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Figure 13 
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Case Notes 

The Case Notes screen displays a history of notes for the VPK application 
and allows users to enter new case notes. The number in parentheses 
next to the Notes link indicates if notes exist for the record. If there is not 
a number in parentheses, no case notes exist; if the number is greater 
than zero, a case note exists. 
  
To access the Case Notes screen: 

Select the Notes link at the top of the Review and Edit VPK Application 
screen (Figure 14). 

The Case Notes screen appears (Figure 15). 
  
To enter a case note: 
1. Enter text in the Case Notes box. 
2. Click Save. 
3. The page refreshes with case notes displayed in chronological order, 
with the most recent case note first. 

Figure 14 
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Figure 15 

 
 
Transfer Appli-
cants to EFS 

An individual VPK household record can be transferred to EFS through an 
option on the Review and Edit VPK Application screen. To transfer a 
household record through the Review and Edit VPK Application screen: 
  
1. Select the Transfer to EFS button at the bottom of the page. 
2. The transfer status is not Transferred for all children in this household. 
3. The File Download box appears (Figure 16). 
4. Follow the Download Files instructions that begin on page 6 to com-
plete this process. 
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Figure 16 
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Crystal Reports 

There are several VPK related reports available in Crystal Reports. The re-
ports are designed to assist in the management of VPK applications that 
are submitted through SPE. 
  
To access reports: 
1. Click the Reports menu item in UWL. 
2. The login screen appears (Figure 17). 
3. Enter your username and password and click Log On. 

Figure 17 
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Crystal Reports – 
VPK Reports 

Once you have successfully logged on, expand the Public Folders folder by 
clicking the plus sign next to the folder. Next, click on the Standard Re-
ports folder to view the available reports (Figure 18). 
  
There are several VPK related reports available. Some of the most useful 
reports are described below. 

Report Name Description Recommended 
Run Frequency 

VPK Applicants 
Manage Duplicates 
by Child Last Name 

This report provides the most comprehensive set of 
information about a VPK applicant and related 
demographics than any other VPK report. The re-
port is useful to take to a VPK round-up to identify 
applicants that applied online. The report can be 
filtered by Active/Inactive status, Transferred/Not 
Transferred status and Verified/Not Verified status. 

As needed 

VPK Application 
(AWI-VPK01) re-
vised 02142007 

This report is identical to the paper version of the 
AWI-VPK01 and can be filtered by application date 
range or by parent name or confirmation number if 
you are looking for a specific applicant. The report 
populates with the information that was entered 
online when a parent or guardian uses SPE to ap-
ply for VPK. Parents that apply for VPK online and 
come for an eligibility appointment may sign this 
form and do not have to fill out the paper applica-
tion. 

Weekly and leave 
in a central loca-
tion in your office 
for those families 
that come to the 
office for an eligi-
bility appoint-
ment. 
  
As needed and 
take to VPK 
round-ups. Set up 
an “express line” 
for families that 
applied on line. 

VPK Child Eligibility 
and Enrollment 
Certificate (AWI-
VPK 02) Revised 
02142007 

This report is identical to the paper version of the 
AWI-VPK01 and can be filtered by application date 
range or by parent name or confirmation number if 
you are looking for a specific applicant. The report 
populates with the information that was entered 
online when a parent or guardian uses SPE to ap-
ply for VPK. Attach this to the corresponding AWI-
VPK01. 

Same frequency 
as VPK Applica-
tion (AWI-VPK01) 
revised 02142007. 

VPK Letter This is a generic letter that is available to state-
wide. Send this letter to families that apply for VPK 
online as a contact attempt for an eligibility ap-
pointment. You may requests a custom letter on 
your letterhead and with your preferred text. The 
letter populates with the applicant’s mailing ad-
dress. 

Weekly for all 
new applications. 
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Figure 18 
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