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Using the CaseWorks User Manual

This User Manual was created for CaseWorks Users to provide step-by-step instructions for features
used across all CaseWork’s Editions. It is a consolidated and comprehensive version to include
materials covered in each of the previously used Edition Specific User Manuals.

The first portion of the User Manual includes basic features that are shared across editions. The
latter portion of the User Manual includes a section for each CaseWorks Edition to instruct on
specific features and nuances that are found within that CaseWorks Edition.

By hovering over each topic in the User Manual Table of Contents, you can skip to that section. To get
back to the Table of Contents, click on the footer link Back to Top located on the bottom left of each

page.

In this document, you will see hyperlinks in blue underlined font. This indicates that there is related
content that is located in another section of the document. Click on the blue underlined link to go to
that section of the document.
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CaseWorks Basics

The CaseWorks Home page is the starting point for all CaseWorks activities.

NCT

Open CaseWorks using the shortcut on your desktop or quick launch bar or by entering the
URL provided for your county.

You can return to the Home page from anywhere in CaseWorks by clicking on the Casework’s logo.

CaseWorks"
EDMS Software

Below is an image of the Caseworks Home page and reference key:

e B> https://fsepreprod.caseworks.local/ CWRF/Home aspx

B Home

File Edit View Fevorites Tools Help
5 @) SSEPreProd S Next Chapter Technology

-ﬁcﬂ,m Fihd

CW QA 2016 ~ E Version1 PreProd v

o BROWSE  PAGE

@ N CaseWorks™ st preprod
N

Financial Services

Document Processing
Center

Scan Barcode Document
Appointment Manager
Form D Taxonomy List
Join Leave Team DocBox
Intake
Unprocessed
Update SMI Credentials
Recycle Bin

Log Off

T FoLow O

Search this site P
FSE PreProd 4B
o[ H ‘ Navigate Case File L

° My Appointments My Links

¥ Appt Status Appt Start Appt End Activity Type Program Type Location MAXIS v D Edit URL
There are no items to show in this view of the "Appointment” list. 0 My
Working
v D P Reviewed Title Name First Name Last Name Short Note/Next Step MAXIS Taxonomy Created Created By
There are no documents in this view.
Legend:

@» CaseWorks Ribbon - If the CaseWorks logo does not display, click Browse.
©» CaseWorks Logo - Refreshes page and navigates to CaseWorks Homepage
@ Current Edition of CaseWorks
@ Left Navigation Panel
@ All Purpose Navigation (APN) - search for clients by name, DOB, SSN, efc.
©» My Appointments - Displays Today's appointments assigned to User.
@» My DocBox - Documents assigned to User not filed to EFC

Refresh the current page

My Working Documents - View Reviewed Documents

6 | Page (Back to Top)
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The password to the CaseWorks Training Videos Library is available on the CaseWorks Home Page.

Click the Clipboard icon under My Links on the right side of your home page to | Training Video Password:
copy the password. This1s@NCT! B

Hover over the Training Videos Link in the Left Navigation Panel to see the Training Videos password.

NCoseWorks'” P— ry
= PreProd L .
CaseWorks Training Videos Password

is now available on the CaseWorks

For eSignature go-live support, click here at 11:00 AM Mon-Fri (Please try to join one session per

Home Page.
Click the Clipboard icon to copy the M A
e ‘ password.
Password: Thists@NCTL v & N s memymme  Poosnipe o besciomer g o
. o 5 St . s T pe - Contact
akems to show in this view of the “Appointment® ist Information
for Forms
D My Working
First Name: 2t Nama hort Neoea/Next Seag A Bano e restad Gy Documents

Training Video Password:

mistsgnen I

Hover over the Training Videos
link to see the CaseWorks
Training Video Password.

Each Edition of CaseWorks will display on open internet tab(s).

When on the CaseWorks Home page, users will have the ability to distinguish each Edition of
CaseWorks on any open tabs.

This allows user to easily switch directly to desired tab when working across Editions.
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e ¥ https;//fsega.caseworks.local/CWRF/Home.aspx - B O Search...

R FSE Home . CSE Home ™ MSE Home [t

= QA ~ [ 2016 PreProd v &L F! SSE & Support

BROWS PAGE

AN

NCCISGWOFKS Financial Services Internet Tab displays the version R

BN Financial services Financial Se of CaseWorks when on

CaseWorks Home page (i.e.
FSE, CSE, MSE).

My Appointments

On the Home Page, click directly on the Blue Case Number to navigate directly to a Case File Page.

NCcseWorks"‘ FSE PreProd
BN Fnises FSE PreProd

- -
[ | Navigate [v] case File ™M a4
My Appointments
v tle \ppt Status ogrsm Type  Location  Description

Click on
Blue Case Number
to navigate directly to the
Case File Page

2/8/2019 8:11 AM

99999398 §1.5 IM - 9/29/2020 826 AM Cathy Wassenaar
ome
=] Notification - Naotification - «s  Pebbles Flintstone  Dacument Copy.Original 99999393 .5 IM - 10/7/2020 4:22 PM Amanda Hoang
FSE654 Paystubs  FSEBS_2174_10-07- filex E 5e delete| Income
(Pay) 2020-04-22-35 this jiew scan
paystub 10/7
=] FSE6S4 Paystubs  FSE6S4 Paystubs « Dino Flintstone  sent via email L 5 1M 10/14/2020 826 AM Cathy Wassenaar
(Pay) Pay_2221_10-14- ncome
2020-08-26-22
[—

The CaseWorks homepage displays Quick Links in the Left Navigation Panel to make
navigating CaseWorks quick and easy.
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CaseWorks Logo (with Edition Name) - Clicking the
logo navigates to the CaseWorks Home Page.

Document Processing Center (DPC) - The Document
Processing Center is used to temporarily store

documents arriving in the county. Individual and team
DocBoxes can be viewed and accessed from this link.

Recent EFC Documents - View all documents recently
filed to the EFC (the most recent documents will display
at the top of the page). Search for documents modified
(or filed) by a particular worker, or on a particular date,
etc.

Scan Barcode Document - Allows user to easily scan a
CaseWorks-barcoded document without entering
information into the All Purpose Navigation.

Appointment Manager - View all appointments
scheduled. Note: you will not see this if your county
does not use CaseWorks to record appointment history.

Form ID Taxonomy List - Displays a list of all Form and
Document Titles and the Taxonomy to which they are
assigned.

Join/Leave Groups - Allows user to join or leave a Team
DocBox or Team Appointments.

CaseWorks User Manual - Access the CaseWorks User
Manual for step-by-step instructions and screen shots

@

@

@

Nl CaseWorks™
.Ll

Financial Scirvices

Document Processing
Center

Recent EFC Documents
Scan Barcode Document
Appointment Manager
Form ID Taxonomy List

Join Leave Team DocBox

Intake

Unprocessed
Update SMI Credentials
Recycle Bin
Log Off

illustrating CaseWorks features and functionality. Click on a section in the Table of Contents to

navigate directly to that section in the User Manual.

Update SMI Credentials - (FSE and CSE) Connect directly to the State SMI in order to auto-fill forms,

pull in new client information, and more.

Recycle Bin - Allows user to view and restore deleted documents. Deleted documents remain in the
Recycle Bin for 90 days. If you need to find a document that was deleted more than 90 days ago, ask

your Supervisor to contact CaseWorks Support.

Log Off - Allows user to log off CaseWorks. This can be used to log in as a different user.

e Navigate to a Case File
9 | Page (Back to Top)
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e Scan adocument into CaseWorks
e Create and complete Forms

Refresh Data

==
|99999999 Fred Flintstone ( 01/01/2000 111-11-1111 Blake Pieper) WEVCEICHIN [Case File il i )
Scan '—

A

Forms

When keyboarding using the All Purpose Navigation:

e Use up/down arrow keys on the keyboard to select the correct case or doctype/form

e Enter and Tab keys provide the same functionality to select and move to next field on the
APN.

¢ Use the Enter key to select the Green Checkmark when it is outlined to navigate.

o Tip: To select from the Navigate/Scan/Forms drop-down, use N to select Navigate, S to
select Scan, or F to select Forms.

NEVIPEICEIN [Case File

10 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3 Revised: 04/25/2025

In the All Purpose Navigation, select Case File (New Tab) to open the Case File page in a new tab of

Edge. This will allow you to have a Case File open on a new tab and keep Caseworks open on a
separate tab.

1. Select the client in the client lookup field

2. Select navigate in the drop-down menu

3. Then change the third box to Case File (New Tab). Click the Green Check Mark and the
Client’s electronic case file page will open in a new tab of Internet Explorer.

Mavigate Case File

|Cace File Folder |
Case File (New Tab

My Links

After navigating to a client’s Electronic Case File page, the client name and associated Workgroup
number will appear in the Internet Explorer tab.

Iu B https://ssepreprod.caseworks.local /CWRF/Case%20File.aspx?SystemReco =0000699897 &SOR=Workgroup&SORType=4&AssociatedCaselD=999999999&| Name=

™ Rubble 55999999897 S

&8 GoToMeeting . Home Home

5% L NCTQA~ [L 2016 PreProd v

BROWSE PAGE

NCOSGWOI’KSTM SSE PreProd
L Social Services Edition C ase Fi |e

[] Show Closed Cases

‘999999897 Barney Rubble SS Social Services (01/01/1800) 01/01/1800 111-22-3333 M.Sexe

Workgroup : Barney M Rubble SS (999999897)
Case Information : Social Services - Mike Sexe Open

Client Address: Address 1 Address 2 City, ST 11111

Expand All  Collapse All

DPC Workgroup EFC Associated Cases Tagged Documents Appointment History Admin

Associated Chemical Dependency EFC

v [1 Title Name First Name Last Name Short Note/Next Step W

11 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.
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DocBoxes are comparable to physical mailboxes in the paper-document world. My DocBox is located
on the CaseWorks homepage under the All Purpose Navigation.

Each CaseWorks user has a DocBox as well as each specific team has a Team DocBox. Please see the
section on Join/Leave Teams to have a team DocBox included on your Homepage.

A user may view all DocBoxes and unprocessed documents by navigating to the Document
Processing Center.

“COSGWOrkSW FSE PreProd Search this site ol
.k Financial Services FS E P rePrOd
Document Processing
Center (
Recent EFC Documents
| | Navigate Case File
Scan Barcode Documents \_
Iir

Appointment Manager My Appointments

What's New in CaseWorks
¥ F  Tile  MAXIS  ApptStatus  ApptStat  Activity Type  Program Type  Location  Description
Form ID Taxonomy List
There are no items to show in this view of the "Appointment” list
CaseWorks User Manual

Training Videos My DocBox

v e Title Name First Name Last Name Short Note/Next Step MAXIS Taxonomy Created Created By
!ig‘_ /& DHS5223 DHS5223 Combined .« Fred Flintstone  Autofill Example 99999999 1.4 M - 4/22/2020 12:51 PM Dani Goj
Combined App__1609_04-22- Application
Application  2020-12-51-43
Form (CAF)
E_ fb DHS5223 DHS5223 Combined «es  Fred Flintstone 99999999 14 IM - 4/22/2020 12:52 PM Dani Go
Combined App__1610_04-22- Application

DocBoxes display new documents that are available for review and processing.

By default, documents in a DocBox display in the order they were received (Oldest-to-Newest) in
order that the documents can be processed in the order in which they were received.

Documents are sent to the DocBoxes when documents are scanned, emailed, or otherwise routed into
CaseWorks. Documents are routed based on client case number or the worker assigned to the Case
File.

To view a document, click on the document Name.

The cursor will change to index finger to indicate that one click will open the document.

My DocBox

First Name Last Name

_@ /‘ DHS52, DHS5223 Combined Fred : Gol
- Combil A 09 04-22-
Applicatig 2 -51-43
Form (CAF)
ledel /s~ DHs5223 DHS5223 Combined v Fred Flintstone 99999999 1.4 IM - 4/22/2020 12:52 PM Dani Gol

Combined App__1610_04-22- Application

Acucliooii 2090 49 £2 ac

The document will open in Adobe Reader.
12 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.
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Use filters to search for documents (e.g. time sensitive, high priority items, specific client, etc.)

Filter by hovering the mouse over the column header you wish to Filter. More than one column can be
filtered for a more focused search.

Click on the drop-down arrow that appears to the right of the column header. In the example below,
the Title (also known as DocType) is being filtered.

La)
My DocBox
v O e Title he First Name Last Name Short Note/Next Step ~ Workgroup Taxonomy Created Create
CLsas A ‘s A Fred Flintstone  test split 999999999 07 - COURT 6/4/2019 10:46 AM Da
O ssessment Summary Stayed __657.
| - - - -
[[] DHS0329 Information for SRATIAISED
. ORTS
Attorney or Fami...
STS69 90 Day e - COURT 6/5/2019 3:10 PM Da
[[] DHS0666 Compliance with State Stayed __656_06-
Decision 05-2019-03-10-57
PORTS
[[] DHS1941 Your Appeal Rights
DHS1995 ane - MEDICAL  5/4/2020 3:35 PM Da
. [J DHs1995 Physicans Report Physicans cD
Re__638_05-04-
[] Drag and Drop into CaseWorks 2020-03-35-48
(Please upd...
DHS0666 «»« Bam Bam Rubble Copy from FSE 10/15/2018 4:32 PM Da
[[] SSE33 Application for Case Compliance
| Management Se... w_658_10-15-
2018-04-32-25
o ;TSSQ 90 Day Stayed Order SSE33 Application ... Dino Flintstone Do tomorrow 99999995 01 - INTAKE-  2/8/2019 9:11 AM Da
eport fo_659_02-08- INITIAL
2019-09-11-40 APPLICATIONS
Close (V]
v

A list of all the items in that column will display. Select the type of document(s) you are looking for. In
the example below, Police Reports have been selected.

N 2' Aon TOP ~ Name First Name Last Name Short Note/Next \th
il ZonTop D516-CHI «e Fred Flintstone
Police cD
Y. Clear Filters from Title Repo__98_05-
26-2017-02-
[J 12 BULKSCAN - AUDIO 57-50
RECORDINGS - PHOTOS
D516-CHI «ss  Fred Flintstone
[ 25BULKSCAN - LI - Police 55
COMPLAINTS - NEGATIV... Repo_99_05-
26-2017-02-
[ 26 BULK SCAN - LI - TRAINING 57-53

[] D606-LIC Release of Info - CC Lic
Backgr...

t Name Last Name Short Note/Mext Step ~ Workgroup Taxonomy
s in this view.
[] DHS2140 Application for Social

Services

S REAANA L T i v

CaseWorks will Filter all items that do not match the selection and will only display items that equal
the selected criteria.

In this example, there are only two Police Reports in the DocBox therefore only two documents will
be displayed in this filtered view.
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Note: A small filter icon will display next to the column header to indicate that the data
is Filtered

- Navigat Case File

My Appointments

v F Title Workgroup Appt Status Appf

There are no items to show in this viey

Title Y First Name Last Name Short Note/Next Step Workgroup Taxonomy Created Created By
= «ss BamBam Rubble 999999993 09 - 5/4/2020 3:35 PM Dani Gorman
DHS1995 #hysicans o) MEDICAL

Re__638_05-
04-2020-03-
35-48

Filters can also be used to search for all documents relating to a particular client. Follow the same
steps in the example above but Filter on the First Name, Last Name, or Case Number column.

v [ P Reviewed Tite¥ Name First Mame v LastName  Short Note/Mext Step  MAXIS Taxonomy Created Created By
=] A No DHS5223 Combined Application DHS5223 Combined Ap 4] AonTop Flintstone Do tomorrow 99999995 1.4 IM - Application June 13 Cathy Wassenaar
Form (CAF) 13-2018-11-08-40
z

=] Mo DHS0033 Appeal to State Agency  DHS0033 Appeal to St_ il ZonTop Flintstone  Work on Thursday 99999999 1.3 IM - File Retention August 27 Brandon Weeks
2018-11-26-12 Data

=] No DHS0033 Appeal to State Agency  DHS0033 Appeal to St_ Flintstone 99999999 1.3 IM - File Retention September 24 System Account
2012-11-48-14 [ Dino Data

= No DHS0033 Appeal to State Agency ~ DHS0033 Appeal to 5t_ [ Fred Flintstone 99999999 1.3 IM - File Retention October 16 Blake Pieper
2018-09-25-51 Data

= No DHS0033 Appeal to State Agency ~ DHS0033 Appeal to 5t_ Close Flintstone 99999999 1.3 IM - File Retention QOctober 23 Brandon Weeks
2018-11-43-38 Data

=] Mo DHS0033 Appeal to State Agency  DHS0033 Appeal to St_326_10-23- s Fred Flintstone 99999999 1.3 IM - File Retention October 23 Brandon Weeks
2018-11-46-07 Data

=] No DHS0033 Appeal to State Agency  DHS0033 Appeal to St__332_10-23- wes Fred Flintstone 99999999 1.3 IM - File Retention October 23 Henry Luu
2012-03-10-04 Data

= No DHS0033 Appeal to State Agency  DHS0033 Appeal to 5t_335_10-23- s Fred Flintstone 99999999 1.3 IM - File Retention QOctober 23 Henry Luu
2012-03-44-52 Data

= No DHS3767H Application for a Cost-  DHS3767H Application_347_11-05- s Fred Flintstone 99999999 1.9 IM - Insurance- November 5 Blake Pieper

Effective Hardship Waiver 2018-02-05-35 Correspondence
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In Caseworks, a Team DocBox allows documents to
be scanned or routed into a shared DocBox and be
claimed by the person working to process the
document(s).

Joining or Leaving a Team DocBox

On the Left Navigation Panel under Join Leave team
DocBox, choose the team that you want to join or
leave based on your process.

N0l CaseWorks™
N

Document Processing
Center

Recent EFC Documents

by Modified
Join Leave Team DocBox
Intake
Unprocessed
0SS

Sa

1. On the People and Groups page, click on the arrow next to the Actions button.

2. Then click on Join group. You will be given immediate access to the Team DocBox on your
Home page and can claim documents from that team DocBox.

NCoseWorks"" PreProd
= People and Groups - OSS Team o

roup

@ up.
Add yourself to this SharePoint group. e

N

On your Home page, you will see Team DocBoxes that have been added. They will appear below your

My DocBox on the page.
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I OSS DocBox

LI p  Title Name

Created

= /& DHS5223 Combined DHS5223 Combined . 4
Application Form (CAF)  App__1607_04-22-2020-12- Application
03-57

4/22/2020 12:03 PM

1. Toleave the Team DocBox, click on the team that you want to leave and click the arrow on the
Actions button.

2. Click Leave Group. When you go back to your Home page, you will no longer see the Team
DocBox.

NCoseWorks““ Preprod
a People and Groups - OSS Team o

E-Mail Users
Send an e-mail to selected users.

About me

Call/Message Selected Users
Call the selected users.

Leave Group
Remove yourself from this SharePeoint grﬂup.

Claiming documents moves them from their current location to your My DocBox for processing.
In this example, documents are being claimed from the Document Processing Center (DPC).

1. To claim document(s), navigate to the Document Processing Center. For more information
about the DPC, please refer to the next section Document Processing Center.

2. Navigate to the DocBox from which you wish to claim documents.
Note: For Case Banking, please see section on Claim a Case.
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BROWSE FILES LIBRARY
™™
R‘CoseWorks
N 1
Document Processing Center o
Document Processing 1 Upload 3 Sync v
Center
Recent EFC Documents DocBox View  All DPC Documents === ‘ Find a file 0
Scan Barcode Documents L4 D Name Item Child Count Content Type DPC Document Flow NCT Document Auto Copy
Appointment Manager AmandaH 36 DocBox
What's New in CaseWorks BlakeP 30 DocBox
F ID T List
orm axonomy Hs BrandonW 13 DocBox
CaseWorks User Manual
v Cath 16 Box
Training Videos
Danil 6 ocBox
Reports
EricD 328 DacBaoy

1. Select the documents that you are claiming by clicking the check mark to the far left of the
document. The document(s) selected will be highlighted in blue.

Note: To select all documents, snowse [ s [ s
click the check mark at the top : ' .
of the column (see image). I

l/m(;um'nl Processing @new  Dupoad S syne O More v

Working Documents ~ +«« Find a file il

Recent EFC Documents

Scan Barcode Documents P Reviewes Title Jame First Name Last Name Short Note/Next Step MAXIS
Appointment Manager e
What's New in CaseWorks ise
2. The Files Ribbon will appear PR 1D T L s
CaseWorks User Manual
once the document(s) are Trining Videos
se le cte d Reports = Application Form (CAF)  App__1679.04-24- e
. Appointment Report 2020-08-21-46
Forms Processed Report l_v;_i Yes No FSE654 Paystubs (Pay) FSE654 Paystubs *ss  Dino Flintstone  See address on 99999995
by Created Pay__1680_04-24- Paystub

202000482
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3. Click on the Claim Selected Document(s) icon in the Files
Ribbon.

B
2

1oe s TEAClaim Selected pinviove Convel
Document(s) ) share O

CaseWorks Docun}

FILES LIBRARY

N A [& Check Out n
lNI] |:l 3 Check In =

oy
A

Tags &

Upload N Edit i Move Convert Fi
Do(u;wsnt - chu‘::enl Fcﬁive’r Dccur:venl Discard Chet lents CEI)aC')r:U ?I’\eelflﬁse)d Erc:(\;z) m’EPDlI:E Notes
New Open & Check Out seWorks Documents Tags and Notes
- CaseWow C_1527.04-09-
update Documen 2020-09-33-08
Properties)
[ No Yes DHS6350 Rent Subsidy DHS6350 Rent we Wilma Rubble 10 Day 8877665 1.7 IM - 4/10/2020 8:45 AM Cathy Wassenaar
Verification Request Subsidy__1544_04- Residency
Form 10-2020-08-45-46
Eu'_ No No FSE514 Bank Statements  FSES514 Bank .. BamBam Rubble 99999994 1.6 IM - Assets 4/23/2020 10:07 AM Cathy Wassenaar
(BStmnts)
Eu'_ No No DHS2630 Alternative 4/23/2020 10:16 AM Eric Duong
Care Program Eligibility
Worksheet
Eu'_ FS| Assets 4/24/2020 8:19 AM Cathy Wassenaar
v
Eu'_ D008 Social Security DO oo n - 4/24/2020 8:19 AM Cathy Wassenaar
v Card Security_1677_04- Enumeration-
24-2020-08-19-41 Identity
Eu'_ No No FSE562 FC Court Orders  FSES62 FC Court wes  Betty Rubble Court Admin 99999996 3.3 FC - Court 5/20/2020 2:59 PM Cathy Wassenaar
v Orde__1750_05-20- Orders
204
I | Mavigate  [V] case File M A& ,x
My Appointments I
T © _AgoStant  ActiityType Progam Type Locaten _Desciptio
no items to show mn-.l My DocBox - Document Processing Canter library

The CaseWorks page will refresh,
and the claimed documents will
appear in your My DocBox on the
Caseworks Home page.

DHS5223 Combine: DHE5223 C .. BamBam  Rubble

ined
Application Form (CAF)

DHS2140 Application wwe Fred
1718.12.09-2019-02-19-26

EAR43 AP In The
Home_1523_04-07-2020-08-
43-40

Dept Comm

=] DHS2913 Verification DHS2919 . Pebbles  Flintstone  Meeds to be sentto authorizer 99999993 1.4 1M - 5/6/2020 10:24 AN Dani Gorman
Request Eorm Verfication_1700.05-06 at home address - include Application
2020-10-24.23 envelope
=2} 05-07-2020-05-57-03 5/8/2020 8:15 AM Dani Gorman

©
aseupdate 1716 05-08-2020-08-15-51
Document Propeties)

Note: If you are a county that

uses Case Banking and want to
claim all unprocessed documents for a specific client, please see the next section on Claiming a

Case.

All unprocessed documents (not yet filed down) can be found in the Document Processing Center.
The Document Processing Center can be accessed via the link located on the Left Navigation Panel

of the CaseWorks Home page.
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1. Select Document Processing Center from the Left Navigation
Panel.

2. Click on the individual or team name of the DocBox you wish
to view.

.‘l CaseWorks™

k Financial Seivices

Document Processing
Center

Recent EFC Documents
Scan Barcode Document

Form 1D Taxonomy List

BROWSE FILES LIBRARY

by Modified

eam DocBox
RlCoseWO[’ksm FSE PreProd
L Financial Services M
Document Processing Center o |
Credentials
- P ~
Document Processing @ New T Upload ®rs Sync v
Center
Recent EFC Documents DocBox View  All DPC Documents =« Find a file je
Scan Barcode Documents v [ Name ltem Child Count  Content Type  DPC Document Flow  NCT Document Auto Copy
Appointment Manager AmandaH 36 DocBox 5
What's New in CaseWorks BlakeP 10 DocBox
Form ID Taxonomy List Brandonw 13 DocBox
CaseWorks User Manual
Cathyw 16 DocBox
Training Videos
DaniG 5 DocBox
Reports
. Eric 38 DocBox
Appointment Report
Forms Processed Report Henryl 4 DacBox
by Created Intake 0 DocBox
Forms Processed Report JimmyC 0 DocBox
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Documents in the DPC can be filtered to find a document for a particular case or to find a specific
document type (Title). Multiple filters can be used to find documents. Documents can also be sorted
by clicking on the items in the first column (Title, First Name, Last Name, etc.).

™
RlCoseWorks PreProd
Document Processing @ New 1 Upload c Sync v
Center
Recent EFC Documents DocBox View  All Documents@® All DP Documents ¥+ | Find a file 0 |
v O Reviewed  Title @ Name FirstName  LastName  DocBox Short Note/Next Step
[l No No Drag and Drop into Drag and Drop into Intake
Scan Barcode Documents CaseWorks (Please C_309_10-03-2019-02-
update Document 55-48
Appointment Manager Properties)
What's New in CaseWorks [# No No BEC149 ENF-Payment BEC149 ENF-Payment Betty Rubble CathyW 888888888888
1. To sort or filter results in the DPC, click on All DPC Documents.
2. Click on the arrow of the column you desire to apply a filter to for searching.
3. Select the search criteria.
BROWSE | FILES  LIBRARY
NC aseWorks™  preprad
™ .
Document Processing Center o
Document Processing MNew 'f plo ~ Sync v
Center
Scan Barcode Documents v O e Reviewed  Title Name Short Note/Next Step MAXIS Taxonomy Created
Appointment Manager FEl Yes No FSE514 Bank FSES14 Bank 4| A on Top 99999997 16 IM - Assets  6/1/2019 9:06 AM
What's New in CaseWorks Statements (BStmnts) Statemen__8
2019-09-061 %| Z onTop
Form ID Taxonomy List B
FEl No No FSE514 Bank FSE514 Bank ~ B Rubble MikeS 99399997 1.6 IM - Assets 5/5/2020 8:14 AM
CaseWorks User Manual - Statements (BStmnts) Statemen__1 . Clear Filters from First Name
Training Videas 2020-08-141 [ Empty)
Reports _@ No No Motification - DHS2630  Notification Rubble MikeS Document Copy.Original filedin -~ 99999997 1.41M - 4/23/2020 9:00 AM
Alternative Care DHs26_164 [] Ba MSE - Please delete this copy Application
Appointment Report Program Eligibility 2020-09-00- after review.send copy to
Bal
Forms Processed Report Worksheet = print2ow HL
by Created El No MNo DHS52630 Alternative DH52630 Al [ Barney MikeS HL send copy to from printzew 99999997 1.41M - 4/23/2020 8:57 AM
Forms Processed Report Care Program Eligibility _1639_04-2 Application
by Modified Worksheet 57-43 [ eetty
Join Leave Team DocBox _@ No No DHS2630 Alternative DHS2630 Al Buzz Rubble MikeS test auto copy to mse - hi 99999997 141IM - 4/23/2020 8:31 AM
Care Program Eligibility __1637_04-2. Application
Intake Worksheet 31-49 [ Chuck
Unprocessed B No Mo DHS2630 Alternative DHS2630 Al R Rubble MikeS Testing send copy 99999997 141M- 4/22/2020 6:38 PM
Care Program Eligibility _1626_04-2. [0 Cinderella Application
058 Worksheet 3814 , ™
\ [J Dino
sample El No No DHS0033 Appeal to DHS0033 Appear o satney Rubble  Mikes 99999997 1.3 IM - File 4/10/2020 9:28 AM
SMI Status State Agency St_1551_04-10-2020-09- Retention Data
28-38
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The Reviewed feature in CaseWorks is a legacy feature that has been largely replaced by the Set
Pending feature. However, this tool is still available in CaseWorks as it is useful to some Counties’
specific business processes. Marking a document as Reviewed moves it to the My Working

Documents view.

Navigate to My Working Documents

e Click the link in My Links on the home page.
‘l CaseWorks™  Fsk Preprod carc )
.k Financial Services FSE Preprod
ke
Document Processing .
Center Refresh Data
Recent EFC Documents
29999999 Fred Flintstone (01/01/2000 111-11-1111 Blake Pieper ) | Case File v| r
Scan Barcode Documents L J
y Appointments
What's New in CaseWorks
v F  Tile MAXS  Apptstatus AdivityType  ProgramType  Location  Description v URL
Form 1D Taxenomy List
There are no items 1o show in th e "Appointment” list D B
CaseWorks User Manual erearenoitem pointment-
, for Forms
Training Videos
My DocBox
Reports
‘ o . Documents
Forme Broceeed Renors B A DHss223 DHS5223 Combined . Fred Flintstone  Autofill Example 99999998 1.41M - 4/22/20201251PM | Dani Gorman
by ,Mﬁ o Combined App__1609_04-22-2020. Application
VAt Application Form  12-51-43
Forms Processed Report (CAF)
by Madified B A DHss223 DHS5223 Combined .. Fred Flintstone 99999999 1.4 1M - 4/22/202012:52 PM . Dani Gorman
Join Leave Team DocBox Combined App_1610_04-22-2020 Application

e My Working Documents includes three tab views:
o DocBox (shows documents in My DocBox)
o All Documents (shows all documents, including those Marked as Reviewed)
o eSign Documents
FSE Demo

Document Processing Center
@New

MeganO o

A Upload & gunc
- P rs Y

v
I DocBoxI IAII Documentsl IeSign Documentsl Find a file L0
v D P Reviewed Title Name First Name Last Mame Short Note/Next Step
1 Yes No D008 Social Security D008 Social Pebbles Flintstone  These are ID's for 3 clients, ple
Card (55M) Security__416_02-03-
2022-10-09-19
[ Yes No DHS3337 MFIP SELF  DHS3337 MFIP SELF Wilma Flintstone  Follow up with client via phon
EMPLOYMENT EM__1325_12-07-
REPORT FORM 2022-09-54-48
[ Yes No DHS2883 Request DHS2883 Request for Bam Bam  Rubble Version History example

for Verification of
School

Attandam

__1286_04-18-2023-
11-01-27

fDronracc

Mark a Document as Reviewed

1. Right-click on the document to be marked as Reviewed
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2. Select Mark as Reviewed from the context menu.

Tip: Documents can also be Marked as Reviewed in the Edit Properties (NCT) Interface.

o

Digclosure Form

H k=l Mo Mo DHS3548 Alternative Care Program Clien

DHS3548 Alternative _21_03-23-2018-

03-32-29

Navigate to Workgroup |

Edit Propertizs (NCT)

My DocBox

Filg 80 EFC

e Botly Rubble 55

Share

e Mark as i-‘.{".rf"m"dﬂ

Download

Remove a Document from the My Working Documents View

—_

2. Select the ‘All Documents’ tab view.
3. Documents marked as Reviewed are indicated by showing ‘Yes’ in the Reviewed Column. Filter
this column to show all documents marked as reviewed- ‘Yes'.

Navigate to My Working Documents using the ‘My Working Documents’ link noted above.

@ New i Upload S Sync

> Document Processing Center

MeganO o

v
DocBox | All Documents| eSign Documents Find a file 0
v D P T'ltle Name First Name Last Mame  Short Note/Next Step
&| Ascending D008 Social Security D008 Social Pebbles Flintstone  These are ID's for 3 clients, please review
Card (SSN) Security_416_02-03-
7| Descending 2022-10-09-19
DHS2883 Request DHS2883 Request for <« BamBam  Rubble Version History example
for Verification of __1286_04-18-2023-
School 11-01-27
[ No Attendance/Progress
[ Yes DHS3337 MFIP SELF DHS3337 MFIP SELF wer Wilma Flintstone  Follow up with client via phone by EOW 12/9
EMPLOYMENT EM__1325_12-07-
o REPORT FORM 2022-09-54-48
mrores e DHS2919 DHS2919 Wilma Flintstone  call client by EOW
" Verification Request  Verification__1380_04-
Form 20-2023-11-03-46
" =] No Yes Drag and Drop into  Drag and Drop into
CaseWorks (Please C__294 06-07-2022-
ot T + e B e B

4. Right click the document you wish to remove from the My Working Documents View and select

Properties.
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DocBox  All Documents  eSign Documents

v O » Reviewed W Title

o

Card (SSN)

<1 Yes Yes DHS qu
for Ve tion
School

Attendance/Pre

i

I

No  Yes Drag and Drop
CaseWorks (Ple
update Docum
Properties)

Find a file

Name

Fl Yes Yes D008 Social Security D008 Social
Edit Préper‘ti-es (NC'I_'} B
N

Claim Case
Mark as Reviewed

File to EFC
Download
Share
Rename
Delete

Copy

Version History

Properties

Advanced

j o SAVE THIS VIEW

First Name Last Name Short Note/Ne

Pebbles Flintstone  These are 1D
clients, pleasq
review

Bam Bam  Rubble Version Histol
example

Drag files here to u

5. Change Reviewed to ‘No’ and click Save.

[No 1

Reviewed Yes

Date Received

File to EFC No

Pending Status ®
O Specify your own value:

]

Indicate if the document should be filed to the Electronic File Cabinate.

6. Navigate to your homepage DocBox and refresh your page to view the document.
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1. Enter any searchable client information (Case Number, client name, SSN, etc) into the All
Purpose Navigation and select the client.
Then select Navigate from the drop-down menu in the next field.
From the next drop-down menu, select Case File
Click on the Green Check Mark.
BROWSE  PAGE 7 SHARE [,
." CaseWorks™  MsEpreprod Search this site o
LN\ MNsure Edifion Case F||e
< @ 0 0.
[9999999997Bamey5Rubb\e 123 (01/01/2000 ) 99999997 ( 01/01/1901 123-12-1234 ) Mike Sexe 1 Navigate ﬂ Case File ﬂ v r

Integrated Case : Barney S Rubble (9999999997)

Case Information : Opened 01/01/2000/Closed 02/02/2017 - Worker: Mike Sexe
Client MNsurelD: 123

Expand All  Collapse Al

DPC Integrated Case EFC MNsureID View MAXIS Admin

Document Processing Center

v [V P Tile Name First Name Last Name Short Note/Next Step Integrated Case¥  MNsurelD ~MAXIS Taxonomy Created

DocBox : MikeS (6)
DocBox : New Apps (1)

DocBox : Renewals (1)

Please utilize the Table of Contents at the beginning of this user manual to locate your specific
Edition’s section detailing the casefile page for more information.
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In the All Purpose Navigation, select Case File (New Tab) to open the Case File page in a new tab.

—_

Select the client in the client lookup field

2. Select navigate in the drop-down menu

3. Then change the third box to Case File (New Tab). Click the Green Check Mark and the
Client’s electronic case file page will open in a new tab of Internet Explorer.

4. After navigating to a client’s Electronic Case File page, the client name and associated case

number will appear in the Internet Explorer tab.

| Mavigate Case File

|Cace File Folder |
Case File (New Tab

My Links

N https,//msepreprod.casey i (F ile.aspx? SystemRecordID=9999999997 &SOR=MNSure&SORType=6&MMNsurelD=123&MA

N Home i Rubble 9999999997

9= [ NCTQA~ [0 2016 PreProd ~

BROWSE PAGE

NCOSGWOH(SW MSE PreProd
N\ MNsure Edition Ca se F|Ie

|9999999997 Barney S Rubble 123 (01/01/2000 ) 99998997 ( 01/01/1901 123-12-1234 ) Mike Sexe

(

egrated

Case Thtorraee =
Client MNsurelD: 123

Case : Barney S Rubble

Expand All  Collapse All

DPC Integrated Case EFC MNsurelD View MAXIS Admin

Document Processing Center
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Working with Documents

There are many ways to interact with documents in CaseWorks. Below is a list of CaseWorks features
and a quick How to: reference for each feature.

More detailed step by step instructions with images are included in following sections of the User
Manual.

Reminder: The document Drop-Down Menu is accessible by right-clicking on a document in
CaseWorks.

When working with documents, a CaseWorks user can:

v

- Click directly on the document name to view document in Adobe Reader or
select Edit Properties (NCT) from the document drop-down menu to view in the scanner
interface.

- Click Mark as Reviewed in the document drop-down menu.

- Hover mouse over column headers and click the desired name, title, date,
etc.

- right-click on a document and select Properties from the drop-
down menu to edit any key values as necessary.

- right-click on a document and select Properties from the drop-
down menu to add the desired note in Short Note/Next Step field.

- right-click on a document and select Properties from the
drop-down menu to update the DocBox field to the desired coworker.

- right-click on a document and select File to EFC from the drop-down
menu or select multiple documents and click on the File to EFC icon in the toolbar ribbon.

- To move any selected documents to your DocBox, select the Claim
Documents icon in the toolbar. To move all documents for a case to your DocBox, right-click a
document and select Claim Case from the drop-down menu.

- select documents and click on the Move/Copy Documents in the
toolbar ribbon.

- select Edit Properties (NCT) from the drop-down menu and split the
selected pages by clicking the Split icon in toolbar.

- select Edit Properties (NCT) from the drop-down menu and click
the Scanicon (if adding via scan) or the Upload icon (if adding via upload) on the toolbar. Click
Add to Existing.

- select Edit Properties (NCT) from the drop-
down menu and click the Delete page or Rotate icons in the toolbar to manipulate selected
pages.

- select Edit Properties (NCT) from the drop-down menu and click on the
Black Redact icon in the toolbar. Drag cursor over information to be redacted.
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4 - select Edit Properties (NCT) from the drop-down menu and click
the Text Box icon in the toolbar. Drag the cursor to place text box and add desired annotation.
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Document properties include case and document information (e.g. case number, document title,
Taxonomy) that is stored with the document.

1. Locate the desired document using one of the methods discussed earlier in this manual (e.g.
search using the APN or select a document in My DocBox).

update Document
Froperties)

53-29

Version History

Advanced

P

0SS DocBox Edit Properties (MCT) ~
v O ¥ e MAXIS
= EAB43 AP In The EAG43 AP In The «  Bam Bam | File to EFC 99599994 1.8 M - 4f7/2020 8:43 AM
o Home Home__1523_04-07-2020- Other Dept
0B-43-40 Mark as Reviewed Comm
= DHS2919 DHS2919 . Pebbles Download tto 99599993 1.4 M - 5/6,/2020 10:24 AM
Verification Request  Verification__1700_05-06- me address Application
Form 2020-10-24-23 Share pe
DHS2919 DHS2919 «  Fred 99999999 1.4 IM - 5/6/2020 10:27 AM
Verification Request  Verification__1702_05-06- Rename Application
Farm 2020-10-27-00
Delete
Drag and Drop into Crag and Crop into 2/13/2020 2:53 PM
CaseWorks (Please C__1572_02-13-2020-02 Copy

Right-click anywhere on the document and select Edit Properties (NCT) or Properties from
the context menu

A scanned image of the document will appear. On the left, thumbnails of that scanned

document will show to preview the entire document.

Instructions on modifying scanned or uploaded documents can be found in the Modify a

Document section of the user manual.
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N Scan component for NCT d... % | |

95 [ NCTQA~ [ 2016 PreProd v

Navigation Paging Zoom

This application can be used to apply for
any of the followlng programs:
Program (SNAP)
SNAP helps low income Minnesotans get the food they
need for good nutrition and well-balanced meals. If you
are age 60 and oldcr and are applylng for SNAP only,

se use the "Sup | Nutrition Assi
ANAP) Appllauun for Seniors” (DHS-5223F).

If you need help paying for child care, ask your worker
how to apply for the Child Care Assistance Program.

Need to apply for Health Care coverage?
Potvy iy L . i

3&&5@9‘% 3 X8 D806 ALl S/7muEUgX @

Processing Annotations Auto Fill

sz 1110 A

Combined Application Form
Miow Desmces  Human Sarvices  APPIY onlline at wwwi.applymn.dhs.mn.goy

How to fill out this application

Read all of the information in this application. Tell
someone if you need help filling out this application.
Complete and turn in pages 1-8as soon as possible to
your agency. We can set your application date if we have
your name, address and signature (page 1), but we must
have the complete application to decide if you can get
help.

be complete, you must answer
tain information verified.
s require an interview witha
can be a phone interview,

'w appointment, you must
t reschedule, we may stop or not

e proof of the information you
on. Your worker may ask for
may not get help until we get

proot s information. Bring the required

information with you to the interview or send the
information to your worker as soon as you can

Recertifications
Report all changes in the past 12 months on this

amliczlion. You may need to Ero\'idc Emo[ of the

There are several Scroll Bars to preview the document thumbnails (1), preview the pages of the
document (2) and to go directly to the Properties of the document (3).

15 © NCTOQA~ [1 2016 PreProd ~ I FSE B SSE @) Support

Fa3D58H0R Ji,d X HaAR06E ALl d/muagX 9 [

Navigation Paging Zoom Processing Annotations Auto Fil || Togole

File
~
petan

e The first
deme you 3] 3 g eut.the apemey il ceduce your housebold s MITP or SNAP beselit by 30 percent IF you 3 the est
e you will be perrmanently disqualied.

Oves One 1. Hasa court o any v aar

brcaking any of he rule sbove
Ores One 2

thte place of
Frsdenor o gt cash o SYAP benctts rom more tham 95 state!
O One 1 1

cuntody. o 4o v g o il ce 3 ey
Ores Owe 4 Has
Ow Ome 5. by ol

a—

10 yeaest

relesse!

o 77
Employmant services ragistration Brpyolon, Mbeks

doing 10
o

services.
assntancr o1 SNAF bt

Assignments
L underwand o when Lt MITP | s g -

4 Perjury and ganeral daclarations
1

aiementof A pernn
pey 4

Misescts Saehen,sction 16581, subd. 1|

There are several Scroll

document and go directly
- to the Properties of the

Bars to preview the

document

- wmoe ceamn il

9?

4
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4. To change the properties of the document as appropriate, scroll all the way to the bottom of
the scanned document the Edit Properties (NCT).

5. Change any properties of the document, then click Save.

Scanning To Document Processing Center @
Content Type | 00 - General Record - Financial Serv Vv ‘ Auto Fill Do?lfr”;ent
Title DHS5223 Combined Application Form (CAF)
DocType* [DHS5223 Combined Application Form (CAF) |
Taxonomy 1.4 IM - Application v |
DocBox Outgoing Mail ¥
Document Owner(s) Cathy Wassenaar &5
First Name Fred
Middle Name M
Last Name Flintstone
SSN 111-11-1111
DOB 1/1/2000
MAXIS 99999999
SCMID
PMI
P

Reviewed
File to EFC

Short Note/Next Step |D0cument Signed on 10/13/2020 11:33:01 AM. eSignature request sent‘

Version: 3.0
Created at 9/3/2020 11:41:18 AM by Dani Gorman | save | | cancel |
Last modified at 10/13/2020 11:35:54 AM by System Account
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The Case Number field (MAXIS, PRISM, Integrated Case, Workgroup, Vendor #, or WF1CaselD) will

auto-populate as you begin to type in the field. Begin typing case related information in this field and
select the client in the Edit Properties (NCT) or in the Properties Menu from the Drop Down.

For example, you can search a client on Case number, Client Name, Case Owner Name, or any other
information that is included in the APN search.

In the Scan Interface Document Properties:

Scanning To Document Processing Center J) ‘;‘]
Content T 00 - General Record - Fi | Serv v Split

onten! ype ‘ eneral Recort Inancial serv | Auto Fill Document
Title DHS0033 Appeal to State Agency
DocType* DHS0033 Appeal to State Agency
Taxonomy 1.3 IM - File Retention Data v
DocBox Abbeys v |
MAXIS il
First Name DinoFlinstone  ( 01/01/2000 555-55-5555
Middle Name 99999999 (010012000 111-11-1111  JimmyCorder )
Last Name

99999993 Pebbl (0110172000 777-77-7777  DaniGorman )
SSN
DOB 99999998  Wilma Fi 01/2000 222-22-2222 Dani Gorman )
PMI ~ ]
SCMID _ _ -
b 5 Start typing any identifying
Reviewed o~ information (name, MAXIS,
File 1o EFC - etc.)in thle r\iIAXIS ﬁlgld.twnen
Ou select your client, a
Short Note/Next Step Pl hile T y . N !
caeproress WE 12 information will auto-fill.

Version: 3.0
Created at 12/2/2021 1:06'11 PM by Abbey Schmitz
Last modified at 1/12/2022 2:00:09 PM by Dani Gorman

Once the case is selected, the Document

Properties that are case related will auto-populate.

Note: You can also use this Type-Ahead feature in
the Properties menu from the Document

e
&l M DHss22 DHS5222 Combined s Fred
v Combined  App_3242 0624
Application  2021-10-46-05
Farm (CAF)

Flintstong

My DocBox
D Name short Notemest Step

Scanning To Document Processing Center J) .;]
Content Type 00 - General Record - Financial Serv v ‘ Auto Fill DOSIE)[‘T‘IIEHT
Title DHS0033 Appeal to State Agency
DocType~ DHS0033 Appeal to State Agency |
Taxonomy 1.3.1M - Eile Ratention Data v ‘
DocBox JimmyC v |
MAXIS 39939959| %]
First Name Fred
Middle Name M
Last Name Flintstone
SSN 111-11-1111
DOB 1/1/2000
Pivit
SCMID
P |
Reviewed No W
File to EFC No W
Short Note/Next Step Please process while I am out Phone follow up needed |
Version: 3.0 ’ )
e e e s

select Properties.
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Quick Reference Guide: Properties
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Document Processing Center - DHS5223 Combined App_ 846 _1...
EDIT
HB mot X
B copy
Sawe  Cancel ]
Item
Commit Clipboard Actions
Content Type 00 - General Record - Financial Sen.rices
Default content type for Finandal Services
Title DHS5222 Combined Application Form (CAF)
DocType * | DHS5223 Combined Application Form (CAF)
Taxcnony |14 IM - Application
DocBox [XouLeV
Document Owner(s) | Xou Le Vang x |
MAXIS | 99999999 |
First Marne | Frad |
Middle Mame | M |
Last Mame | Flintstone |
Used to allow the user to specify the Last name to be used for Auto Fill when
they want something different than what is listed in the nctUser list.
55N 1111111 |
DOB | 1/1/2000 |
PRI | |
SCMID | |
F l
Priority
Pending Status IC] .
O Specify your own value:
Reviewed No
Date Recsived |
File to EFC MNo

Indicate if the dooument should be filed to the Bedtronic Rle Cabinate.

Short Note/Next Step | Waiting for ID

Version: 8.0

Created at 10/11/2022 %25 AM by _ Megan Otto

Last modified at 5/3/2023 10:46 AM by Xou Le Vang

[
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v

v

v

Title - The DocType of the document.
DocType - The DocType of the document. This matches the DocType selected when scanning.
Taxonomy - Taxonomy associated with the DocType in the Form ID Taxonomy List.

DocBox - DocBox associated with this document. If the document has not been filed to EFC,

the document is available in this user’s DocBox.
Document Owner(s) - Generally, this is the User who scanned the document.

Case Number - Maxis, Integrated Case, PRISM, Workgroup, WF1CaselD, or Vendor #,

depending on your CaseWorks Edition.

&

Note: Auto-Fill pulls information by the Case #. Auto Fill

First Name - First Name Associated with the Case number.

Middle Name - Middle Name Associated with the Case number.

Last Name - Last Name Associated with the Case number.

SSN - The Social Security Number associated with the Case number.

DOB - Date of Birth associated with the Case number.

PMI - CaseWorks does not autofill PMI.

SCMID - CaseWorks does not autofill SCMID

P - (Priority) - Marking as Priority moves the document to the top of the DocBox.

Pending Status - Marking Pending Status moves the document out of view until the date

arrives to work on the document.
Reviewed - Marking as Reviewed moves the document to the ‘My Working Documents’ view.

Date Received - Selecting a Date Received when the document was brought into CaseWorks

and will not be displayed in any views except for Edit Properties NCT or the Scan page.
File to EFC - Marking Yes will file this document to the Electronic Filing Cabinet.

Short Note/Next Step - Comments attached to the document. This may be used like an

‘electronic Sticky Note’ or save information specific to the document.
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Reminder: To finalize changes to the document Properties, click Save.

1. Hover over adocument and right click to open the Menu. Select Properties to view and edit

the document’s properties.

My DocBox

v O p  Tie

Pending (0)

All Documents (6) Working Documents...

Name First Name Last Name Short Mote/Mext Step MAXIS Taxonomy Created
I_E*_ /M D008 Social Security Card (SSN) D008 Social Security__464_02- «s  Pebbles Flintstone  Update short note for 99999993 1.1 IM - 2/3/2022 10:09 Al
03-2022-10-09-19 wversion history Enumeration-
Identity
> I_E_ FSE535 Court Order FSE535 Court Order_ 62_02-03- «=- Fred Flintstone 99999999 1.8 IM - Other Dept  2/3/2022 10:09 Al
2022-10-09-37 ~imm
B o Navigate to Case File A, o
=5 DHS3531 Application for Medical DHS2521 Application __128_02- -ee Wilma Flintstone }IM - Application  2/21/2022 2:36 PI
Assistance for Long-Term-Care Services 21-2022-02-36-01 Edit Properties (NCT)
(MA-LTC)
=] DHS3377 Social Services Authorization for ~ DHS3377 Social Servi__192_04- we Elmer FuddSS  Fairview Health; C13im Case 4/20/2022 10:08 4
Release of Information 20-2022-10-08-34 .
Mark as Reviewed
) Motification - DOO1 Drivers License (DL) - Notification - D001 __240_06- e Wilma Flintstone . 1 1M - 6/6/2022 11:39 Al
State ID 06-2022-11-39-14 File to EFC umeration-
=nitity
. Download -
[ DHS0033 Appeal to State Agency DHS0033 Appeal to «=s  Fred Flintstone  andrea test 3 IM - File 6/22/2022 1215 F
St_558_06-22-2022-12-15-33 Share tention Data
Rename
Delete
L [ Title Mame First Mame Last N MAXIS Taxono!
Copy
I_Er_ /t Merge For Mailing (Delete after Mailing or Merge For Mailing D_541_06-19-2022-09-01- «us  Pebbles Flintst X, ¥, Z Notes... 99999993
Printing) 02 Version History
Lz Merge For Mailing (Delete after Mailing or Merge For Mailing D_626_07-19-2022-03-39- wes  Fred FIinIs‘ Properties v | 99999999
Printing) 16
=5 Merge For Mailing (Delete after Mailing or Merge For Mailing D_641_08-09-2022-12-30- «es Fred Flintstone 99999999
EPonting) 10

3. Theresulting screen has the following

functions:

e Change the DocType (from Misc. to a
specific document for example)

e Change the Taxonomy

¢ Route document to any DocBox

e Add/modify client data and case data

¢ Mark a document as Priority

e File a document to the EFC
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Centent Type

Title

Taxonomy

DocBox

First Marmne
Middle Name
Last Name

S5N

EGC ype DHS5223 Combined Application Form (CAF)

Cooument Cwner(s)

00 - General Record - Financial 5ervice5
Default content type for Financial Services

1.4 1M - Application
Qutgoing Mall
System Account x
Fred

M

Flintstone
111-11-1111
1/1/2000

99999999
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e Add a Short Note/Next Step

To modify or add data, select desired
information from respective drop-down list or
enter desired values in respective fields.

Click Save to apply changes.
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Pricrity

Reviewed No

File to EFC No V]

ndicate if the document should be filed to the Electronic File Cabinate.

Short Note/Next Step | Document Signed on 10/13/2020 11:33:01 AM. eSignature request :

ombined App_

ha Version: 4.0

Created at 9/3/2020 11:41 AM by Dani Gorman L
Last modified at 10/23/2020 10:21 AM by [ Dani (V
&

Save Cancel
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In CaseWorks, you may edit select Properties for multiple documents at the same time.

1. Select the documents for which you are editing Properties.
2. From the Files Ribbon, select Edit Properties (Multiple).

BROWSE  PAGE ‘ FILES ‘ LIBRARY ‘

Training Videos

Reports

Intake
Unprocessed
oss
Sample
Outgoing Mail

SMI Status

Admin

What's New in CaseWorks
Form ID Taxonomy List
CaseWorks User Manual

Upgrade Training Videos
Appointment Report

Forms Pro rt
by Creaty

Forms Pr

by Modifie:

Join Leave Team DocBox

i~ [ Check Out Version History Send To
‘ ‘ CheckIn © Manage Col
New  Uplosd  Ne Edit Edit Properties Fileto Claim Selected Copy/Maove Conver F View  Edit Share  Alert  Downlosd a
Document » Document Folder ~ Document Discard Check ents  (Multiple) EFC Do g Properties Properties X Delete Document Me~ Copy Go To Sourd]
New Open & Check Out Manage Share & Track Copies
Document Processing
Vs N
Center
Recent EFC Documents
I | Navigate  [¥] Case File M A
Sean Barcode Documents —
Appointment Manager My Appointments

v F  Tile MAXS ApptStatus  ApptStart  ActivityType Program Type  Llocation  Description

There are no items to show in this view of the "Appointment” list.

My DocBox

v O rp  Tie Name FirstName  LastName  Short Note/Next Step MAXIS. Taxonomy y Created Created By
B A DHS5223 Combined DHS5223 Combined « Fred Flintstone  CAF for Merge 99999999 1.41M - 8/26/20201:02PM | Dani Gorman
v Application Form (CAF) ~ App_2053_08-26-2020-12- Application
02-34
[ /A DHS5223 Combined DHS5223 Combined w  Fred Flintstone  CAF for Merge 99999999 1.41M - 9/3/2020 11:41 AM Dani Gorman
v Application Form (CAF)  App_2101.09-03-2020-11- Application
4118
B DHS3341 Asset Reduction  DHS3341 Asset . Fred Flintstone ~ Waiting for Paystubs 99999999 1.6 IM - Assets  3/22/2019 10:10AM  Eric Duong
v Worksheet Reduct_529_03-22-2019-
10-10-16
= FSES14 Bank Statements  FSES14 Bank  Fred Flintstone July 2020 99999999 1.61IM - Assets  6/9/2020 10:13 AM Dani Gorman
(BStmnts) Statemen_1983_06-09-
2020-10-13-05
=l DHS3550 Minnesota Child  DHS3550 Minnesota . Fred Flintstone 99999999 5.3 CCAP - 6/9/2020 10:40 AM Dani Gorman
Care Assistance Program  Ch_1984_06-09-2020-10- Application
Application 40-47
| FSE654 Paystubs (Pay) w Fred Flintstone  July 2020 99999999 6/9/2020 11:36 AM Dani Gorman

FSE654 Paystubs 151M -
Ra iooc oo o L

000 12

You can edit select properties for multiple documents simultaneously.

® o0 oo

gq
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Edit the Case Number for documents.

Update the DocType and Taxonomy for documents.
Edit the DocBox that the documents are located.
Mark documents as Priority.

Mark documents as Reviewed (documents will move to the My Working Documents

Link on the right side of the CW Home Page under My Links).
File documents to the EFC.

Replace or make an addition (append) to the current Short Note/Next Steps on all the

selected documents.

[} Edit Properties (Multiple)

MAXIS ‘

DocType

Toonony N
DocBox j I
Priority
Reviewed M
File to EFC &

® Replace Current Short Note O Append to Current Short Note

Short Note/Next Step

Save Cancel

5 LY

Revised: 04/25/2025

©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3 Revised: 04/25/2025

Marking documents as Priority in CaseWorks ensures that the document will appear at the top of the
DocBox.

Priority documents will be shown as a ‘Yes’ under the “P” column so it can be easily differentiated in

the Document Processing Center. /.'
On your CaseWorks Home page, the documents will have the Priority flag

1. To mark a document as Priority, right-click on the document and select Properties from the
dropdown.

My DocBox
THIIITH Combined Spplication  DRSAIZ) Combired - Do Fhrtyiore Do oo FEES 1AM - Mppication  ume 13 Gty Wi
Faemm (LA Spp_ VPR S0 10200811
- = - e
Clais Cases M 158 - it ot 1 Caly Wi
Ecit Fraperties (NCT)
AR = = a B us
File =]
[T oy . Prpp—
= T, ; - -
AT Lt
. R 1A B - an b NG
Eenp
. ke . ORI 1A R - = b,
B - ir L] dugat 1 LE e
e HinE
W
PO T
BiERcsSon - CAEITET) Agancy Muctifasor - erm Doianad CoppOrgieal fad i HOOIO00 10 M - nearance  Augat | i A
- g debete thes cooy S Egansene

2. In the Properties dialog, place a check in the checkbox beside Priority.

Document Processing Center - EA643 AP In The Home__1523_04... X
EDIT
X, cut
99999994
N
Priority
Reviewed
re generated by the system
box that the document was claimed from used for magnet
Short Note/Next Step
Name * EA643 AP In The Home__1523_04-07-2020-08-¢ | -pdf
Version: 1.0 Save Cancel
Created at 4/7/2020 8:43 AM by | | Cathy Wassenaar
Last modified at 4/8/2020 2:57 PM by | | Cathy Wassenaar
v
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3. The document will now appear at the top of the DocBox and the “P” column now displays with a

Red Flag.

Simply uncheck Priority in Properties to remove the Priority status.

v Ofr
@fbl\lo
'

A I No
A I No

Reviewed

Title
DHS5222 Combined Application
Form (CAF)

FSE704 Unemployment (Unemp)

DHS3767) Agency Appeals
Summary for Cost-Effective
Health Insurance (CEHI)

Mame

DH55223 Combined
App_179 06-13-2018-11-

08-40

FSETO04 Unemployment
_261_09-12-2018-09-32-46

DH53767) Agency
Appe__358_11-21-2018-01-

33-17

My DocBox
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1.
2. Right-click on the document. This will bring up the drop-down menu. Select Edit Properties (NCT)

Identify the document that you wish to route.

or Properties.

¥ PRy

I N he

Document Processing Center

@ e 1 upload o e
Wi Daaruesin

NSupport

o

EroperiG

3. Click on the drop-down menu for DocBox, select the new DocBox’s name, and click Save. In the
example below, the document was in NSupport and we are moving the document to NCTTest.

EDIT
HB b, X
D E@ Copy
Save  Cancel Paste Delete
tem
Commit Clipboard Actions
Mame * DHS0033 Appeal to St__32_01-23-2018-0!
Title
DocType * DHS0032 Appeal to State Agency
File to EFC No
Indicate if the document should be filed to the
Reviewad No W]
DocBox NCTTest
NSupport
SAccount
Document Owner(s
(s) ScanWorks bport x
SyncTest
Taxonomy T.3 IM - File Retention Data
Last Mame Lamar

The document will now be available in the selected DocBox.
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1. Navigate to the DocBox or Case File that contains the documents to be merged.

the document(s) and select the check mark to the left of the document.

3.

Click on the Merge Documents icon in the Top Ribbon Toolbar.

Select two or more documents that are being merged from this location by hovering on

BROWSE PAGE FILES LIBRARY

/—\

N

ﬂ Fj [ Check 0 43 I o
e
Check | +
New Upload  New Edit Merge
Document ~ Document Folder  Document Discard ut Documents EF

New Open & Check

Training Videos

o4

d Copy/Move Convert
P

) Document(s)

g

=
LIS

File(s)to  Export  Reduce PDF View

DF Documents Size

Manage CaseWorks Documents

Properties Prope

Edi

Version History

Shared with

it
rties )X Delete Document

Manage

Send To
Manage Copies
Share  Alert Download a
e~ Copy Go To Source
Share & Track Copies

Worlf

My DocBo QD

Reports
v D P Title Name First Name Last Name Short Note/Mext Step MAXIS Taxonomy Created Created By
Appointment Report
= ,5 DHs5223 DHS5223 .= BamBam  Rubble 99599994 1.4 1M - 4/29/2020 8:50 AM Dani Gorman
Forms Processed Report Combined Combined Application
by Created Application  App_1693_04-29-
Forms Processed Report Form (CAF)  2020-08-50-13
by Modified H DHS2140 e Fred Flintstone 12/9/2019 2:19 PM Cathy Wassenaar
Join Leave Team DocBox v Application 55
__1718_12-09-
Intake ces 2019-02-19-26
Unprocessed =) DHS2120 DHS2120 .. Cindy Brady 978909870 1.5 IM - 44242020 10:12 AM Cathy Wassenaar
088 Household  Household Income
Report Re__1684_04-24-
Sample Form 2020-10-12-23
SMI Status = D001 D001 Drivers === Cindy Brady 978909870 1.1 IM - 4/24/2020 10:12 AM Cathy Wassenaar
Admin v D_rivers License__1685_04- Enum_eration-
License 24-2020-10-12-57 Identity
Find Document by .
Created Date Ll FSES02 FSES02 ===  Cindy Brady 978909870 1.1 IM - . 4/24/2020 10:13 AM Cathy Wassenaar
v Passport Passport__1686_04- Enumeration-
Find Document By 24-2020-10-13-31 Identity
Modified Date
il Drag and 05-07-2020-05-57- aen 5/8/2020 8:15 AM Dani Gorman
Find Document by Dropinto  03-_1716_05-08-
Miscellaneous CaseWorks ~ 2020-08-15-51
Update SMI Credentials (Please
update
Manage Subscriptions Document
Properties

4. A dialog box will appear that lists the selected documents by Created Date (newest to
oldest). You will see the Short Note/Next Step to help sort if needed.

R

=

Merge Documents:

MName

== . 1
= O 2
B ) 3

DHS2146 Authorizatio_197_06-06-2022-08-14-25.pdf

DHS5223 Combined App_196_06-06-2022-08-12-50.pdf

DHS5223 Combined App__198_06-06-2022-08-12-50.pdf

Merged Document Properties :

Short Note/Next Step

Sending a

copy to CSE

&
Retain Original Document

‘Retain Original Document

‘Retain Original Document

‘ Retain Criginal Document .

short Note/Mext Step ‘
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5. Workers have the option to select which document’s properties they would like to apply
to the merged document. A Short Note/Next Step can be included if desired and will be
added with the new merged document.

Merge Documents: x

21

Prrc::‘:l!t?e'f Order  Name Short Note/Next Step Retain Original Document

1 DHS2146 Authorizatio_197_06-06-2022-08-14-25.pdf |Retain Qriginal Document
2 DHS5223 Combined App_ 196_06-06-2022-08-12-50.pdf |Retain Oniginal Document
3 DH$5222 Combined App_198_06-06-2022-08-12-50.pdf Sending a copy to CSE |Retain Original Document

Merged Document Properties :

shart Note/Next Step \7/[ |
L

”

1 Short note included
Preview Cancel
o in new merged

documents

6. Click and drag a document to the desired order.

Merge Documents:

PIEZ?I";EE Order  Name Short Note/Next Step
O] 1 DHS2146 Authorizatio_197_06-06-2022-08-14-25.pdf [Retain Original Document
O 2 DHS5223 Combined App__196_06-06-2022-08-12-50.pdf \Retain Original Document
O 3 DHS5223 Combined App_198 06-06-2022-08-12-50.pdf Send] y to CSE [Retain Original Document
ged D
Short Note/Mext Step ‘

Click and drag on
the documents to

reorder them.
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7. Merge order may also be changed by adjusting the sort. Select the dropdown list in the
top right corner to adjust sort by Modified Date, Created Date, Created By or Modified
By. You may also sort in alphabetical descending or ascending order by clicking the

alphaicon.

Note: If merging documents from different cases, the case from the first document (Order = 1)
will be applied to the merged file; you may adjust it once it is merged another case should

be applied to the new document.

Retain Original Document

Retain )
s E
Properties Order ~ Name hort Note/Next Step

I E ® 1 DHS2146 Authorizatio_197_06-06-2022-08-14-25.pdlf Retain Original Document
E C Retain Original Document

2 DHS5223 Combined App_196_06-06-2022-08-12-50.pdf

3 DHS5223 Combined App_198 06-06-2022-08-12-50.pdf Sending a copy to CSE Retain Original Document

Merged Document Properties

Short Note/Next Step ‘ |

Preview Cancel

d
a Merge Documents: x

Modified
Created k‘
Created By
Modified B

Created % 2

8. You can specify to Delete, Retain, or File to EFC for each original document of the

merged file.

= You can make the same selection for all documents using the top drop-down.

Merge Documents:

Retain
) Order  Name Short Note/Next Stey
Properties LY

DHS2146 Authorizatio_197_06-06-2022-08-14-25.pdf

C:‘ 4 DHS5223 Combined App__196_06-06-2022-08-12-50.pdf

DHS5223 Combined App__198_06-06-2022-08-12-50.pdf

Merged Document Properties :

Short Note/Next Step

Choosing from this drop
down menu will make
the same selection for

every document.

l
[
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= Or you can make different selections on each document with the drop-down
menus next to each document.

Merge Documents:

G Order  Mame Short Note/Next Step Retain Original Document|

Properties
O] 1 DHS2146 Authorizatio_197_06-06-2022-08-14-25.pdf |Retain Original Document
O 2 DHS5223 Combined App_196_06-06-2022-08-12-50.pdf, |Retain original Document ||
O 3 DHS5223 Combined App_198_06-06-2022-08-12-50.pdf! Choosing from these drop |Retain original Document V]
— down menus allows you to
short Note/Next St make a different selection for ‘
ort Note/Me: ep

each document in the merged

document.
e =3 e
2

9. Select the Preview button to merge the documents and view in the scan interface.

10. The Edit Properties (NCT) interface opens. The newly merged document’s properties
reflect that of the document selected to retain properties. Click save.

Scanning To Document Processing Center
Content Type ‘ 00 - General Record - Financial Serv ¥ ‘ Q‘) . Sﬁ(
Send Copy To ‘ v ‘ AutoFill Document
Title DHS2146 Authorization for Release of Employment Information
I_ DHS2146 Authorization for Release of Employment Information
Taxonomy 1.5 IM - Income v ‘
DocBox XouleV ~
MAXIS 99999993
First Name Bam Bam
Middle Name A
Last Name Pebbles
SSN 777-77-7777
DOoB 1/1/2000
PMI
SCMID
P O
Pending Status ®
(O Specify your own value:
[ 1
Reviewed No W
Date Received | |@
File to EFC No Vv
Short Note/Next Step
=3l
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Note: A new document will be created with the selected documents and the Properties you define.

The original documents will be deleted, retained, or filed to the EFC as the user indicates in the
dialogue box.
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The Merge for Mailing function in CaseWorks generates a new merged document from the original
documents selected. It can be used from the DPC or EFC.

This merged document includes a cover page with the client’s address. A blank page is added to the
end of each odd numbered document, so that any mailed documents do not start on the back of a 2-
sided page.

1. On the Caseworks Home page, select documents to be merged for mailing.
2. In the File Ribbon, choose Merge for Mailing.

Fﬁ

st Merge For
re  Mailing Pr

Select the Merge for Mailing
P T MO deetSme Apison AsiyTpe Fogunfipe Loie Do icon from the File Ribbon

here are no items to show in this view of the *Appointment” list

DHS5223 Combined

e Ba ubble 99999984 1.4 1M - 4/28/2020 8:50 AM
App_1693_04-29-2020-08-50- Application
13

2 5522 e : man
cat (

=] DHS2630 Altemative  DHS2630 Alternative e Betty Rubble Merge & Mail 99999996 14 1M - 4/23£2020 10:16 AM  Dani Gorman

v Care Program Eligibility _1769_04-23-2020-10-16-09 6/3/2020 Application

Worksheet
2 FSES62 FC Court Orders  FSES62 FC Court e Betty Rubble Merge & Mail 99999996 33 FC-Court  5/20/2020 2:59 PM Dani Gorman
v Orde_1771_05-20-2020-02-59- 6/3/2020 Orders

B e Fred Flintstone 99999999 14 1M 5/21/20201235PM || Dani Gorman

Application

Request Form

= DHS1941 Your Appeal  DHS1941
Rights 1760_06
n

Select the documents that you want to
Merge for Mailing by clicking on the check on
the left of each document.

=] EAB43 AP In The Home EAB43 A
09-02-1

A Merge for Mailing popup menu will appear.

3. Toreorder the documents that you have selected to merge, click on one of the documents and
drag to the order for the merged document.

4. Confirm the Mailing Label Details for the Merged Document.
5. Select the DocBox that you would like to send the Merged Document to. It will default to
Outgoing Mail, but can be changed if needed. Add a Short Note/Next Step to the Merged

Document.

6. Sort documents if needed by categories: Created, Modified, Created By, or Modified By. Click
the Created drop-down menu.

Modified
Created k‘

Created By
Modified B
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p )

Created W

7. Choose an option with what to do with your documents after merge for mail: Retain Original
Documents, Delete Original Documents, or File to EFC.
a. Retain Original Documents: the original documents will remain in DocBox after clicking
on Merge and Save to DocBox or Merge and Print.
b. Delete Original Documents: the original documents will be deleted after clicking on

Merge and Save to DocBox or Merge and Print.
c. File to EFC: the original documents will be filed to the client’s case file after clicking on
Merge and Save to DocBox or Merge and Print.

8. Add any Instructions to Client. These instructions will be printed on the first page of the
document (the Mailing Lable Page).

Sort
documents by
categories

Merge For Mailing :
Crested H
Order  Name Short Note/Next Step Retain Original Document

Retain Original Document

1 DH52146 Authorizatio_5005_10-04-2022-12-16-20.pdf

Retain Original Document

2 DHS2919 Verification_5004_10-04-2022-11-08-37.pdf
Erieation T P Choose what to do
with your documents

after merge for mail

Drag to
reorder

Confirm
mailing label

Confirm Mailing Label Details :

Optional

Name Fred M Flintstone

Address Address1 Address2

City State Zip City State 12345

details

Merged Document Properties :
DocBox Outgoing Mail[ V]

Add instructions to client

Short Note/Next Stey . . .
’ These instructions iwll be

] ] : included on the first page
Select a DocBox uth(er Instructions to Cent (mailing label page) of the new
than Qutgoing Mail (if merged document
needed) and add a Short

Note/Next Step for the
Merge and Save to DocBax Merge and Print Cancel

new merged document

9. Next, click on one of the available options in the popup menu to create a new merged
document for mailing.
a. Merge and Save to DocBox- the merged document will be sent to the selected DocBox.
Note: If you do not have an Outgoing Mail DocBox available on your Home Page or in
the Join/Leave Teams link, please contact our support portal.
b. Merge and Print - an Adobe PDF will open with the merged document for
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printing.
Instructions to Client

QOutgoing Mail -
v Do mme r -

- e Merge and Save to DocBox Merge and Print Cancel

=] Me:

B Me:

=] Me:

= Me:

local/Lists/Subscription/Subscriptions.aspx |

10. Once the document has been Merged for Mailing, the merged document has a new “Merge for

Mailing (Delete after Mailing or Printing) DocType in the OutgoingMail DocBox.

Note: Instructions to Client will display on the first Mailing Label Page of the document.
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Another way to route documents is to Copy or Move them.

Copy/Move allows documents to be copied or moved to a DocBox locally or to another edition. (e.g.
Child Support, MNsure).

1. To Copy or Move documents, select one or more documents from a DocBox. The Files ribbon will
show once selected.

2. Select Move/Copy in the ribbon toolbar.

BROWSE PAGEH} FILES IBRARY e Q SHARE
I [ —

= »
N 1~ [& | ¥
o by > =
New Upload New Edit Merge File to  Claim Selec Copy/Move gonvert File(s) to  Export  Reduce PDF View, Edit Share  Alert  Download a Workflows Publish Tags &
Document » Document  Folder Document Documents  EFC Document(3fy Document(s), PDF Documents Size Properties Properties 2 Me opy Notes
New Open & Check Out Manag s Documents Manage: Share & Track Copies Workdlows Tags and Notes

2010 Income Maintenance

Expand All  Collapse All

DPC EFC Documents Appointment History

Created Modified

entity (6)

121" D000 Birth D000 Birth « Dino Flintstone Large file to Split 99999995 1/28/2020 4:34 PM 1/29/2020 1:59 PM
v Certificate Certifica__510_01-28-2020-
04-34-14
] DO0O01 Drivers D001 Drivers « Dino Flintstone NEW NOte for 99999995 1/14/2020 4:55 PM 2/13/2020 2:25 PM
v License License_475_01-14-2020- DEMO
O =5
[Z DO0O01 Drivers D001 Drivers ... Dino Flintstone claimed case test 2 99999995 1/14/2020 4:55 PM 1/14/2020 4:55 PM
License License__ 249 04-05-2019-
01-49-54
IZ1 TEST DocType TEST DocType _ 187 01-14- = Dino Flintstone 99999995 1/14/2020 4:55 PM 1/14/2020 4:55 PM
| 2019-02-28-58

L1 __DOOR Social DO08] Social Ding Flintstone TFEST Claim 99999995 1/14/2020 4-55 PM __1/14/2020 4-55 PM

3. The following dialog appears:

Copy/Move Document(s) x

Document Transfer Type ® Move Selected Document(s) O Copy Selected Document(s)

To CaseWorks Document Center |FSE Document Processing Center

* DocBox - Title l

Send Cancel

4. Select Move or Copy.

Move transfers the document(s) to the selected edition and/or DocBox.

Copy places a copy of the document(s) in the selected product and/or DocBox.
5. Select the correct Document Processing Center (DPC)

6. Select the Individual or Team DocBox where the document is to be transferred.
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BROWSE PAGE FILES LIBRARY
0 0 : so B8

o4

Y=

New Upload New Edit Merge  Fileto Claim Selectd Copy/Move @bnvertFile(s)to  Export  Reduce PDF View Edit Share  Alert  Download a Workflows Publish
Document » Document Folder Document Documents  EFC Document(sfy, Document(s) PDF Documents Size Properties Properties }( Me ~ Copy
New Open & Check Out Manag Documents Manage Share & Track Copies Workflows T]

v [0 p  Tite Name First N\ame  Last Name  Short Note/Next Step MAXIS ¥ Taxonomy Created
“«DocBox : BlakeP (1)
B A Copy/Move Document(s) X
Document Transfer Type ® Move Selected Document(s) O Copy Selected Document(s)
To CaseWorks Document Center | FSE Document Processing Center
4DocBox : Ci )
* DocBox - Title |d X o
Bl A BrandonW-Brandon Weeks
08S-Brandon Weeks @
JimmvuC-.limmy Corder

7. Click Send to Copy or Move the document(s).

Note: This Copy/Move feature can also be used in the EFC tab. Please see the following sections
below on Copy/Move for further instruction.

Note: When copying or moving documents from one DocBox to another, the “Reviewed” section
changes from “Yes” to “No” and will be visible in the DocBox that was selected during Copy/Move.
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CaseWorks can Copy or Move documents in the Electronic Filing Cabinet (EFC) from one case file to
another case file.

1. Begin by selecting the check mark(s) next to the document(s) to copy/move.

2. Inthe top ribbon bar, select 35| Copy/Move.

Copy/Move
Document(s) = o

BROWSE PAGH] FILES IBRARY <,/ SHARE plm

= »
1 or & 9
L] ol | S : =
New Upload  New Edit Merge  Fileto Claim Selectid Copy/Move §onvertFila(s)to _ Export  Reduce PDF  View Edit Share  Alert  Download a Workflows Publish Tags &
Document » Document Folder  Document Documients  EFC  Document($jy Document(s) PDF Documents  Size Properties Properties Me - Copy Notes
New Open & Check Out Manage 87ks Documents Manage Share & Track Copies Workflows Tags and Notes
2010 Income Maintenance A

Expand All  Collapse All

DPC EFC Documents Appointment History

QD Title Name Created Modified
Xxonomy . entity (6)
21 D000 Birth D000 Birth =« Dino Flintstone Large file to Split 99999995 1/28/2020 4:34 PM 1/29/2020 1:59 PM
v Certificate Certifica_510_01-28-2020-
04-34-14
[z1 D001 Drivers D001 Drivers «« Dino Flintstone NEW NOte for 99999995 1/14/2020 4:55 PM 2/13/2020 2:25 PM
v License License__475_01-14-2020- DEMO
04-55-53
[z DOO01 Drivers D001 Drivers ... Dino Flintstone claimed case test 2 99999995 1/14/2020 4:55PM 1/14/2020 4:55 PM
License License__ 249 04-05-2019-
01-49-54

1 TEST DocType  TEST DocType _ 187 _01-14- =« Dino Flintstone 99999995 1/14/2020 4:55 PM  1/14/2020 4:55 PM
2019-02-28-58

Ll D008 Social D008 Social Ding Elintstons TECST Claim 909900005 __1/14/2020 4-55 PM_1/14/2020 4-55 DM

[ < |
21
<

3. In the pop-up window, select whether to Move or Copy the document(s).

4. Next, enter in the identifying information for the case file to be or copied to and select it from

BROWSE  PAGE | FILES | LIBRARY A
> B R = 5
0N oo 0 o B G
'+ L4 =
New Upload New Edit Merge Fileto Claim Selefled Copy/Move CopvertFile(s)to  Export  Reduce PDF View. Edit Share  Alert  Download a Workflows Publish
Document » Document Folder Document Documents  EFC Document] Document(s) PDF Documents Size Properties Properties x Me - Copy
New Open & Check Qut Man: ocuments Manage Share & Track Copies Workflows 1
2010 Income Maintenance
Expand All pse All
C X
opy/Move Document(s)
3 document(s) selected in FSE Electronic File Cabinet : I
Document Transfer Type @ Move Selected Document(s) O Copy Selected Document(s)
MAXIS [fintston] x|
99999995 Dino Flintstone ( 01/01/2000  111-11-1111 Cathy Wassenaar )
99999999@ Fred Flintstone (01/01/2000  111-11-1111 Blake Pieper )
the list.

Click Send and the documents will be moved or copied to the new Case File page.
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Workers can use Copy/Move to copy or move documents from one edition’s EFC to a DocBox in
another edition’s DPC.

To do this, navigate to the EFC.

1. Select the document you would like to Copy/Move.
2. Click Copy/Move Document from the files ribbon.

BROWSE  PAGE | FILES | LIBRARY e
P [ Check out g Ex ;'J =~ =1 [=]
\j \j Check In L%“J = ’E—'_Lfll g

s 1=
Upload New Edit Merge  Edit Properties Fileto Claim Sel Copy/Move Cohwert File(s)to  Export  Reduce PDF Request Merge For Merge for View Edit
t~ Document Folder Document Discard Check Out ~ Documents  (Multiple) EFC Documen
New Open & Check Out seWorks Documents Mar

Document(s) PDF Documents Size eSignature  Mailing eSignature  Properties Properties
axonomy : 1.1 IM - Enumeration-Identity (4)
1 D000 Birth Certificate D000 Birth Certifica__2350_( 2021-10-05-42 -« Fred Flintstone

k% 1 BULK SCAN - IM - Enumeration-Identity 1 BULK SCAN -IM - E_ 1633 06-09-2020-11-36-53 «« Fred Flintstone Import from M-File]
k% DO0OO Birth Certificate D000 Birth Certifica_ 1439 11-21-2019-10-32-44 «« Fred Flintstone Important
k% DOO1 Drivers License D001 Drivers License__1436_10-02-2019-10-23-39 - Fred Flintstone

3. The Copy/Move pop up window will appear. Select whether you want to copy or move the
document and then click on “DocBox in another Edition”.

4. A drop-down menu with the other editions will appear. Make your selection in that drop-down
menu.

5. Begin typing which DocBox you are intending to send it to.

6. Add a Short Note/Next Step if you would like and then click “Send”.

Choose whether you want to

Copy/Move Document(s) copy or move the document
1 document(s) selected im FSE Electronic File Cabinet and then CIICK on "DOCBOX
3 in another Edition" B
B Document Transfer Type ® Move Selected Document(s) O Copy Selected Documeant(s) Y
= Copy/Move To () Another Case File in this Edition (® DocBox in another Edition B
| 142 Document Processing Center |55E Document Proceszing Center ﬂ w0z0
e 1¢  +DocBox- Title [l x 1020
Short Mote/Mext Step BlakeP-Blake Pieper A
| [Optianal) BrandonWW-Erandon Weeks | B
CathyW-Cathy Wassenaar
- | Intzke-System Account @ | .

A Short Note/Next Step will be appended to the file in the destination with the action that was taken
(see below).

Short Mote/Mext Step

Mowved from FSE PreProd by Abbey Schmitz on 972772021
1:37:51 PR

Note: While documents cannot be copy/moved from the EFC to the same edition’s DPC, documents
can be updated in the Edit Properties (NCT) scan interface when filed to the EFC.
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If the document needs to be routed to a DocBox from the EFC, the document can be opened in Adobe

and Print2CW to bring it into a DocBox. Please note that the original would remain in the EFC unless
deleted.
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Set a Document to Pend using Files Ribbon Bar

1. Select a document (or multiple) from My DocBox, a team DocBox, a status DocBox, or a

coworker’s DocBox.

2. Click on Set Pending from the Files Ribbon Bar.
LIBRARY
(B Check Qut Q p = HES -
S sa e 4 23 = 2 [
Edit Merge  Edit Properties Fileto Claim Selected Copy/Move Convert File(s) Set Export  Reduce PDF  Request Merge For Merge for
Document Discard Check Out ~ Documents  (Multiple) EFC  Document(s) Document(s) PDF Pending ocuments Size eSignature  Malling  eSignature
Open & Check Out Manage CaseWorks Documen
v : P Title Name First Name Last Name Short Note/Next Stap MAXIS
E,‘_ ft DHS2919 DHS2919 «  Pebbles Flintstone 99999993
Verification Request ~ Verification_3843 12-
Form 07-2021-11-54-39
E, FSEB54 Paystubs FSE654 Paystubs « Fred Flintstone  Please process Add updated 99999999
(Pay) Pay_3917_08-15- short note
2018-08-54-39
3. Choose a Pending Status and select the |ickhere at 11:00 AM Tuesdav & Thursdav (Plea ak).
date that you would like to Pend Until. | Set Pending Status Choose the Pending | [/
. Status and select the
You can add a Short Note/Next Step, if | Otone date you would liketo | |
) - ®10 Day Cut Off pend until by clicking E
requwed. . i Pending Status Ond of Week on the calendar icon. i
¢ 10 Day Cut Off will make you select OFnd of Month
art () Specify your own value:
the date. | V
. end Until v B
e End of Week and End of Month will 2 e - P
automatically populate the date but  [® oo Aoveys 1]
Na !
Can be Changed. E; Short Note/Next Step 02
e Specify your own value allows you 20
to create your own Pending Status q o T o B
tag and choose the date that you 4
. . Dk 202:
would like to Pend Until. CLI—— R
12-47-22 3%
¢ Note: You can also select Pend For and type
in how many days you would like the pendfor  [SAJEN Days
document to pend instead of choosing a
date.
4. If you want to move the document to a different DocBox while you are adding a Pending

Status, you can choose a different DocBox from the dropdown. The document will be moved to

the selected DocBox and will appear in that DocBox’s Action Items on the specified date.

e For example, if you claimed the document from a Team DocBox but would now like to add a
Pending Status for the end of the week back in the Team DocBox, you can adjust the
DocBox field to the required Team DocBox at the same time.

e Note: The DocBox field will default to the current DocBox that the document is in.
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Flick k).
X
Set Pending Status |
ONone [
@® 10 Day Cut Off
= - L |
Pending Status OEnd of Week
. OEnd of Month .
tart O Specify your own value:
thé
Pend Until [v]
: B ¥
AmandaH
o AndreaT
BlakeP
BrandonW 22
Short Note/Next Step CathyW
DaniG
EricD
FamilyTeam
DF 21 9|
4 reca -
09 Intake
JimmyC
Df LoriW 022
I — Mikel v oo
12-47-22 3¢ MikeS
NCTSupport
0ss
First Name rtNote/NextStep ~ MAXIS  Taxono
34 Expedited «s  Pebbles lease process asap 99999993 1.4IM
k20 0052 2121 00 .

5. Add a Short Note/Next Step, if required. This will be added to any existing Short Note/Next
Step attached to the document.
6. Click Save. The document will no longer display in the DocBox on your home page.

A Pending Status and Pend Date of ‘Today’ will be automatically assigned to new documents if a
document is already pending for that case within the same DocBox.

My DocBox Action ltems

v 0O p  Tite Name

| 4 Pending Status : Today (2)|

_@_ DOOO Birth Certificate D000 Birth Certifica_ 1038 _07-12-2023-02-
o 18-36 %
=l MCIO2 Receipt of MCIO2 Receipt of Pay__1042_07-12-2023-
Payment 02-46-42 %

Documents will no longer be auto-pended for a case when all pended documents for the case in the
DocBox have been filed down, deleted, or the Pend Status has been removed.

Note: this feature of automatically pending new documents to Pend Status ‘Today’ may not apply to
all counties.
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Set a Document to Pend in Edit Properties (NCT)
Workers can also apply Set Pending values directly in Edit Properties (NCT).
FI

Pending Status

Reviewed

Date Received | | E

File to EFC No v

Short Note/Next Step [caF with no MAXIS |

Version: 1.0
Created at 6/8/2022 1:11:26 PM by Dani Gorman

Last modified at 6/9/2022 1:11:26 PM by Dani Gorman

View Pending Documents

On Your Home Page

[ | Navigate  [¥¢] Case File v 4

1. Once a document is set to
pending, it will not display Ll e e e e o

on the home page until its

My DocBox Action Items

set pending date has SO

a r r | Ved i Pending Status Verifications .n
2. An Action Item header will | ... ... copcuors
d|splay under Outgoing Mail Action Items
Appointments on your vt
homepage on the date Pending St End of Mot 0

that the document was pended untll
a. Note: There is a separate Action Items area for each DocBox you have joined (including
one for My DocBox). This area will not be visible unless there is a current action item for
that DocBox.
3. Click on the small arrows to Expand or Collapse a Pending Status section.

My DocBox Action ltems

v O » Tite Name

Pending Status : Verifications (1)

e ding Status : End of Week (2)
« gg, DHS3159 Voluntary DHS3158 Voluntary

Recogpnition of Parentage Re_3376_08-04-2021-0|
54
gg, DHS2338 Cooperation with DHS2338 Cooperation
Child Support Enforcement __3375.08-04-2021-11-

Pending Status : 10 Day Cut Off (2)

4. All document processing functionalities are still available when a document is set to pending.
Once a document is processed and filed to the EFC, it will no longer display under the Action
Item header.

a. Note: If adocument is not ready to be filed to the EFC, it could be set to pend for a later
date. (See Change Pending Status)

Pending Link

1. If youneed to view a document before its Set Pending date, you can view it in the Pending
link. Click the link next to My DocBox.
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Pending (1)

My DocBox All Documents (4) Working Documents...

v 1 p Title Name First Name Last Name Short Note/Next Step MAXIS
k= /&~ DHS5223 Combined DHS5223 Combined -« Dino Hintstone  Example 99999995
v Application Form (CAF) App_4003_01-10-
2022-12-45-57
_E_ DHS3158 Voluntary DHS3159 Voluntary ««« BamBam Rubble 99999994
Recognition of Parentage Re_ 3376_08-04-2021-
09-47-54
1= DHS1958 Full Child Support  DHS1958 Full Child -+ BamBam Rubble 99999994

(IV-D) Services Application S_ 4005 _01-10-2022-
and Information on Child 12-47-22 2
Support

2. In this view, a list of all pending documents in your DocBox will appear along with the Pend
Date and Pending Status in the right-most columns.

Document Processing Center - AbbeyS o

@ New A upload & sync v
DocBox  All Documents  Pending Status ==+ Find a file 2
v O p Tite Name FirstName  LastName  Short Note/Next Step. MAXIS Taxonomy Created Created By Pend Date Pending Status

[ Ves DHS2919 Verification ~ DHS2919 e Pebbles  Flintstone 99999993 1.41M - 12/7/20211154 AM (| Abbey Schmitz ~ 1/2/2022 10 Day Cut

Request Form Verification_3843_12-07- Application off
2021-11-54-39

[ No DHS3444 Minnesota  DHS3444 Minnesota e Fred Flintstone 99999999 1.8IM- 8/20/2020 2:04 PM Cathy Wassenaar 12/14/2021 10 Day Cut
Health Care Programs  He_3834_08-20-2020-02- Other Dept off
Medicare Application ~ 04-15 Comm
Referral Letter

B No DHS3336 Seif- DHS3336 Self- e Fred Flintstone ~ eSignature request sent to 99999999 15IM- 12/8/2020 11:34 AM (| Cathy Wassenaar 12/14/2021 10 Day Cut
Employment Report Employm_3470_12-08- (danigorman@nctinc.com) Income off
Form 2020-11-34-28

[ No DHS3159 Voluntary DHS3159 Voluntary e Fred Flintstone 1.811M - 8/4/2021 9:47 AM Dani Gorman ~ 12/14/2021  End of Week
Recognition of Re_3376_08-04-2021-09- Child
Parentage 4754 Support

[ No DHS2333 Cooperation  DHS2338 Cooperation 9999999991 1.81IM - 8/4/2021 11:44 AM Dani Gorman ~ 12/14/2021  End of Week
with Child Support __3375_08-04-2021-11-44- Child
Enforcement 30 Support

[ No DHS2992 Authorization DHS2992 - Pebbles  Flintstone 99999993 1.8IM- 8/23/20212:32 PM Abbey Schmitz  12/14/2021  Verifications
to Share Information  Authorizatio_3457_08-23- Other Dept

2021-02-32-54 Comm
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In the DPC (Viewing a Coworker’s or Team DocBox’s Pending Documents)

1. Click on Document Processing Center in the Left Navigation Panel.

Document Processing
Center

Recent Ei ments
Scan Barcode Documents
Appointment Manager
What's New in CaseWorks
Form ID Taxonomy List
CaseWorks User Manual
Training Videos
Reports

Appointment Report

Forms Processed Report
by Created

Nl CaseWorks’
PN Coseworks

™M

My Appointments

v OF

Title MAXIS Appt Status Appt Star

There are no items to show in this view of tl

My DocBox Action ltems

v [ P Tite MName FirstName  LastM

2. Click on the name of the DocBox that you would like to view.

N CaseWorks™
PN CaseWorks

Document Processing Center o

Document Processing @ New i Upload c Sync v
Center
Recent EFC Documents DocBox View  All DPC Documents Find a file r
Scan Barcode Documents v [ Name Item Child Count  ContentType  DPC Document Flow  NCT Docu
Appointment Manager AbbeyS 25 DocBox
Join Leave Team DocBox HCCAP 21 DocBox

Intake Henryl 1 DocBox

Unprocessed v Injake 4 DocBox

055 @ 21 DocBox

Sample L 15 DocBox

Outgoing Mail Mikel 17 DocBox

FamilyTeam MikeS 6 DocBox

FamilyTeamPhone

NCTSupport 0 DocBox

3. When the DocBox opens, click on the three dots along the top and select Pending Status. A
list of all the pending documents will display.

Document Processing Center

@ New 2 Upload s Sync
. Pending Status
DocBox All Documents  eSign Documents LH _ 0o
Pending Status
v O rp it Name FirstName  Las
[ Yes DHS4834 Dxpedited DHs. Working Docu 3 09- Pebbles  Flin
SNAP Evaluation Form 23-2
Medify this View
_@ Yes DHS5223 Combined DHS!
Application Form (CAF) App_ Create View 2-00
_@_ No DHS3336 Self- DHS3336 Self- Dino Flin
Employment Report Employm__3904 07-29-2021-11-

Intake o

58 | Page (Back to Top)

©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3

Revised: 04/25/2025

Change or Remove Pending Status

1. Select the document that you would like to change or remove pending status by clicking on
the check mark on the left side of the document.
2. Click on Set Pending from the Files ribbon bar.

o

Child Support Enforcement

__3375_08-04-2021-11-44-30

[ Check Out @ N - S
L W B @B s
CheckIn oo s o ® =
t Merge  Edit Properties Fileto Claim Selected | Copy/Move | Convert File(s) o Set Export  Reduce PDF  Ref
ent Discard Check Out  Documents  (Multiple) EFC  Document(s) Document(s) PDF Pending Qocuments Size 5ig
Open & Check Qut Manage CaseWorks D
le
DocBox Actio
o 1 P Title Name First Name Last Name Short Mo
Pending Status : Verifications (1)
4 Pending Status : End of Week (2)
_@_ DHS3159 Voluntary DHS3159 Voluntary « Fred Flintstone
v Recogpnition of Parentage Re_3376_08-04-2021-09-47-
54
= DHS2338 Cooperation with DHS2338 Cooperation

3. Tochange, select your new Set Pending settings and click Save.

h Set Pending Status

O None
(010 Day Cut Off
®End of Week

Pending Status
(End of Month

a O Specify your own value:
Pk
he [Pend Until vl 141472022 &=
PO
bi DocBox AbbeyS

Updated|

b pdated
be Short Note/Next Step
b

2

SE?U

4. Toremove, select None and click Save.

[ Set Pending Status

(@ None

i | 10 Day Cut Off
(O End of Week
OEnd of Month

O Specify your own value:

i Pending Status

St
P
22
DocBox Abbeys
j Updated
Short Note/Next Step
s
| 4(
[

: - by

0/4
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Managing Documents in the Electronic Filing
Cabinet (EFC) and the Document Processing
Center (DPC)

The Electronic File Cabinet (EFC) is comparable to a file cabinet. It is where each document is filed
when a case document review is completed, the document is processed filed to the client Case File.

1. Right-click on the document to be filed to the EFC.

2. Select File to EFC on the document pop-up menu. Navigate to Case File ~
Edit Properties (NCT)
Alternatively, select Edit Properties (NCT) or Properties. Claim Case
Next to the File to EFC field, select Yes. .
Mark as Reviewed
Then Save. .
File to EFC
Scanning To Document Processing Center ) E]
Content Type 00 - General Record - Financial Serv W | Auto Fill DDSL‘IJr!Ii‘IterIl Download
Title DH55223 Combined Application Form (CAF)
DocType* DHS5223 Combined Application Form {CAF) | Share
Taxonomy 1.4 IM - Application hd |
DocBox DaniG v Rename
Document Owner(s) Dani Gorman &2
First Name Fred Delete
Middle Name M
Last Name Flintstone Co
SSN 111-11-1111 Py
DOB 1/1/2000 i i
MAXIS 99999959 Version History
SCMID
PMI Properties
P 0
File to EFC T
: |
Version: 1.0
A S A S
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If a document has been incorrectly routed or filed, navigate to the areas below to locate the
document.

Client’s Casefile Page

AlLDPC Documents

Recent EFC Documents

My Working Documents

A Document has Become ‘Checked Out’

Searching the Client’s Casefile Page:

If the client is known for the document you are searching for, navigate to the client’s casefile page.
All documents for a client, whether in process (in DocBoxes in the DPC) or filed down (in the EFC) can
be viewed in this one location by viewing the DPC and EFC tabs. For information on navigating to the
casefile page, review this section. For detailed information on your specific edition’s casefile page,
please utilize the Table of Contents at the beginning of this user manual to locate your specific
Edition’s section.

Searching All DPC Documents:

Documents that are still in process in CaseWorks are located in the Document Processing Center
(which consists of all DocBoxes). To view a list of all DPC Documents:

1. Select Document Processing Center on the left navigation panel.
2. Click All DPC Documents. This will list all documents that have not been filed to the EFC.

N CaseWorks™ Document Processing Center o
. Financial Scrvices
@ New 1 Upload s Sync W
DocBox View  All Documents Find a file 0
Document Processin
g v D Name Modified Maodified By

Center

NCTTest «« December 28, 2017 System Account
Recent EFC Documents

NSupport «-» December 14, 2017 System Account
Scan Barcode Document

SAccount -+ December 14, 2017 System Account
Form ID Taxonomy List

ScanWorks «s January 24 System Account
Join Leave Team DocBox SyncTest ««s January 26 System Account

SyncTest Unprocessed wes  January 16 System Account
Update SMI Credentials
Drag files here to upload

Recycle Bin
Log Off

Site Contents

Help Too
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Created Created By W
¢ 4] AonTop

Z]l ZonTop

2

. Clear Filters from Created By

NCT Test

3. Filter the columns, if necessary, to locate the mis-filed 1 0 Scanworks
document. | [] System Account

Note: Filtering by your own name can be helpful.

Close

a. To filter the columns, hover the cursor over the column
name and click the arrow next to the name.

b. Select the parameters for the filter. CaseWorks will automatically update.

4. |If the document was filed to the incorrect DocBox, right-click on the document, select
‘Properties’, and update the DocBox.

If the document is not located in the Document Processing Center, it was likely filed to the incorrect
Electronic Filing Cabinet.

Searching Recent EFC Documents:

\ NCaseWorks™

Financial Services the

Documents that have been processed and filed down are located in
EFC. To view a list of all Recent EFC Documents:

Document Processing

Center

Recent EFC Documents

Scan Barcode Document

Form ID Taxonomy List

Join Leave Team DocBox
SyncTest

Update SMI Credentials

Recycle Bin

Log Off

Site Contents

Help Too
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1. Select Recent EFC Documents in the left navigation panel.

2. Filter the columns to locate the mis-filed document.

Note: Filtering by your own name can be helpful.

a. To filter the columns, hover the cursor over the column name and click the arrow next to
the name.

b. Select the parameters for the filter. CaseWorks will automatically update.

1. Update the document Properties to file the document with the appropriate document details.

Created Created By W
2] AonTop

Z| ZonTop

¥ Clear Filters from Created By
NCT Test

1 [ Scanworks

| [ Systermn Account

Close

Searching My Working Documents:

The My Working Documents view includes documents that have been Marked as Reviewed. For
information on viewing My Working Documents and how to remove documents from this view, please
review the section by following this link.

A Document has Become ‘Checked Out’:

If you recently Dragged and Dropped a document into a DocBox on your homepage and are not seeing
it appear, it could be that the workflow was interrupted and the document has become ‘checked out’.
To locate the document and check it back in, follow the steps listed here.
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CaseWorks tracks the version history of documents when changes are made.

1. To access the Version History, right-click on the document and select Version History in the

drop-down menu.

+ (b Redewen Tisie -
= Version History
bl Mo HNo DHS0666 Compliance with State DHS065H
Decisaon N_330
MC Delgte All Versions
B Mo Mo DHS1795 55 Edit Froperties (NCT) 500704
Authonzation File to BFC B+ 200 B No.+ Modified
! 7, 3.0 1/25/2018 9:32 AM
=R 367 ey
s Mo Mo DHI146TA S Navigate 1o Case File pHatas
Determinatiol viedic_4 20 1/25/2018 9:31 AM
Doramboad i 10 1/25/2018 928 AM
B Mo Mo DH51503 PHY DHE150 Title
snare 52 DocType
Mo Mo DHS1503 PHY IH51503 File to EFC
Fename E 53¢ Reviewed
— - DocBox
= No Mo DHs1467TA St Delete pHE148 Document Owner(s)
Determinaticl phedic Taxonomy
Copy |
Last Name
Version History First Name
SyncTest DocBox - IS
- Propedties
. B Tie  Name rst Mame 1 .
Adhvanced v

Modified By Size Comments
Scanworks 403 MB
Scanworks 40.5 MB
Scanworks 40.6 MB

DHS1467A State Medical Review Team Determination of Disability
DHS1467A State Medical Review Team Determination of Disability
No
No
NCTTest
INCT Test
1.2 IM - Confidential-Medical
merge multi to multi page doc
merge multi to multi page doc
99999999

Short Note/Next Step merge multi to multi page doc

No

2. Torestore an earlier version of the document, click on the drop-down menu to the right of the

version to which you wish to restore and select Restore.

3. Therestored version now displays as the current version of the document.

Version History

Delete All Versions

No. 4 Modified

3.0 1/25/2018 9:32 AM

2.0 1/25/2018 9:31 AM

1.0

A MAEANAD Oe30 AR ¥

View
Restore

Delete

DocBox

Document Owner(s)
Taxonomy

Last Name

First Name

MAXIS

Short Note/Next Step
P

Modified By

Scanworks

Scanwaorks

Scanworks

DHS1467A State Medical Review Team Determination of Disability
DHS 14674 State Medical Review Team Determination of Disability

No
No
NCTTest

MNCT Test
1.2 IM - Confidential-Medical
merge multi to multi page doc
merge multi to multi page doc
99999999
merge multi to multi page doc
No

Size Comments
40.2 MB
40.5 MB

40.6 MB

Note: In the DPC you can view unlimited versions, but once a document is filed down to the EFC, the

last 3 versions will be available to view immediately.
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1. Using the All Purpose Navigation, enter in the client’s identifying information,
2. Select Navigate and select the Green Check Mark to proceed.
3. On the Case File page, select the appropriate EFC Documents tab.

Expand Al Collapse All

DPC EFC Documents Appointment History Admin

v [0 Title Name First Name  Last Name  Short Note/Next Step

4Taxonomy : 1.3 IM - File Retention Data (1)

1 DHS0035 State Agency Appeals Summary DHS0035 State Agency 1283 04-25-2019-01-32-183 ... DBetty Rubble Archive Sample

4Taxonomy : 1.82 IM - LTC-GRH (1)

[# DHS1503 PHYSICIAN CERTIFICATION DHS1503 PHYSICIAN CE__1282_04-25-2019-01-32-01 % . Betty Rubble Archive Sample

View Archived Documents

4, At the bottom of the EFC Documents tab select View Archived Documents.

Expand AllCollapse All

DPC EFC Documents Appointment History Admin
Electronic File
v [ Title Name First Name ~ Last Name  Short Note/Next Step Modified

<4Taxonomy : 1.3 IM - File Retention Data (1)

[l DHS0035 State Agency Appeals Summary DHS0035 State Agency_ 1283 _04-25-2019-01-32-18 3¢ - Betty Rubble Archive Sample 99999996 2 hours ago

4Taxonomy : 1.82 IM - LTC-GRH (1)

Hl DHS1503 PHYSICIAN CERTIFICATION DHS1503 PHYSICIAN CE__1282_04-25-2019-01-32-01 % - Betty Rubble Archive Sample 99999996 2 hours ago

A——————

5. Any documents in Archive will now appear.

View Archived Documents

Taxonomy a X Expand Al Collapse Al Clear Filters
. Last Short Note/Next
1 File Name DocType Taxenomy First Name 3 Created Created By Modified Modifled By
Name Step
T M M All v | AN T G Y A <3 GY A 4

~ Taxonomy: 1.3 IM - File Retention Data (2)

DHS0033 Appeal to

O] st_i281_o4-25-2019-  HSC033 Appeal ta State 1.3 1M - File Retention Data  Betty Rubble 95999996  Archive Sample 42572019 NCT Test 4/25f2018 NCT Test
Age 1:31:07 M 1:31:08 PM
01-31-07.pdf
DHS0033 Appeal ta
: 4251 4/25/,
| St_1280_04-25-2019- 0120033 Appeal to Stale 1.31M - File Retention Data  Betty Rubble 99999996  Archive Sample /2512018 NCT Test 25/2019 NCT Test
Agency 1:30:53 PM 1:31:00 PM
01-30-53.pdf
~  Taxonomy: 1.6 IM - Assets (1)
DHS6532 CDCS § o
] Communi_923_11-30 [;:;;;:;I:S"h Community 1.6 IM - Assets Betty Rubble 93999996 f‘z'r:z‘m'vp fest ;'G;D;:T: NCT Test ;]Eaﬂj‘{l\: NCT Test
2018-03-05-04.paf
. Taxonomy: 1.82 TM - LTC-GRH (1)
O vl saon orzs. DS My Move fan a2 - LR - it swwss woweswmole VI -
-25- 82 M - LTC- u
Pan 1284 s 1:31:30 PM 1:32:38 P
2015-01-31-30.pdf il }
. Taxonomy: 5.0 CCAP - Child Care Assistance (1)
DHS6532 €DCS
- DHS6532 CDCS Community 5.0 CCAP - Child Care autoarchive 11/30/2018 11/30/2018
O communi_s3o_ti-0- g =R E R Betty Rubble s9999996 Lo Rt NCT Test e NCT Test

2018-03-18-36.pdf

Retrieve Cancel
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6. To filter on DocType, Taxonomy, First Name, Last Name, Created By, or Modified By, select the
triangle to open the drop-down menu then select the filter criteria.

View Archived Documents

Taxonomy & X Expand All  Collapse All  Clear Filgers

Last Short Note/Next
[] File Name DocType Taxonomy First Name T step /1 Created Created By Maodified Modified By

A g — . Al v Al v g Al v g Al -

~ Taxonomy: 1.3 IM - File F Filter No Filter

DHS0033 Appeal to [select/Deselect All
4/25/2019 4/25/2019
[] St__1281_04-25-2019- []DH50033 Appeal to State Agency 1.3 IM - File Retention Data Betty Rubble 99999996 Archive Sample 1:31:07 PM NCT Test 1:31:09 PM NCT Test
01-31-07.pdf
DHS0033 A It
ppeato 4/25/2019 4/25/2019
] St__1280_04-25-2019- 1.3 IM - File Retention Data  Betty Rubble 99999996 Archive Sample e o NCT Test 0 P NCT Test
01-30-53.pdf DHS3836 My Move Flan :30: 1311
Summary
~ Taxonomy: 1.6 IM - Assets (1)
DHS6532 €DCS
DHS6532 CDCS Community autoarchive test 11/30/2018 11/30/2018
O Communi_s23_11-30-  J12"0 2 o 1.6 M - Assets Betty Rubble 9959908 2000 Soma o NCT Test Sonar o NCT Test

2018-03-05-04.pdf

7. To filter on File Name or Short Note/Next Step, enter in the desired filter criteria and click the
funnel icon. Select Contains and the filter will be applied.

View Archived Documents
Taxonomy a X Expand All Collapse All  Clear Filters
Last Short Note/Next
[] File Name DocType Taxonomy First Name 4 Created Created By Modified Modified By
Name step
v v - All v Al v sample r BBy an v By an -
v Taxonomy: 1.3 IM - File Retention Data (2) @TTETS
DHS0033 Appeal to
[0 st__1281_04-25-2019- DHS0033 Appeal to State 1.3 IM - File Retention Data Betty Rubble 99999996 Archivel 4/25/2019 NCT Test 4/25/2019 NCT Test
Agency 1:31:07 PM 1:31:09 PM
01-31-07.pdf
DHS0033 Appeal to DHS0033 Appeal to State ) ) ) 4/25/2019 4/25/2019
[J st__1280_04-25-2019- 1.3 IM - File Retention Data Betty Rubble 99999996 Archive NCT Test NCT Test
01-30-53.pdf Agency 1:30:53 PM 1:31:00 PM

8. Select Clear Filters to clear any previously select filter criteria.

View Archived Documents
Taxonomy 1 X Expand All  Collapse All
Last short Note/Next.
[ File Name DocType Taxonomy First Name d Created Created By Modified Modified By
Name Step
T v M All v Al ¥ sample g1 A v g1 A -
v Taxonomy: 1.3 IM - File Retention Data (2)
DHS0033 Appeal to
[] St_1281_04-25-2019- I:::n(l(;:n Appeal to state 1.3 IM - File Retention Data Betty Rubble 99999996  Archive Sample ?gf{gglfm NCT Test :{if{;glfm NCT Test
01-31-07.pdf
DHS0033 Appeal to DHS0033 Appeal to State ~ - 4/25/2019 4/25/2019
[0 st__1280_04-25-2019- 1.3 IM - File Retention Data Betty Rubble ‘99999996 Archive Sample NCT Test NCT Test
Agency 1:30:53 PM 1:31:00 PM
01-30-53.pdf
v Taxonomy: 1.82 IM - LTC-GRH (1)
DHS3936 My Move
DHS3936 My Move Plan . 4/25/2019 4/25/2019
[] Plan__1284_04-25 Summary 1.82 IM - LTC-GRH Betty Rubble ‘99999996 Archive Sample 1:31:30 PM NCT Test 1:32:38 PM NCT Test
2019-01-31-30.pdf
Retrieve Cancel
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1. Using the All Purpose Navigation, enter in the client’s identifying information.

2. Select Navigate and select the Green Check Mark to proceed.
3. On the Case File page, select the appropriate EFC Documents tab.

Expand All  Collapse All
DPC EFC Documents Appointment History Admin

Flectronic File

View Archived Documents

v [ Title Name First Name  Last Name  Short Note/Next Step
4Taxonomy : 1.3 IM - File Retention Data (1)

[# DHS0035 State Agency Appeals Summary DHS0035 State Agency_ 1283_04-25-2019-01-32-183% . Betty Rubble Archive Sample
4Taxonomy : 1.82 IM - LTC-GRH (1)

[# DHS1503 PHYSICIAN CERTIFICATION DHS1503 PHYSICIAN CE__1282_04-25-2019-01-32-01 . Betty Rubble Archive Sample

4, At the bottom of the EFC Documents tab select View Archived Documents.

Expand AllCollapse All

DPC EFC Documents | Appointment History Admin

v O Title Name First Name  Last Name  Short Note/Next Step

4Taxonomy : 1.3 IM - File Retention Data (1)

Fl DHS0035 State Agency Appeals SUmmary DHS0035 State Agency_ 1283_04-25-2019-01-32-18 3 . Betty Rubble  Archive Sample
4Taxonomy : 1.82 IM - LTC-GRH (1)
Fl DHS1503 PHYSICIAN CERTIFICATION DHS1503 PHYSICIAN CE__1282_04-25-2019-01-32-01 3 - Betty Rubble  Archive Sample

View Archived Documents W

Electronic File

Modified

99999996 2 hours ago

99999996 2 hours ago

5. Check the box next to each desired document or check the box next to the column header File

Name to select all.
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View Archived Documents
Taxonomy a X
File N DocT T First N Last
ile Name ocType axonomy Irsi ame Name
T M All voan oy
~ Taxonomy: 1.3 IM - File Retention Data (2)
DHS0033 Appeal to
St 1281_04-25-2019- KH::EOE rpealichle 1.3 IM - File Retention Data  Betty Rubble
01-31-07.pdf gency
ISR (g i DHS0033 Appeal to State i
St__1280_04-25-2019- Agenc 1.3 IM - File Retention Data Betty Rubble
01-30-53.pdf gency
v  Taxonomy: 1.6 IM - Assets (1)
DHS6532 CDCS
[0 Communi__923_11-30- DHS6532 CDCS Community 1.6 IM - Assets Betty Rubble
Support Plan
2018-03-05-04.pdf
Taxonomy: 1.82 IM - LTC-GRH (1)
DHS3936 My Move DHS3936 My Move Plan
VIl Plan__1284_04-25- Jr— 1.82 IM - LTC-GRH Betty Rubble
2019-01-31-30.pdf v
v Taxonomy: 5.0 CCAP - Child Care Assistance (1)
DHS6532 CDCS DHS6532 CDCS C 5.0 CCAP - Child C;
[0 Communi__930_11-30- Support Plan ommunity Alss\slance ! are Betty Rubble
2018-03-18-36.pdf PP
Retrieve Cal

6. Click Retrieve to move the selected document(s) from Archive to the CaseWorks Electronic
Filing Cabinet.

v Taxonomy: 1.82 IM - LTC-GRH (1)

DHS3936 My Move

DHS3936 My Move Plan i 4/25/2019 4/25/2019
Plan__1284_04-25- 1.82 IM - LTC-GRH Betty Rubble 99999996  Archive Sample Py NCT Test e — NCT Test
2019-01-31-30.pdf T T
~ Taxonomy: 5.0 CCAP - Child Care Assistance (1)
DHS6532 CDCS DHS6532 CDCS Communi 5.0 CCAP - Child Care autoarchive 11/30/2018 11/30/2018
[0 Communi__930_11-30- ty A.ss\stance Betty Rubble 99999996 doctype 3:18:36 PM NCT Test 3:18:38 PM NCT Test
2018-03-18-36.pdf e o e
\ [ cancel
4Taxonomy :
[k DHS0035 State Agency Appeals Summary DHS0035 State Agency_1283_04-25-2019-01-32-18 # -« Betty Rubble Archive Sample ‘99999996 3 hours ago
[ DHS0033 Appeal to State Agency DHS0033 Appeal to St 1281 04-25-2019-01-31-07 3 - Betty Rubble Archive Sample 99999996 3 hours ago
Fl DHS0033 Appeal to State Agency DHS0033 Appeal to St__1280_04-25-2019-01-30-53 % . Betty Rubble Archive Sample 99999996 3 hours ago
4Taxonomy :
[kl DHS1503 PHYSICIAN CERTIFICATION DHS1503 PHYSICIAN CE__1282_04-25-2019-01-32-01 % .. Betty Rubble Archive Sample 99999996 3 hours ago
[l DHS3936 My Move Plan Summary DHS3936 My Move Plan__1284_04-25-2019-01-31-30 % ... Betty Rubble Archive Sample 99999996 3 hours ago
View Archived Documents
Taxonomy a X Expand All Collapse Al Clear Filters
Last Short Note/Next
[ File Name Taxonomy First Name i Created Created By Modified Modified By
Name Step
T v v All v All v T By Al v By Au v
v Taxonomy: 1.6 IM - Assets (1)
DHS6532 CDCS
DHS6532 CDCS Community autoarchive test 11/30/2018 11/30/2018
C 923_11-30- Bett Rubbile 99599996 NCT Test NCT Test
L) Communi_923_ ey ubple normal 3:05:04 PM e 3:08:41 PM e
2018-03-05-04.pdf
v Taxonomy: 5.0 CCAP - Child Care Assistance (1)
O 5”56532 CD;;E 1130 DHS6532 CDCS Community Betr Rubbl 99999996 autoarchive 11/30/2018 NCT Test 11/30/2018 NCT Test
ommuni_ - ety ubble doctype 3:18:36 PM e 3:18:38 PM es!

2018-03-18-36.pdf
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If a document is no longer needed, it can be deleted. Deleted documents are moved to the CaseWorks
Recycle Bin and can be retrieved for 90 days after being deleted.

CaseWorks documents that are no longer retained in the Recycle Bin after 90 days can still be
retrieved by contacting your System Administrator.

Documents can be deleted from either the Electronic Filing Cabinet, or a DocBox.

1. Right-click on the document and select Delete in the context menu.

Edit Properties (NCT)
File 1o EFC

Mawngate to Case File
Download

Share

Rename

Delete

Copy

Veraon History

Properties

Advanced *

4. Select OK in the pop-up to confirm deletion.

Message from webpage *

o Are you sure you want to send the item(s) to the site Recycle
Bin?
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Documents that you have deleted are retained in the Recycle Bin for 90 days and can be retrieved
during this period. If the item is not in the Recycle Bin or was deleted by another user, contact your
System Administrator.

1. Access the Recycle Bin in the left navigation bar.

Document Processing
Center

Recent EFC Documents
Chemical Dependency
Social Services

Appointment Manager

Scan Barcode Document

Form ID Taxonomy List

CaseWorks User Manual

Join Leave Team DocBox
Intake

Manage Subscriptions

Privilege Cases

Add/Remove Privilege
Workgroup

Privilege Case EFC

Log Off

Recycle Bin

5. Check the box to the left of the documents you wish to restore, click on Restore Selection.

[] Type Mame
| Eﬂ- DHS2140 Application __271_02-20-2018-11-39-49.pdf

-—-_*
i E‘. 15506 Appeals proces_ 269 _02-20-2018-11-39-43.pdf

L] Bl ssezss 18-21 Foster __270_02-20-2018-11-39-49 pdf

6. Click on the OK button to confirm the restoration of the document.

Message from webpage b4

o Are you sure you want to restore these items?

Cancel

The documents will be Restored to the original location (e.g. DocBox or EFC).

Note: If the document is restored to a DocBox, the document will be sorted in the list based on when
the document was originally brought into CaseWorks.
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1. On the Case File page, click on Add New Item under the File Retention section in the Admin

Tab.

.‘. CaseWorks™  Fse Preprod
S Case File

Financial Services

[ I Fred Flintstone [ 01/01/2000 111-11-1111 Blake Pieper )

Expand All  Collapse All

‘ DPC EFC Documents

Financial Case File : 99999999 Flintstone, Fred M Closed
File Retention

Ry || I —— I /

¥ Title MAXIST Date Closed  Transferred Date  Transferred To  Ewxceptions  Retention Comments Created

Modified Modified By

A pop-up window appears as displayed below.
2. Give the Retention Record a name (i.e. Client First and Last Name)
3. Enter in the Case Number.

4. Enter in the Date Closed or Date Transferred as applicable.

File Retention - New Item

EDIT

H B

Save  Cancel Paste

o, N, Cut 1] ABC
Egy Copy \j V

L]
-

Attach  Spelling
File -

Commit Clipboard Actions | Spelling /
0 e i %
ot [ |m

The case was closed

Transferred To ‘ |

Indicating where the case was transferred

The case was transferred o other county

Exceptions O

To indicate if a retention exception exists

Retention Comments

User to provide comments about the retention record and any exceptions.
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5.

a.
or claim)

6. Click on Save to finish creating a retention record.

If there is a retention exception check the box next to Exceptions.

In the Retention Comments section indicate the type of exception (e.g., overpayment

‘l CaseWorks™  FsePpreProd
.L Financial Services Case File
[ : Fred Flintstone ( 01/01/2000 111-11-1111 Blake Pieper }

Financial Case File : 99999999 Flintstone, Fred M Closed

Expand All Collapse All

DPC EFC Documents Appointment History MNsure Admin

v Title

MAXISYT Date Closed  Transferred Date  Transferred To  Exceptions
Sample File Retention - Fred Flintstone - 998909999 §/25/2018 Ne
— I —

File Retention
(¥ new item or edit this list

Retention Comments Created Modified Madified By

September 25 September 25 Brandon Weeks

1) Navigate to any Case File in CaseWorks
Click on the Admin Tab

Now, click on the title File Retention

BROWSE PAGE
NCOSGWOFKSW FSE PreProd
N

Financial Services

Case File o

|99999999 Fred Flintstone ( 01/01/2000 111-11-1111 Blake Pieper)

Financial Case File: 99999999 Flintstone, Fred M

2010 Income Maintenance

Expand All  Collapse All

DPC EFC Documents ~ Appointment History MNsure | Admin o

New -  Actions~ Settings -

v MAXISY
Theg

DocType  Title

geidaiiars to show in this view of the "Priority” list.

File Retenticp

Is list

v Title

Date Closed  Transferred Date  Transferred To  Exceptions

Retention Comments Created

Modified  Maodified By
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You will be routed to a full list of all File Retention records.

BROWSE TEMS LsT v::/ SHARE

.‘l CaseWorks™  Fsepreprod Soarch this st A
BN Financial Services F||e Retentlon

Document Processing @ new item or edit this list
Center
File Retention  All Items == Find an item 0o
Recent EFC Documents
Scan Barcode Documents v Title MAXIS Date Closed ~ Transferred Date  Transferred To Exceptions  Retention Comments Created Medified Modified By
Appointment Manager Closed - 9999999 4/22/2020 Ves If client moves back with family, 4/22/2020 8:55 AM  4/22/2020 8:55 AM Dani Gorman
Ild have 3 fi
\What's New in CaseWorks they would have an exception for
records,

Form ID Taxonomy List Cinderella ... 88888888 7/14/2020 Ves Claim 7/15/2020 10:17 AM  7/15/2020 10:17 AM | Cathy Wassenaar
CaseWorks User Manual .

Buzz «« 86868686 6/29/2020 Yes Fraud - suspect activity from Jan 7/15/2020 10:18 AM  7/15/2020 10:18 AM Cathy Wassenaar
Upgrade Training Videos Lightyear 2017 - Sept 2017
Training Videos
Reports

Removing a Retention Record will make the case open and active in CaseWorks. To remove a
Retention Record:

1. Navigate to the Case File page by entering the client’s identifying information in the All
Purpose Navigation, selecting them from the list, changing the drop-down to Navigate, and
clicking the Green Check Mark.

2. On the Case File Page select the Admin tab, click the check mark next to the Retention Record
you wish to remove, then select Delete Item in the Items Ribbon Bar.

Shared With

New Tagsa  Workflows Apy
lieme X Delete item Not
» ack_Tags and 3
Janage
1resultis) Refresh Data
3939897 Bamey Rubble | 10111-11-1111 Mike Sexe ) Navigate [™] [case File v T
= - 09Qc¢ 7 - ne
Financial Case File: 99999997 Rubble, Barney T ciosed
010 Income Maintenance
Expand Al Collapse Al
DPC  EFC Documents  Appointment History ~ MNsure  Admin
Priority
New -  Actions~ Settings - View: Priority -

¥ MAXISY DocType Title
There are no items to show in this view of the "Priority” list

File Retention

@ new item or edit this list

v Title XISY  Date Closed Transferred Date  Transferred To  Exceptions  Retention Comments Created Maodified Modified By
Barnay Rubble = 9997 5/12/2020 No 5/12/2020 10:17 AM  5/12/2020 10:17 AM Dani Gorman

3. In the pop-up menu, select OK to confirm the removal of the Retention Record for this case.

Message from webpage x

a Are you sure you want to send the item(s) to the site Recyele
Bin?

Documents ~ Tagged Documents | Admin

Modified Modified By

Transferred Date  Transferred To  Exceptions  Retention Comments Created

No seconds ago A few seconds ago  Blake Pieper

73 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3 Revised: 04/25/2025

Cases can be marked as Priority in the Admin tab on the Case File page. Documents imported into
CaseWorks for Priority cases will be marked as Priority.

—_

Enter in the client’s identifying information in the All Purpose Navigation and select the client
from the list.

Select Navigate and click the Green Check Mark to navigate to the Case File page.

On the Case File page click on the Admin tab.

Select New under the Priority section.

Select Priority Case - Create a New Priority Case

Financial Case File: 99999995 Flintstone, Dino X

2010 Income Maintenance

Expand All Collapse All e
DPC EFC Documents Appointment History MNsure

Ne@ Actions ~ Settings -
- riority Case

Create a new Priority Case e
Priority DocType » "Priority” list.

Create a new Priority DocType

Create a new Priority DocType for Specific Case
(%) new e U edrt uns st

a0

[

-

v Title MAXIS W Date Closed  Transferred Date  Transferred To  Exceptions  Reten

There are no items to show in this view of the "File Retention" list.

6. In the pop-up window, enter in the
client’s name under title and the case
number in the Case Numer field (MAXIS,

Priority - New Item

EDIT

o, X, Cut ] ABC
Integrated Case, PRISM, Workgroup, E E. PD B Cony Qh S;”/m
WF1CaselD, or Vendor #). Select Save s | comt | acters | soeu
when finished. s - I

Description

/ = L=
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A new header on the Case File page will indicate client is a Priority Case.

FSE Demo

CaseWorks™ .
Case File

Financial Services

Financial Case File: 99999995 Flintstone, Dino D priority Case

Expand All - Collapse All

DPC EFC Documents Appointment History MNsure Admin

Case File Header now
displays "Priority Case" in
red text

In CaseWorks, specific DocTypes can be marked as Priority for a case in the Admin tab on the Case
File page. Documents imported into CaseWorks with the corresponding DocType will be denoted with

a Red Flag and placed at the top of the DocBox they /.r reside in.

1. Enterin the client’s identifying information in the All Purpose Navigation and select the client

from the list.

2. Select Navigate and click the Green Check Mark to navigate to the Case File page.
3. On the Case File page click on the Admin tab.
4. Under the Priority header, select the triangle next to New then click on Priority DocType for a

Specific Case.

PAGE TEMS  LIST

FSE Demo

Case File

BROWSE

CaseWorks™
Financial Services

‘99999995 Dino Flintstone ( 01/01/2000 555-55-5555 Andrea Tipping )

Financial Case File: 99999995 Flintstone, Dino D priority Case

Expand All  Collapse Al

DPC EFC Documents Appointment History MNsure Admin

ions -

Priority Case
Create a new Priority Case

Settings -

Priority DocType
1 Create a new Priority DocType

_ ¢ Priority DocType for Specific Case
Create a new Priority DocType for Specific Cas

Retention Comments Created  Modified

v Title MAXISW _ Date Closed  Transferred Date  Transferred To _ Exceptions

4_

Modified By
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5. In the pop-up window:

a. Enter in the Case Number in
the first field.

b. Inthe second field, use the
type ahead field to select
the desired DocType.

c. Inthe Description field,
enter in the client name and
DocType then select Save.
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EDIT

H B

Save  Cancel Paste

] Commit

oy O Cut LD ABC
[ cony J
Attach  Spelling
File -

Clipboard Actions  Spelling

MAXIS * 99999999

DocType * DHS0033 Appeal to State Agency

[

Description Fred Appeal to State Agencj

Il

Save Cancel
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Scanning Documents into CaseWorks

1. From the CaseWorks Home page, enter a valid Case Number or the client’s Name and select
Scan on the drop-down menu.

1 result(s)

Navigate
: Fred Flintstone ( 01/01/2000 111-11-1111 Sally Worker ) ‘ ‘ ‘ ! it
Forms

2. Begin to type the name of the document to be scanned, then select the correct document from
the drop-down list (e.g. type “pay” and “Paystubs (Pay) will appear).

BROWSE PAGE
\|| CaseWorks™  Fse preprod Search this site
.[\_\ Financial Services FSE PrePrOd

Document Processing
Center

Refresh Data
Recent EFC Documents

Scan Barcode Documents -~

FSE654 Paystubs (Pay) .

Appointment M i
ppointment Manager My Appointments

3. Click on the green check mark after you have selected the correct document type

en
LBBB%B‘BS Dino Flintstone ( 01/01/2000 111-11-1111 Cathy Wassenaar ) | Scan ﬂ ‘paystul x ‘ i h y

4. Place the document face down, top first, into the scanner.

5. Click on the Scanicon if the scan driver does not appear. Click Scan from the scan driver
interface after it displays.

Note: This scan icon can also be used to add pages to an already existing scan.

e W https//fsepreprod.caseworkslocal/_layouts/15/NCT.Scan/Scan.aspx?Source =/CWRF/Case%2520File.aspx%3FSystemRecord|D%3D99999999%26SORType'

N Scan component for NCT d... LT

2016 PreProd v ® FSE ® SSE & Support

HOR L od X4 LR0E ek /060X @ [

Navigation Paging

Annotations Auto Fill || Toggle

At this point the scanner starts and the documents are scanned. The scanner will scan both sides
of the document.

6. Click Close when document has finished scanning.
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7. Modify the way you view the document using icons from the toolbar: Navigate through pages,
Zoom in or out.

BudDs8HOR @j-/24_3 XleﬂJ@DJ_&|_Jk‘|_JB AR EgX D

File Paging Processing Annotations Auto Fill

8. Use thered Xicon to delete the selected page(s).

SDaB ORI 5.4 XE Lkeaa0E AslE @0

Fie Navigstion Bging Zoom Prooessing

9. Rotate the document, if applicable.

EHad ORI g3 XH zﬂJ@Dd&, VSN Sy s

File Navigation Paging Processing

The three options, in order of the buttons displayed above, are:
*
2h Rotate clockwise
+,
ﬂ|_., Rotate counter-clockwise

'} -
1% Rotate image 180 degrees

10. Once the document’s scan quality is determined to be acceptable, verify the auto-filled document
properties by scrolling down to the Document Properties section.

Note: If you are working with a long document, you can use the far right scroll bar to go to the end
of the document.

Scanning To Document Processing Center
Content Type [00 - General Record - Financial Services v

Title| DHS0033 Appeal to Stat

DocType+[DHSOI33 Appeat o Sar
File to EFC[No_w]
Reviewed[No_v]
DocBox[NCTTest ]

Document Owner(s)| GEE]
Taxonomy|1.3 IM - File Retention Data v
Last Name |Flintstone
First Name |Fred
Middle Name|M
DOB|(1/1/2000
SSN{111-11-1111
MAXIS (99999999
Short Note/Next Step
PO
SCMID
PMI
System Message

Save Cancel

e Verify that the correct DocBox has been selected.

e Verify that the correct Taxonomy has been assigned.
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¢ Review remaining information to ensure that all document properties are accurate.

e Click on the OK button to complete the scan process.

=

w

Click Scan.

Ea

. NCaseWorks™

Financial Services

Document Processing

Center

Recent EFC Documents

Scan Barcode Document

Form 1D Taxonomy List

Join Leave Team DocBox
SyncTest

Update SMI Credentials

Recycle Bin

Log Off

Site Contents

Help Too

Load document top down and with the front facing away from you into the scanner.
2. From left-navigation panel, select Scan Barcode Document.

Visually verify scan quality and properties. CaseWorks will autofill document properties by

reading the CaseWorks Barcode. See previous section Scan a Document into CaseWorks for

detailed instructions.

1. Using the All Purpose Navigation, enter in “DB [Space] [DocBox Name]” and select it from the

list.

2. The All Purpose Navigation drop-down will default to Scan. Enter in the DocType in the third

box of the All Purpose Navigation and select it from the list.

3. Select the Green Check Mark to proceed
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k

4. Scan the document in using the pop-up window.

IR DESEHOm W3 XBH Ham0E AR M0 v/ meag H X

= PaperStream IP (TWAIN) - i-61302dj
200: Eurvent Semay |- @ w

Paper Source: |Fescer (front Sae) .I

) - -

5. Enter in necessary client information.

Newly Scanned
Document

Client A = Destination
Information i SS— 5 2 DocBox
Goes Here ™™y, o

6. Review the document and document information then select Save when finished.

7. After scanning a document directly to a DocBox, the APN will display that DocBox allowing for
easy consecutive scanning of documents directly to a DocBox.
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Print2CW (P2CW)

Print2CW allows documents to be sent into CaseWorks. Documents can be sent to a DocBox
or directly to the Electronic Filing Cabinet (EFC).

1. Select “Print” on any document that needs to be sent into CaseWorks.

Print x
Printer| Print2CW v| Propetties  Advanced belp
Brother HL-L62000W series Printer
Copies . [] Print in grayscale (black and white)

Microsoft Print to PDF [] Save ink/toner
Microsoft XPS Document Writer

PSS N L 13FCCAD (HP Color Laserlet MFP M27Tc6) =
@A | o ine2Caseworks Document and Markups v
O Cun
. Summarize Comments
() PagdSend To Onelicte 2016
Mo} VinZimage Scale: 100%
Win2PDF
£5x 11 Inches
Page Sizing & Handling
Size Poster Multiple Booklet
o \lCosoWorks -
e n
O Actual size

@ Shiink oversized pages User Manual
er v n
O Custom Scale: % -

Choose paper source by POF page size
Y 9

Orientation:
@® Auto portrait/landscape

O Portrait
O Landscape
Page 1 of 51
oS B

a) Select the Print2CW printer in the print dialog.
b) Select which Pages to Print.
c) Ensure Document and Markups is selected, if applicable

d) Click Print.
The following page will appear:

Edition : Financial Services Edition| ] (] Make Default Edition 7] Include Date Stamp

[ - =]

2. Choose the product to connect to (e.g. Financial Services, Child Support, MNsure, etc.)

3.11i.1H Select An Edition
MMsure Edition
Social Services Edition
inancial Services Editiol‘k

ild Support Edition
Workforce Edition

(] Make Default Edition
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3. Enter the client’s name or Case Number in the APN to search for the desired client. Select

their name.

4. The default option titled Print allows you to send the document to CaseWorks.

Edition : [] Make Default Edition [ Include Date Stamp

9 result(s)
fosoend | o | AD

Select Case 9999999 AI : -
99999994 Bam Bam Rubble ( 01/01/2000 666-66-6666 Megan Otto )

99999997 Barney Rubble ( 01/01/2000 333-33-3333 Lori Wolf )

99999996  Betty Rubble (01/01/2000 444-44-4444  Cathy Wassenaar )

99999995 Dino Flintstone  ( 01/01/2000 555-55-5555 Andrea Tipping )

99999999  Fred Flintstone  ( 01/01/2000 111-11-1111 Jimmy Corder )

99999992 Joe Rockhead  ( 01/01/2000 888-88-8888 Xou Le Vang )

99999993 Pebbles Flintstone  ( 01/01/2000 777-77-7777 Dani Gorman ) N

a) Choose the DocType using type ahead.

Edition :| Financial Services Edition| ¥|[[] Make Default Edition ] Include Date Stamp

Refresh Data

Print [dh

afN B

[99999995 Dino Flintstone ( 01/01/2000 555-55-5555 Andrea Tipping )

DHS0029G Medical Assistance for Families with Children and Adults (MA-FCA) Income Eligibility
DHS0033 Appeal to State Agency
DHS0035 State Agency Appeals Summary

DHS0666 Compliance with State Decision

b) Click on the Green Check Mark \/

c) The document will preview in the CaseWorks scan interface. Verify properties information.

d) Click on Save.

B Scan component for NCT d... | L
{4 [ NCTQA~ [ 2016 PreProd = @ Next Chapter Technology, L.
la)
<
Scanning To Document Processing Center .g
Content Type ‘ 00 - General Record - Financial Serv v | \-_") Split
Auto Fill

Send Copy To [ v | Document
Title DHS5223 Combined Application Form (CAF)
DocType* DHS5223 Combined Application Form (CAF) |
Taxonomy 1.4 IM - Application ~ ‘
DocBox CathyW, v |
Document Owner(s) |-'«,,L_E
File to EFC No V]
First Name Dino 1
Middle Name X
Last Name Flintstone
SSN 111-11-1111
bos 1/1/2000 v
MAXIS
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CaseWorks has the ability to set the default edition that is selected in the drop down for Print to
CaseWorks (Print2CW). Every time when using Print2CW, the edition selected will pre-selected in the
edition drop-down menu.

1. Select the primary edition that is used most often

7.0 LTH Select An Edition

MMNsure Edition

Social Services Edition
inancial Services Editiork

ild Support Edition
Workforce Edition

[ Make Default Edition

A

2. Select the checkbox next to Make Default Edition or click on Make Default Edition,

Edition : |Financial Services Editionﬂ ’__|* Mal";:?rDefau't Edition

k

3. Select Apply. A message box appears stating that the "Default Edition has been changed

successfully”,
Message from webpage *
| Default Edition has been changed successfully,
Edition : |Financial Services Edition| ¥ | ] Make Default Edition -“Spi I_O—Kk'l
4. Select OK.

When printing to CaseWorks, a checkbox titled ‘Include Date Stamp’ is checked by default and adds a
date stamp on each page of the document.

Edition : | Financial Services Edition| | ] Meke Defsulfdition & Include Date Stamp
[M \ /

The date will be visible after the document is saved. To view the date stamp, open the document in
the Edit Properties (NCT) scan page.
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1. Select File > Print on the document to be printed.

Print

Printer:| Print2 CW

Brother HL-L6200DW series Printer
Fax
Microsoft Print to PDF
Microsoft XPS Document Writer
Pages
MPI3FCCAD (HP Color Laserlet MFP M277c6])
Ol Print2CaseWorks
O Currprmere
O Pag Send To OneMote 2016

Copies:

> Mol Win2lmage
Win2PDF
Page Sizing & Handling (1)
Size Poster Multiple
O Fit
() Actual size

®) Shrink oversized pages

(O Custom Scale: 100 %

[ Choose paper source by PDF page size

Orientaticn:

®) Auto portrait/landscape
() Portrait

O Landscape

Page Setup...

Properties

Advanced

[Printin grayscale (black and white)

[saveink/toner  (©

Booklet

Comments & Forms

Document and Markups ~
Summarize Comments

Scale: 100%
8.5x% 11 Inches

.‘l CaseWorks™

Sociol Services Edition

User Manual

June 2017 1.1

NEXT CHAPTER TECHNOLOGY, INC.

cdors P, M 23344

Page 1 of 51

2. Select Print2CW as the printer and select Print.
3. If adrop-down menu appears next to Edition, select the Edition of CaseWorks to send the

document to.

.. L Select An Edition

MNsure Edition
' |Financial Services Edition |}

4. Enterin “DB[Space] [DocBox Name]” into the new window in the first box of the All Purpose
Navigation and select it from the list.

Edition : [Financial Services Edition| |

DB Blake Pieper  BlakeP

[

DB Blake Pieper BlakeP

x| print

DB Brandon Weeks BrandonW
DB Mary Auer MaryA
DB Cathy Wassenaar CathyW
DB System Account Intake
DE System Account SAccount
DB Henry Luu Henryl

DB Mike Sexe Mikes
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5. Enter in the DocType in the third box of the All Purpose Navigation and select it from the list.

print [ahs3 x|

DHS37567] Agency Appeals Summary for Cost-Effective Health Insurance (CEHI)

DHS3767H Application for @ Cost-Effective Hardship Waiver

DHS3531 Application for Payment of Long-Term Care Services

DHS3525 Application/Renewal for Ereast and Cervical Cancer Coverage Group

DHS3340 Asset Assessment for Medical Assistance (MA) - Payment of Long-Term Care (LTC) Services

DHS3340F Asset Assessment Request for Information for Current HCBS Waiver Enrollee
DHS3340A Asset Assessment Results

DHS3340E Asset Assessment Results for Current HCES Waiver Enrollee W

6. Select the Green Check Mark to proceed.

Edition : [Financial Services Edition[~|

[lDE Blake Pieper  BlakeP Print [DHS3525 Application/Renewal for Breast and Cenvical Cancer Caverage Grou

7. Review the document and document properties then select Save when finished.
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Drag and Drop Documents into CaseWorks

The Drag and Drop feature can be used to bring one or multiple PDF documents into CaseWorks at a
time.

1. Click and hold on the document on your desktop or in file explorer then drag the document
onto your homepage My DocBox or homepage Team DocBox.
a. Do not drag and drop the document(s) into the DPC or a client’s casefile
b. Email attachments must be saved to computer prior to dragging into CaseWorks

nnnnn ~ @& & | Search. o~

&

FSE PreProd

Navigate[V] Case File

My Appointments

v F
r

te  MA atus  ApptStat  AciviyType  ProgamType  Location  Desciption
T are no items t 1 th w of the ointment” ist.

My DocBox

it

N First Name  Last Name tNGe/NedSIp M Taonamy g Qe

«+ BamBam  Rubble 99999994 1.41M - 4/29/2020 850 AM | T
Application

5/6/2020 8:32 AM

2. When the PDF is dragged over your CaseWorks homepage, the DocBox area will turn white
with a Drop here message indicating that you can release to upload the document.
o Note: You can also Drag and Drop documents into any Team DocBox you have joined
that displays on your homepage.
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e N https//fsepreprod caseworkslocal/CWRF/Home aspx ~ @ &/ search.. o~ g
Ml & Home

Wl 5 NCTOA~ 1 2016PreProd v

CaseWorks™  Fsepreprod
= wwees FSE PreProd

My Appointments

My DocBox

v
’ P Drop here.

> Move

3. Do not refresh the page while the workflow is running. CaseWorks will automatically refresh
after the workflow is complete.
o If the workflow is interrupted, the document will become ‘checked out’ and will not
appear in your DocBox. Click here for steps on Checking in a Document.
o Note: Documents will also become checked out if the file name includes special
characters, such as &#$,” Please rename the file to remove special characters prior to
Dragging and Dropping.

After letting the workflow run, if you are not initially seeing the document appear in your DocBox, a
manual refresh is encouraged. Press F5, click the CaseWorks logo, or click the refresh icon on your
web browser to refresh the page.

When the Drag and Dropped document displays in the DocBox, a message will appear in the Title
prompting you to update the Document Properties.

Note: Only CaseWorks generated forms will be imported with client information using Drag and Drop.
If a document is Dragged and Dropped that has NOT been generated using the CaseWorks Forms
function, it will not bring in client information.
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BROWSE  PAGE

NN CaseWorks™
N Cezeriorts

Financial Services

Document Processing
Center

Recent EFC Documents
Scan Barcode Documents
Appointment Manager
What's New in CaseWorks
Form ID Taxonomy List

‘CaseWorks User Manual

) SHARE

FSE PreProd Search this site 0

FSE PreProd

My Links

My Appointments

Reports

Intake

0ss

Training Videos

Unprocessed

Appointment Report

Forms Processed Report
by Created

Forms Processed Report
by Modified

Join Leave Team DocBox

v F Tt MAXIS ApptStatus  ApptStart  ActivityType  Program Type v [ et ure

There are no items to show in this view of the "Appointment" list. [N} Personalize
Contact
Information

My DocBox for Forms

v O p it Name reated By 0 My Working
Documents

= /& DHS5223 Combined - BamBam Rubble 99999994 1.4 IM - 4/29/2020 8:50 AM Dani Gorman

Application Form (CAF)

Application

)

Drag and Drop into
CaseWorks (Please
update Document

Properties)

Dl
State Agency

FSE 99999999_ 1699 _05-06- Dani Gorman

2020-08-32-56 %

5/6/2020 8:32 AM

EaE
Retention
Data

peal

St_1712_05-06-2020-03-
03-31 3%

Update the Document Properties by right clicking anywhere in the blue highlighted document and
selecting Edit Properties (NCT).

Properties can also be edited without a preview of the document by selecting Properties from the
dropdown menu.

W

O

]

i1

11

055 DocBox T

Title

EAG43 AP In The
Home

DHS2919
Verification Request
Form

DH52919
Verification Request
Form

Drrag and Drop into
CaseWorks (Please
update Document

Properties)

T
Hame st Name Claim Case Ep MANIS Tanenamiy Created

EAG43 AP In The Bam Bam | File to EFC 99599994 1.8 M - 4f7/2020 8:43 AM
Home__1523_04-07-2020- Other Dept
0B-43-40 Mark as Reviewed Comm
DHS2919 Pebbles Download tto 99599993 1.4 M - 5/6,/2020 10:24 AM
Verification__1700_05-06- me address Application
2020-10-24-23 Share pe
DHS2919 Fred 99999999 1.4 IM - 5/6/2020 10:27 AM
Verification_1702_05-06- Rename Application
2020-10-27-00

Delete
Crag and Crop into 2/13/2020 2:53 PM
C__1572_02-13-2020-02 Copy

23-29
Version History

Advanced v

Note: Editable Smart forms (also known as LCD or Dynamic forms) that are imported into
CaseWorks using Drag and Drop will not be viewable on the CaseWorks Scan Page. Please use
Print2CW to import these documents so they become flattened.

o Examples of Smart form features include:

Expandable text fields
Radio buttons/checkboxes that open different sections after being selected

Use the Auto Fill feature in the Scan interface or the Properties menu to update the client
information.
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o Typein Case Number

o Select Auto Fill

&

Auto Fill

Scanning To Document Processing Center @) Scanning To
Content Type 00 - General Record - Financial Serv v | Auto Fill 0 Content Type
Title Drag and Drop into CaseWorks (Please update Document Properties) Title
DocType= Drag and Drop into CaseWorks (Please update ; DocType*
Taxonomy v ‘ Taxonomy
DocBox DaniG v ‘ DocBox
Document Owner(s) Dani Gorman Document Owner(s)
File to EFC El File to EFC
First Name First Name
Middle Name Middle Name
Last Name Last Name
SSN SSN
DOB DOB
MAXIS 99999999 Q x MAXIS
SCMID SCMID
PMI PMI
P P
Reviewed

System Message

System Message

Claimed From ‘

‘ Claimed From

Short Note/Next Step ‘

‘ Short Note/Next Step

Version: 1.0
Created at 5/6/2020 8:32:56 AM by Dani Gorman
Last modified at 5/6/2020 8:33.06 AM by Dani Gorman

Version: 1.0

Created at 5/6/2020 8:32:56 AM by Dani Gorman
Last modified at 5/6/2020 8:33:06 AM by Dani Gorman

Document Processing Center e,)

Auto Fill

00 - General Record - Financial Serv Vv ‘

Drag and Drop into CaseWorks (Please update Document Properties)

Drag and Drop into CaseWorks (Please update Document Properties) |

v]

BlakeP v |

Dani Gorman

¥as

Fred

M

Flintstone

111-11-1111

1/1/2000
99999999

4. Update the DocType to match the type of document. Taxonomy will autofill based on

DocType.

Scanning To

Content Type
Title

DocType=
Taxonomy
DocBox
Document Owner(s)
File to EFC

First Name
Middle Name
Last Name
SSN

DOB

MAXIS
SCMID

PMI

P

Reviewed
System Message
Claimed From
Short Note/Next Step

Version: 1.0

Created at 5/6/2020 §:32:56 AM by Dani Gorman
Last modified at 5/6/2020 8:33:06 AM by Dani Gorman

Document Processing Center e,)

Auto Fill

00 - General Record - Financial Serv v |

Drag and Drop into CaseWorks (Please update Document Properties)

Drag and Drop into CaseWorks (Please update Document Properties)

v]

DaniG v |

~

Dani Gorman

LY

NOV‘

99999999

5. Update any other properties and Save.

91 | Page (Back to Top)

©2019 Next Chapter Technology, Inc.




CaseWorks User Manual v1.3 Revised: 04/25/2025

92 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3 Revised: 04/25/2025

Moving Documents out of CaseWorks

To easily get individual documents out of CaseWorks, click on the document Name link. This will open
the document in Adobe where it can be printed or saved as needed.

My DocBox Pending (4) All Documents (26)

v D P Title Name First Na

4 DocBox : MeganOtto (22)

_rgEl DHS3271 DHS3271 Request for saa Dino
v Request for 500 07-19-2;
Information 10-19

To quickly attach the Adobe document to an email, click the envelope icon in the upper right-hand
corner of the Adobe window, make sure ‘Send as a link’ is toggled off, and click Next. A new Outlook
email will open with the document attached.

@ # Signin — (m ] X
s B 6 8 @ o
A

.'-‘
Send by email &
Q

Default email application (Microsoft Outlook) v

O Send as a link

.

Staff can use Drag and Drop or Export Feature to quickly get multiple documents out of CaseWorks.

Drag and Drop to Desktop
1. Select the check mark next to any number of desired documents in CaseWorks.
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My DocBox

[

0T
y

[

(LA)

Request for
Information

FSE602 Lease
Agreement

ﬁl Information 10-19
73] DHS2402 DHS2402 Change e
Change Repor_ 638_09-17-
Report Form  2024-01-26-55
[safl DHS3271 DHS3271 Request for e

18-31

__643_09-18-2024-11-

FSE602 Lease
Agreeme_ 644 _09-18-
2024-11-20-12

Title Name First Name Last Name Short Note/Next Step MAXIS Taxonomy Created
DHS2919  DHS2919 Verification_1999.04-  =» Bamey  Rubble 99999997 14IM-  April 10
Verification  10-2020-09-25-15 Application
Request
Form
DHS0033  DHS0033 Appeal to ws Bamey  Rubble 99999997 13IM-  April 10
Appealto  St_2003_04-10-2020-09-26-42 File
State Retention
Agency Data
FSES16 FSES16 Bulk Scan_3704_05-01- ws Pebbles  Flintstone This is an NCT 99999993 191IM-  5daysago
Bulk Scan  2020-08-49-00 testing document Misc-Bulk
Scanning
_ 2020050516152007_3916_05- Yesterday at 4
2. Click and drag from the pdf icon and drop it onto your Desktop.
|
My DocBox Pending (4) All Documents
v [ p Tite Name
: MeganOtto (22)
., DHS3271 DHS3271 Request for
" Request for _ 500_07-19-2024-09-

Drag and Drop Directly to an Email
1. Open anew email in Outlook.
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2. New email can be placed side by side to CaseWorks as shown below.

Untitied - Message (HTML) > X O | & FseHome x |4 = =z =
File  Message Insert  Draw  Opfions  FormatText — Review  Help < C A @€ | B nitpsy/fsenctdemo.caseworks.local/CWRF/Home.aspx * & & 1= 2 @
fﬁ [g @ E @ ﬁ' ) o [ 2016Pre-Prod ) NCTDemo [ NCTOA [3 BarcodeSite P ASUS E-Service Q
Paste Basic | Names | Include Loop Tegs | Dictste | Editor | Immersive New
~ P Tetv v v Components ~ < Reader | Scheduling Pall BROWSE  PAGE € siare Yy Fouow O S
Clipboard 5 Collaborate Veice | Editor | Immersive Find Time A
5 CaseWorks &
= Financial Services  FSE Demo
+
bt Document procesing For eSignature go-live support, click here at 1:00 PM Tuesday & Thursday.
enter
Recent EFC Documents
Scan Barcode Documents
Retrieve MNbenafits ‘ ‘ N "
Documents avigate
Appointment Manager .
My Appointments
What's New in CaseWorks
Xou LeVaVang Form ID Taxonomy List v OF Tite MAXIS ApptStatus  ApptStart  Activity Type  Program Type Location  Desaription
Procct Spcialist CaseWorks User Manual There are no items to show in this view of the *Appointment” list
7700 Eaquitable Drive, Suite 200
Eden Prairie, MN 55344 Training Videos
My DocBox Pending (0) All Documents (3) Working Docume
wwvnctine.com Reports
NET | CaseWerls Software Appointment Report v oD op e Name FrtName  LutName  ShortNofs/MedSttp  MAXS  Taxonomy  Crest
Botter Document Managesmont
Forms Processed Report 4DocBox: XouleV (3)
by Created .
[ A DHS2910  DHS2919 ... Dino Rubble 99999994  1.41M - 1718,
F Pr d Raport = N Y
b°"h:5 d;"‘m:m epo Verffication  Verification_1103_01- Flintstone Application
"y Modifie Request  18-2023-10-22-40
Join Leave Team DocBox Form
Outgoing Mail El A DHS2919  DHs2019 e Joe Rockhead  Pend Example 99999992 14IM- 4719,
Verification  Verification_1369_04- Application
Unprocessed Request 19-2023-02-16-58
FamilyTeam Form
oss B DHS5223  DHS5223 Combined v Fred Flintstone  Waiting for 1D 99999999 14IM- 1071
Combined  App_846_10-11- Application
Application  2022-09-25-04
Form (CAF)
New email next to
CaseWorks homepage
ials @
WBeCriptions ¥

Title Name First Name  LastName  Short Note/Next Step  MAXIS Taxonomy Created
DHS2919 DHS2919 Verification__1999_04- «»s  Bamey Rubble 99999997 14 M- April 10
Verification  10-2020-09-25-15 Application
Request
Form
DHS0033 DHS0033 Appeal to «ss  Bamey Rubble 99999997 13 IM - April 10
Appeaito  St_2003_04-10-2020-09-26-42 File
State Retention
Agency Data
FSE516 FSES16 Bulk Scan__3704_05-01- «ss  Pebbles Flintstone  This is an NCT 99999993 1.91IM - 5 days ago
Bulk Scan  2020-08-49-00 testing document Misc-Bulk
Scanning
_2020050516152097__3916_05- Yesterday at 4
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4. Click and drag from the pdf icon and drop it into the body of the email.

[ Upload Document s

= To Iew Foider

New

i e
Open&Check _ Merge  EditProperies Fileto Claim Selected Copy/Move S
Out-  Documents (Multiple)  EFC

s h it e
e Bwot  Requ
Documentls) Document(s) Pending Documents eSigna

Manage CaseWorks Documents

Send Ce

Document Processing

Subject Center

Recent EFC Documents
Scan Barcode Documents

Retrieve MNbenefits
| Documents

. Appointment Manager

* What's New in CaseWorks

*
*,
Xou Le VaVang »
Product Specialist

7700 Equitable Drive, Suite 200
Eden Prairie, MN 55344

Form ID Taxonomy List
CaseWorks User Manual

oy
""'lllI---l-lll- »

Ll
www.nctine.com Reports . L ] a
NCT| CaseWorks Software Appointment Report
Botter Document Managerment
Forms Processed Report
by Created
[} Movg

Forms Processed Report
by Modified

Join Leave Team DocBox
Outgoing Mail
Unprocessed
FamilyTeam
0ss

Intake

HCCAP

For eSignature go-live support, click here at 1:00 PM

My Appointments

v F  Title MAXIS ApptStatus  ApptStat  ActivityType  Program

There are no items to show in this view of the “Appointment” list.

My DocBox Pending (0) All Documents (3) Wol
Title Name First Name
uleV (3)

DHS2919 DHS2919 === Dino
Verification  Verification_1103_01- Flintstone
Request 18-2023-10-22-49

Form

DH52919 DHs2919 we Joe
Verification  Verification__1369_04-

Request 19-2023-02-16-58

Form

DHs5223 DHS5223 Combined == Fred
Combined  App_846_10-11-

Application  2022-09-25-04

Form (CAF)

5. The email will attach the documents automatically. Enter in the appropriate email details and

select Send when finished.

Fle  Message Insert  Draw  Options  FormatText  Review  Help ©  Tell me what you want to do
g~ < | calibigody v 1« B I U & - A~ =+ = =E- & 3 - [ Address Book g2
> T
Send e
Subject

DHS12358 DHS ACE For__616_04-21-2020-04-01-19.pdf -

ACEQO1 Invoice - Gen_614 04-20-2020-04-02-27.pdf i

17 KB

Bleks Paper

Project Manager
Office: 612-444-3388 Ext. 121
Blake.Pieper@nctinc.com

Next Chapter Technology, Inc. | CaseWorks™ Software

Paperless Solutions Transforming the Workplace

Export Documents

The Export Documents tool can be used to export multiple documents outside of CaseWorks at one time.
Documents can be exported from the DPC or EFC, homepage or casefile page. First, an Export Folder will
need to be set up on your Desktop. Please see this link for instructions on this one-time setup.

To Export Documents:

1. Click on the individual documents that you wish to export.

2. If you wish to select all documents, select the Check Mark at the top

3. Click on Export Documents in the Top Ribbon Toolbar.
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BROWSE  PAGE | FILES | LIBRARY < ) sHaRe O,
™ e [ Check out A kY e Version History
g ) ¥3 -
- J CheckIn Ly J . ( =2 Shared With
New Upload  Ne Edit Merge  Fileto Claim Selected Copy/Move Convert File(s) Export ags Reduce PDF  View Edit Share  Alert  Download a Workflows Publish Tags &
Document ~ Document Folder  Document Discard Check Out ~ Documents  EFC  Document(s) Document(s) PDF Documents_ Size Properties Properties X Delete Document Me - Copy Notas
New Open & Check Out Manage CaseWorks Documents Manage Share & Track Copies Workflows Tags and Notes
Expand Al Collapse All
DPC Workgroup EFC Associated Cases Tagged Documents Appointment History Admin
v Title Name First Name  Last Name  Short Note/Next Step  Workgroup¥  Created Modified
l@unomy : 01 - INTAKE - INITIAL APPLICATIONS (2)
v [z1 DHS2140 Application for Social DHS2140 Application «: BamBam Rubble 999999893  8/27/2018 11:22 AM 10/10/2019 9:23 AM
Services __206_08-27-2018-11-22-41 =5
v [z1 DHS2140 Application for Social DHS2140 Application . BamBam Rubble 999999893 8/27/2018 11:16 AM 10/10/2019 9:23 AM
Services _ 212 08-27-2018-11-16-57 =5
4Taxonomy : 03 - CORRESPONDENCE - REFERRALS (1)
= HS2828A Notice of Action DHS2828A Notice of ... BamBam Rubble 999999893  3/28/2019 5:00 PM 10/10/2019 9:23 AM
v essments and Reassessments) A_ 277 _03-28-2019-05-00- 55
32
omy : 04 - FINANCIAL (5)
41 SSE175 Bank/Asset Statements SSE175 BankAsset «« BamBam Rubble Demo Document 999999893 12/6/2019 11:01 AM 12/6/2019 11:34 AM
St 326_12-06-2019-11-01- 58]
02
4. Once the Export has processed, click OK.
H X
Export File(s) To

After the documents have been exported, they will be available on the CaseWorks Home page in the
Left Navigation Panel link: Exported Documents. Exported documents will also display in the
Desktop Export Folder previously set up (see here for setup steps).

Note: When documents are exported from CaseWorks, the user that exported the documents will
appear as the Last Modified.

R
@ New 1 Upload ,‘:’, Sync F:J Share W
All Documents Find a file je
v [0 Name Modiified Modified By
Bl D388 Pay Stubs # «eaf| 7/29/2021 3:32 PM Abbey Schmitz
1 D392 Photo ID, proof of birth state ID, birth certificate % wea] 7/29/2021 3:32 PM Abbey Schmitz
&l DHs2146 Authorization for Release of Employment Information 3 a] T/29/2021 3:32 PM Abbey Schmitz
Bl DHS3979 Notice of Privacy Practices DHS-3979 # e 7/29/2021 3:32 PM Abbey Schmitz
A WFC107 WIOA Adult Intake Application 2013 # ol 7/29/20213:32PM [ | Abbey Schmitz
k= wrC125 Dislocated Worker Intake Sheet 3 wel  7/29/2021 3:32 PM Abbey Schmitz
Drag files here to upload

From the Export Documents folder on your desktop, you can:
e View the Export Documents for 30 days.

e Attach documents to an email.
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e Copy files to an e-file folder.

e Delete files (Documents deleted in the Export Documents folder do not impact CaseWorks).
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Emailing Documents into CaseWorks

1. Open the document, form, or website you wish to email into CaseWorks.

2. Click on the Printicon or select File -> Print from within the application.

3. Select Win2PDF as the Printer Name from the drop-down menu and click on the Print button.
4. The following Screen will display. n

Saveln.v-Desktoo v] © 2 £ @A
4 Name ° Date modified Type Size
. Downloads 4/15/2016 1:45 PM File folder
Cickaceess Efile 4/19/201611:18 AM  File folder
- FujitsuPaperStream 4/14/2016 11:11 AM  File folder
Master document 3/11/2016 2:59 PM File folder
Desktop PDFBinder 4/12/2016 3:27 PM File folder
"X DI Picture 3/18/2016 3:41 PM Adobe Acrobat D... 1,246 KB
[ | ") Merged PDF 4/12/2016 3:34 PM Adobe Acrobat D... 6,697 KB
Libraries "% Test PDF - 5 4/11/2016 3:55 PM Adobe Acrobat D... 38,597 KB
Q " Test PDF-3 Copy 4/11/2016 3:27 PM Adobe Acrobat D... 3,890 KB
This PC
i File name: |CaseWorks Example €———Type a Friendly Name v Save
Network -
Save as type [PDFhugeody-W\odmme(PDF) ] N Cancel
Help
PDF Options... View file Send file
Print file Delete after sending

a. Give the “File name” a “friendly” name.

b. Select “PDF Image Only” from the “Save as type” drop down.

c. Check the “Send file” and “Delete after sending” box then click Save.
5. Your Outlook Compose New Email screen opens with the PDF attached.

6. Inthe “To” field, enter your county-specific email address. If you are unsure of what your
county’s email address is, please ask your supervisor. Here is a sample email address:
11.fseyourcounty.docs@route.caseworkscmn.org

51.msewatonwan.docs@route.caseworkscmn.org
. Delete text in the subject

line and replace with
proper encoding as seen
in the examples below.

ﬂ- Sample Verification Re
91 KB

*Type a Short Note/Next Step here

7. Complete the Subject line of the email with proper encoding as provided in examples below.
a. SendtoDocBox: Toroute document to a DocBox, type the DocBox Name [space] Case

Number (MAXIS, Integrated Case, PRISM, Workgroup, WF1CaselD, or Vendor #) in the
Subject Line and click Send.
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¢ Note: It is not required to provide a Case Number.

To..

Send

*Type a Short Note/Next Step here

31.Washington.SS.docs@caseworksfs.washcty.local

FredF 99999998

LM~ Sample Verification Re...
91 KB

JulieR

(DocBox Name)

Document will arrive in designated DocBox
(No other identifying information will display)

99999997
(CASE Number Only)

Document will arrive in case owner’s DocBox and will display Client’s Name & CASE#

JulieR 99999997
(DocBox & CASE#)

Documents will be routed to the DocBox indicated on the subject line and the Client’s
Name and CASE# will display

99999997 DHS5323
(CASE# & DoclD)

Document will arrive in case owner’s DocBox and Client Name, CASE#, Document
Title & Taxonomy will display.

99999997 DHS5323
F:
(CASE#, DoclD, F)

Document will file directly to EFC provided it has a CASE#, DoclID and Uppercase “F”.
All three of those items need to be entered or document will not file down.

(DocBox, 00, DoclID)

JulieR 99999997 Documents will be routed to the DocBox indicated on the subject line and the Client’s
DHS5323 Name, CASE#, Document Title, and Taxonomy will display.

(DocBox, CASE#,

DoclID)

JulieR 00 DHS5323 Routes to designated DocBox and populates document title and taxonomy. (The

double zeros are a placeholder for the unknown Case#)

NOTE: You may
choose to leave the
subject line blank

This encoding option is configurable per County need. Documents emailed without
a subject line will default to the 0SS DocBox, however, Counties can specify a
different DocBox to default to if needed.
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CaseWorks can receive emails with multiple attachments and automatically add those documents to

a DocBox. The documents will be routed to a DocBox based on the Case Number or the name of the
worker.

1. Prepare documents to be emailed into CaseWorks (If all the files are in an email that was sent
previously, skip to step 2)

a. Save files to an easy to access location (recommended: create a folder called "CaseWorks"
in the "Documents" folder).
i. NOTE: the documents should be saved in a PDF format.

b. For web pages or files that are not saved as PDF files in the "Documents” folder or the
desktop, select File > Print.
i. Select Save to PDF.

ii. Select the location to save the document to (Example: the folder titled "CaseWorks").

G
Organize > New folder - 0
® This PC ~ Nome ate modifi
» 3D Objects
w Desktop
Documents
& Downloads
& Music
« Pictures
B Videos
2505(C)
& Network SAAS >

File nam{ Barney Rubble - Wikipedia.pdf ]

Save as type: Adobe Acrobat Document

A Hide Folders Save Cancel
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2. Use Outlook to email multiple documents
a. Create a new email in Outlook (Or select Forward in the email containing the documents to
be sent into CaseWorks).
b. In Outlook, enter in the correct email in the "To" field. If you are unsure of what your
county’s email address is, please ask your supervisor. Here is a sample email address:
11.fseyourcounty.docs@route.caseworkscmn.org

999999939 - Message (HTML

ﬂ I L) Bl insert  Options FormatText Review Help O Tell me what you want to do
.o v 4 » This v » - alibei (Bodh AN @ | Attach File « P- . E.
Oon v B/ U . 5 B Attach ftem - ! = i
el 1. o P e e el S e
? ~I™ Bamey Rubble - Wikipediapdf | /2720081000 AM Adot Y ] 9
= Desktop Clipboard Basic Text Include g Addine a
& Downloads
Documents .
& Pictures
Blue Earth

For User Manuals
User Manuals

Watonwan

¥ OneDrive

Drag and drop the files into
the email

*A Note for CaseWorks

] OneDrive - Next Chag

S This PC Next Chapter Technology, Inc. | CaseW

rks™ Software
» 3D Objects

= Desktop
Documents.

Paperless Solutions Transforming the Workplace

& Downloads
3 Music

& Pictures

8 Videos
LH0s(C)

& Network

3. Select the location where to send the documents in CaseWorks
a. CaseWorks will automatically route the documents to the correct DocBox based on Case
Number. Simply type the number in the "Subject” line of the email.
b. Toroute a document to a specific worker that is not the primary worker on the case, skip
step A and enter in the First Name and Last Initial of the individual that should receive the

documents.

i. Example:toroute to Fred Flintstone, type FredF in the subject line.

Insert  Options  Format Text  Review 9999999999 - Message (HTML)
e s v e—  1— (221 of . : )
N Calibri(Be~ |11 = A A =iz~ By [2=) A‘n}' Insert Options FormatText Review Help ) Tell me w
|
Paste ¢ BIU ¥ A-B== == Address Che = I:. sl &% 0 AttachFile ~
- Book Nan I V@
’ . Attach Item ~
lipboard = Basic Text ~ Names Paste B I U \ Address Check _
- Book Names L& Signature -
To.. 11 fseyourcounty@routecaseworks.com lipboard Basic Text Names Include
]
Cc.. To 11.fseyourcounty@routecaseworks.com
Send o) 3
SﬂbJCd |
Cc..
3 | ikipedi -
Atached r gzr]n?é Rubble - Wikipedia.pdf Subject
o i ’ EEA  Barney Rubble - Wikipedia.pdf _
Altache
ok /J~ 251KB
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4. Addin anote for the documents (optional)

a. Toadd anote to the documents, type an asterisk * into the body of the email then enter in
the note for the documents.
5. Send the email

999999999 - Message (HTML)

VESEM Insert Options FormatText Review Help Q Tell me wha

g X P 31 o8 e
B CalibriBc~|11 A A [3=-i=-| 8 |23 e 0l Attach File
Pact b = = = Check 97 Attach Item ~

o B I U 2. CEE = e ress Chec .
- ¥ a A-B=E=Sex Book Names £ Signature~ |
Clipboard Basic Text r Names Include

To... f rcounty@r works.com;
=1

CeL
Send

Subject 999999999

Barney Rubble - Wikipedia.pdf _

Attached 251 KB

*thisis a note|
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Modify a Document in the CaseWorks Edit

Properties (NCT)

After a document has been scanned and/or stored in CaseWorks, modifications can be made to the
documents. This includes documents that are in the DPC, My Working Documents or filed to the EFC.

You can edit a previously scanned document in the following ways: Delete Pages, Reorder Pages,

Rotate Pages, Annotate, Redact.

1. Locate the document you wish to modify. Right-click on the document and select Edit

Properties (NCT).

o

= Mo M

r Mo Mo
Mo Mo
MNo Mo

DHS51795 551 Inte
Authonzaton

My DocBox

DH50666 Cornpliance with State
Decision

Claim Case
DHS1467A State |
Determanatson of

DHS1503 PHYSIC  Fila to EFC

Edit Properties (NCT)

Mark as Reviewed

DH50666 Compliance
_01-24-2018-05-48-14

95 551 Interim __45_01-
18-09-16-59

1674 State
__51_01-25-2018-09-21-

303 PHYSICLAN
2 01-25-2018-09-23-06

2. Your last selection will be remembered each time you navigate to the Edit Properties (NCT)

page to view documents.

Note: Each time you open a document, you will not have to select your preferred view.

Fit to Width

Jied X8 AdAhE aen s/maeX o B

| Minnesota Department of Human Services

Minnesota Health Care Programs

Giving Permission for

Someone to Act on My Behalf

Date:
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Jrel X3 AaHD ALY 5/maX o

.
.
2. Click on the page that you wish to edit.
el s >
EeB0®R Jdr»ld XE dpR0H AeTEUE0 @ /mug p X | @
File Navigation Paging Zoom Processing Annctations. Auto Fill
= n
User Manual v 4.0 revised: 11/13/14
Income Maintenance User Manual Revision History
Dale Versian | Description of Revision TAuthor
01/01/13 [ 10 2013 Update
=== TSI 36— rommotieg updaie a3asae iowina— ot
Femomhoy
eAdding short note
12/0513 (2.1 ‘Added procedure for odding anote toa Workman
et
troubleshooting guide
0472814 (31 Updated scan screenshots, added section ‘Workman
“Speciclized Processes” to include MnSure.
Subscripfions, and Provider Flles.
p— 264 [32 Updale Eleconic Signalures Wassenaar
— 111314 | 40 ‘Added procedures for Edit User Profile, Wassenaar
] Chacking SMI Connection Status, and Search
—— @ Library. Updated procedures for working
‘with Scan features and functionality.
1/10/15 |41 ‘Added procedures for Join/Leave leams ‘wassenoor
3. Click on the appropriate icon based on the edit function you wish to use.
ERSHOM U3 X8 HE0E AR BOE0 u/ muEg A X @
it ~
. : Redact [
Split T
= e
Text
Toac ol i
I.{xkr":l-.".--\ g n Wonmeno
— e _wm.vrrrmr\-\'-uﬂfv U Profle. T woenaa
—_—— Checking 34l Connesfion Sicha, and Jeanch
— = Sl S Comeen et o
— Click and o [x T
Ta—
drag to
— reorder
= - pages.
—

_ER Split

e - Add text

- Redact
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4. Once you have made the desired changes, click to save your edits.
Reorder a Single Page

1. Select the page that you are reordering in the thumbnail preview pane.

2. Click and drag pages in the thumbnail view to reorder pages of the document.

5 L NCTOA~ [ 2016 Prefrod ~ M FSE M SSE & Support

Bu358H0m Lxd X4 pER08 448 /a8 X @

AutoFa || Toogle

smmeesmeed  Select the page that
you are reordering

Now Drag the page
the the desired il
order ~

Reorder Multiple Pages

1. Select multiple documents by holding the control key on the keyboard.
2. Click and drag to reorder multiple pages.

BLa3>5880R 5.3 X5 AR & /W o M
~ Select multiple pages by
e holding the Ctrl or Shift Key
o and select pages to reorder
,o T ——— napcan, = rueBscan dupier=1Biste62AcS G164 festssssscamDmteszotcs. = @ O || searcn.

Resp{ Scan component for NCT d.. | & GoloMeeting
4 [ NCTQA«w 1 2016PreProd v B FSE R SSE @ Support

] DS DD 8HOR .j@,g_z X 2

O Type here to search D

Now, hold and drag one of
the pages to reorder
multiple pages
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1. Right-click on the document and select Edit Properties (NCT) in the context menu.

2. Select the page(s) to be rotated and click on the appropriate rotate page icon.

Ba3a8OR i d X Hdaa0E |[(Ael|a/magX | @
File Navigation Paging Zoom Processing N Annotations Auto Fill
4> R
= Y
Processing
-
—ﬁlk- Rotate clockwise ﬂll Rotate counter-clockwise Jh‘ Rotate image 180 degrees

3. Scroll to the bottom of the screen.

Save

4. Click on Save to complete the process.

1. To delete a page, open the document which contains the page to delete in Edit Properties
(NCT).

SRa35800R w4 | XKd|d2a806 Al S/ mEgX @

File Navigation Pagin Zoom Processing N Annotations Auto Fill

2. Select the page(s) to Delete, click on the Delete icon x, and click .
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Additional pages can be added to a document once it has already been brought into CaseWorks.
Add Additional Scanned Pages

1. Open the document in the Edit Properties (NCT).
2. Click the Scanner icon and you will receive a pop-up message. Click Add Scan to

Document.
Add to existing document? x
Do you want to add the scan to the existing document?

Add Scan to Document No
BY93Pp8E0R . 4 XH PdoaE0E Al d/7mugX | &
= =7 L7 = [ ]n7 4| | 2] 2 ) =l A o A __.ﬁ‘ @

File Navigation Paging Zoom Processing N Annotations Auto Fill
S dPpasdoR
/ 51 = 7 =y
File

Upload Pages from the File Explorer

1. Open the document in the Edit Properties (NCT).
2. Click the File Folder icon and the File Explorer will open.

LD PS8EHOM iy 4 XE LHaA0E ALl S/7mugX | @

File Navigation Paging Zoom Processing N Annotations Auto Fill

%]

Ba®DsHOm

File

Note: You may also use this option in the Scan Interface to add a page

X ]

Faging

3. Choose the Document to bring into CaseWorks and click Open.
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i
& Choose File to Upload x
4 Bl > ThisPC » Desktop ~ D Search Desktop a
. j
Organize » | New folder = m @
__im— - . . ~
@&/ Organize this folder's contents. ['¢ Date modified Type Size
CaseWorks Form Apps 4/8/2020 2:53 PM File folder
NCT Logos August 2020 Scan Updates 9/4/2020 11:43 AM File folder
Project Template CaseWorks Forms 10/15/2020 11:53 AM File folder
8/24/2020 8:58 AM File fold
Screenshots Folders 8/24/2020 8:58 le folder
NCT Logos 6/9/2020 8:48 AM File folder
TEST Master Mar -
New Scan 2020 (3) 9/28/2020 9:25 AM File folder
Upgrade - MNPr
va Test Transfer File folder
User Training Training File folder
Videos Training Example Docs 01021 AM File folder
West Central SSE Training Videos 9/ 9:02 AM File folder
& This PC Transferins 6/19/2020 12:35 PM File folder v
v < >
File name: | Al Files () ~

et e

= umderstand cash asistance is rovided Lo help elgble luvlics et theie b heeds

« lunderstand i or ) card, Lmay be
e eotgated s dinuakibed o proseculcd ot (rand. Mot S, ctiocs 198 and 09531

.l rocertfication SHAF buntis

dinectly o wsed iy EBT curd Voot cny cash amer SNAP bemetits

. p—
page &
= Licknomdps ity ok revewed nd cxplamed
Chont Respombilises s Right” (DISA163)
v L 0 astam m chib gt s sated o

the aitached "Notics of Privacy Practces” (DHS-3979) v

4. Your document will now be availbale for preview and adding annotations in the
CaseWorks Edit Properties (NCT).

109 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3

Revised: 04/25/2025

Documents can be brought directly into the Scan Interface by using the drag and drop feature. You
may use this Drag and Drop feature to bring a new document into CaseWorks or to add pages to an

already existing scan.

1. Search the client in the APN, choose Scan and select the DocType that you would like to drag
into the CaseWorks Scan Interface.
2. Alternatively, you can drag pages into an already existing scan by right-clicking on a
document and opening the Edit Properties (NCT).
{ ; 2 U B3 a8 B s 0
Refresh Data
0 199999999 Fred Flintston 01/01/2000 111 1111 Blake Pieper ) Al v (s ed Ap: F ¥ r
My Appointments
1. Search the client in the APN,
select scan and DocType et CasaFle. 8 Q A i
y Edit Properties (NCT) 0 99999999 1.4 1M 9/3/2020 11:41 AM Dani Gorman
OR Claim Case ‘Iz’_\i}:”” ‘(J’L:’.llsi:l Application
ja  Mark as Reviewed stubs 99999999 16IM- 3/22/2019 10:10 AM Eric Duong
2. Drag and drop to add pages to — sen
an existing document by Clicking , N— B
on the Edit Properties Scanner " Download soces Novhcaton 0 D
Share
Rename
FOrnoA Fred ¥ 151M 1 M (
l-.’v;.:;.be Delete omi
1. Once in the Scan Interface, choose the Drag and Drop icon in the Tool bar.
—
A= 5 ; E
HFuPpS8dOmR v d X daE06E Al J/mEgX @
File Navigation Paging Zoom Processing N Annotations Auto Fill
spr>SHOm
= = e .
File

2. You will see a message that says “Drop files here”.
3. Choose the document that you are brining into CaseWorks and
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4. Drag and Drop the document in the Scan page.

Revised: 04/25/2025

e N nmps:, caseworks.local/_layc

M Scan component for NCT d.

NCTQA~ 2016 PreProd v &L FSE ® SSE @ Support

FRDD8EH0m Jr 3 X L8068 ALk 2/mugX 2 [

5. Now, click OK. BR3®DSHOR

6. Your document will now
appear in the CaseWorks Scan
Interface.

7. Edit any Document Properties
and Save.

e d X ALRE06 ALl J/BU8X @

Name Size Status
Blank pdr 80.57 KB Upload pending
Fred Flintstone. paf 10690 KB Upioad pending
Add oK Cancel
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The Annotations section in the Edit Properties (NCT) toolbar provides the ability to add annotations to

an already existing document.

Fila Mavigation Paging Zoom

FR3D8E0R U Ui XEhhanRALlXd/ magwX] @

Rotate Annotations Auto Fill

Add Text to a Document

Add text to a document by clicking the textbox icon and placing
your cursor and dragging in the document where you are adding a
textbox.

Annotations

See steps below to change the color of text in the Edit Properties (NCT).

Pen Tool

The pen tool allows you to draw free form on a document. Pen tool
will stay selected for annotations until another tool is selected or
you click outside of the document.

Redact Parts of a Document

Redact any part of the document by clicking on the black rectangle
and click and drag portions that you are redacting. This shape can
be moved or resized until it is burned on the page using the flame
icon.

Highlight Text

Choose the yellow icon to highlight portions of the document.

Signature Icons

Use the stamp icon to add signature icons within the document.

Delete Annotations

Select any Annotations and click the blue X to delete them. Hold
the Ctrl key while selecting to delete multiple annotations.

Date Stamp Annotation
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Select calendar to create a “Received Date” annotation to documents.

To change the color of the text in a text box that has been added in the CaseWorks Edit Properties
(NCT):

1. Add a Text Box by selecting the Text Box icon from the menu.
2. Click and drag on your document to create the text box.
3. The Text Annotation Properties will automatically open.
a. Add atextinthe Text Annotation field.
b. Select the ‘Color’ properties and choose from the list of color grid.

c. Select OK.
0, ~ & g +
R U0 X9 Haa0s 2y magX o s © B
Navigation Pagmg Zoom Rotate Annotations Auto Fill = NCT Tools | | NCT Fields | Toggle

Look at the fems marked below. Send the requested information or proofs below by 4282023

to the address above. These can be a copy of the requested information. Wrile your case number on all pages
of the documents you send

You sy not receive bensfits or your benefits may end I we do not receive prooffs) by @R92023 I you need
help getling proofs, contact the agency listed above. If you ask for help getting proofs, the agency must help you

e Double-click to change text

We may need more information 9 Text Annotation Properties x
* At the time of your interview
* When your case is reviewed

* When there is new information .
—Annotation Text

5 Double-click to change text
(24 2
—Font: Fill
O | fa | || Color —
B / Uabe || Opacity —
—Outline & Rotanot.
i s 7| color Ona(‘ltv
- — -
Aticntion. 1f you oeed free belp intespreting this document, ask your worker or call the nambes below for
vous Langesage
PPN LUY) R AmCW ACAS LLAT DY PIARY AT Fantd O£ MAR #TC |-844-217-3547
reon: Cancel OK
1-800-358.0377 40 Jle S gl 20 (o 0 ! AR ale A 8 A el 10 N
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Digital Signatures can be uploaded by a CaseWorks Admin at your County.
To add a digital signature in CaseWorks, open a document in the Edit Properties (NCT).

1. Click on the NCT Tools button from the tool bar.

L A 2magX | & \© [«

Annotations Auto Fill] | NCT Tools Fields | | Toggle

2. Click and drag in the area of the document that you would like the digital signature to display.

SGNATURE OF APPLICANT OR AUTHORIZEDREPRESENTATIVE | DATE SGNATURE OF SPOUSE OR OTHER ADULT
Ve Vd
SENATTNE OF AUTHORZED REPRESENTATIVE DATE SGNATURE OF AUTHORZED REPRESENTATIVE
/'
3. This pop-up will display.
Sign with a Digital ID %
—S1gn
Password Comments (Optional) | |
[ Remember for the day [JFinal Approver (Verifies and Locks Document)

—Resiz

Height|{148.77 | Points Width|446.31 |Points ] Remember Size Maintain Aspect Ratio

Preview Continue Cancel

Enter your digital signature password to sign.

You can select for CaseWorks to remember your password for the day.

You can add a comment that will display underneath the signature.

You can select Final Approver. This will lock the document from further edits.
You canresize the signature by adjusting the Height and Width fields

Click Preview to view the signature and continue adjusting if needed

g. Click Continue to sign the document.

"0 Qa0 T

4. The signature will appear in the indicated area on the document.

SIGNATURE OF APPLICANT OR AUTHORIZED REPRESENTATIVE | DATE SIGNATURE OF SPOUSE OR OTHER ADULT
Vd Vd
SIGNATURE OF AUTHORIZ ED REPRESENTATIVE DATE SIGNATURE OF AUTHORIZ ED REPRESENTATIVE
Electronically Signed By o
Megan Otto 7z

DocVersion 3.0 on 11/11/2022 11:46:46 AM
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Follow this procedure to split a portion of a document out of another larger document. See steps
above to navigate to Edit Properties (NCT).

Reorder pages as desired (drag and drop thumbnails in left preview pane) so the bottom-most pages
correspond to the Document Properties below. This section will be Split from the document.

1. Click on the first page of the section to be split off.

Note: the selected page and all subsequent pages will be saved as a New Document with the
existing Properties.

[N i A T 3
EReHO®R .3 X dh=E0 acl@ @0 @/ maUg hX | 2
Fie Navigation Paging Zoom Processing Annotstions Auto Fill
_ ~
= r Manwal v 40 revised: 11/13/14
Electronic Signatures Set-up
The purpose of is 1o 58t up the Topaz
e ——] signature pad to work with C 5. Windows 7 is
ImE=| Install Required Software
— J 1. Piug the signalture pod infa the compuer,
Note: You will get a message that the driver softwore & being installed.
2. Downlood ond install Adabe plug-n.
a. Cick on this ink 1o navigate fo the st
[
B B
el b
= .
©. When prompted as shown balow. click on the Run button.
v |
1/25/2018
Scanning To Document Processing Center @
Content Type [00 - General Record - Financial Services ™ Auto Fill
Title|DHS1467A State Medica
DocType~|DHS1467A State Medical
File to EFC[Ne_v]
Reviewed[No_v]

2. Click on Spliticon in the tool ribbon or near the Properties section (see images @
below)

B3B8 QR Lkl 4 X 808 ALl /70898 X | @

File Navigation Paging Zoom Processing

N Annotations Auto Fill
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3. Designated pages will split off and be saved as New Document with the Properties that were
entered when Split was selected. Once split, the pages will no longer appear in preview pane.

Scanning To
Content Type
lle
DocType*
Taxonomy
NorRoe
Document Owner(s)
First Mewne
Middle Mame
Last Mame
55N
noG
MAXIS
SCMIM
Fril
p
Rewewed
Fike lo EFC
Shorl MoleMeaxl Stap

Version: 8.0

Created at ¥ 222019 10010016 AM by Enc Duong
Last medified at Ri25:20240 1210025 PM by Dani Gomizn

Dooument Processing Center 2)
s,

| 00 - Genaral Record - Finanoal Serv v Auta Fill

DHS2341 Asset Reduction Workshest

B

Split
Diocuiment

|I'§III:;?'=‘41 Assel Reduction Worksheel
| 1.6 TM - Assets b
=

Fread

7
|Fintstone
111-11-1111

1/1/2D00

|wu~i'—i~r=.='-:

0
|h::- V:

[1e v|

|'J|'ni|ir|g For Paystihs

Save Cancel

4. Repeat this process to split large document multiple times.

a) Reorder the pages, as needed.

b) Click on first page of next section to be split off.

c) Modify the information in the bottom Properties to match the Split section.

d) Click on Spliticon @

5. Tosave the last remaining portion of document:

¢ Modify the Properties to reflect the remaining pages.

Click 52,
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Follow this procedure to split and copy a portion of a document out of another larger document.

1. Open the appropriate PDF document in CaseWorks. The file will open in Adobe Reader.

2. Within the PDF, identify the page range of the document you wish to split out of the current

document.

Click on the Print icon or select Print from the File menu.

4. From the Printer drop-down menu, select Print2CW.

Print

Printer:| Print2CW

Brother HL-L6200DW series Printer
Fax

Microsoft Print to PDF

Microsoft XPS Document Writer

Copies

Pages |
@Al

O Curr
() Pags Send To OneNote 2016

WinZlmage
Win2PDF

Print2CaseWorks

» Mo

MPI3FCCAD (HP Color Laserlet MFP M277c6)

Page Sizing & Handling (1)
Size Poster

O Fit

() Actual size

(®) Shrink oversized pages

(O Custom Scale: 100 %

[ Choose paper source by PDF page size

Orientation:

(® Auto portrait/landscape
O Portrait

O Landscape

Page Setup...

Praperties Advanced Help @
[]Print in grayscale (black and white)
[]saveinkftoner (@

Comments & Forms

Document and Markups ~
Summarize Comments

Scale: 100%
8.5x11 Inches

Booklet

) N CaseWorks™

Social Services Edifion

User Manual

June 2017 ¥1.1

HEXT GHAPTER TEGHNOLOGY. ING,
7700 Pdtab b Do, Sulle 300+ Elr, Paie, M 35344

Enter the desired page range.

Click Print.

7. You will be directed to CaseWorks to select the Edition you are sending the document to.
Follow above Print2CW instructions.
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Forms that are generated in CaseWorks will auto-fill with both client and case owner details. To
generate a form, use All Purpose Navigation (APN).

1. Enter the client’s name or Case Number Number in the APN to search for the desired client.
Select their name.

From the drop-down menu, select Forms.

BROWSE PAGE

N CaseWorks™
N Financial Services

Document Processing
Center

Recent EFC Documents
Scan Barcode Documents
Appointment Manager
What's New in CaseWorks

Form ID Taxonomy List

CaseWorks User Manual

FSE PreProd

FSE PreProd

this site

1 result(s)

lfred flin| X l Forms o i

99999999 Fred Flintstone ( 01/01/2000 111-11-1111 Blake Pieper ) 1 c -
My Appointments «

vV F  Title  MAXIS ApptStatus  ApptStart  Activity Type

Program Type  Location  Description

There are no items to show in this view of the "Appointment” list.

To find the desired form, begin typing a form number or form name. A list will appear based on

the keywords or numbers. Select the appropriate form in the list.

BROWSE  PAGE

NN CaseWorks™
N Financial Services

Document Processing
Center

Recent EFC Documents
Scan Barcode Documents
Appointment Manager
What's New in CaseWorks
Form ID Taxonomy List
CaseWorks User Manual
Training Videos
Reports

Appointment Report

Forms Processed Report
by Created

Forms Processed Report
by Modified

FSE PreProd

FSE PreProd

Search this site

Refresh Data

Iveriﬁcat\'on‘ x| b i-‘

DHS2883 Request for Verification of School g
DHS2919 Verification Request Form

DHS5591 MA and MinnesotaCare Wol jcation Checklist
DHS6350 Rent Subsidy Verification Requisefform

DHS6351 Verification of Application for Rental

‘99599999 Fred Flintstone (01/01/2000 111-11-1111 Blake Pieper)

Forms

My Appointments

v F Title MAXIS

Appt Status

ApptStart  Activity Type  Program Type  Location  Description

There are no items to show in this view of the "Appointment" list.

EA263 Employment Verification

My DocBox EA330 Verification Form Generic .
v O p  Tite Name FirstName  LastName  ShortNote/NextStep  MAXIs T 08 ASSetAssessment Verification Req. v
_*Ej_ ,’& DHS5223 DHS5223 . BamBam  Rubble 99999994 1.4IM - 4/29/2020 8:50 AM Dani Gorman
Combined  Combined Application
Application  App__1693_04-
Form (CAF)  29-2020-08-50-
13

4. Click the Green Check Mark. CaseWorks will generate an Auto Filled Form and open in Adobe

Reader.
BROWSE PAGE
.‘l CaseWorks™  Fsepreprod Search s se
1\ Financial Services FSE Preprod

Decument Processing
Center

Recent EFC Documents
Scan Barcode Documents

Appointment Manager

Form ID Taxonomy List

CaseWorks User Manual

What's New in CaseWorks

.

[v] [pHs2919 verification Request Form k

Refresh Data

~

My Appointments
v

v

Forms

'\|99999‘399 Fred Flintstone (01/01/2000 111-11-1111 Blake Pieper )

Tite  MAXIS ~ ApptStatus  ApptStart  Activity Type  Program Type  Location  Description

There are no items to show in this view of the *Appointment” list.
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Caseworks auto-fills the selected form with the following information (based on available data):
e PDF is automatically named with the CaseWorks Edition that the form was created from

e A CaseWorks barcode is generated on the actual form with client and form data
e Client’s datais auto-filled
e County and Worker information is auto-filled, where appropriate

Note: CaseWorks users can update their personal information in the Auto Fill Forms by updating their
Personalization link on the CaseWorks Home page.

= FSE 99999900 DHS2819.pdf - Adobe Acrobat Reader DC
File Edit View Window Help

Home Tools FSE 99999999 DHS... x

w® B8 EQ &

o Clear Form

D DEPARTMENT OF
@ m‘ HUMAN SERVICE
Verification Requ

Date: May 21, 2020 Case number: 99999999

Agency name:

Location Printed Name Sample
To: Fred M FElintstone Worker name: John CaseWorks

Address1 Address?2 Agency address:
[apartment number] 7700 Equitable Drive, Suite 200

City, State 11111 Eden Prairie, MN [zip code]
Agency phone: 8675309

Agency fax: 999-888-7777
Agency email:
john.CaseWorks@NCTinc.com

DHS-2919-ENG 8-19

DFiIeio EcF BlakeP E|

*IMPORTANT: If you are not al rm to print the form and complete it by hand.

‘ Print Blank Form

Enter additional information on the form as needed.

6. When you have finished editing the Form, see the steps below to print the form, route the form
to a DocBox, or file the form to the EFC.

a. Printing to a physical printer
b. Route to DocBox or File to EFC using Form Submit (next section)
c. Route or file to EFC using P2CW

7. See next section on using the Submit Button in Forms.
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The Submit button can be seen in most Auto-Fill Forms in CaseWorks. This feature displays an option
on the top right corner over the barcode (see image).

e This feature allows you to either
o a) submit a copy of the form to a DocBox
o b) or file directly to the EFC

e Select forms with this feature will only allow one action from this button. The button will go
away once it has been used in forms with ability to use once.

¢ Placing a check mark in the File to EFC checkbox will always result in the document being
filed to the EFC rather than routing to the DocBox displayed.

AREIRTE

File to ECF Cathy ~|| Submit |

iyt o

CWCs109
STATE OF MINNESOTA DISTRICT COURT
TENTH JUDICIAL DISTRICT
COUNTY OF NCT FAMILY COURT DIVISION

OTHER CIVIL - 14
FILE NO._

Couaty of NCT and PRISM NO. 999999900000
Fred F Flintstone
Petitioner(s) ~
9l ORDER
h
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To use the Submit Button in Auto Fill Forms:
1. Select the DocBox that you want the Form to go to in CaseWorks
2. Click Submit.

FSE DHS.. X d
= Q ® s = &
e AR RO |

DEPARTMENT OF DHS 2519-ENG &19 B
0 L T @ oss s | D) 5.
" gom L] Eé q
Verification ]
Date: May 21, 2020 Case number: 99999999 ¥ 4

Agency name:
Location Printed Name Sample 2
To: Fred M Flintstone Worker name: John CaseWorks .

3. A window will appear with a message that the “File has posted to CaseWorks successfully”

4. The example below is of a Form submit button that can be used to take only one action. Once

Submit is selected, the action buttons disappear.

File Edt View Window Help

Acrobat Reader

0 File has been posted to CaseWorks successfully. Name Sample
To: Fred M Flintstone o n CaseWorks
Address1 Address2

Drive, Suite 200
Eden Prairie, MN [7ip code]
Agency phone: 8675309
Agency fax: 999-888-7777
Agency email:
john.CaseWorks@NCTinc.com

*IMPORTANT: If you are not able to complete this form online, click Print Blank Form to print the form and complete it by hand.

Print Blank Form |

[apartment number]
City, State 11111

Why did | get this letter?

We need more information to see if you can receive or keep [service].

w @ 8 =} ® = & D
o Clear Form
= DEPARTMENT OF DHS-2919-ENG 819
@ m HUMAN SERVICES o
Verification Request Form
Date: May 21, 2020 Case number: 99999999

@ Sign |

B Export PDF

52 Edit POF

[® create POF
Comm

EN combine Files
Organize Pages

£ Redact

O Protect

5 Compress PDF

A Fill & Sign
Send for Comment

#% More Tools

Create, edit and sign PDF
forms ments

Once you have used the Submit

feature the document can be v Do e
. . 7] DHS2919 DHS2919 e Fred Flintstone  Retum envelope 93999999 141M - 5/6/2020 1027 AM

Closed WIthOUt savi ng Verification Request  Verification_1702_05-06- Application

* Form 2020-10-27-00
2 DHS0033 Appeal to  DHS0033 Appeal to «ws Dina Fiintstane 99999995 13IM-File  5/20/2020 255 PM
State Agency St__1749_05-20-2020-02- Retention

. . = DHS2919 DHS29 . Fred Flintstone 99999999 1.4 IM 5/21/2020 1227 PM

The document will appear in ® Veriication Request  Verfic Application

Form 2020-12-27

CaseWorks with DocType (Title) - —
. CaseWorks (Please Ej 1?;?2 02-13-2020-02-
and Client data. Updis Docuent. 53

ey
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Forms with Multiple Actions:

Below is an example of a Form with a button that allows multiple actions through the submit feature
located at the top right of the document near the barcode.

% FSE 99999995 DHS0033.pdf - Adobe Acrobat Reader DC
File Edit View Window Help

Home Tools FSE 99999999 DHS... FSE 99999999 DHS.. FSE 99999999 DHS... x
B EQ ©@ = B 2 a D
() Show DHS Form Version
A AR OO AR O I OO
@ File to EFC BlakeP -l Submit |
@ Minnesota Department of Human Services i i i i i i i i A i 2w

Appeal to State Age

Client information:

NAME OF AGENCY CASE NUMBER

Location Printed Name Sample 99999999

NAME OF PROGRAMIS)

[ teeconcuss s e

From this Form you can:

¢ File to the EFC then
e Send a Copy to a DocBox

1. If you are ready to file this document to the Client’s Case File EFC, check the File to EFC box.
2. Then click Submit.

% FSE 99999999 DHS0033.pdf - Adobe Acrobat Reader DC
File Edit View Window Help

Home Tools FSE 99999999 DHS... FSE 99999999 DHS... FSE 99939999 DHS... x

w P8 EQ ©@ = B 2 a W

] Show DHS Form Version
@

' I 0RO Y AR
» File to EFC BlakeP -l submi@ 7|
g Minnesota Department of Human Services e i e s e e e =

CASE NUMBER
99999999
TELEPHONE NUMBER
‘ Fred Flintstone 111-222-3333 >
You will get a message that the File has
been posted to CaseWorks ~ASE MLLARED

SUCCQSSfU“y_ Acrobat Reader

'ﬁ File has been posted to CaseWorks successfully.

£ NUMBER
2-3333
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1. Once you have filed to the EFC, you can uncheck the checkbox for File to EFC.

2. Route a copy of the document to a DocBox in Caseworks by using the dropdown menu. Choose
the DocBox you are routing the document to.

3. Click Submit.

_i-\ FSE 99999999 DHS0033.pdf - Adobe Acrobat Reader DC
File Edit View Window

Home  Tools

w @ 8 B 2 &
o ’ I 0T O
@ ) File to EFC |0SS -| Submit
Minnesota Department of Human Services i vt v Torw = Eé)
S MarkM =
as
Appeal to State Agency VaryA
IVI!keL | Py
Client information: MikeS
NCTSupport 1
NAME OF AGENCY 0ss -
Location Printed Name Sample SAccount 1 N
NAME OF PROGRAMIS) Sample = v
NAME TELEPHONE NUMBER
< Fred Flintstone 111-222-3333 » 2
STREET ADDRESS
Address] Address O
amy STATE ZIP CODE -
City State 11111 AES
Do you need an interprefer for the hearing? If yes, what is your preferred language? 4
O Yes O No

Again, you will get a message that you document has been successfully posted to CaseWorks.

CACE MILIKADED

Acrobat Reader

|® File has been posted to CaseWorks successfully.

= NUMBER

2-3333

Once you have used the Submit feature the document can be closed without saving.

The document will appear in the CaseWorks DocBox and the EFC with DocType (Title).
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1. Toupdate personal information for CaseWorks
generated forms, select Personalize Contact Info
for Forms under My Links on the right-hand side of
the home page.

Make any changes to the name, email, or contact
numbers then select Save. After saving, any form
created in CaseWorks will include the updated
information.

w w w w
[T¥] [T¥]
[=] [=]

1]
(=]

Revised: 04/25/2025

Personalize Contact Information for Forms

Personalize Contact Information for Forms
First Name

Middle Name

Last Mama

E-ma

Agency Number

Phone Number

Fax Number

ﬁ
o 1 E L
h| My Wiorking
Documents
] Perzonalize
. Contact
! Informaticn
MCT Test for Forms
MCT Test
MCT Test
MCT Test
MCT Test
I

CaseWorks now remembers forms created using the All Purpose Navigation. To send the form to
CaseWorks after filling out any empty fields, select Print and choose the Print2CW printer.

@® A @ O® RRE@T ¥

5485604 OHS 0033

& l:l Show DHS Form Version

@
g { } .
g Minnesora D

Appeal to State Agency

Client information:
NAME OF AGENCY

Next Chapter Technology
NAME OF PROGRAM(S)
CaseWorks

epartment of Human Services.

CASE NUMBER
99999999

NAME

Fred Flintstone
STREET ADDRESS
Address] Address2
any

City

TELEPHONE NUMBER
111-222-3333

STATE 2IP CODE

State 11111

If yes. what is your preferred lanquage?

Do you need an interpreter for the hearing?

O Yes O No

= |

» More Options

Page Sizing & Handing (1

Page Setup.

CaseWorks will open a new window and the Edit Properties (NCT) interface will appear. The DocType
and other document information will automatically be populated in the document properties section.
After making any desired changes, select Save to confirm changes or select Cancel to cancel

printing the form to CaseWorks.
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CaseWorks can also generate a blank copy of any form in the system.

1.

2. The second field in the APN will default to.
3. Then, choose the form that you are creating from the third field on the APN.

4. Select the Green Check Mark.

Begin typing in “Blank Forms” in the client lookup field in the APN and select it Blank Forms.

!

l CaseWorks™  Fsepreprod
= FSE PreProd

Financial Services

Document Processing

Search this site

Cent .
enter 3 result(s)
Recent EFC Documents
lbla‘ Xl Forms H
Scan Barcode Documents U Blank Forms

Appointment Manager

99999999

What's New in CaseWorks DB Blake Pieper BlakeP

%COSG‘WOH(SW FSE PreProd Search this site Je)
.h Financial Services FSE PreProd
Document Processing
Center
Recent EFC Documents

‘Blank Forms ‘ Forms ﬂ lrelease‘ X] i
Scan Barcode Documents . N "

BEFO03 Child Care Provider General Consent for Release of Information A

Appointment Manager My Appointments DHS2146 Authorization for Release of Employment Information I
What's New in CaseWorks DH52243 Authorization for Release of Information About Assets

v F  Title  MAXIS ApptStatus  ApptStart  ActivityType  ProgramType  Location  Description
Form ID Taxonomy List 7 DHS2243A General Authorization for Release of Information

There are no items to show in this view of the "Appointment" list. DHS2052 Release Residenca and Shelter Expenses
CaseWorks User Manual

d DHS3312 ization for Release of i From SSA

Training Videos

My DOCBOX DHS3549 General Consent/Authorization for Release of Information
Reports .

v O p  Tite Name FirstName  LastName  Short Note/NextStep  MAXis ~ DHS5193 Authorization for Release of Background Study v

ppointment Report PP P

CaseWorks will generate a blank form of the DocType that was selected and open in Adobe Reader

as a PDF.

Blank Forms do not auto populate any client

information.

e Acrobat Reader DT
v Help

FSE DHS22£3pct
w® 8 Q

o Clear Form |

. m

@

DEPARTMENT OF
HUMAN SERVICES

Print Blank Form |

Date:

Tor [Financial Institution Nam

MINNESOTA HEALTH CARE PROGRAMS (MHCP)
Authorization for Release of Information About Assets

*IMPORTANT: If you are not able to complete this form online, click Print Blank Form to print the form and complete it by hand

CASE NUMBER

WORKER NAME

‘WORKER PHONE

WORKER FAX

AGENCY NAME

AGENCY ADDRESS

CITY

STATE

We need to verify the assets of the person(s) listed below:

& D
DHS-2243-ENG

952-222-3915

Location Printed Name Sample
7700 Equitable Drive, Suite 200
Eden Prairie

MN 5]

ZIP
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The Customized Packet feature allows you to create a packet of forms with a customizable number
of forms you’ll need. To begin, use the All Purpose Navigation to select your client, choose Forms, and
identify the packet you would like to create. Then click the green check mark to proceed.

9 ¢ ¢ Q.

| 99999999 Fred Flintstone [ 01,01,/2000 111-11-1111 Blake Pieper ]I Forms :! _[r-:'F;":I! 5 Forms Packet * r

L &j .

1. Check the box to support double-sided printing

2. Click and drag the grid icon to rearrange the order of the forms

3. Check the boxes of each form you’d like to include in the packet

4. Select the quantity of each form you’d like to include in the packet

5. Click generate

Customize Packet Forms %
0 & Support double-sided printing

i Order DocType Form Type Quantity ‘
1 DHS1941 Your Appeal Rights DHS 1

]
™ 2 DHS2720 Floor and Escape Plan DHS 1
S W 3 DHS6063 Mental Health Targeted Case Management Universal Transfer Form DHS 1
E ] 4 DHS0035 State Agency Appeals Summary DHS E]
é 6 Generate CA

The custom packet opens in Adobe. Important: If you have customized the quantity for any of the
forms to more than one, the additional forms will open in separate Adobe tabs. Also, if the packet
includes an LCD form, it will open in a separate tab.

For example, in the previous image, the customized packet will include three copies of the DHS0035
form. The screenshot below shows that the packet has opened in the first tab with one copy of the
DHSO0035 form. The additional two copies have opened in two separate tabs.
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File Edit View Wind, Help
Home Tools é SSE 999999899 D... e SSE 999999899 D... 0 SSE 999999899 NC... x

® B8 X Q ©@ /v A MOO® == - m3 BEAT © ¢
|:| Show DHS Form Version
|IIIIIIIIIIIII|IIIIHIII
F

Document State Fiat Record - |

DEPARTMENT OF
HUMAN SERVICES

RODOB

Minnesota Health Care

epartment of Human Services
a Health Care Programs

Once you have created your custom packet, you may choose to fill and submit it directly into
CaseWorks for immediate access to further CaseWorks document features (eSignature, Merge for
Mailing, etc.) or save the Adobe files to a desktop folder to complete later before submitting into
CaseWorks.

Submit Custom Packet into CaseWorks

After submitting the packet into CaseWorks, you will need to submit each form that has its own tab in
Adobe using the CaseWorks submission menu. So, if you generated additional copies of one form,
each of the additional copies will have its own submission menu.

First, select either flat record or editable from the drop-down menu. A flattened document will no
longer be editable and exists as a record. Select editable if an eSignature is needed.

Second, select the DocBox to which the document will be routed. This should be preset to the case
owner but can be manually changed to the DocBox of your choice.

Third, click Submit.

Repeat for each tabbed form.

9D.. SSE 999999899 D... SSE 999999899 NC... X

© |1/ AR M O® »w- B B @A % e ¢

|:| Show DHS Form Version
| VRO A 0O OO
Document State|Editable ~| | File to EFC JimmyC || Submit e
2 T v e im e i 11 i s e S

Flat Recor
DEPARTMENT OF

HUMAN SERVICES

iman Services
e Programs
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Lastly, you will want to merge the forms you just submitted to your DocBox to create the customized
packet. Please review Merge Documents for this final step.

Action Item Note

This feature is available for all CaseWorks editions except the Accounting Edition.

The Action Item Note is a helpful tool for scenarios in which you may need to take an action for a
particular client, but do not have a document to be prompted by. In lieu of a document, the Action
Item Note can be routed to a DocBox with text indicating what action needs to be taken.

1) In the first field, select the client OR if the client isn’t in CaseWorks, select the name of the
DocBox you’d like to route the Action Item Note to. Then select ‘Action Item Note’ from the
drop-down menu and click the green check mark.

1 resultis)
- - =
999993997 Barney T Rubble 333 { 01,/01/2000 ) 99999997 [ 01,/01,/2000 333-33-3333 ) Lori Wolf Action tem MNote EI
\ J

2) The Edit Properties Scanner interface opens. You can select your desired text size and
font from the drop downs and type the Action [tem Note text into the text box. Then, scroll
down to the scanner properties.

TaHa

Add desiregr'text for Action ltem Note here

3) Inthe scanner properties image below, select which DocBox you want the Action Item
Note routed to.

4) Include a Short Note/Next Step, if needed.

5) Select the amount of time to Pend the note if needed. Leaving the Pending Status portion
blank will route the Action Item Note right to the specified DocBox.

6) Click Save.

128 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3

Revised: 04/25/2025

Scanning To

Titke

DocType®

Taxonomy

DocBox
o Integrated Ca:

First Mame

Middle Name

Last Name

S5N

DoB

MsurelD

MAXIS

Pl

SCMID

P

Reviewed

File to EFC

Pend Date

Viersion: 1.0

Content Type

58

Shon Note/Next Step
a Pending Status

G @) End of Week v

Document Processing Center

| 30 - General Record - MNsure

Action Item MNote

&

Auto Fill

Taxonomy

[action Ttem Hote

should be

Megano v |

left blank

9999999997

Barney

T

Rubbla

333-33-3232

1/1/2000

333

99999997

O

Mo

Mo W

|add desired Short Note/Next Step

() Specify your own vals:

[7r1/2022

Created al 628/2022 3:09:09 PM by Megan Otlo
Last modified at 62973022 30509 PM by Megan Ofto

The Action Item Note is routed to the specified DocBox. Note: the icon is a notepad to indicate it is an

Action Item Note.

My DocBox

v [ p Tite

Action

Item
Note

Pending (0) All Documents (1)

Mame First Name
Action Item «e«  Barney
Note_ 1074 _06-

29-2022-03-09-

09

Working Documents...

Last Mame Short Note/Next Step Integrated Case MMsurell

Rubble Add desired Short 9999999997 333
Note/Next Step
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Using Adobe Reader DC with CaseWorks

Adobe reader DC has a variety of editing capabilities that can be utilized alongside CaseWorks to
maximize efficiency. To open a PDF document on your desktop in Adobe Reader DC, simply double-

click on the document.

Add Text toa Form

Text Box Comment Feature in Adobe Reader DC

Adobe Reader DC can add text to any document in the form of text boxes.

1. Open the form in Adobe Reader DC and select the comment button from the right-hand menu

5] CSE 9990999995 BEC2T4.paff - Adoba Acrobat Reader DC
Fle fdt Yiew Window Help
CSE 99999999999, %

Home  Tools

B &8 8B Q ®@®@ 10 kMO - owG P R L A

R 11T T AT

CasE sassssssnes

CHILD: Lithe Fre 4 V *Fimstons.
anenme ADOITIONAL ALLEGED PATHERS:
RE Chid Suppart

Dear - Fred 4 Flemsone

e aleged fathes for your shik
Enciosed isfare Information On The Father quesionnaire(s) that must be compieted and reumed o the Chid Suppert
Unit by - Paiure i retum

Nonzcoperaton wen the Crd Suppart Lnt 5 cause: 4

2. The word “Comment” should appear in the upper-left hand corner. To add a text box, select

the T icon (inside the box).

) CSE 99999999999 BEC2T4,p - Adobe Acrobat Reader DC
Fle £t Yiew Window Help
Home  Tools

B®8 B Q

Comment

CSE99999999999... %
R B OO® - BT &

P/s11m LT[0 & & & »

S —
‘lllllllllll!!_[l!lllllﬂll

3. The cursor will change to a new icon after selecting the appropriate icon.

the appropriate location to add text.

Click and drag over

[0 To have your Child Care Assistance terminated

[ For you to be insligivle for MFIP, DWP, Medical Assistance, and Child Cars Assistance.

If the information on this form(s) is therough and complete, an interview with
an appointment with you is necessary, we will be contacting you in the ne

Thank you for your cooperation.
Sincerely, L

Brandon Weeks

Product Specialist

{ph) Default Phone

(fax) 507-304-4336

Blue Earth County Child Support Unit

Enclosureis)
Information on the Father Form

our office may not be necessary.

ar future with an appointment date and time.

However, if
d
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4. Enterin the desired text into the text box. To change the fill or border color, select the text
box and select the color icon.

Home  Tools CSE 99999999999, %

ign In

»@o@m-g.?a/
PLITHLTHZEE & & » []¥Fn
DWWFWV-M ! ~
LT

nnnnnnnnn

5. Tochange the text color or other text properties, highlight the desired text and select the “Aa”
icon. Change the desired properties in this menu.

me  Tool 99 @ A signin
B&®8 EQ ®@® 1 KRPDOO® - BT &
| commen BZTIBLINS @& & 4 | #
] snowons rrmversan s
My = C
TTTITTT

6. Save or use Print2CW to keep the text changes to the document.

® @ 10
B ¢ T T

|:| Show DHS Form Version

*@@@ 74.7%v5v|%' e
Ty&&'@'@' x* @a

This is an
example of text

CASE: 999999599996
CHILD: Little Fred 4 V *Flintstone

Aa

:I'E TA
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Freestanding Text Feature in Adobe Acrobat DC
1. Select the normal “T” icon from the menu to begin.

® @ 1 A MO @ #m- @B P &
B 2T B L[IHLZQE& & 4 | 4 & =h

D T IHI‘IHIIHII‘|I‘I|‘II‘|IIHI||||II‘I|||‘IIHII‘II |I‘IHI||||I|‘II|‘I|Il"‘l"l"
SSANANE BECHA

a5

CASE: 99993999939

CHILD: Little Fred 4 V *Flinistone
2/26/2019 ADDITIONAL ALLEGED FATHERS:
RE: Child Support

2. The cursor changes after selecting the appropriate icon. Click in the appropriate section to
add text to the document. A cursor appears in the selected area and text can now be added to
the document.

ELrltr e

This is an
example of text This s tex]

CASE: 9999995939996

CHILD: Little Fred 4 V' *Flintstong
212612019 ADDITIONAL ALLEGED FATHERS:
RE: Child Support

.

a1

Dear . Fred 4 V' Flintstone

ity il ire and you have indicated more than one alleged father for your child.

We have ived your pat

Enclosed isfare Information On The Father questionnaire(s) that must be completed and returmed to the Child Support
Unit by . Failure to retumn the questionnaire(s) by this date is considered noncooperation
Moncooperation with the Child Support Unit is cause:

3. Save or use Print2CW to keep the text changes to the document.

Electronic Signatures

Electronic signature functionality allows clients or workers to sign forms (using an electronic
signature pad) which can then be filed to the EFC without printing a hard copy. The signature pads
will be used in client meeting rooms or at workstations where signatures are often required. In order
to use this functionality, signature pads must be installed.

To use the sign function, select the ek son icon. Select Add Signature or Add Initials to add the
respective text to the document.
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Option t:
Type your name or initials into the text field, select a style, and select Apply. Alternatively, select
Image to upload an image of your signature or initials.

B & o

Type Draw Image

9&@ Casecvorfa

Save signature

Change style

a) Hover over a section and click to add a signature or set of initials.
Fill & Sign ~ b X v O — e [ sion
Email
Subject*

Your Message*

%/.» Cacecvorfe

b) Use the icons to make your signature or initials smaller or larger. Use the icon to
delete
c) asignature or set of initials.
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1. Make sure the signature pad is plugged into your computer or workstation.

2. Select a signature-enabled PDF document.

3. Place your cursor over a blank signature field.

Note: An existing blank signature field will show in a PDF as ared tag. When you place your
cursor over the blank signature field, the cursor will change from an open hand to a pointing

finger.

CLIENT SIGNATURH

)

[Unsigned signature field (Click te sign)|

DATE

Original copy for agency

SIGNATURE OF SP%E/GUARDIAN/AUTHORI?FD REPRESENTATIVE

DATE

Provide copy to client

4. Click on the Signature field and the Signature Capture window displays.

>
Signature Capture

o]

Accept Erase

Cancel

5. Sign the signature pad.

6. If you wish to redo the signature, click on the Erase button and sign again using the pad.

7. Once you are satisfied with the signature, click on the Accept button.

The signature is now embedded in your form.

The following screen displays:
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8. To erase as signature that has been accepted, right-click on the signature and select
Clear Signature.

CLIENT SIGNATURE %M \ﬂ:} ‘DATI

Clear Signature

SIGNATURE OF SPOUSE/GUARDIAN/AUTHORIZED REPRESENTATIVE Validate Sianat i
[— valigate signature

View Signed Version

Show Signature Properties...

Now your form, including the electronic signature, is ready to be processed. It can be printed,
filed to EFC or routed to a DocBox.

NOTE: Forms with electronic signatures can be saved to the EFC using Print2CW.

Using the Highlight Function to Redact Information

Adobe Reader DC provides the ability to highlight information in a document. This tool can also be
used to redact information by changing the highlight color to black.

1. In the main navigation bar (not in Fill & Sign) select the highlight tool &
2. To highlight part of the document, click and drag over the section you wish to highlight.

File Edit View Window Help

Home Tools Basic Form.pdf — x

B8 EQ 1 R MO® - m BET g2

s LOL

a) If the highlighted section is relatively straight, Adobe Reader DC will automatically straighten
the highlighted section.

Ml Email

Subject*

b) To use this tool to redact information, right-click next to the & icon and select Show

Properties Bar.
c) Inthe Properties Bar, click on the color selection tool and select Black as the color.
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~ Author: Blake Keep tool selected

B ®6a X Q 1/
rinrsu
ighter Tool Properties x

EEEERER il
EEEEREERN
O 111
O L]
Other Color...

a) Follow the steps above to highlight and redact information in a document.

Note: If you get a pop up message asking if you want to redact now, choose Not Now to continue

using Adobe to redact

using the highlighter tool.

Email

Your Message*
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Transfer Case Files and Share Documents

CaseWorks has the capability to transfer an entire Case File from your county’s CaseWorks Edition to
another County that also uses the same CaseWorks Edition. Case Files can be transferred between
like Editions (i.e. Financial Services Edition to Financial Services Edition).

Note: This is a role-based feature. Only CaseWorks users who have been assigned this role will have the
ability to transfer cases in CaseWorks. Please submit a support ticket to have this role added for you.

For Child Support users, please additionally review CSE Specific Case Transfer section to transfer

PRISM and MCI documents.

To transfer a Case File:

1. From your CaseWorks Edition Home page, use All Purpose Navigation so search for a client.
2. Navigate to the Case File page by clicking the green check mark.

BROWSE  PAGE

. 'CoseWorks’M Financial Services
Financial | Services Fmancial SerViCGS

Document Processing
Center

Refresh Data

| ] o e i
)

There are no items to show in this view of the "Appointrment list.

Before transferring a Case File, you will want to process any remaining documents for the client that
remain in the Document Processing Center (DPC). Filing these documents to the Electronic Filing
Cabinet will allow those documents to be included in the transfer to the next county.

3. On the Case File page, click on the DPC tab.

4. Next, Expand All to select multiple documents at a time.

5. Selectall the documents by clicking on the check mark to the left of the column titles. This
will select all documents, indicated by blue check marks next to each document.
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6. In the File Ribbon, select the File to EFC icon. This will move documents from the DPC tab to
the EFC tab.

BROWSE  PAGE e LBRARY
P [ Chesk Out
Check Ot

Hew Upload  New
Document » Document  Folder

) sHaRe ¢y Fouow O

g‘ﬁl

onvert Filels) to ot Merge and
B pabes

View it hore  Downloada Tags &
Properies Properties X Delete Document Copy Notes
New Oper e s

uments Manag

Warkflows Tags and Notes

Navigate [] | case File ™ r

1resultfs) Refresh Data
‘99999997 Barney Rubble (01/01/2000 111-11-1111 Mike Sexe)

Financial Case File: 99999997 Rubble, Barney T

2010 Income Maintenance

Expand All

o DPC EFC Documents Appointment History MNsure Admin

Document Processing Center

Created
4DocBox : EricD (3)
v = D502 Passport D502 Passport__249_04-17-2020-04-51-

Enumeration-Identity 4/17/2020 4:51 PM
v

D502 Passport D502 Passport_250_04-17-2020-04-57-4 Enumeration-Identity 4/17/2020 4:57 PM

99999997 1.3 IM - File Retention Data 4/17/2020 1:21 PM

@
v DHS0033 Appeal to State Agency DHSD033 Appeal to St__248 04-17-2020-01-21-53

. Bamey  Rubble

Any documents that are archived should also be retrieved before transferring a Case File to another
County. To retrieve archived documents, follow these steps:

a) Navigate to the EFC Documents tab on the Case File Page
b) Click on the button that says View Archived Documents

c) If there are no Archived file(s), you will see a message below the View Archived Documents
button that says No Archived File(s) found!

1result(s) Refresh D
[e9953936 Betty Rubble (01/01/2000 111-11-1111 Mike Sexe )

Navigate [ [case File M f'

Financial Case File: 99999996 Rubble, Betty O
2010 Income Maintenance
Expand Al Collapse All

DPC EFC Documents Appointment History MNsure Admin

MAXIS EFC

v [ Tile Name FirstName LastName ShortNote/Next Step MAXISY - Created Modified

“T $L1IM- ion-Identity (3)
®Taxonomy : 1.3 IM - File Retention Data (6)
*Taxonomy : 1.4 IM - Application (11)

“ Taxonomy : 1.5 IM - Income (2)

“Taxonomy : 1.6 IM - Assets (3)

“Taxonomy : 1.83 IM - ES (&)

o : 5.4 CCAP - ized Activity (1)

Archive

View Archived Documents o o

No Archived file(s) found!

Transfer Case

d) If any files have been archived, you will see a table below the View Archived Documents
button that displays any archived documents.

e) Select all the documents from the archived documents section by clicking on the checkbox
next to the column headers.
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f) Now click Retrieve. These documents will now be filed in the EFC Documents tab.

» Taxonomy : 1.5 IM - Income (1)

> Taxonomy : 1.6 IM - Assets (2)

» Taxonomy : 1.83 IM - ES (6)

> Taxonomy : 5.4 CCAP - Authorized Activity (1)

Archive

View Archived Documents

DocType Taxonomy First Name Last Name MAXIS. Short Note/Mext Step. Created Created By ModifiEkpand All  Collapsidified BElear Filters
= L ) | ) lan ) A e 4] Y | - B -

v Taxonomy: 1.4 IM - Application (3)

DHS2630 Alternative 631 04-17-  DHS2630 Alternative Care Program Eligibility

20101115289 s 14 1M - Application Betty Rubble 99999096 App Date 4/19/1 7/0/2020 25000PM  System Account 7/8/2020 35801PM  System Account
gr;zii;%’;%‘: 8PP—5480%" 155223 Combined Application Form (CAF) 14 1M - Application Betty Rubble 99999996 Merged Document 7/9/2020 3:5859PM  System Account T/9/2020 358:59PM System Account
;;i:g;‘l:;‘_‘:;“ﬂ:‘ LI 3,:1“;‘1?""““" Care Program Elgibility 4 iy _ pppiication Betty. Rubble 99999996 Send copy to mse, print2cw  4/23/20209:45:15AM  System Account 5/20/2020 2:5732PM  Cathy Wassenaar

+  Taxonomy: 1.5 IM - Income (1)

;fz?;;jf:‘:;:fyfﬂurmm' FSEG54 Paystubs (Pay) 15 IM - Income Betty Rubble 99999996 3/6/20193:1844PM  Mike Sexe 4/9/202095231AM  Cathy Wassenaar

v Taxonomy: 1.6 IM - Assets (1)

u Ef;z;;;‘f;f’g:s;‘*mﬂz' FSES14 Bank Statements (BStmnts) 161 - Assets Betty Rubble 99999996 7/9/2020 35903PM  System Account T/9/202035%03PM  System Account

Retrieve o

Transfer Case

7. Once you have confirmed all documents have been filed from the DPC tab and retrieved from
the Archive folder, navigate to the EFC tab on the Client’s Case File

mowse  pace | Fues | usmar | G e [

il -

Copy/dave Carwest Filels] to
| Document(s) POF

[B crec out

Unpublist

Upicsg  New

Pz Worgtows Publisn
Document « Document Fokder

e CaseWorks Documents

New

99999927 Barney Rul

\arkfiow

Financial

2010 Inggy Aintenance

Expand All Collapse All

DPC ‘ EFC Documents 4 Nsure Admin

MAXIS EFC

First Name  Last Name Creatad

Short Hate/Nest Step

“Taxonomy : 1.3 IM - File Rete

] DHS0033 Appeal to State Agency S0033 Appeal to St__853_04-13 «x  Barney Rubble 99999997 4/13/2018 3:02 PM  4/30/2020 10:11 AM

DHS0033 Appeal to State Agency 99999997  3/20/2018 9:09 AM  4/30/2020 10:11 AM

= DHS0033 Appeal to State Agency 99999997 3/20/2018 9:09 AM  4/30/2020 10:11 AM

sTaxonomy : 1.5 IM - Income (4)

FSE654 Paystubs (Pay) 99999997  2/13/2020 2:53 PM  4/30/2020 10:10 AM

= FSE654 Paystubs (Pay) FSE654 Paystubs Pay_ 426_02-13- we Barney Rubble 99999997 2/13/2020 2:53 PM  4/30/2020 10:10 AM
2020-02-53-29

=l FSE654 Paystubs (Pay) FSEG54 Paystubs Pay__875_04-27- ss  Barney Rubble 99999997 4/27/2019 11:36 AM  4/30/2020 10:11 AM
2019-11-36-33

= FSEGS4 Paystubs (Pay) FSEG54 Paystubs Pay__ 860_06-19- we Barmey Rubble 99999997 6/19/2018 9:17 AM  4/30/2020 10:11 AM

2018-09-17-00
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8. Scroll to the bottom of the screen and click the Transfer Case button. Note: thisis a role-
based feature for Case Transfer admins only. Please submit a ticket if you need this role

BROWSE ) sHare
1result(s) Refresh Data
‘99;9‘}?9" Barney Rubble ( 01/01/2000 111-11-1111 Mike Sexe ) Navigate ﬂ Case File ﬂ i“ J
Financial Case File: 99999997 Rubble, Barney T
2010 Income Maintenance
Expand Al Collapse All
DPC  EFC Documents = Appointment History = MNsure  Admin
MAXIS EFC
v [J Tile MName First Name Last Mame Short Note/Next Step MAXISY  Created  Modified
Taxonomy : 1.3 IM - File Retention Data (3)
Taxonomy : 1.5 IM - Income (4)
Taxonomy : 1.6 IM - Assets (6) IFCAIVE
Taxonomy : 1.7 IM - Residency (1)

Taxonomy : 1.8 IM - Other Dept Comm (1)
Taxonomy : 1.82 IM - LTC-GRH (1) uments
Taxonomy : 3.5 FC - Child Support (1)

Taxonomy : 5.4 CCAP - Authorized Activity (1)

Archive

View Archived Documents

Transfer Case 0

added.

Transfer Case

This screen will appear as the transfer function is initiating. You may work on a new tab of
CaseWorks is working in the background.

Q) snare

1result(s) Refresh Data
59999997 Barney Rubble (01/07/2000 111-11-1111 Mike Sere ] Navigate [¥] case File Mv' D
Financial Case File: 99999997 Rubble, Barney T
2010 Income Maintenance

A popup menu will appear. Complete all fields in the menu to transfer the Case File.

9. Transfer Dropdown:
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a. Choose All Case Files if you want to transfer all the documents from the selected
Client’s EFC documents
b. Choose Selected Case Files if you want to transfer only selected documents to the
receiving County
10. Choose the CaseWorks County from the drop-down menu that you are transferring the Case
File to.
11. Write any notes that you would like included in the transfer (i.e. Date transferred, County, etc.)
12. Select the Transfer button

e lsaaeeey Rubble, Barney T

Add Comments (Optional)

All Case Files

Transfer Selected Case Files

Select County

Write any notes here i.e. Transferred 6/4/2020
to Clay County

Transfer Cancel

13. CaseWorks will show a message that describes the transfer. It confirms the number of
documents being transferred, the Case Number, and the County that the Case File will
transfer to.

Select Continue once you have confirmed the information is correct.

Once you have successfully transferred the Case File to the receiving County, you will receive an
email confirming the transfer and details of the transferred Case File.

This email includes the following information:

Subject line:
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a) County the Case File was transferred from, the Case Number and CaseWorks the transfer was
completed by

Email Body:

b) The transferring County (your County), the receiving County and the Edition of CaseWorks
that the Case File was transferred to

Case Number

Number of Documents transferred

Reason (notes that were included in the CaseWorks transfer process)

f) Adirect link to the transferred Clients Case File Page

fward m Inbox —> ToManager v | [ Unread/ Read ggv Ftl - F]E]' Search People @ v v A Read Aloud B:T Get Adf

220

MAXIS Case Transfer from Marshall — 2256305 sent by o
° NoReplyCaseWorks@mncaseworks.org 2 Ren
To
Ce

Marshall isIransferring documents to Pennington from CaseWorks Financial Services Edition. o

MAXIS 12256305 o

No of Document(s) :40
Reason :Please notify Jimmy at Caseworks when you receive this email. o

Click Here to view and retrieve document(s) from CaseWorks. 0

If you have issues with the link copy and paste the following to your IE browser: https://fsepennington.mncaseworks.org/CWRF/Case%20File.aspx?
SystemRecordID=2256305&RetrieveTransfer=true&ViewTab=Admin

Thanks,

Office Support
(2181 745.5104

1. After transferring a Case File, the transferred Case File can be viewed by navigating to the
Client Case File and clicking on the Admin tab.
2. Now, click the View Transferred File button located at the bottom of the File Retention

section

143 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3 Revised: 04/25/2025

Financial Case File: 99999999 Flintstone, Fred F transferred

Expand All  Collapse All

DPC EFC Documents Appointment History MNsure Admin _.
Priority

New =~ Actions~  Settings~

v MAXISYT DocType Title

There are no items to show in this view of the "Priority" list.

File Retention

® new item or edit this list
v Title MAXISYT Date Closed Transferred Date  Transferred To Exceptions Retention Comments C

Fred F. . 99999999 8/18/2023 No 4

View Transferred File m

3. The Recycle Bin Manager will now open in a new internet tab. This tab will display all
documents that were transferred from the Case File.

Recycle Restore

NCT Transferred Recycle Bin

O Name Original Location DocType Short Nofe/Next Step Size(KB)  Deleted Date Deleted By  CreatedBy  Modified By

[] D001 Drivers License_4002_05-13-2020-02-03-22 par  ESE E""""“""Emfﬂ:m ot AM- | D00 D':“;S License FsS EA"‘“&;\%&Z’;",’J;@E‘ Expect 4420 06032 ﬂir?n“ 3901 NCTTest  System Account System Account

[]  DOO Drivers License__3472_12-03-2019-10-37-14 pef  £3E E""""“""Emfﬂ:m ot AM- | D00 D':“;S License 5301 06032 ﬂir?n“ 3902 NeTTest  SystemAccount  NCT Test
Restore Cancel

4. To Restore any of the documents that have been transferred, select each document to be
restored to the client’s EFC.

5. Now click Restore.

Recycle Restore

g | il i il F o el il Rl Lk R Bmidied Ladle Udred iy L rusalaad By [CEERET
B4 L F i e PP RS 1 R Citas L ¥ oy | s B v, | gl [ ECE AR T . I
R I P prin ey TE ) BT TER e A Taeles: A
S ALE FE . -
Lt aa T Tl wila Aol 0T T

LN
BN Ui P e TIR TR 1 W W01 Ctry | i ) - 1
m

9:

6. A message will appear to confirm the restoration of the documents that have been selected.
Click Restore to confirm.
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Restore Confirmation X

© Are you sure you want to restore these Transferred Documents to the Case(s) EFC? This may
create duplicates if the original documents are transferred back to your county

Restore Cancel

7. CaseWorks will show a message confirming the number of documents that have been restored
to the Client’s Electronic File Cabinet.

Restore Confirmation »®

/1 document(s) restored.

OK

8. On the Case File page in the EFC Documents tab, you will now see any documents that have
been restored.

nts Appointment History MNsure Admin
Electronic File
v DO oTme  Mame First Name  Last Name  Short Note/Next Step MAXIS Y Created Modified

4T £ 1.1 1M - E i ity (22)

| Bl D001 Drivers License (DL) D001 Drivers License, 4002_05-13-2020-02- ... Fred Flintstone FSEAUtOCOPYTEstBrandon. EXpect NewApps In 99999959 5/13/2020 2:03 PM _5/15/2020 2:17 Pr1
03-22 MSE -

Note: If this Case File was transferred and documents were restored in CaseWorks, in the event that
the Case File is transferred back to your County, there may be duplicate documents.

Case Files can be transferred into CaseWorks using the NCT PDF Generator. The NCT PDF Generator
will convert .tiff and .jpg document types into .pdf to be transferred into CaseWorks.

If your county uses Adobe Pro to transfer cases into CaseWorks, please see the next section on How
to Transfer Cases from a CD into CaseWorks.

Create a folder on your desktop to transfer Case Files into.

Open the NCT PDF Generator.

Click the box to the right of the Source Folder.

Choose the source of your transfer. This may be a CD, USB drive or other folder with documents
to be transferred into CaseWorks.

INFEENES
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5. Click OK

B NCT PDF Generator

Source Folder |

| =
| [

Merge ‘

N CaseWorks

k EDMS Software

Size (KB )

Destination Folder |

Files to Merge Invert Selection ‘ ‘

File Name Location

Browse For Folder

| Desktop
> @ OneDrive - Next Chapter Technology, Inc
> & DeniG
~ [ This PC
> _J 30 Objects
> [ Desktop
> Documents
> b Downloads
> b Music
> [&] Pictures
> H Videos
> 5205 (C)
> Tp Libraries
> ¥ Network
> Centrol Panel

Status

== i

6. The file path will now show in the Source Folder bar and your files will be displayed below.

P NCTPDF Generator

Source Folder

‘C:\Users\DaniG\Desktop\Training Example Docs

Destination Folder

l CaseWorks

Files to Merge (6) Invert Selection Merge E D MS SOfTWG re
File Name Location Size (KB )

(3 X1l P p g p 9 P P

X | 1T | | DHS5223 Combined App__1609_04-22-... | C:\Users\DaniG\Desktop\Training Example Docs\DHS5223 Combined App__1609_04-22-2020-12-51-43.pdf 616

X | 1 | | Fred Flintstone - Wikipedia.pdf C:\Users\DaniG\Desktop\ Training Example Docs\Fred Flintstone - Wikipedia.pdf 266

X | 1 | | |FSE DHS1938.pdf C:\Users\DaniG\Desktop\ Training Example Docs\FSE DHS1958.pdf 3369

X | 1 | | | FSE 99999993 DHS2919.pdf C:\Users\DaniG\Desktop\ Training Example Docs\FSE 99999993 DHS2919. pdf 676

(X 1 | I | FSE 99999999.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE 99999999.pdf 903

7. Select the Destination by clicking the box to the Destination Folder (same steps as Source
Folder). You will see your Destination Folder path appear (see image below).
8. Click Merge to start transfer of documents into the Destination Folder.
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P NCT PDF Generator

Source Folder ‘C:\Users\DaniG\Desktop\Training Example Docs ‘ | ‘

CoseWérks

EDMS Software

Destination Folder ‘C:\Users\DaniG\ Desktop\Transferins

Files to Merge (6)

Invert

File Name Location Size (KB )
3 Xt ! 609 No p 436 op g p 0 609 No P 436 4 P
X | 1T | | |DHS5223 Combined App__1609_04-22-... | C:\Users\DaniG\Desktop\Training Example Docs\DHS5223 Combined App__1609_04-22-2020-12-51-43.pdf 616
X | 1T | | |Fred Flintstone - Wikipedia.pdf C:\Users\DaniG\Desktop\Training Example Docs\Fred Flintstone - Wikipedia.pdf 266
X | T | I |FSE DHS1958.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE DHS1958. pdf 3369
X | T | I |FSE 99999993 DHS2919.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE 99999993 DHS2919. pdf 676
(X LT L | FSE 99999999.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE 99999999.pdf 903

9. A message will appear that confirms that your File(s) merged successfully.
Note: For larger files, a progress bar may appear and could take several minutes. This process will
work in the background of any applications that you open and use at this time, including
CaseWorks.

L NCT PDF Generator - X
Source Folder  [C:\Users\DaniG\Desktop\ Training Example Docs | [ ‘ ' ( : O S e W O rks
Destination Folder  [C:\Users\DaniG\Desktop\Transferins | l:l . I
Files to Merge (6) Invert Selection ‘ [ Merge ] EDMS SOfMO re

File Name Location Size (KB )
»  [XTH 9 No p 6 op g ple Do 609 No p 436 4 p
X | 1 |1 |DHS5223 Combined App__1609_04-22-.... | C:\Users\DaniG\Desktop\Training Example Docs\DHS5223 Combined App__1609_04-22-2020-12-51-43.pdf 616
X | 1[I |Fred Flintstone - Wikipedia.pdf C:\Users\DaniG\Desktop\Training Example Docs\Fred Flintstone - Wikipedia.pdf 266
X | 1|1 |FSE DHS1958.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE DHS1958.pdf 3369
X | 1|1 | FSE 99999993 DH52919.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE 99999993 DHS2919.pdf 676
| X [ T |1 FSE 99999999.pdf C:\Users\DaniG\Desktop\Training Example Docs\FSE 99999999.pdf 903
File(s) merged successfully anple in C:\Users\DaniG\Desktop\Transferins\05-07-2020-05-57-03-7133372. pdf -
. : . A Training Example Docs\FSE 99999999. pdf
Processing ...C:\Users\DaniG)l1.,ining Example Docs\FSE 99999993 DHS2919.pdf
rocessing ...C:\Users\Dani@op\Training Example Docs\FSE DHS1958.pdf
o o op\Training Example Docs\Fred Flintstone - Wikipedia.pdf
essing ...C:\USers\Dag oo Training Example Docs\DHS5223 Combined App__1609_04-22-2020-12-51-43.pdf
. - et ael Tomfte s Faim e Pe o AREICAZAR Mmme e mfeP 4 432 A% 47 AABA A4 A0 A0 AL v
ng ...C:\Use Copyright © 2019 by Next Chapter Technology, Inc.

10. You can now close the NCT PDF

Generator. T ‘ Coswor

| |
u L EDMS Softwa
‘;i7ﬁiKP\\ l

11. Open your CaseWorks Home page and make your CaseWorks and Desktop visible. Open the folder
that you designated as the Destination Folder for your transfer.

12. Click on the document(s) that you are transferring to CaseWorks.
Note: Multiple documents can be brought into CaseWorks by checking the boxes to the left and
clicking on all to drag.

13. Drag the document(s) to My DocBox on your CaseWorks Home page. The transferred documents
cannot be brought into other DocBoxes, but can be moved after or while editing documents/
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o B https,//fsepreprod.caseworks.ocal/ CWRF/ Home.aspx
N Fudd 55999999888 N Home
¥ [ NCTQA~ [ 2016PreProd ~

SROWSE  PAGE

i §™  FSEPreprod

FSE PreProd

> Transferins v O

A [0 Name 0 odifie Type

# Quick access
£ 05-07-2020-01-19-58-7038105 5 20PM 5
W Oeskop  # -
1% 05-07-2020-01-33-53-6767778 5 3
& Downloads # = " 57-03.713337; p o
” G 4 & 05-07-2020-05-57-03-7133372 0P i 199999 Fred Flintstone ( 01/01/2000 111-11-1111 Blake Pieper ) isc | ! ]
% Documen EoLN

& Pictures =
Jinging Docu My Appointments My Links

Activity Type  Program Typ

Appointment” list

>
=
Intake Drop here..
Unprocessed
0ss
Sample
SMI Status
<

14. After you drag the
document into My
DocBox, you

€ SHARE O,

W||.|. see an F-d f - There are no items to show in this view of the "Appointme
. . - ~
iconin - | .
CaseWorks o = M "’BOX
indicating : Name
that a workflow is S b rocessed Report [ g::(;:;gi(;—iﬁ-ﬁ?—
running to get the - ated
documents |nt0 mooin Processed Report DHSSZIZS DHS5223 Combined
ey
. = pplication -08-50-
CaseWorks. Join Leave Team DocBox Form (CAF)
Intake b Drag _and FSE
Do not refresh your page PronintnGeaacece e ne

until the green and
white icon disappears. This process may take a moment.

15. The documents that have been transferred into CaseWorks will have a message prompting to
update the properties of the document.
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BROWSE PAGE FILES LIBRARY

NCOSGWOI"(SW FSE PreProd
k Financial Services FS E P re Prod

Document Processing

Search this

Center

Recent EFC Documents

Scan Barcode Documents

Appointment Manager

My Appointments
What's New in CaseWorks

v F Title MAXIS Appt Status Appt Start Activity Type Program Type
Form ID Taxonomy List

There are no items to show in this view of the "Appointment” list.
CaseWorks User Manual

Training Videos

My DocBox
Reports

v O p Tie Narme
Appointment Report
=) " DHS5223 DHS5223
Forms Processed Report = Combined  Combined

by Created Application

Forms Processed Report Form (CAF

by Modified
Join Leave Te| Drag and 05-07-2020-

Drop into 05-57-03-

Intake CaseWorks  __1716_05-08-

Unprocessed (Please 2020-08-15-51
update %

(] Document

Sample Properties)

Naviate Case File

99999994 14 1M -

Application

4/29/2020 8:50 AM Dani Gorman

5/8/2020 8:15 AM Dani Gorman

If this was a transfer of an entire Case File, the document can be titled as a Miscellaneous Bulk Scan
(see image below). Update other document properties as appropriate and add a Short Note/Next

Step about transfer if desired.

System Message

Scanning To Document Processing Center \f) E
Content Type 00 - General Record - Financial Serv Vv | Auto Fill Do(?li)rlrlltent

DocType* 13 BULK SCAN - IM - Misc-Bulk Scanning|

Taxonomy 1.91 IM - Misc-Bulk Scanning v ‘

DaocBox an

Document Owner(s) ,m ‘3:/[::

File to EFC W

First Name

Middle Name

Last Name

SSN

DOB

MAXIS

SCMID

PMI

P O

Reviewed No W

Claimed From |

Short Note/Next Step |

Version: 1.0
Created at 5/8/2020 8:15:51 AM by Dani Gorman
Last modified at 5/8/2020 8:15:54 AM by Dani Gorman

Save Cancel

1. Open the CD in File Explorer
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n File Explorer
1 # > Quick access v O
~
. ~ Frequent folders (7)
s Quick access
I Desktop Desktop Downloads Documents
This PC This PC = ThisPC
¥ Downloads - ‘
=] Documents
R = Music Videos
= Pictures ) ‘ This PC\Desktop ) This PC E This PC
"
' Music
8 videos Recent files (20)
@ OneDrive
58 O Type here to search O 8 Hw|E € 3+ B |

O Search Quick access

Pictures
wegm This PC
—

~EE DS

7

2. Next, sort the folder by File size by clicking on the Size column (the arrow above Size should

be pointing down)

[] Name

™

AutoFillForm.pdf

Blank - Copy - Copy - Copy - Copy (2]...
Blank - Copy - Copy - Copy - Copy.pdf

Date modified

7/1/2019 2:54 PM
4/18/2019 11:46 A...
4/18/2019 11:46 A..

Type

Adobe Acrobat D...
Adobe Acrobat D..
Adobe Acrobat D...

Size

345 KB
78 KB
78 KB

3. Use Print2CW to import large documents individually

o0 oo

from the list

Navigation

Open the document in PDF Reader
Select File > Print
Change the printer to Print2CW and click Print
In the pop-up window, enter in the client’s identifying information and select the client

f. Click the Green Check Mark to go

Edit Properties (NCT) page

h. Select Save when finished

i. Repeat this process for all large documents (a large document is > Tmb)

4. Highlight the rest of the documents by holding down the Shift key and selecting the first and
last document in the series. Right Click using the mouse and select Combine files in Acrobat

in the pop-up window

Enter in the DocType and select it from the list in the last box in the All Purpose

B4 Blank 2.pdf

[ Blank 1.pdf

4/18/2019 17:46 A...
Ar12/201Q 11:46 A

Adaobe Acrobat D...

Adnhe Acrobat D...

Blank - Copy.pdf @ Move to OneDrive robat D...

- y (424) - &4 E Combine files in Acrobat.. robat D...
7 Blank 23) robat D...
1™ Blank- Copy (422) - C! ? Scan with Windows Defender... robat D...
% Blank - Copy 421 - = Share robat D..
[1™2 Blank - Copy (420) - C¢ Give access to > [robatD..
[ Blank - Copy (419) - C¢ Send to S robat D...
[ Blank - Copy (418) - C¢ robat D...
12 Blank - Copy (417) - C¢ Cut robat D...
1™ Blank - Copy (416) - C¢ Copy robat D...
(41" Blank - Copy (415) - ¢ Create shortcut robat D...
1™ Blank - Copy (414) - ¢t Delete robat D..

78
78
78
78
78
78
78
78
78
78
78
78
78
78

KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
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Home Tools

E Combine Files ~

5. Next, Adobe Acrobat will open a new window
E Adobe Acrobat Pro 2017

[ Add Fites.. ~

x
@ Henry ~
- x

Blank - Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ....pdf Blank - Copy - ....pdf Blank - Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ...pdf
Blank - Copy - ._pdf

Blank - Copy - ....pdf

Blank - Copy - ...pdf Blank - Copy - ....pdf Blank - Copy - ... pdf Blank - Copy - ....pdf

Blank - Copy - ....pdf

Rlank - Camy -

et Rlank - Cam -
Select Multiple

ndt Rilank - Cany -

Rlank - Cony - nelf

Rlank - Canu . ndf

Rianke - Cony - nelf

Select all documents by pressing Ctrl & A simultaneously. Select Options from the top bar

Ak
menu and select the smallest file size option (on the far left). Select OK to close out.
G R
Combine Files ~ [ Addries.. ~ Ti] Remove = B8 = . 4 Options X
i
Blank - Copy - ...pdf Blank - Copy - ....pdf Blank - Copy - ... flew ‘@ D ~ Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ...pdf
[ Aways enable accessibility and reflow
[ Always add bookmarks to Adobe PDF
[7] Continue combining if an error occurs
[[] save as PDF Portfolio
Blank - Copy - .pdf Blank - Copy - ...pdf Blank-Copy-.p______ - Copy - ..pdf Blank - Copy - ..pdf Blank - Copy - ..pdf
Su\u\'vl“..m\'::: o o o o o - ; '. i vy
7. When ready, click the Combine button in the upper right-hand corner

8. After Adobe has completed combining the document, use the Drag and Drop feature to import
the document into CaseWorks.
1.

Navigate to Case File page.
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2. Collapse all the Taxonomies.

‘99999998 Wilma Flintstone { 01/01,/2000 111-11-1111 Brandon Weeks )

Financial Case File: 99999998 Flintstone, Wilma L
Expand All Collapse All <7

DPC EFC Documents Appointment History MNsure Admin

MAXIS EFC

v [ Tite Name First Name Last Name  Short Note/Mext Step MAXISW  Created  Modified

” Taxonomy : 1.1 IM - Enumeration-Identity (2)
 Taxonomy : 1.3 IM - File Retention Data (1)

” Taxonomy : 1.4 IM - Application (3)
 Taxonomy : 1.5 IM - Income (2)

*Taxonomy : 1.7 IM - Residency (2)

3. Expand only the Taxonomies you would like to transfer.

s

v [0 Title Name First Name  Last Name  Sh

' Taxonomy : 1.1 IM - Enumeration-Identity (2)
" Taxonomy : 1.3 IM - File Retention Data (1)

" Taxonomy : 1.4 IM - Application (3)

sTaxonomy 6 T~ Income (2)

Fl DHS7117 Yearly Income Statement DHS7117 Yearly Incom__752122_10-13-2020-10-46-25 e Wilma Flintstone

k2 DHS2286 Tips Report Form DHS2286 Tips Report _752113_10-13-2020-10-42-09 e Wilma Flintstone

4Taxonomy : mm(z)

kgl FSE707 Utility Bill (UT) FSE707 Utility Bill __752114_10-13-2020-10-42-46 e Wilma Flintstone

Izl FSE658 Phone Bill (PB) FSE658 Phone Bill P__752105_10-13-2020-10-40-04 e Wilma Flintstone

Archive

4. Click on the Checkmark to select all the displaying documents. (If you only need certain
documents, then you can select them individually.)

v a Title Name

' Taxonomy : 1.1 IM - Enumeration-Identity (2)

I Taxonomy : 1.3 IM - File Retention Data (1)
I Taxonomy : 1.4 IM - Application (3)

<Taxonomy : 1.5 IM - Income (2)

[1

T [

FE 1 DHS7117 Yearly Income Statement DHS7117 Yearly Incom__752122_ 10-13-2020-10-46-25
v DHS2286 Tips Report Form DHS2286 Tips Report ___752113_10-13-2020-10-42-09

<«Taxonomy : 1.7 IM - Residency (2)

v LE'_ FSE707 Utility Bill (UT) FSE707 Utility Bill __752114_10-13-2020-10-42-46
8 21 FSE658 Phone Bill (PB) FSE658 Phone Bill P__752105_10-13-2020-10-40-04
Archive

5. Once you have selected the documents you would like to transfer, click on the Transfer Case
button. Note: this is a role-based feature for Case Transfer admins only. Please submit a ticket
if you need this role added.
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Archive

View Archived Documents

Transfer Case

Export All Documents

6. Inthe Transfer Case pop up window under the Transfer drop down, select Selected Case Files.

Add Comments (Optional)
Transfer All Case Files
Select County Selected Case :Flhin

Transfer Cancel

7. After you have selected the Selected Case Files option in the drop down, proceed to transfer
the case as any other.
Note: If you still need any of the documents you had transferred, then you can retrieve them
from the Transferred Documents Recycle Bin.

The following steps demonstrate how to create a desktop Export Folder in the case that a user may
need to export some or all case documents out of CaseWorks. The Export tool is commonly used
when transferring case documents to a non-CaseWorks County.

Staff who need to create an Export Folder to view Exported Documents on their desktop will follow
the steps on this page. Creating an Export Folder only needs to be done once.
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1. Navigate to Exported Documents on the Left Navigation Panel. ﬂCqseWorksm
k Work Force Cenler

2. Select Library in the Top Ribbon Toolbar. e

3. Select Open with Explorer.

Document Processing
Center

Recent EFC Documents
BROWSE

Scan Barcode Documents

Modify VicoPe® Current View: — = + [ eportio
R - 5 ﬂf- Appointment M
Create Column | All Documents  ~ B -~ = ppointment Manager
View  Quick Create Tags & E-maila  Alert RSS Sync  Connectto Connect i3 Hit  New O :
Edit View Navigate Up Current Page Notes Link  Me-  Feed Qutlook  Office ~ brary  Step]  What's New in CaseWorks
View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library Form ID Taxenomy List
Document Processing All Documents Find a file o CaseWorks User Manual
Center ; Training Videos
v j Name Modified Modified By =
Recent EFC Documents Join Leave Team DocBox
- 999999893_BamBam Rubble 55_2141594_05_06_2020_01_41_19_067 «ee 5/6/2020 1:41 PM System Account
Chemical Dependency oss
Social Services Pebbles Flintstone «ee 8/1/2018 10:56 AM Cathy Wassenaar

Scan Barcode Documents

Appointment Manager

Log Off

Support Room

4. |If you are prompted to enter your Username and Password, enter the same Username and
Password that you enter each day to sign into your computer.

Windows Secunty A

Connect to fsepreprod.caseworks.local

Connecting to fsepreprod.caseworks. local

User namea

Password

|:| Remember my credentials

Maore choices

OK Cancel

A Windows File Explorer window will open with the exported documents.

5. First, minimize your CaseWorks screen and anything else so that you can see a part of your
desktop.

6. Click on the file icon next to the folder path and drag the icon to your Desktop.
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k Create link in Desktop

= | Export Document

Home Share View

Network (WORKGROUP) > https://ssepreprod.caseworks.local > Export Documents

~

[0 Name

> Quick access

[ Desktop »

¥ Downloads #
»
b g

Pebbles Flintstone

E] Documents

& Pictures
Bringing Docum
DaniG
TEST Master Mat

Training Exampl¢
@ OneDrive
@ OneDrive - Next C

= This PC

¥ 3D Objects

[ Desktop

\ﬂ Documents v

2 items

The folder’s name will default to Export
Documents - Shortcut.

Right click on the folder to Rename the
Export folder.

Setting up an export for each edition of
CaseWorks that you use will allow you to
export documents into this folder(s) when
needed.

Creating an Export Folder on your desktop
for each edition that you use is a one-time setup.
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999999893_BamBam Rubble SS_2141...

Date modified Type

5/6/2020 1:41 PM
8/1/2018 10:55 AM

Open
@ Move to OneDrive
Run with graphics processor
Open folder location

Pin to Quick access

El Snagit
Pin to Start

File folder

File folder

E Scan with Windows Defender...

QO Search Export Documents

ttps://ssepreprod eworks.local > Export Documents v O

Date modified Type Size

Restore previous versions

Bam Rubble SS_2141.
ne 18 10:55 AM

File folder

File folder

Send to

Cut
Copy

Create shortcut

Delete

Rename

Properties

@ OneDrive - Next C
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Exporting Documents as described in this section is particular to transferring a case. If you are not
transferring a case and simply need to move documents out of CaseWorks, please refer to Moving
Documents out of CaseWorks.

The step(s) below contain information about filing documents from the DPC to the EFC and should be
followed in each export if you are exporting all documents in a Case File.

5. The first time you are exporting documents, navigate to the Case File that contains the
document(s) to be exported.

6. Whenin the case file, check the DPC tab to file down any documents that need to be included
in the export from the EFC.

Note: Documents can be exported from any tab on the Case File, but they cannot be exported
from the DPC and EFC at the same time.

7. Select Expand All and click the checkmark directly under the DPC ribbon and beside the row
titles to select all the documents in the DPC.
8. Select File to EFC on the File Ribbon Toolbar.

A [ Check out

) sHARE

New upload  New Edit
Documen t- Document Folder Document

= ¥ £ Version History
2§ 39 s
o @ 3 .
t

jm Selected Copy/Move ConvertFile(s)to  Export  Tags Reduce PDF  View
Pongent: POF Documents Properti

cuments

New op

[D Show Closed Cases

999999893 BamBam Rubble SS Social Services HI { 01/01/1800 ) 01/01/1800 111-22-3333 B.Pieper

.
o 1 result(s) Refresh Data
Navigate E‘ Case File E‘ v i‘

Workgroup : BamBam M Rubble 55 (999999893)

Case Information : Social Services - Blake Pieper Open
Client Address: Address 1 Address 2 City, ST 11111

Expand All  Collapse All

DPC Workgroup EFC Associated Cases Tagged Documents Appointment History Admin

ame  Short Note/Next Step

DHS4677E Applicatio F Copied from SSE 999999893 10/2/2018 12:34 PM
Extended Therapeuti

DHS4677E Applicatiof = Copied from SSE 999999893 3/13/2020 8:31 AM
Extended Therapeutid

9. Once all the documents have been filed to the EFC, you can export documents from the EFC
tab.

10. Click on the individual documents that you are exporting or

11. Select the checkmark under the DPC ribbon next to row titles to select all documents in the
EFC.

Note: If you have more than one type of EFC (ex: Privilege EFC and Social Services EFC) they
will need to be selected and exported individually and cannot be selected at the same time.

12. Click on Export selected document(s) in the Top Ribbon Toolbar.
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BROWSE ~ PAGE | FILES | LIBRARY

Q) sHare O,

- 1~ [ check out
(I
New Upload  New Edit
Document~ Document Folder  Document Discard Check Out

Merge
Documents

File to  Claim Selected Copy/Move Convert File(s)
EFC F

Document(s) Document(s) PDI

Export

N
B/3

Documents,

Version History
= Shared With
ags Reduce PDF  View Edit
Size Properties Properties X Delete Document

Share  Alert  Download a
Me - Copy

Workflows Publish Tags &

Notes

02

New Open & Check Out Manage CaseWorks Documents Manage Share & Track Copies Workflows Tags and Notes
Expand Al Collapse All
DPC Associated Cases Tagged Documents Appointment History Admin
v Title Name First Name  Last Name  Short Note/Next Step  Workgroup¥  Created Modified
l@nnomy : 01 - INTAKE - INITIAL APPLICATIONS (2)
v [z1 DHS2140 Application for Social DHS2140 Application «: BamBam Rubble 999999893  8/27/2018 11:22 AM 10/10/2019 9:23 AM
Services __206_08-27-2018-11-22-41 =5
v [z1 DHS2140 Application for Social DHS2140 Application . BamBam Rubble 999999893 8/27/2018 11:16 AM 10/10/2019 9:23 AM
Services _ 212 08-27-2018-11-16-57 =5
4Taxonomy : 03 - CORRESPONDENCE - REFERRALS (1)
HS2828A Notice of Action DHS2828A Notice of BamBam  Rubble 999999893  3/28/2019 5:00 PM 10/10/2019 9:23 AM
v essments and Reassessments) A_ 277 _03-28-2019-05-00- 55
32
omy : 04 - FINANCIAL (5)
41 SSE175 Bank/Asset Statements SSE175 BankAsset «« BamBam Rubble Demo Document 999999893 12/6/2019 11:01 AM 12/6/2019 11:34 AM
St 326_12-06-2019-11-01- 58]

To Export All Documents from the Case File scroll to the bottom of the EFC documents tab and click

Export all Documents.

Workforce
Case File

CaseWorks™

Work Farce Center

[] Show Closed Cases

‘101000007 ( DWP ) Pebbles Flintstone 99999993 777-77-7777 01/01/2000 Dani Gorman

MAXIS; 99999993

Counselor: Dani Gorman (3333)

WF1CaselD: 999999903

Address: Address1 Address2 City, State 12345
Funding Sources: Funding Sources

Program: Diversionary Work Program (DWP)

Expand All  Collapse Al

DPC Workforce EFC MAXIS

v [ Tile Name FirstName Last Name

Appointment History

Workforce EFC

Short Note/Next Step

Pebbles A Flintstone 101000007 (DWP) Open priority Case

Admin

WF1CaseID'Y  RecordiD  Created  Modified

 Taxonomy : 01 - APPLICATION - INTAKE (3)
 Taxonomy : 02 - ELIGIBILITY (2)

" Taxonomy : 03 - FINANCIAL (3)

 Taxonomy : 04 - EMPLOYMENT ACTIVITY (2)

" Taxonomy : 05 - TRAINING - EDUCATION

View Archived Documents

Click Export All Documents
to export all documents
from the EFC to your
desktop folder

Export All Documents

13. Once the Export has processed, click
OK.

Note: A large number of documents
may take longer to process.

Export File(s) To
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Once you have selected documents to be exported from the Case File, the exported documents are
available on the CaseWorks Home page in the Left Navigation Panel under Exported Documents.
Exported documents will also appear in the Desktop Export Folder previously set up (see here for
setup steps).

Note: When documents are exported from CaseWorks, the user that exported the documents will
appear as the Last Modified.

RV
@ New A upload s Sync F} Share v
All Documents Find a file 0
v D Name Modified Modified By
.‘“E.‘ D388 Pay Stubs #¢ -] 7/29/2021 3:32 PM Abbey Schmitz
D392 Photo ID, proof of birth state 1D, birth certificate % «ea]  7/29/2021 3:32 PM Abbey Schmitz
E1  DHS2146 Authorization for Release of Employment Information el 7/29/2021 3:32 PM Abbey Schmitz
E  DHs3979 Notice of Privacy Practices DHS-3970 3 weal 7/29/2021 3:32 PM Abbey Schmitz
1 WFC107 WIOA Adult Intake Application 2013 weal 7/29/2021 3:32 PM Abbey Schmitz
.“‘E.‘ WFC125 Dislocated Worker Intake Sheet % weef 772972021 3:32 PM Abbey Schmitz
Drag files here to upload

From the Export Documents folder on your desktop, you can:
e Burn the files to a CD or copy to a flash drive
¢ View the Export Documents for 30 days.
e Attach documents to an email.
e Copy files to an e-file folder.

e Delete files (Documents deleted in the Export Documents folder do not impact CaseWorks).
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Exporting Select Documents/Taxonomies to another CaseWorks or Non-

CaseWorks County

1. Navigate to Case File page.

2. Collapse all the Taxonomies.

3. Expand only the Taxonomies you would like to export.

v [ Title Name
" Taxonomy : 1.1 IM - EHUW
" Taxonomy : 1.3 IM - File Retention Data (1)

" Taxonomy : 1.4 IM - Application (3)

sTaxonomy : W

[l DHS7117 Yearly Income Statement DHS7117 Yearly Incom__752122 10-13-2020-10-46-25 e Wilma Flintstone

k2 DHS2286 Tips Report Form DHS2286 Tips Report _752113_10-13-2020-10-42-09 e Wilma Flintstone
sTaxonomy : midency (2)

kgl FSE707 Utility Bill (UT) FSE707 Utility Bill __752114_10-13-2020-10-42-46 we Wilma Flintstone

Izl FSE658 Phone Bill (PB) FSE658 Phone Bill P__752105_10-13-2020-10-40-04 e Wilma Flintstone
Archive

s

First Mame  Last Name  Sh

4. Click on the Checkmark to select all the displaying documents (If you only need certain
documents, then you can select them individually.)

v 0O Eitle

 Taxonomy : 1.4 IM - Application (3)

“«Taxonomy : 1.5 IM - Income (2)

v
o

4Taxonomy : 1.7 IM - Residency (2)
' _-@f_ FSE707 utility Bill (UT)
Pl & FSE658 Phone Bill (PB)

bE 3

DHS2286 Tips Report Form

Archive

F Taxonomy : 1.1 IM - Enumeration-Identity (2)

Taxonomy : 1.3 IM - File Retention Data (1)

DHS7117 Yearly Income Statement DHS7117 Yearly Incom__ 752122 10-13-2020-10-46-25

Name

DHS2286 Tips Report __ ¥52113_10-13-2020-10-42-09

FSE707 utility Bill __752114_10-13-2020-10-42-46

FSE658 Phone Bill P__752105_10-13-2020-10-40-04

5. Once you have selected the documents you would like to export, instead of selecting the
Export All Documents button located at the bottom of the page, under the FILES Tab select

Export Documents.
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BROWSE PAGE FILES LIBRARY

g N omn DD o 2

|

New Upload MNew Edit Merge  Edit Properties  Fileto Claim Selected Copy/Move Export Reguest Merge For M

Document ~ Document Folder  Document Discard Check Out ~ Documents  (Multiple) EFC Document(s) Document(s) Documents eSignature Mailing  eSis
New Open & Check Out Manage CaseWorks Documents

[ |9999999B Wilma Flintstone ( 01/01/2000 111-11-1111 Brandon Weeks )

Financial Case File: 99999998 Flintstone, Wilma L

6. In the Export Files pop up window, select Send.

Export File(s) To ®

4 document(s) selected in FSE Electronic File Cabinet

* MAXIS 99999995

Send Cancel

7. After you hit send, you can either navigate to the Exported Documents page or if you have
created a shortcut on your desktop, then you can navigate to your Exported Documents folder.

Creatinga CD
For Burning to a CD:

1. Load a blank CD into the CD drive.

2. Open your Export folder previously created on your desktop.

3. Select all the folders in the case file.

Note: To select multiple files, hold down the Shift key as you click on each of the folders.

| M = | Export Documents

- Home Share View

T > Network (WORKGROUP) * https://ssepreprod.caseworks.local * Export Documents

~
2 [ Name Date modified Type
7 Quick access

I Desktop *

999999893_BamBam Rubble S5_2141..  5/6/2020 1:41 PM File folder
Pebbles Flintstone 8/1/2018 10:55 AM File folder
¥ Downloads

@ Documents A
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4. Click on the Share tab.
5. Select Burn to Disc.

| M < | Export Documents

Ij ‘E‘ &) Burn to disc
- 0 shortcuts available

=3 Print
Remove  Advanced

Share Email  Zip [ 5
(ZFax access security

Send Share with
B Uesktop o
Pebbles Flintstone 8/1/2018 10:55 AM File folder
¥ Downloads

ﬁ Documents o

Send the CD to the requesting county. When this case is closed in SSIS, this will be reflected in
CaseWorks automatically.

Creating a USB Drive

For transferring documents to a USB Drive:
1. Follow the previous instructions for creating an Export folder on your desktop.

2. Open the Export Folder on your desktop.
3. Select the folder(s) that need to be copied to a USB Drive.

| M = | Export Documents

- Home Share View

1T » Network (WORKGROUP) > https://ssepreprod.caseworks.local > Export Documents v O 2 Search Export Documents
~
~ [ Name Date modified Type Size
3 Quick access
B Desktop * 5/6/2020 1:41 PM File folder
8/1/2018 10:55 AM File folder

¥ Downloads
|j:- Documents A

4. Click on the Home tab on the Export Documents explorer window.
5. Select Copy and then open your USB Drive to paste folder(s).

| = | Export Documents - O X
% & cut P B x SII E_‘j New item ~ &] T Open ~ P select all
=l W.| Copy path 1 | Easy access ~ Edit Select none
Pinto Quick Copy Paste Maove Copy  Delete Rename New Properties )
P — [7] Paste shortcut o~ o - folder - History EP Invert selection
Clipboard Crganize New Open Select
I Ueskiop b
8/1/2018 10:55 AM File folder

Pebbles Flintstane
¥ Downloads

= Documents "
—
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Emailing Documents from a Case File

For Emailing files:

1. Open the Export Folder on your desktop. See previous instructions for creating an Export
folder on your desktop.

2. Select all the folders in the case file, or selected documents within a folder, to include in
the email.

Note: To select multiple documents or multiple folders, hold down the Shift key as you click
on each of the document or folder.

| & = | Export Documents

- Home Share View

1T » Network (WORKGROUP) > https://ssepreprod.caseworks.local > Export Documents

~

~ [ Name Date modified Type
#F Quick access

I Desktop
¥ Downloads

999999893_BamBam Rubble SS_2141..  5/6/2020 1:41 PM File folder
ebbles Flintstone 8/1/2018 10:55 AM File folder

@ Documents

3. Click on the Share tab
4. Select Email. This will individually add all documents within the folder(s) as attachments
to a new email.

| ™ = | Export Documents

j y | Burn to disc
Print S No shortcuts available
Share  Emaill  Zip Remove  Advanced

) Fax access security

Send Share with
I Leskiop g

Pebbles Flintstone 8/1/2018 10:55 AM
¥ Downloads

fﬂ Documents

Confirm all necessary documents are included in the email as an attachment.
Add a subject line and email body, as needed.

Select email recipient.

Send email.
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Troubleshooting Guide

If you suspect you are not receiving real time data from the SMI, you can confirm your SMI

Credentials.

Note: A red message will show in the scan interface if your SMI Credentials need to be updated.

1. Click the Update SMI Credentials link in the left navigation panel.

2. The following screen will allow you to update your SMI.

.‘l CaseWorks™

BN Financial Services

Document Processing

Center
Recent EFC Documents
Scan Barcode Documents
Appointment Manager
What's Mew in CaseWorks
Form ID Taxonomy List
CaseWorks User Manual
Training Videos
Join Leave Team DocBox
Intake
Unprocessed

0ss

Update SMI Credentials

SMI Statug

Exported Documents

Manage Your SMI Access

Your Network Username: ncttest

SMIIlDie.q.1133456):_x113455 x |

SMI Password:

Confirm SMI Passward:

Conngct Te SMI

o You are connected to the SMI

View details about your SMI Connection Status.
You have all 6 required roles for thiz edition. View your role details

Remember to always venfy your credentials at
https://smunt dhs state mn us before updating in CaseWorks.

3. Enter your SMI Credentials and click

163 | Page (Back to Top)

Connect

©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3

If you get locked out of the SMI, you will need to reset your SMI password.
1. Change your password in SMI.
e Ask you supervisor or administrator to reset your SMI password.
e Your supervisor will provide you with a temporary password.
e Navigate to SMI website (Click the link provided in instructions).
e Enter your XID to login to SMI.
e Enter your temporary password.
e Change your password as prompted by SMI website.
e Click on Enter, then Okay.
e Click on Save Account.

2. Update CaseWorks with new SMI credentials.

¢ From the CaseWorks Home page, click on Update SMI Credentials.

) NCaseWorks™

Financial Services

Document Processing

Center

Recent EFC Documents

Scan Barcode Document

Form ID Taxonomy List

Join Leave Team DocBox
SyncTest

Update SMI Credentials

Recycle Bin

Log Off

Site Contents

Help Tool

Revised: 04/25/2025
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This section includes advanced details about SMI connection status and roles. Includes a link to view
“Your Roles” (select User Role Page) to confirm you have all the required roles for that edition.

a) Select SMI Status from the left-hand navigation on the CaseWorks Home Page

\ | CaseWorks™

Financial Services

b) The SMI Status page provides detailed information about the connection to the SMI and
availability. Select Navigate to User Role Page to view roles and confirm correct setup.

INCE2E Your SMI Status

SMI Access Status For User '
Navigate To User Role Page e T0 view "Your Roles'
SMI Website : https://smiint.dhs.state.mn.us

Saved SMI Credential Connectl.on SMI Roles Account Status At SMI
Information

Reset Password Required :False
Signed Oath:True

Bad Syntax:False

EmptyUser ID Password : False

Did Save Credentials : True Error Message:
Expired Or Admin Reset: False

Inactive : False
SMI Credential ID : Authenticated Successfully: True

Authenticated Error Message: In History : False
etwork bomain i e Invalid Credentials: False

Credentials valid: True .
Network Username : X Oath Signed Date Updated : True
SMI Errar: False .
Is Connection Disabled : False Unknown Error: False Retry Count:0
Retry Limit Exceeded : False
Suspended :False
To Soon:False

SMI SMIUsarname : X

Last CaseWorks Message : Credential Updated
Last SMI Message :
Unlock Time:
User ID:
Valid : True
Verify Mismatch:False
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c) The Roles page appears and the required roles per the edition are shown as well as the
connection to the SMI.

Your Roles

SMI Roles For Financial Services Edition

User '
Navigate To SMI Status Page
SMI Website - https://smiint.dhs.state.mn.us

0 You have all the required SMI Roles for this CaseWaorks edition.

Required SMI Role User Has Role

smiSearchPerson

maxisViewDemographics

maxisViewPrograms

maxisViewAddress

maxisViewHousehold

LRI TR TR <]

maxisViewWorker

All Roles:
PRISMProgramViewsPlusTwelve maxisViewAddress, i Demographics, I
Programs,maxisView\Warker, pri i pr aseComp,pri: i er hics,prismViewROP
BirthData,prismViewWorker,smiSearchPerson,
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When a workflow is interrupted a document can become “checked out”. One example in which this
happens is during Drag and Drop. If the Drag and Drop workflow is interrupted, such as by refreshing
the page manually, the document becomes checked out. A document can also become checked out if
it is Drag and Dropped into the Document Processing Center instead of onto the homepage DocBox.

When this happens, it can be checked back in using the following steps:
1. Navigate to the Document Processing Center by clicking the link in the Left Navigation Panel.
2. Locate the checked-out document by scrolling down to the bottom of the DPC and click the
blue checkmark to select the document.

a. Note: These are identifiable by the green workflow icon as shown below.
3. From the tool bar, click Edit Properties.

a. Edit the document properties to include a Doctype, the desired DocBox to route to, and

the case number. Click Save.

4. While the document is still selected, click ‘Check In’ from the tool bar.

a. Ensure the ‘no’ option is selected for retaining your check out. Click OK.

b. The document will route to the DocBox selected from the Edit Properties
menu.

00 - General Record - Financial Senices  Stanting

Check in

Retain Check Out
Retain your check out after checking in?

e [

o [¥]
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