEXTBACK
INDEX
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ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 5

Carefully read the 
questions and check the 
appropriate boxes.

NEXTBACK
INDEX
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The Enrollment Application & Agreement packet contains a lot of information 
that you’re going to need to read and understand. In addition, there’s more 
specific information about:

• Insurance requirements and options (Exhibit A, pages 7-9)

• Qualification and documentation requirements for job development 
(Exhibit C, page 11) and Discovery (Exhibit D, page 12), which we’ll 
detail next.

ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 6

NEXTBACK
INDEX
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The following documentation needs to be 
attached to your ODDS Enrollment Application:

 Background check approval letter.
 If you plan on providing job coaching 

services, attach a copy of your Personal 
Support Worker-Job Coach enrollment 
agreement (more on this later).

 VR contract verification, if you have one; 
otherwise, send in a copy as soon as it’s 
awarded.

 iLearn transcript showing completion of Core 
Competency trainings.

 Completion certificate from at least one 
ODDS-approved competency-based training.

 APSE, ACRE, CESP or JDOT training 
certificate.

 Certificates of required insurance.

ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 7

NEXTBACK
INDEX

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Documents/Department-Approved%20Employment%20Service%20Provider%20Training%20Courses.pdf
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The following additional documentation needs to 
be attached to your ODDS Enrollment Application 
if you plan on providing Discovery:

 Certificate of completion of ODDS-approved 
competency-based Discovery training (pages 
7-8).

 A copy of the Discovery Profile you plan on 
using.

ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 8

NEXTBACK
INDEX

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Documents/Department-Approved%20Employment%20Service%20Provider%20Training%20Courses.pdf
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THIS IS A 
CONTRACT! 

Be sure you have 
read and understand 
all the provisions.

Sign and date the 
ODDS Application & 
Agreement.

ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 9

NEXTBACK
INDEX
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Download the ODDS Independent Contractor 
Employment Service Provider Enrollment 
Checklist. It’s a form-fillable Word document.

Fill it out as shown to the left.

Assemble the ODDS Enrollment Application & 
Agreement package:

 Completed Independent Contractor Checklist
 Completed Application & Agreement Form
 All required attachments

Email them all to both: 
ODDS.ProviderEnrollment@state.or.us AND
EmploymentTraining.Review@dhsoha.state.or.us

ODDS Enrollment Application & Agreement 
for Independent Contractors – Step 10

NEXTBACK
INDEX

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Documents/Independent%20Contractor%20Employment%20Service%20Provider%20Enrollment%20Checklist.docx
mailto:ODDS.ProviderEnrollment@state.or.us
mailto:EmploymentTraining.Review@dhsoha.state.or.us
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Upon approval, you’ll receive an eXPRS-
generated letter specifying your provider 
enrollment agreement’s expiration date and 
your SPD number.

Next up – enrolling in eXPRS.

What to Expect Next – Provider Enrollment Agreement

NEXTBACK
INDEX

1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10. PSW-Job Coach 

Enrollment (optional)
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eXPRS User Enrollment for Independent Contractors

eXPRS is the electronic system you 
must use to submit service delivered 
billing data to ODDS in order to get 
paid.

You need to submit a user enrollment 
form to create an account and access 
eXPRS. 

Download the form . It’s an Adobe 
Acrobat document. You can either fill it 
out using Tools within Acrobat or print 
it and fill it out by hand.

We’ll guide you step by step on how to 
fill it out and send it in.

NEXTBACK
INDEX

https://apps.state.or.us/exprsDocs/EnrollIndividualProviderUserPSW.pdf
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eXPRS User Enrollment for Independent Contractors –
Step 1

Fill in the first section of 
the form as shown on the 
example to the left.

Write in the SPD number 
you were assigned when 
your ODDS provider 
enrollment application 
was accepted. 

NEXTBACK

In the Job Title 
section, write in 
“Independent 
Employment 
Provider.”

INDEX
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eXPRS User Enrollment for Independent Contractors –
Step 2

Fill in the last section of 
the form as shown on the 
example to the left.

Email the completed form 
to:

info.exprs@state.or.us.

NEXTBACK
INDEX

mailto:info.exprs@state.or.us
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What to Expect Next - eXPRS

NEXTBACK
INDEX

Your completed form will 
be processed, and you’ll 
receive two emails as 
described to the left.

Download How to Access 
and Login to eXPRS for 
the First as a New User. 

That document will guide 
you step-by-step how-to 
login to eXPRS.

Next we’ll help you set up 
an account with DHS’ 
secure email system.

https://apps.state.or.us/exprsDocs/HowToAccessLoginFirstTimeUsers.pdf


102

DHS Secure Email System
Because DHS is committed to protecting the 
privacy and security of all the people we serve, we 
require all email be sent securely if it contains 
protected client information.

First-time users need to register at 
https://secureemail.dhsoha.state.or.us/encrypt.

INDEX
NEXTBACK

https://secureemail.dhsoha.state.or.us/encrypt
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DHS Secure Email System – Step 1

Enter your email address 
to begin the registration 
process.

john.doe@email.com

INDEX
NEXTBACK
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DHS Secure Email System – Step 2

NEXTBACK

Enter your first and last 
name, and then set the 
cursor to the “Password:” 
field.

john.doe@email.com

John

Doe

INDEX
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DHS Secure Email System – Step 3

NEXTBACK

Enter a password of your 
choice consistent with the 
Password Policy, then click 
on “Continue.”

john.doe@email.com

John

Doe

MyPassword00

MyPassword00

INDEX
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DHS Secure Email System – Step 4

NEXTBACK

You’ll receive an email 
containing a link to activate 
your secure email account.

INDEX
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DHS Secure Email System – Step 5

NEXTBACK

The activation email will look something like 
this. Click on the link.

INDEX
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DHS Secure Email System – Step 6

NEXTBACK

The next message will 
confirm that your secure 
email account has been 
activated and you’re ready to 
send secure emails to 
addresses that end in:

@dhsoha.state.or.us.

INDEX
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DHS Secure Email System – Step 7

NEXTBACK

The secure email form will look like this. You may want to send a test message to 
someone you know at DHS to make sure everything is working. 

INDEX
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DHS Secure Email System – Step 8

NEXTBACK

Once your email is 
successfully sent, you’ll see 
this confirmation message. 

Click “Logout” to leave the 
DHS secure email system.

INDEX
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DHS Secure Email System – Step 9

NEXTBACK

You’re all set!

INDEX
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Independent Contractor Checklist Update

Congratulations! You did it!

If you want to also be 
enrolled as a PSW-Job 
Coach, click the button to 
the right and we’ll guide 
you through it.

Otherwise, you’re all done!

PSW

1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)

ENDBACK
INDEX
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Oregon Business Registry
You can check your business’ official name and registry identification number by going to 
the Oregon Secretary of State’s business registry home page.

NEXT

Type in your 
business 
name…

…and then 
click “Search 
for Business 
Name.”

INDEX

http://egov.sos.state.or.us/br/pkg_web_name_srch_inq.login
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A list of search results will be presented

Oregon Business Registry 

Find your business and click on it NEXTBACK
INDEX
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Verify your 
business 
name, 
address, and 
registered 
agent 
information. If 
these look 
familiar, you’ve 
found your 
official 
business 
name. If not, 
go back to the 
list and try 
again.

Oregon Business Registry 

Official 
Business 
Name

Registry Number

NEXTBACK
INDEX
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New Personal Service Worker (PSW) Orientation

All PSWs are required to complete PSW and eXPRS 
Orientation within 90 days of receiving their provider number 
from ODDS.

PSW and eXPRS Orientation is in-person and is 3½ hours 
long. PSW Orientation is also available online.

NEXTBACK
INDEX
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New PSW Orientation - Online
New PSW online orientation requirements:
 Available only in English 
 Computer (no tablets or smartphones)
 Active email address
 Currently registered in iLearn
 Register with the computer you’ll use for the 

orientation 

New PSW online orientation will take about three hours to 
complete, but you don’t have to finish all at once.

Register at https://www.surveymonkey.com/r/QLDMGKX

NEXTBACK
INDEX

https://www.surveymonkey.com/r/QLDMGKX
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New PSW Orientation – In-Person
New PSW and eXPRS in-person orientation requirements:
 Available in English, Spanish, Russian and Somali
 Student can request an interpreter of any language to 

be with them in the classroom 
 Registration is by language

o Register in English
o Register in Spanish
o Register in Russian
o Register in Somali

New PSW online orientation will take about three hours to 
complete; eXPRS will take an additional 1.5 hours.

NEXTBACK

Due to COVID-19, in-
person PSW Orientations 
are currently suspended. 
Follow this link for the 
latest updates on PSW 
orientation scheduling.

INDEX

https://www.surveygizmo.com/s3/4051955/PSW-and-eXPRS-Orientation
https://www.surveygizmo.com/s3/4074692/PSW-and-eXPRS-Orientation-in-Spanish
https://www.surveygizmo.com/s3/4074707/PSW-and-eXPRS-Orientation-in-Russian
https://surveys.dhsoha.state.or.us/s3/PSW-and-eXPRS-Orientation-in-Somali
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCC/PSW-HCW/Pages/PSW-Orientation.aspx


119

What to Expect Next – PSW Orientation

1. Background Check

2. Tax I.D. Number

3. Core Competency 
Trainings

4. PSW Orientation

5. Provider Enrollment 
Agreement

6. FMAS

7. eXPRS

You can download/print a 
certificate of completion in iLearn 
upon completion of the  online 
PSW orientation.

A certificate of completion will be 
given to you at the end of the in-
person PSW and eXPRS 
orientations.

Up next – Provider Enrollment 
Agreement.

BACK NEXT
INDEX
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PSW Provider Enrollment Agreement – Step 1

Download the PSW Provider 
Enrollment Agreement. It is a 
form-fillable Acrobat document, so 
you can fill it out on your 
computer and then print it out to 
submit or email it.

The following is a filled- out 
example for you to follow.

NEXTBACK
INDEX

https://apps.state.or.us/Forms/Served/se0734.pdf
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New PSW Provider Enrollment Agreement – Step 2

NEXT

BACK

INDEX

Select “New 
Enrollment.”

Type in your name 
as listed on your 
Social Security 
card.

Select “PSW 
Employment Job 
Coach (84-809)
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New PSW Provider Enrollment Agreement – Step 3

NEXTBACK
INDEX

Type in your 
address.

Type in phone 
number, email 
address, date of 
birth and social 
security number.
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New PSW Provider Enrollment Agreement – Step 4

NEXTBACK
INDEX

Check the 
appropriate 
boxes answering 
the criminal 
offense 
questions..

Type “N/A” in the 
optional 
Submitting 
Agency 
Information.
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PSW Provider Enrollment Agreement – Step 5

Sign and date.

The Enrollment Application 
& Agreement packet 
contains a lot of 
information that you’re 
going to need to read and 
understand. 

NEXTBACK

THIS IS A CONTRACT! If anything isn’t clear, 
contact the Provider Relations Unit at 
psw.enrollment@dhsohastate.or.us

INDEX

mailto:psw.enrollment@state.or.us
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PSW Provider Enrollment Agreement – Step 6

You can file the completed document in one of several ways:

Scan & email to: psw.enrollment@dhsoha.state.or.us

Fax to: 503-947-5044

Mail to:   Department of Human Services
ODDS Contracts & Provider Administration Unit
500 Summer St., NE E-09
Salem, OR 97301

NEXTBACK
INDEX

mailto:psw.enrollment@state.or.us
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What to Expect Next – Provider Enrollment Agreement

1. Background Check

2. Tax I.D. Number

3. Core Competency 
Trainings

4. PSW Orientation

5. Provider Enrollment 
Agreement

6. FMAS

7. eXPRS

You’ll receive an eXPRS-
generated letter specifying the 
provider enrollment 
agreement’s expiration date.

BACK NEXT
INDEX
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OR-FMAS (Oregon Financial Management Agent Services)

Public Partnerships 
provides financial 
management agent 
services for ODDS PSWs. 
This is an important part 
of how you will get paid.

Follow this link to get 
step-by-step help 
completing enrollment 
forms.

NEXTBACKINDEX

http://www.publicpartnerships.com/programs/oregon/fmas/documents/How%20to%20Fill%20out%20Enrollment%20Forms_12.26.16.pptx
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What to Expect Next – FMAS

1. Background Check

2. Tax I.D. Number

3. Core Competency 
Trainings

4. PSW Orientation

5. Provider Enrollment 
Agreement

6. FMAS

7. eXPRS

 You’ll usually receive an 
enrollment packet from Public 
Partnerships by mail within ten 
days.

 Complete them and send them 
back by email or fax.

 After all forms are processed and 
nothing is missing, Public 
Partnerships will send ODDS a 
report stating that your enrollment 
is complete.

 Public Partnerships customer 
support is available at 888-419-
7705. 

BACK NEXT
INDEX
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eXPRS Enrollment for New PSW Job Coaches – Step 1

eXPRS is the state’s computer system 
that allows you to enter your invoices for 
authorized job coaching services and get 
paid. 

Download the eXPRS enrollment form 
for PSW’s 

Print out the form (it cannot be filled out 
online), fill it out manually, scan it and 
attach it to an email or fax it.

The following are step-by-step 
instructions on how to fill out the form.

NEXTBACK
INDEX

https://apps.state.or.us/exprsDocs/EnrollIndividualProviderUserPSW.pdf
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Check the “Add User” 
and “Personal 
Support Worker” 
boxes.

If you have already 
received your eXPRS 
login name, go ahead 
and enter it. 
Otherwise enter “N/A.”

Fill in your name, 
address, phone 
number and email 
address.

eXPRS Enrollment for New PSW Job Coaches - 2

NEXTBACK
INDEX



131

Check the “Add” box, print name, sign and date.

Scan the completed form and email to info.exprs@dhsoha.state.or.us OR fax to 
(503) 947- 5044. Keep a copy for your files.

eXPRS Enrollment for New PSW Job Coaches – Step 3

BACK
INDEX

NEXT
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What to Expect Next – PSW eXPRS

1. Background Check

2. Tax I.D. Number

3. Core Competency 
Trainings

4. PSW Orientation

5. Provider Enrollment 
Agreement

6. FMAS

7. eXPRS

BACK NEXT

If the form is complete and your provider record is 
active, your form should be processed within a 
week, but it may take longer; please be patient.

Once your account has been created, you will 
receive two emails from 
info.exprs@dhsoha.state.or.us:
• The 1st email contains generic information and 

several attachments.
• You’ll need to be registered in the DHS Secure 

Email System. Click here if you are not already 
registered and we’ll help you set that up.

• The 2nd email will be secured and includes your 
eXPRS login name and temporary password. 

If you have not received an email within one week, 
please check your junk or spam folder. If it is not 
received within ten days, please check on the status 
by emailing info.exprs@dhsoha.state.or.us.

INDEX

mailto:info.exprs@dhsoha.state.or.us
mailto:mailtoinfo.exprs@dhsoha.state.or.us
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Independent Contractor Checklist Update

Congratulations! All done!
1. Background Check
2. Tax I.D. Number
3. Core Competency 

Trainings
4. ORPIN Registration
5. VR Application
6. Insurance Requirements
7. Discovery 
8. ODDS Application
9. eXPRS
10.PSW-Job Coach 

Enrollment (optional)

ENDBACK
INDEX
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Index
 Background Check
 Core Competency Trainings
 DHS Secure Email System
 Discovery
 eXPRS User Enrollment
 iLearn Registration
 iLearn Transcript
 Insurance Requirements
 ODDS Application
 Oregon Business Registry
 ORPIN Registration
 ORPIN to Access Vocational Rehabilitation Contract
 PSW – Job Coach Enrollment 
 Tax Identification Number
 Vocational Rehabilitation Application



135

Index
 Background Check
 Core Competency Trainings
 DHS Secure Email System
 Discovery
 eXPRS User Enrollment
 iLearn Registration
 iLearn Transcript
 Insurance Requirements
 ODDS Application
 Oregon Business Registry
 ORPIN Registration
 ORPIN to Access Vocational Rehabilitation Contract
 PSW – Job Coach Enrollment 
 Tax Identification Number
 Vocational Rehabilitation Application
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