Training 8-4:
Application Verification &
Submission Process

Wel come to the Wi sconsin Department of [
module on the Private School Choice Programs. We will refer to the

Private School Choice Programs as 1 Choi c
throughout this training. The Choice program is governed by Wis. Stag8

119.23 and 118.60, as well as Wis. Admin. Codes ch. Pl 35 and 48.

Provisions of this training module are subject to statutory and rule

changes.

This training module will discuss the Choice payment process, the pupil count
reports, and the enrollment audits.



Logging in to OAS

*Log in using your username and password issued by the DPI

L EEEES———

The application verifications are completed in OAS. Users must log in to OAS,
which is available abttps://dpi.wi.gov/parentagéducatioroptions/choice
programs/oaausing their username and password issued by the DPI.




Home Page-Application Summary

>rivate School Choice Programs
\pplication Summary

School Year: 182019 V¥ Student Name: Enroll Pd: |All Periods v
School Name: asc school parent Name: [— Filter:
Address: 123 4th Street Not Yet Ineligible per DOR Duplicate App Continuing

1

Miwaukee, Wi Search | Reset Verified Ineligible in Semester 1 Expired after 60 New-DPI Method
School Phone: (414) R264204 Verified Ineligible in Semester 2 Days New-DOR
Administrator: John Smith, (414) 888-4321 Submitted Ineligible in Both Parent No Show Method
Admin Email: johnsmith@gmail.com Semesters New-Foster
Program MPCP - Milwaukee Parental Choice Program Multiple Apps *

trades: Check All | Uncheck All VK4 ¥KG M01 ¥02 Y03 ¥M04 V05 V06 V07 V08 I

» applications retrieved

eceived

316721 04 Allen, James 02/25/2005 Ineligible in Both Semesters | 12/05/2018 Dec
316720 K4+ James, Mary M 01/12/2012 Not Yet Verified 12/12/2018 Dec
316637 02 Junior, Corban 03/20/2009 Submitted 9/05/2018  sep
316635 02 Junior, hn 03/20/2008 Verified 9/10/2018  Sep
316636 02 | 1l 04/06/2009 Verified 9/06/2018  gep

per DOR

‘

James, Mary
James, Mary
Oluwadare, John
Oluwadare, John
Oluwadare, John

* Applications with an asterisk indicate multiple applications exist for the student with a status of: Not Yet Verified, Verified, Submitted, or Ineligible

PSS
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NNN N N DPI
NNN N N DPI
NNN N N OPI
NNN N N DPI
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The first screen when you log in will be the Application Summary screen. The
Application Summary in OAS will list all applications that have been submitted
to the school through the Online Parent Applicatsaparatelyfor each Choice

program The Online Parent Application must be completed by the parent or a

| egal guardian. We wil/|
either the parent or legal guardian.

us e t

he term

The school has the ability to filter the applications by the enrollment period,
grade, studemtame, parent nanand status of the application.

The school may also filter for continuing students and the income method used
by checking continuing, Ne®PIl Method, NewDOR Method, or Newroster.

Once the parent has submitted their application and the school has received the
required documentation from the parent, the Choice administrator or Choice
designee should verify the application in OAS. In order to begin verifying an

application, c¢click on a studentods

npe

name.



Application Verification Screen

ol Choice Programs All student applicants included on

Private S
ion - veri : L the same application are also listed

New Students Application - Verify Income and Residency Fam,.,fy Information is listed 2
School Name: ABC School Parent/Guardian Summary Student Summary
School Year: 2021-2022 Jason Jones 987 Johnson Street John Jones 04 09/15/2011 (cont)
Program: Milwaukee Sar: nes Mitwaukee, WI 53202 Joshua Jones KG 01/31/2016 (new)

: Married (608) 852-1111 Sara Jones 02 11/28/2012 (new)

ly size: 5 test123@gmail.net

This verification step applies to the following new students for the February enrollment period
on the application submitted by the parent/guardian (hereafter “parent”) in the online parent application on 01/22/2021:

App  First Name Middle Name Last Name Suffix Grade Date of Birth B -
|780672|Joshua | |Jones | | KG [01/31/2016 |New Student Students with the same status are listed

|780673]sara | Jones | 02 |11/28/2012 |new student| fOgether—all new students

The parents must provide you the following documentation. Please review the list of required documentation below and compare the parent name(s) and amount(s), if listed below, to the actual documents.

1. A signed copy of Jason Jones's 2020 1040, adjusted gross income should be 25,589.00
2. A copy of all Sarah Jones’s 2020 W2 Wage and Tax Statements, box 1 should total 20,150.00

Income Verification:

1 have reviewed the above and attest that the income documentation listed above has been provided to the school. The parent name(s) and the amounts on the documentation match the name(s) and income
amount(s) reported above. All income documentation verifying income eligibility is on file at the school. If the parent name(s) or amount(s) do not match, follow the steps in the [ncome Documentation Bulletin.

Residency Verification:
Note: Residency documents must be dated between Thursday, October 1, 2020 and Monday, February 22, 2021. The Residency Documentation Bulletin may be found on the DPI Bulletins page.

1 have obtained one of the allowed residency support documents listed in the Residency Documentation Bulletin that includes at least one of the parent name(s) on the application and I attest that the family resides
at 987 Johnson Street in Milwaukee, WI. All residency documentation verifying residency eligibility is on file at the school. The document must be on the allowed list in the Residency Documentation Bulletin (no
exceptions). If the parent name(s) or address do not match, follow the steps in the Residency Documentation Bulletin.

1 attest that the address is located in the Milwaukee school district based on a DPI permitted school district verification document listed in the Residency Documentation Bulletin and the documentation is on file at the
school.

Documentation Verification

I have verified that all students are eligible for MPCP based upon the information provided during the open ication period that the lication was received.
This family is not eligible for the MPCP based upon the information provided.
The parents did not show up by the end of the open application period to provide documentation.

Verification not complete. The parents have not yet provided all required residency and/or income documentation. The school must return at a later time to complete the verification. Application status will remain
"ot Yet Verified'. Schools must complete the verification by the date in the Application Process Bulletin or the application(s) will be ineligible.

[ save ]

Back to Application Summary 4

———

The application screen will provide the family information. All students on the
application will be listed in the student summary. Students with the same status
are verified on the same page. In this example, all of the new students are
showing. The school will need to separately go into the continuing student
application to verify the application.

If the application included any foster or kinship care students, the verification
would need to be completed separately for any foster or kinship care students.

The verification screen will include an income verification section if the
verification is for new students. It will include a residency verification section
and a general documentation verification section for all students.



Completing DPI Income Verifications

Private School Choice Programs
New Students Application - Verify Income and Residency

School Name: ABC School Parent/Guardian Summary Student Summary

School Year: 2021-2022 Jason Jones 987 Johnson Street John Jones 04 09/15/2011 (cont)

Program: Milwaukee Sarah Jones Milwaukee, WI 53202 Joshua Jones KG 01/31/2016 w)
Status: Married (608) 852-1111 Sara Jones 02 11/28/2012 (new)

Family size: 5 test123@gmail.net

This verification step applies to the following new students for the February enrollment period
on the application submitted by the parent/guardian (hereafter "parent”) in the online parent application on 01/22/2021:

ame Middle Name Last Name
|780672 |Joshua | |Jones | | KG |01/31/2016 |New Student|
780673 |Sara | |Jones | | 02 |11/28/2012 |New Student

The parents must provide you the following documentation. Please review the list of required documentation below and compare the parent name(s) and
amount(s), if listed below, to the actual documents.

1. A signed copy of Jason Jones's 2020 1040, adjusted gross income should be 25,589.00
2. A copy of all Sarah Jones's 2020 W2 Wage and Tax Statements, box 1 should total 20,150.00

Income Verification:

)1 have reviewed the above and attest that the income documentation listed above has been provided to the school. The parent name(s) and the amounts on
the documentation match the name(s) and income amount(s) reported above. All income documentation verifying income eligibility is on file at the school. If
the parent name(s) or amount(s) do not match, follow the steps in the Income Documentation Bulletin.

Examine the income documentation and ensure that it matches what is listed on the screen. Check the
income verification.box to confirm you have obtained the appropriate documentation.

—

This slide shows an example verification screen in the OAS. The verification
screen will first identify what income related support must be provided if the
application is for a new student. The parent must provide all of the
documentation on the screen. If the documentation type on the verification
screen matches what is provided, the parent name(s) match, and the amount of
income per the documentation matches, the Choice administrator or Choice
designee should check the income verification box. If the amount does not
match but the application is still eligible based on the income limit for the

family, the box can also be checked. See the DPI Income Requirements Training
for additional information on this option. The Income Documentation Bulletin is
another resource schools may reference for additional information if the parent
name(s), amount(s), or documentation does not match the verification screen in
OAS.

Checking this box also confirms that the school has all income documentation
on file at the school.

Please be awatbat if the parents only have cash income, the income
verification box must be checked even though no income documentation support
needs to be provided to the school for the application.



Parents who run the DOR income eligibility determination in the Online Parent Application will receive a
message in the Online Parent Applicatioatthe new student applications are either income eligible or
ineligible.

T New Student Applications determined eligible by DOR:
0 These pplicationswi | | have a status of ANot Yet Veri fi
OAS after the parent completes and submits the applications in the Online Parent Application. No
further action is needed by the school regarding income for these applications. The school will need
to complete the verification process for the applications, including the residency and general section:
on the OAS verification screen.

¥ New Student Applications determined ineligible by DOR:

o Parents may choose to submit the new student DOR inelgpplecations in the Online Parent
Application if the parent thinks the DOR income determination is incoifaetconfirmation screen
in the Online Parent Application and the confirmation email the parent receives will indicate that the
new students were determined ineligible by the DOR. The confirmation email will also inform the
parent (1) to povide information to the school about why they think the DOR income
determination is incorre@nd (2) that thechiool may request copies of the first two
pages oftheipr i or year an dHederal IRSW@O(gede mew stuget a r 0
applicationswillhavea st atus of #Alneligible per DORO on
Pl e as e Cempleting DOR Vdiification Parents who are DOR Ineligible request school re
run DOR d e slideimthisrtrairting forradditional information.

o If parents choose not submit the new student DOR ineligible applications in the Online Parent
Application, the applications will not be in OAS.

o For families that have both continuing and new students, the parent may choose in the Online Paren
Application to submit both the continuing students and the new DOR ineligible students or just the
continuing students.



