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INTRODUCTION 

 
 
 

Welcome to the Department of Elementary and Secondary Education’s 
(DESE) web application! With this system you will be able to; update your 
workshop contact information, access your employee list, 
hire/terminate/transfer/reinstate employees, submit your request for state aid, 
access an employee list report, employee status report, and payment report. 
Please take the time to read through this manual and keep it handy as it will 
answer many questions you may have while using this application. 
 
 
 
NOTE: WHEN ENTERING AN EMPLOYEE’S SSN ANYWHERE IN 
THE SYSTEM, DO NOT USE DASHES OR SPACES. 
 
 
 
In order to access the web system you must have a DESE issued user ID and 
password. You can request a user ID and password by completing a User ID 
Request Form, which can be found at https://k12apps.dese.mo.gov/ 
webapps/securityforms/MO500-2646.pdf. 
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Logging In 
 
Once you have received your user ID and password you’re ready to log in. Go to 
https://k12apps.dese.mo.gov/webapps/logon.asp and enter your user ID and password. 
 
 

 
 
 
 
If you forget your user password you can reset it by clicking on the RESET PASSWORD 
button. 
 
 
You will need to know your user name and date of birth. The system will reset your 
password to your mother’s maiden name. 
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Applications Menu 
 
 
Once logged in you will be taken to the APPLICATIONS MENU. 
Here you will select SHELTERED WORKSHOPS APPLICATION under 
SPECIAL EDUCATION 
 
 

 
 
Under User Information, you may change your password. 
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Menu Screen 
 
This webpage will allow users access to various data entry sections of the 
Sheltered Workshops application. 

 

  
 
 
Users will be able to view information related to their assigned workshop. 
 
 
 
NOTE 
 
 Users can view the following menu items from the dropdown box in the 
upper right corner:  Sheltered Workshops Menu, Applications Menu, Log 
on/Log off. 
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WORKSHOP CONTACT SCREEN 
 
The Workshop Contact page allows the individual Sheltered Workshops to update their 
contact information. Please be sure to update your information on a regular basis AND  
as changes occur. DESE utilizes this screen on a regular basis; incorrect information 
may result in important information not being received. 
 

 
 
Description  
 
The Workshop Contact page allows the individual Sheltered Workshop staff to update 
their contact information. Certain information is required to be entered and maintained 
for the Board President, Workshop Manager and Designated State Aid Payment Staff 
Member.  
 
Note 
 
Any automatic e-mails from the system will go to the e-mail address listed under 
workshop manager. IT IS VERY IMPORTANT THAT THIS INFORMATION BE 
UPDATED AT LEAST ONCE A YEAR and/or ANY TIME THERE IS A CHANGE. 
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EMPLOYEE LIST 
 

This webpage will allow Sheltered Workshops to view a list of their current, past, and 
waiting-to-hire employees. It will also allow them a variety of functions to perform on an 
employee if they so choose. Users will be able to sort columns by SSN (NO Dashes), 
Last Name, or Status (Working, Terminated, and Waiting). 
 

 
 
Description  
 
The list can be sorted by the following:  all employees, working employees, terminated 
employees, and employees waiting to be hired. The user will also have the ability to 
terminate an employee (see pages 9-10) and to reinstate employees (see pages 11-12) 
from this list. The user may also select an employee and work with their data in more 
detail (see pages 7-8). An employee will remain on the employee list of every shop in 
which he/she has worked under the appropriate status (working, terminated, or waiting).  
An employee may not appear on more than one shop in the status of “Working”. 
 
NOTE: 
 
It is very important that this employee list be maintained and updated on a regular basis 
(MONTHLY) as this list will be used by the DESE Technical Field Supervisors during 
audits of State Aid requests/payments (failure to keep this list up to date may result in 
state aid reporting/payment errors that may result in a reimbursement of funds to DESE). 
The day you terminate/reinstate/hire an employee is system generated based on the 
day you actually perform the action. Please be sure to terminate/reinstate/hire your 
employees in the web system the day the event occurs so that the employee’s 
employment dates will be correct in the system. If, for some reason you are not able to 
terminate/reinstate an employee in the system on the day the event occurs, please contact 
Lindsay Thomas with DESE at Lindsay.Thomas@dese.mo.gov or (573) 751-0622 in 
order to get the dates changed. 
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EMPLOYEE INFORMATION 
 

 
 
 

 
 

 
 
 
 
 

Access employee information by clicking on the employees’ name. 
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EMPLOYEE INFORMATION, continued 
 

 
 
 
 
Description  
 
The Employee Information page allows the user to view detailed information about a past 
or current employee. This page is only accessible via the Employee List web page or the 
Hire Employee web page. 
 
The only information you can change for an employee is Name, Date of Birth, Gender, 
and address. For any other changes (SSN, Status, Status dates, etc) please contact 
Lindsay Thomas with DESE at Lindsay.Thomas@dese.mo.gov or (573) 751-0622. 
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TERMINATE AN EMPLOYEE 

 
 

 
 
 
 
From the Employee List, find the employee you wish to terminate and select the box next 
to the SSN. Next, click the Terminate button. This will take you to the Terminate 
Employee screen (see next page): 
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TERMINATE AN EMPLOYEE, continued 
 

 
 
Description  
 
The Terminate Employee web page is used to terminate an employee that is no longer 
working in the Sheltered Workshop and is only accessible from the Employee List screen 
by selecting an employee (checking the box by a name) and pressing the ‘Terminate’ 
button. This webpage displays the social security number and name of the employee to be 
terminated to verify this is the correct employee. 
 
In order for the termination to be completed, the reason for termination must be selected. 
The termination date and reason will also be displayed on the Employee Information 
webpage for historical purposes. 
 
If another shop transfers an employee to a new shop, when the “Transfer” button is 
pressed in the new shop, a termination date at the previous shop will be system generated 
and an email sent to the previous shop notifying them of the transfer of the employee. 
 
Reasons for Termination: Student-school, deceased, employee requested a transfer, 
family moved/transferred, health reasons, improper behavior, placed to competitive 
employment, quit, referred to day program, secured another job, retired, unknown reason, 
and other termination reason.  If “Other Termination Reason” is selected, a comment 
must be made in the text field. 
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REINSTATE AN EMPLOYEE 
 
 

 
 
 
 
 
From the Employee List, find the employee you wish to reinstate and select the box next 
to the SSN. Next, click the Reinstate button. This will take you to the Reinstate Employee 
screen (see next page): 
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REINSTATE AN EMPLOYEE, continued 

 
 

 
 
 
 
Description  
 
The Reinstate Employee Page is used to reinstate a terminated employee and is only 
accessible from the Employee List screen.  Pressing the “Reinstate Employee” button 
will change the status of the selected employee to “working”.  Only Workshop Managers 
and DESE Agents are authorized to reinstate an employee. The employee will be 
reinstated to the workshop they were terminated from. 
 
 
 
Note 
 
You can only reinstate an employee that is terminated from your own shop. If an 
employee was terminated from your shop but then went to work for another shop then 
you will need to do a Transfer (see page 13), you will not be able to reinstate an 
employee that is currently in Working status at another workshop (even if the employee 
previously terminated from your shop). If you try to terminate an employee and receive 
an error, try transferring that employee (next page). 
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TRANSFER EMPLOYEE 
 

This webpage will allow users to transfer a Sheltered Workshop employee from one 
Workshop to another. 
 
 

 
 
Description  
 
The Transfer Employee Page is used to transfer an employee from one Workshop to 
another. The employee will be transferred from their current assignment to the requested 
Workshop by the requesting shop or by DESE.   
 
The requesting Workshop or DESE will enter an individuals’ SSN (NO DASHES OR 
SPACES) into the search field and press Submit SSN to locate the individual to transfer. 
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TRANSFER EMPLOYEE, continued 
 

 
 

After confirming by name that this is the correct individual, pressing the “Transfer” 
button will move this person to the new shop, terminate the person at the previous shop 
and send an email to the previous shop manager notifying him of the transfer. 
 
 There are no provisions for the shop in which an employee is currently assigned (on 
the employee list) to directly transfer an employee to another Workshop.   
The new Workshop must initiate the transfer process and therefore must have the 
employee’s SSN. 
 
Note: 
 
If, upon pressing the Transfer button, you receive any kind of error message please 
contact Lindsay Thomas with DESE at Lindsay.Thomas@dese.mo.gov or (573) 751-
0622 in order to verify that the employee is certified and is in the system, and that 
their information is correct in the system. 
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HIRE EMPLOYEE 
 

This webpage will allow users to select employees to hire for the workshop they have 
been referred to (employees are placed in Wait to Hire status upon certification).  
 

 
 

Description  
 
The Hire Employee page displays a list of certified applicants who have been certified 
and referred to a workshop for employment by VR or DESE. Any of the listed referrals 
may be selected to hire in a specific workshop. These employees will show in “Waiting” 
status on your employee list until you hire them in the system. 
 
To hire an employee, click on the box next to the SSN and click Hire. 
 
You can view the employee’s information by clicking on the employee’s name. 
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WORKSHOP PAYMENT SCREEN 
 

 
 

Description  
 
The purpose of the Workshop Payment Screen is to allow Sheltered Workshops to enter 
data that will be used to calculate its State Aid Request. Once the Workshop has saved 
and agreed to the Assurances, they may submit a payment request to DESE.  
 
Note 
 
All state aid requests must be submitted on this web application system by 2:00 pm 
on the THIRD WORKING DAY OF EACH MONTH in order to be approved for 
payment. Any requests submitted any other way or late (unless prior arrangements 
have been made with DESE) will not be approved for payment until the request is 
submitted on the web application which may delay your payment by at least a 
month. 
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INSTRUCTIONS FOR COMPLETING AND SUBMITTING STATE AID 
REQUEST 

 
1) Select the month and year for which you are applying for state aid.  
REMEMBER: the month you select should be the actual month you will receive the 
payment, not the month for which you’re entering data (example: if you’re entering 
data for April 2008 then you would select May for the month, as you will actually 
submit and be paid in May, and 2007-2008 for the year, if you’re submitting data for 
August 2008 then you would select September for the month and 2008-2009 for the 
year). 

 
2) Enter appropriate data into the first six white boxes, you cannot enter data into 
grayed boxes (these boxes will calculate automatically when you press Save). 

 
3) Once all data is entered you must click SAVE, then AGREE TO ASSURANCES, 
and then SUBMIT. You must click all three to submit. Grayed boxes will calculate 
automatically once you click Save.  

 
4) Upon clicking SUBMIT, a box will pop up that says ‘Payment has been 
successfully submitted to DESE’. 
 
 

 
NOTE: 
 
State aid requests are always due no later than 2:00 pm on the third working day of 
each month (unless otherwise specified by DESE).   
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REPORTS 
 
 
 

 
EMPLOYEE LIST REPORT 
 
The employee list report gives you a list of all your employees past, present or waiting-
to-be hired. You can choose to run the report show all statuses, only those in working 
status, only those in waiting status, or only those in terminated status. The report will give 
you the employees’ name; SSN, hire date, status, and termination date (if there is one). 
You can also search for individual employees by name or SSN (you WILL need to use 
dashes for the SSN). 
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REPORTS, continued 
 
 

EMPLOYEE STATUS REPORT 
 
The employee status report gives you a list of certain data for all workshops. This report 
will show you workshop name, how many employees have been hired, how many have 
been hired who had competitive employment experience, how many are on the wait-to-
hire list, and how many have been terminated. 
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REPORTS, continued 
 
 

 
PAYMENT PERIOD REPORT 
 
The payment period report will give you monthly, Quarterly or Fiscal Year (DESE, July-
June) state aid information for your workshop only. To run this report, select the year and 
month in which you wish to view under the appropriate section. 
 

 
 
 
This report will give you the following information for your workshop: number of 
approved employees, total workshop wages paid, total hours worked up to and including 
30 (M-F), total hours worked over 30 (M-F), total hours worked up to and including 6 
(Sat/Sun), total hours worked over 6 (Sat/Sun), total hours worked, average hourly wage, 
Mon-Fri. requested funds, Sat/Sun requested funds, total state aid requested, and 
approved state aid amount.  
 
Note: If you would like a monthly, quarterly, or yearly report for all workshops 
(workshop names will be omitted) please contact Lindsay Thomas with DESE at 
Lindsay.Thomas@dese.mo.gov or (573) 751-0622. 
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CONTACT INFORMATION 

 

The sheltered workshops directory, located on the DESE Sheltered Workshops web page 
at http://dese.mo.gov/divspeced/shelteredworkshops/ will give you DESE and Workshop 
contact information. You can view the directory alphabetically by workshop name or by 
city.  

 
DESE contact information is as follows: 

Department of Elementary and Secondary Education 
Special Education Sheltered Workshops 
PO Box 480        Fax #1: (573) 526-4404 
205 Jefferson Street 4th Floor     Fax #2: (573) 526-5946 
Jefferson City, Missouri 65102-0480  
 
   
Fulvio Franzi, Director       (573) 751-3547 
Fulvio.Franzi@dese.mo.gov 
Lindsay Thomas, Administrative Assistant II    (573) 751-0622 
Lindsay.Thomas@dese.mo.gov 
         Fax #: (573) 526-5946 
 
William (Bill) Kaltenborn, Technical Field Supervisor  (636) 458-0979 
William.Kaltenborn@dese.mo.gov 
17186 Lafayette Trails Drive      Fax #: (636) 273-5123 
Glencoe, Missouri 63038 
 
Gary E. Schneider, Technical Field Supervisor    (573) 348-4050 
Gary.Schneider@dese.mo.gov 
PO Box 1205        Fax #: (573) 348-6869 
Osage Beach, Missouri 65065 
 
 
 

 

 


