
2.1.5 Completing the Profile

Ensure that each piece of data in the profile is accurate. Many state and federal reports are compiled from the information in TWorks, and their accuracy relies on the integrity of entered data. For more information, see the TUG Section 9: Profiles.
Note: Some data fields are correlated. For example, if under Employment Status you select "Employment without Supports in Integrated Setting," then you must complete the Employment Screen and also enter the applicant's monthly wages on the Financial Screen.

If information is missing, leave the corresponding fields blank and get the information as soon as possible.

Signing the Application

When the DARS2490-1, Application for Services—Vocational Rehabilitation Program is complete, the applicant electronically signs it using his or her PIN. 
The following guidelines must be followed to prevent any appearance of impropriety:
· The consumer can use only a PIN that he or she knows (You can enter a PIN-hint case note).
· If an electronic signature is impossible, get a hard-copy signature and use a pseudo PIN in TWorks. 
· If the consumer is physically unable to enter his or her PIN, you may enter it, but a witness and an accompanying case note are required.
For more information, see the TUG Section 12: Personal Identification Numbers (PINs).
Note: If requested, you may give the applicant a printed copy of the completed Application for Services Statement.
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