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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 in the Social Services Edition.

This specific user manual is to instruct on specific features and nuances that are found within this
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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Social Services Edition Specific Material

The purpose of tagging documents is to provide the ability to group and easily retrieve and visualize

all necessary documents relating to a case. The common uses of this functionality include:

¢ Providing an easy visualization of case documents in preparation for court.

e Selecting and identifying specific case documents that are Pending County Attorney Review (for
counties whose County Attorneys use CaseWorks).

1. Navigate to the document you wish to tag. This can be from any DocBox (individual or team) or
from the Electronic Case File.
2. Right Click on the document then select Properties to open the Properties dialog box.

“ F Title Waorkgroup Appt Status Appt Start At Tune Peowam Turie Lascation Description
There are no items to show in this view of the 4 Navigate to Workgroup
Edit Properties (NCT)

My DocBox .
File to EFC

™

w I Tithe Mame . Short Note/Next Step Woskgroup Taxanomy Created Created By
Mark as Reviewed
_'_': ,“'" 5T569 90 Day  5T569 90 Day t o test split 999999999 07 - COURT 6472019 10:46 AM Dani Gorman
" Stayed Order Stayed __657_06- Download ORDERS -
Report 04-2019-10-46-30 COURT

Share REPORTS
:'_: M 5TS69 90 Day 5T569 90 Day + test split Dani Gorman
Stayed Order  Stayed _656_06- Rename
Report 05-2019-03-10-57
Delete
B M DHS1995 DH51995 Copy Dani Gorman
Physicans Physicans

Report Re__638_05-04- Version Hist] Properties
2020-03-35-48
=
=) DHS0666 DHS0666 ~ Copy from FSE 10/15/2018 4:32 PM Dani Gorman
Compliance Compliance ) ) »
withState  w_658_10-15- Advanced h
Decision 2018-04-32-25
_'T_ 55E33 S5E23 Application ==« Dino Flimtstone Do tomormow 99999995 01 - INTAKE - 2/8/2019 911 AM Dani Gorman
Application fo_659_02-08- INITIAL

3. Check any of the desired tags.
4. Click Save.
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P L]
Priority
Pending Status ®

(O Spedify your own value:

Reviewed Mo

Tags []Pending County Attorney Review
I Reviewed by County Attorney
[ Case File Review

Allow users to tag specific documents.

Date Recaived 6

File to EFC YEE

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

Short Mote/Next 5tep | copying from placement to adoption wg 4/17

Version: 1.0
Created at 4/17/2023 10:25 AM by | Megan Otto
Last modified at 417/2023 10:25 AM by || Megan Otto

Save Cancel

5. All the tagged documents will show under the Tagged Documents tab in the casefile.

To view the document(s) that have been tagged, navigate to the client’s casefile.

7. Click the Tagged Documents tab. The resulting display shows all documents that have been
tagged.

o

Expand All  Collapse All

DPC Workgroup EFC Associated Cases Tagged Documents Appointment History Admin
County Attorney Review - Document Processing Center

v [ Title Name First Name  Last Name  Short Note/Next Step  Workgroup™  Tags  Created

There are no files in the view "County Attorney Review - Case File".

County Attorney Review - Social Services

o 1 Title Name First Name Last Name Short Note/Nex en
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1. Navigate to the client’s casefile page and select the check mark to the left of the documents that
you wish to add or remove a tag.

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

Social Services EFC

v O Tite Name First Name  Last Name  Short Note/Next Step ~ Workgroup¥  Created Modified
‘-Ta ronomy : 01 - INTAKE - INITIAL APPLICATIONS (7)
P i1 SSE54 Social Security Card - Intake SSE54 Social Securit__515_09-03-2019-03-14-02 «=  Barney Rubble S5 999999897  9/3/2019 3:14 PM 5/7/2020 12:16 PM
= 3 Application for Case Management Services SSE33 Application fo_ 233 _09-25-2018-10-14-25 «. Barney Rubble SS 999999897  9/25/2018 10:14 AM  3/7/2019 11:13 AM
& ity Card - Intake SSE54 Social Securit__211_09-05-2018-09-42-01 «« Barney Rubble SS 999999897  9/5/2018 9:42 AM 10/9/2018 5:28 PM
I-] SSE33 Application for ement Services SSE33 Application fo__116_08-06-2018-09-59-41 w. Barney Rubble SS 999999897  8/6/2018 9:59 AM 8/6/2018 9:59 AM
IZ] SSE54 Social Security Card - Intake SSE54 Social Securit__39_04-18-2018-02-57-27 ... Barney Rubble SS 999999897  4/18/2018 2:57 PM  4/18/2018 2:57 PM
b DHS2140 Application for Social Services DHS2140 Application __24_04-17-2018-04-40-14 «« Barney Rubble 55 999999897  4/17/2018 4:40 PM  4/17/2018 4:40 PM
21 DHS3340A Asset Assessment Results DHS3340A Asset Asses_ 61_04-13-2018-02-27-05 «« Barney Rubble 55 999999897  4/13/2018 2:27 PM  6/11/2018 1:57 PM

2. Click the Tagsicon in the Top Ribbon Toolbar.

BROWSE PAGE I FILES I LIBRARY =
- if.- ] [ Check Out —J SF| LY. g
CheckIn - b 'ﬁ —

Mew Upload MNew Edit Merge Fileto Claim Selected Transfer  Export Tags View]
s

Document - Document Folder Document ' Discard Check Qut | Documents  EFC ccument(s) Doaum Propert -|-
Ne-w Cﬁen & Check Out \13naie Caseliorks Doouments ags

3. Select or de-select the desired tags.
4. Click Save.

Add/Remove Tags

[[] Pending County Attorney Review

[] Reviewed by County Attormey

[] Case File Review

Note: All tagged documents are displayed on the Tagged Documents tab in addition to their original
location. They remain viewable in the location they were tagged from. If all tags are de-selected, the
document will no longer be viewable on the Tagged Documents tab.
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The purpose of “County Attorney Review” is to provide an easy, consistent way for the County

Attorney to review documents that Caseworkers have designated to be reviewed by the County

Attorney. The highlights of this functionality are:

e Provide an easy way for workers to designate documents to be reviewed.

e Provide a consistent, easy interface for a County Attorney to see any documents that have been
designated to be reviewed.

1. Navigate to the document(s) you wish to tag for County Attorney Review. Documents can be
tagged from the DPC or EFC.
2. If tagging a single document, Right Click on the document and select Properties to open the

Properties dialog box. If tagging multiple documents, select the blue check mark and select the
Tags icon from the Top Ribbon Bar (steps shown above).

¥ F Title Warkgroup Appl Status

There are no items to show in this view of the =4 Navigate to Workgroup &,

Edit Properties (NCT)

File to EFC

W

v U p Title MNamg . Short Mote/Mext Step  Workgroup  Taxonomy Created Created By
Mark as Reviewed
&=l M sTS69 90 Day 5TS569 20 Day § testsplit 599599993 OF - COURT 6/4/2019 10:46 AM Dani Gorman
o Stayed Order  Stayed __657_06- Download ORDERS -
Repaort 04-2019-10-46-30 COURT
Share REPORTS
:'T_ fl 5TS69 90 Day  STS69 90 Day ¢ test split Dani Gorman
Stayed Order  Stayed __656_06- Rename
Report 05-2019-03-10-57
Dealete
El M DHS1995 DH51995 Copy Dani Gorman
Physicans Physicans
Report Re_638_05-04- Version Hist] Properties
2020-03-35-48
=l
el DHS0666 DHSO666 v Copy from FSE 101572018 4:32 PM Dani Gorman
Compliance  Compliance @
Ad d L
with State  w_658_10-15- —
Decision 2018-04-32-25
:,—_ SSE33 S5E33 Application wen  Dino Flintstone Do tomorrow 999995995 01 - INTAKE - 2/8/2019 9:11 AM Diani Gorman
Application fo__659_02-08- INITIAL

3. Whether tagging a single document (left image) or multiple documents (right image) select the
Pending County Attorney Review box and click Save.

P
Priority
) r : Add/Remove Tags *
Pending Status ® il / g
(O Specify your own value:
¥ Pending County Attorney Review
) ) ) ] Reviewed by County Amtomey
Reviewed Me
L [0 Case File Review
Tags W] Pending County Attorney Review -
Save Cancel
O Reviewed by County Attormey
EI Case File Raview
Allow users to tag specific documents
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4. Documents tagged as ‘Pending County Attorney Review’ are viewable on the Pending County
Attorney Review tab in the Left Navigation Panel.

SSE Demo Search this site ol

CaseWorks® . .
social senvices  Pending County Attorney Review

Document Processing

Center Pending County Attorney Review - Document Processing Center

Recent EFC Documents v O Tite Name First Name  LastName  Short Note/Next Step Workgroup  Tags Created
Training E ast2crc CLs12 CFC ... BamBam Rubble  Screened Inon 999999984 Pending County 12/19/2022 321 PM
Scan Barcode Documents Application Applicatio_814_12-19- 2/28/23 Attorney Review,Case
2022-03-21-23 File Review
Appointment Manager
) . 1 CLS12 CFC CLS12 CFC <.« BamBam Rubble Screened In on 999999984  Pending County 12/19/2022 321 PM
What's New in CaseWorks - Application Applicatio__815_12-19- 2/28/23 Attorney Review,Case
Form ID Taxonomy List 2022-03-21-23 File Review

County Attorney Review 2 o

Pending County Attorney Review - Training

Pending County

Attorney Review v O T1ite Name First Name  Last Name  Short Note/Next Step Workgroup ~ Tags Created
County Attorney Review 2] DHS3377 Social Services  DHS3377 Social .« BamBam  Rubble Mayo Clinic 999999984  Pending County 4/20/2022 9:48 AM
History Authorization for Release  Servi__310_04-20- Attorney

v - = =

5. Documents that have been reviewed by the County Attorney (and indicated as such by the County
Attorney changing the Tag to ‘Reviewed by County Attorney’) will be viewable in the Left
Navigation Panel in the County Attorney Review History link.

) SSE Demo Search this site ol
CaseWorks

Social Services Cou nty Attorney Review History

Document Processing
Center County Attorney Review History - Document Processing Center

Recent EFC Documents v D Title Name First Name Last Name Short Note/Next Step Workgroup Tags Created
Training Il SSE208 SSE208 Social .. BamBam Rubble  Sept2022 Renewal 999999994 Reviewed  9/20/2022 9:
Scan Barcode Documents Social Securi__624_09-20- by County
i Security 2022-09-14-20 Attorney
Appointment Manager Card -
What's New in CaseWorks Financial

Form ID Taxonomy List County Attorney Review History - Training

County Attorney Review

v O it Name First Name Last Name Short Note/Next Step Workgroup Tags Created
Pending County
Attorney Review _E_‘_ DHS3377 Social DHS3377 Social +e+  Betty Rubble Mayo Clinic . 999999986 Reviewed by 4/19/2023
Services Servi__412_04- County Attorney
County Attorney Authorization  19-2022-09-24-

Review History for Release of 51

CaseWorks User Manual Information

Note: Documents can be filtered based on the tags added. Tagged documents can be filtered by tag
in the Casefile ‘Tagged Documents’ tab, the Pending County Attorney Review tab, and in the County
Attorney Review History tab. See section in the User Manual on filtering for instruction.
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1. Enter the Workgroup Number or Client Name into the All Purpose Navigation (APN)

a.

Choose the appropriate client file based on the program you are processing - Social
Services (SS) or Chemical Dependency (CD)

Recent EFC Documents
Chemical Dependency

Social Services

an Rorende Dociumant

™

ﬂCcseWorks
.L Social Services Edition

Document Processing
Center

SSE PreProd

SSE PreProd

Seq

[] Show Closed Cases

2 result(s)
lbarney X] Navigﬂ Case File

v ]
L
Chemical Dependency DE ( 01/01/1800 ) 01/01/1800 111-22-3333 M.Sexe A,

999999997 Barney Rubble CD

' 999999897 Barney Rubble SS tﬂ"l Social Services DE! 01/01/1800 ) 01/01/1800 111-22-3333 M.Sexe V_

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.

B
ﬂcgseWorksr”
.k Social Services Edition

Document Processing
Center

Recent EFC Documents

Chemical Dependency

SSE PreProd

SSE PreProd

Sea

[] Show Closed Cases o e

999999897 Barney Rubble S Social Services DE ( 01/01/1800) 01/01/1800 111-22-3333] Case File

O
Mv'ID

If you are searching for a case that has been closed in SSIS, click the checkbox next to Show Closed
Cases at the top left corner of the All Purpose Navigation panel.

CaseWorks™

Social Services Edifion

U
N

Document Processing
Center

Recent EFC Documents

Chemical Dependency

SSE PreProd

SSE PreProd

] Show Closed Cases ,

Search this site

] Navigateﬂ Case File

8 | Page (Back to Top)
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The Social Services Edition of CaseWorks allows data to be pulled directly from SSIS.

1. Enter in the desired case number.

lCoseWorks‘” 5SE PreProd
.L secaisenicaszaiion  SSE PreProd

Document Processing

Center -
Recent EFC Documents [ ] Show Closed Cases .
Chemical Dependency |967530 Click the “Space Bar" to look to Data Source or "Enter” to Navigate I
T

Social Services

Scan Barcode Document

My Appointments

Appointment Manager
v F  Ttle ApptStatus Startfkme EndTime  ActvityType  ProgramType  Location  Warkgroup
Form 1D Taxonomy List B ), W - . N .
There are no items to show in thisew of the "Appointment” list.
County Attorney Review

Pending County
Attorney Review

County Attorney Review D P Reviewed Tite Name FirstName  LastName
Hlistory B A nNo DHS4677E Applicatiofigor Extended Therapeutic Days DHSA4677E Application_284_10-02-2018-12-34- e BamBam  Rubble S5
CaseWorks User Manual n
Training Videos = No DHS2826 CAD| Waiver Projram Brochure DH52826 CADI Waiver __285_10-02-2018-01-16- «w. BamBam Rubble 55

2. Pressthe Space Bar to pull in new data from SSIS.
3. CaseWorks will pull any new information from SSIS.

[ s cioses cases (_']

9599999 Fre Frtsione CO CreiclDepentency (01800} OVE1/B00 122333 ke | gl T ] Cofe Vo

ity Waives Elgitility anel Decumentatior GHSIATIB Brain injur_289_10.05-201

'8 Drug Abuse Division Rule 25 Assessment  DHSS204 Alcohal and

4. |If the case number is incorrect or the connection is not established, CaseWorks will display
the message “Cannot Retrieve.”

W CaseWorks™  ss preprod
.L secatsenicestaiion SSE PreProd

Document Processing

Center
Recent EFC Documents [] Show Closed Cases
1
Chemical Dependency ||CannDt retrieve “123123123 from SMI". Press "Enter” to Navigate. |

Social Services

Scan Barcode Document

My Appointmer s

Appointment Manager

StatTime EndTime  ActivityType  ProgramType  Location  Workgroup

Form ID Taxonomy List o _ . . .

this view of the "Appaintment" list

County Attomey Review
Pending County
Attorney Review

County Attorney Review P FReviewed Tie Name FirstName  Last Name

History 1= M No DHS4677E Application for Extended Therapeutic Days DHS4677E Application_284_10-02-2018-12-34- ... BamBam Rubble 55
CaseWorks User Manual m

Training Videos _I-_ No DHs52826 CADI Waiver Program Brochure DHS2826 CADI Waiver _285_10-02-2018-01-16- =»» BamBam Rubble 55
55
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CaseWorks can pull in new information in the All Purpose Navigation. If a client’s information has
changed in the System of Record (SSIS) refreshing it will pull in the new data entered in SSIS.

1. Enterinthe client’s identifying information in the All Purpose Navigation and select it.
2. Click Refresh Data in the upper right hand corner of the All-Purpose Navigation to refresh the

information.

Refresh Data
- - —
99999999 Fred Flintstone ( 01/01,/2000 111-11-1111 Blake Pieper) | Mavigate ﬂ Case File ﬂ o

3. CaseWorks will pull any new information from the System of Record.

Nchsc‘/\.-orks" S5 Prepro
Case File

If client information does not autofill, or a client does not appear in CaseWorks as expected, verify
that the following information is entered correctly in SSIS:

1. The Client’s Physical address must be entered in SSIS for client data to be pulled into CaseWorks.

2. The Client’s name must be displayed in the Description field in SSIS. In the event a workgroup has
more than one participant (e.g., a perpetrator and a victim) the name displayed in the Description
field in SSIS will be the name displayed in CaseWorks.

3. The Client must be assigned to the proper Unit in SSIS. If the client is assigned to a unit thatis no
longer active in your county, the client will not display in CaseWorks. (see your Supervisor if you
have questions regarding active/inactive Unit assignments)

4. The Agency of Service must be set to your county.

Ensure that a Case Manager is assigned to the Case in question.

6. The user conducting the search must have the proper permissions within CaseWorks to view
client and case data. If 1-4 above are all correct, check with your Supervisor or CaseWorks
mentor to make sure you should have access to details for that client.

10 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.
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Ia ™ https://ssepreprod.caseworks.local/CWRF/Case%20File.aspx?SystemRe —799999897 & SOR=Workgroup&SORType=4&AssociatedCasel D=999999999& L Name=
&8 GoToMeeting N Home ™ Rubble 55 999999897 8 Home [T

9= L NCTQA~ 2016 PreProd ~

BROWSE PAGE

' CaseWorks™  SSEPreProd
[ Social Services Edition Case Fi |e

[] Show Closed Cases

‘999999897 Barney Rubble SS Social Services

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

Client Address: Address 1 Address 2 City, ST 11111

(01/01/1800) 01/01/1800 111-22-3333 M.Sexe

Expand All  Collapse All

DPC Workgroup EFC Associated Cases Tagged Documents Appointment History Admin

Associated Chemical Dependency EFC

v [7 Title Name First Name Last Name Short Note/Next Step W

After navigating to a Case File, you will see a page in CaseWorks with all of the clients information
and documents. Below you will find a description of the tabs on the Case File page.

Note: Workgroups in CaseWorks are generated when the workgroup is created in SSIS.
From this screen you can:

e DPC tab - View all current DPC Documents on the DPC tab. These documents have been
scanned to a DocBox but have not been filed to the Electronic Filing Cabinet (EFC). You can
see DPC documents for the client here regardless of which DocBox it is currently in.

e Workgroup EFC tab - View all filed documents on the EFC Documents tab. These documents
have already been filed to the Electronic Filing Cabinet (EFC).

¢ Associated Cases tab - View Associated case documents on the Associated Cases tab.

e Tagged Documents tab - View documents that have been Tagged for court review.

¢ Appointment History tab - View the client’s appointment history, if applicable to your county.

e Admin tab - Create a Priority status for the client or a specific document for the client.

11 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.
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o Data tab - Create client’s relatives’ information.
SSE Demo Search this site el
CaseWorks” .
Social Services Case File
[] Show Closed Cases
‘ Dino Flintstone ( D) Child Welfare CW M ( 06/01/2000 ) 01/01/2000 555-55-5555 N.Livingston X | |Navigate Case File v 4 ih |

Workgroup : Dino D Flintstone (999999985)
Case Information : Child Welfare - Nikk Livingston Open
Client Address: 123 Main Street Suite 100 Eden Prairie, MN 55344

Exnw Callapsee e o e e 0
DPC

Workgroup EFC Associated Cases Tagged Documents Appointment History Admin Data

Training EFC

v [ Title Name First Name  Last Name  Short Note/Next Step  Workgroup ¥ Created  Modified

1) View all current DPC Documents on the DPC tab:

e These documents have been scanned to a DocBox but have not been filed to the Electronic

Filing Cabinet (EFC). You can see DPC documents for the client here regardless of which
DocBox it is currently in.

NI CaseWorks™ st preprod
I Caseworks

Search this site el
Social Services Edition Case F| | e

[] Show Closed Cases

1 result(s) Refresh Data
‘999999897 Barney Rubble SS Social Services DE ( 01/01/1800) 01/01/1800 111-22-3333 M.Sexe

Navigate Case File v r

Workgroup : Barney M Rubble 5SS (999999897)

Case Information : Social Services - Mike Sexe Open
Client Address: Address 1 Address 2 City, ST 11111

9.

DPC Workgroup EFC Associated Cases

Tagged Documents Appointment History Admin

Document Processing Center

v [0 p Tite Name First Name Last Name  Short Note/Next Step ~ Workgroup ¥ Taxonomy  Created

12 | Page (Back to Top) ©2019 Next Chapter Technology, Inc.
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Click Expand All to view all documents that have been scanned into a DocBox but have not
been filed to the Electronic Filing Cabinet.

Click Collapse All to close the documents previously expanded.

%CaseWorks’” SSE PreProd
.T\ Social Services Edition Case F”e

[] Show Closed Cases

|999999893 BamBam Rubble SS Social Services HI (01/01/1800) 01/01/1800 111-22-3333 B.Pieper

Workgroup : BamBam M Rubble 55 (999999893)

Expand All ¥Collapse Al

Case Information : Social Services - Blake Pieper Open
Client Address: Address 1 Address 2 City, ST 11111

DPC Workgroup EFC Associated Cases Tagged Documents

Document Processing Center

Appointment History Admin

Display a document by clicking on the document Name. The selected document will open and display

in Adobe Reader.

Expand All

DPC

Collapse All

Workgroup EFC Associated Cases Tagged Documents Appointment History Admin

Social Services EFC

v O Title Name First Name

“4Taxonomy : 01 - INTAKE - INITIAL APPLICATIO

]

o]

DHS2140 Application for Social Servic DHS2140 Application __286_04-18-2019- - Barney
1 SSE36 Birth Certificate - Intake 019-11- . Barney
29-12
1 STS75 CSG - Change Form STS75 CSG - Change F__256_03-07-2019- ... Barney
09-45-48
1 DHS2140 Application for Social Services DHS52140 Application __237_01-21-2019- ..« Barney
11-06-55

Last Name

Rubble
ss

Rubble
SS

Rubble
SS

Rubble
ss

Short Note/Next Step

Please review and sign

Workgroup ¥

999999897

999999897

999999897

999999897

Created

7/18/2019 9:43 AM

5/9/2019 11:29 AM

3/7/2019 9:45 AM

1/21/2019 11:06 AM

Modified

9/17/2019 2:45 PM

7/31/2019 11:07 AM

6/26/2019 11:37 AM

3/25/2019 10:53 AM

Please note, clicking on the Name of the document will not open the Edit Properties (NCT). Editing
Documents in the Edit Properties (NCT) page is covered in the section linked here.
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2) View all filed documents associated to the Workgroup # on the Workgroup EFC Documents
tab.

e These documents have already been processed and filed to the Workgroup Electronic
Filing Cabinet (EFC).

¢ Workgroup numbers are generated when the Workgroup is created in SSIS.

¢ Click on Taxonomy to reveal documents classified under the Taxonomy code.
Alternatively, to show all documents select Expand All.

Expand,

DP Workgroup EFC Associated Cases Tagged Documents Appointment History Admin

v D Tite Name First Name  La

“Taxonomy : 01 - INTAKE - INITIAL APPLICATIONS (30)

El DHS2140 Application for Social Services DHS2140 Application __286_07-18-2019- -« Barney Rubble’ 2:45 PM
09-43-17 Ss

El SSE36 Birth Certificate - Intake SSE36 Birth Certific__270_05-09-2019-11- ... Barney Rubble 999999897  5/9/2019 11:29 AM  7/31/2019 11:07 AM
29-12 Ss

] STS75 CSG - Change Form STS75 CSG - Change F__256_03-07-2019- - Barney Rubble 999999897  3/7/2019 9:45 AM 6/26/2019 11:37 AM
09-45-48 Ss

E2l DHS2140 Application for Social Services DHS2140 Application __237_01-21-2019- -« Barney Rubble 999999897  1/21/2019 11:06 AM 3/25/2019 10:53 AM
11-06-55 Ss

3) The Associated tab displays documents for a client or family across workgroups. This tab
displays all documents for a client or family that share the same SSIS case #.

The two most common uses for this tab are to:

e View all Police Reports for a family across all children and workgroups.

e View all Releases for a client across workgroups.

.‘l CaseWorks™  ssEPreProd Search this site )
BN social Services Edition Case Flle

[ Show Closed Cases

‘999999897 Barney Rubble S5 Social Services DE (01/01/1800 ) 01/01/1800 111-22-3333 M.Sexe

Workgroup : Barney M Rubble §S (999999897)
Case Information : Social Services - Mike Sexe Open
Client Address: Address 1 Address 2 City, ST 11111

Expand All  Collapse All

DPC Workgroup EFCI Associated Cases ITagged Documents Appointment History Admin

Title Workgroup Appt Status Start Time Appt Start Appt End Appointment Owner Activity Type Program Type Location Created

There are no items to show.
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The purpose of tagging court documents is to provide the capability for defining documents as court
documents that can be grouped by Workgroup number.

The Tagged Documents tab on the Case File shows any documents that are currently tagged. Tags
can be added or removed at any time. Please see the section in the user manual for Tagging Court
Documents for further instruction.

.‘lCOSGWOrks’” SSE PreProd Search this site »
BN sociaiseniceseaion — (Cgse File

[D Show Closed Cases

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

Workgroup : Barney M Rubble S5 (999999897)

Case Information : Social Services - Mike Sexe Open
Client Address: Address 1 Address 2 City, ST 11111

Expand Al Collapse All

‘ DPC Workgroup EFC Associated Cases I‘ Tagged Documents I Appointment History Admin ‘

County Attorney Review - Document Processing Center
v [) Tite mName FirstName LastName Short Note/Next Step  Workgroup¥  Tags  Created

There are no files in the view "County Attorney Review - Case File".

County Attorney Review - Social Services

v [0 Tite Name First Name  Last Name  Short Note/Next Step  Workgroup ¥ Tags Created

= Sigc oo Cazc L 10 4 1o oc 2 2 ool Docd Do 10 c oun

4) View the client’s appointment history on the corresponding Appointment History tab, if
applicable to your county. Please see the section in this User Manual for Creating and
Managing Appointments.

.‘l CaseWorks™  sspreprod Search this ste o
Social Services Edifion Case Fi |e

[ Show Closed Cases 1result(s) Refresh Data

Mv' D

‘999999897 Barney Rubble SS Social Services DE (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 I‘ Appointment History I Admin

Title Workgroup Appt Status Start Time Appt Start Appt End Appointment Owner Activity Type Program Type Location Created

There are no items to show.
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5) View information relating to the Priority and File Retention and status on the Admin tab.

6) Please see the EFC section in this manual to see instructions for adding priority status for a
client and the File Retention to a case file.

NN CaseWorks™  sstPreprod Search ths ste o
NS eee  Case File

[] Show Closed Cases
|999999897 Barney Rubble 55 Social Services DE (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

New =~  Actions~ Settings ~

View: Priority «
v Workgroup'¥  DocType Title

7) The Relative Search feature is accessible on the Data tab. This allows county staff to add
contact information as well as any helpful comments for client relatives or other pertinent
individuals for the case.

To add a relative search:

Click on Data Tab
Click New Item

Fill out appropriate fields
Save

INNANNIES
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Expand Al Collapse All

|
{ DPC Workgroup EFC Associated Cases Tagged Documents Appointment History Admin

Relatives Search

W edit this list Relationship Search - New Item %
First  Relative Last  Relationship  Address 1
EDIT
HE fe no items to show in this view of the “Relationshi
E x| o, Kot [ ABC
D BRycopy L V
Save Cancel  Paste Attacn  Speling
Commit Clipbosrd Actions  Speiling
Relative First * Goldie |
Relative Last |
Address 1 Step Parent |
er
Sister
Address 2 Step sibling |
City |
State |
Zip |
Phone |
Email |
Comments
B 7 U = =
‘Add additional comment here
Workgroup
o Save Cancel
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Workers may upload Media Document files through the All Purpose Navigation (APN). Workers can
select media document files from their computer and upload them to the selected case. The media
document is uploaded directly to the County’s AWS file storage and a file stub is automatically
generated and filed to the EFC.

Workers can preview the media from the client’s Case File page. You can Download or Delete the file
directly from AWS when required.

Select the case from the All Purpose Navigation (APN).

Select Media Document from the drop down options.

Select the green checkmark. The webpage will redirect to the scan page for you to upload the
media file.

[] show Closed Cases 2 Refresh Data
=
|999999982 Joe Rockhead (J) Chemical Dependency C”OE/OWZOOD) 01/01/2000 888-88-8888 X.Vang ‘ Media Document u Di

AN

4. On the scan page, select Upload New Media Document. A window will now appear for you to select
the media file from your computer.

Upload New Media Document
Scanning To Document Processing Center )
Content Type 80 - General Record - Social Service v Auto Fill
Title Media001 Media Fila - Nthar
DocType* Media001 Media | Choose File to Upload X
Taxonomy 12 - AUDIO REC| « v 4 1 > ThisPC > Documents > Camtasia Studio v O | P SearchCamtasia Studio
g —
Organize ~ New folder =y M @
~
Camera Roll A [ Name Status Date modified Type ~
: Camtasia Studio © endingvideo.mp4 @ 9/7/2022 3:49 PM MP4 File
|| Case File Revi N
i Snagit © JoeRockhead.m4a @ 10/28/2022 10:21 AM MA4A File
Date Received Upload Media D © narrating routing rule partamd4a @ 9/23/2022 4:06 PM M4A File
. © Narration_Routing Rulest 2mda @ 10/28/2022 10:22 AM M4A File
File to EFC No W v B Next Chapter Tech G ) ) - ,
Narration_Routing Rulest 3.m4a @ 10/28/2022 10:31 AM M4A File
Short Note/Next Step Next Chapter Tec S Narration_Routing Rulest 4m4a ® 10/28/2022 1035AM  M4A File
@ OneDrive © Narration_Routing Rulest 5.m4a @ 10/28/2022 10:40 AM MA4A File
© Narration_Routing Rulest 6.m4a (©] 10/28/2022 11:10 AM M4A File
@ OneDrive - Next C © navigatetoclientmda @ 9/6/2022 307 PM MA4A File
« B This PC © apeningforms.mda @ 9/6/2022 2:17 PM MA4A File
o i S /0/2023 9:46 Al M4A F
¥ 3D Objects prorties and save.m4a @ 5/9/2023 9:46 AM VI4A File
© signatures.mda @ 9/7/2022 926 AM MA4A File N
W Desktop willz ¢ . ; 5
File name: V‘ Custom Files (*mp4;*.aac*wav; -
[Com ] oo

5. In the pop-up window, navigate to the file on your computer. Select file and click Open.
a) Please note: Only the following types will be available to select in this window:
i) Audio Formats: AAC, WAV, MP3, WMA, M4A
ii) Video Formats: MP4, MOV, AVI, WMV
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6. You will now see the following message at the top of the scan page:

I The file clickadd.m4a has been ueloaded. I
pload New 1a Docume

Scanning To Document Processing Center &
Content Type ‘ 80 - General Record - Social Service v | Auto Fill
Title Media001 Media File - Other

DocType= [Media001 Media File - Other
Taxonomy | 12 - AUDIO RECORDINGS - PHOTOS v
DocBox v

7. The properties will autofill on the scan page associated with the Media Document. Workers may
make any necessary changes to properties if necessary.
a) The DocType and Taxonomy will be defaulted to be:
i) Medial01 Media File - Other and will file to Taxonomy 12 - AUDIO RECORDINGS - PHOTOS
8. When workers are done making any changes to the properties, select Save at the bottom of the

scan page.
Note: All media documents uploaded through the APN will automatically be filed to the EFC.
9. You will see a spinning icon while the document is uploading to AWS.

>
PR

It may take 5-10 seconds to upload the media file and create a reference file (or stub) in the case’s
electronic filing cabinet (EFC). This stub links the media file (which is stored in the cloud [AWS]) to
CaseWorks.

Once the save is complete, CaseWorks will re-direct you to your previous page.

To play the media file, Delete or Download the file, please review the steps here.

Please follow this link to review our section on Subscriptions.
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CaseWorks utilizes add-on libraries that can be added to upload adoption records with client
information and scan documents into the adoption file for the records that have been added.

If you would like the Adoption Add-On Library installed at your county, please contact NCT and include
the names of users who should be able to view the Adoption links and Adoption Records library.

They are located on the Left Navigation Panel (LNP) at the bottom of the page.

Adoption
Adoption Records

Adoption Files

Scan Adoption File

With this add on library, you can:

—_

2. Click “new item” in the top left corner.

Click on “Adoption Records” in the LNP.

SSE PreProd

Adoption Records

) new item ¢r edit this list

Allltems ms by Modified Date == Find an item L

o |
m -« Dino Flintstone Dinosaur Rubble
335 «e  Harmy Potter Harry Dursley

3. Manually enter the adoption record information and click “Save”.

Adoption Records - New Item x

EDIT
E B oy X Cut ﬁ ABC
[ B cony v
Save Cencedl  Paste Aech  Speling
e -
Clipboard A

y Commit Cipb Actions  Spelling

Adoption ID | |

Birth First Name

Birth Last Name:

Adopted First Name
Adopted Last Name

Child DOB

8irth Mother First Name
Birth Mother Last Name
Adopted Mother First Name
Adopted Mather Last Name
Step First Name

Step Last Name

sauy Cancel

Note: Adoption Record must be created before a file can be scanned and assigned to a record in

this library.
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N

Click “Adoption Files” in the LNP.
All adoption files will be available to view.

w

(Scanner)” to open in CaseWorks.

Click the “Name” of the file to open in Adobe PDF or right-click and select “Edit Property

1 Upload z Sync Q Share More v

@ New

All Documents  All Documents by Modified Date Find a file

v

n Recerd

Click here to open
in Adobe PDF.

Dino Flintstone 111
- Dinosaur

Rubble

Bl _asdf 20210927

»  Birth 555

Edit Properties (PCTy
Download

_Birth
C_2021092714473936

Harry Potter -
ly Dursley

Dino

Harry

Flintstone Diry

Potter Ha

Share

Rename

Or click here to open
in CaseWorks.

Delete
Copy
Properties

Advanced 4

Click “Scan Adoption File” in the LNP.
The “Edit Properties (NCT)” will open.
Scan or upload the file as usual.

W=

Adoption Record from the drop-down menu. Click Save.

Scroll to the Properties at the bottom of the page. Manually add a Title and select the

Scanning To Adoption Files
Content Type | Adoption File v
Title

|Harry Potter Adoption File

|Dino Flintstone - Dinosaur Rubble |
Harry Potter - Harry Dursley

Adoption Record

Title the document and
select the Adoption
Record from this
drop-down.

| Save | | Cancel |

22 | Page (Back to Top)

©2019 Next Chapter Technology, Inc.



CaseWorks User Manual v1.3

Revised: 04/25/2025

1. Create a folder on the Desktop titled “CaseWorks Offline” by right-clicking and selecting New
> Folder. This step only needs to be completed once and the “CaseWorks Offline” folder will
remain on the Desktop.

View

Sort by
Refresh

NN

Paste

Paste shortcut

) Intel® Graphics Settings

New

> Folder

1 Display settings
& Personalize

DMS Sc

‘i! Shortcut

@ Microsoft Access Database
@ Bitmap image

Contact

Microsoft Word Document
@ Microsoft Access Database
@ Microsoft PowerPoint Presentation
Microsoft Publisher Document
B Rich Text Format

D Text Document

@ Microsoft Visio Drawing

@ Microsoft Excel Worksheet

; Compressed (zipped) Folder

™

2. Open the “CaseWorks Offline” folder and create a sub-folder for the client(s) for this visit
(Note: only create a folder for the client(s) if one does not already exist).

B = | CaseW
Home

Share View
* u & Cut x T New item - Ia Open B
W Copy path 1 | Easyaccess = Edit
Pinto Quick Copy Paste Move Copy Delete Rename MNew Properties
access E] Paste shortcut to to - falder - £ History DDI
Clipboard Organize New Open
« v » ThisPC » Desktop » CaseWorks Offline
A O MName Date modified Type
3¢ Quick access
Fred Flintstone 8/6/2018 402 PM File folder
[ Desktop *
* Downloads *
£ Documents -
=] Pictures *
@ OneDrive
4@ OneDrive - Mext Chapter Technolc
Attachments
E This PC
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3. Use the CaseWorks Forms feature to generate any forms for the visit.
a. Inthe All Purpose Navigation, enter the name or identifying information for the client.

N CaseWorks™ s
N
Document t Processin 9

x| WNavigate

Social Services

Center Show Closed Cases
Recent EFC Documents
[frea
Chemical Dependency 999999999 Fred Flintstone CD  Chemical Dependency ( 01/01/1800 )  01/01/1800 111-22-3333 V.Mulerone
o rone

Scan Barcode Document

v tle ppt Status  Start Time End Time ctivtyTgpe  Program Type  Location  Workgrou
Appointment Manager P Appt Status  Start Ti d Activity Ty Program Typs b Workgroup
Form ID Taxonomy List Intake «. Scheduled 6/1/20181100AM  6/1/2018 12:00 M 999999899
CaseWorks User Manual Review - Scheduled 6/1/2018130PM  6/1/2018 2:30 PM 999999899
Training Videos Follow-Up «. Scheduled  6/1/20183:00PM  6/1/2018 3:30 PM 999999899
Intake «.. Scheduled §/2/20181000AM  6/2/2018 2:00 PM 999990899
Review «. Scheduled 6/14/2012400PM  6/14/2012 5:00 M 999999892
Follow-Up o Scheduled  6/15/2018 10:00 AM  6/15/2018 5:00 PM
Consultation  w. Scheduled  6/14/2016 600PM  6/14/2018 7:00 PM 999999893
Meeting «. Scheduled 6/29/2012500PM  6/29/2018 6:00 PM 999999899
Join Leave Team DOcBox
My DocBox
Intake

b. Inthe drop-down menu, select Forms.

[] show Closed Cases

‘999999899 Fred Flintstone S5 Social Services ( 01/01/1800 ) 01/01/1800 111-22-3333 V.Mulcrone

Forms

Navigate
Scan
]

c. Typein the name or number of the form and select it from the list after it appears.

d. Click the Green Check Mark to generate the form.

DH52140 Application for Social Services

e

e. Inthe form, select File > Save and select the client folder within the “CaseWorks

Offline” folder on the Desktop as the save location.

file Edit View Window Help

Home  Tools

® 8 B Q ® A OO - RBRRP @2

D e AVARIEAVEANYAR:

= \
! Minnesota Department of Human Services

Application fo= €~=i=! €~miian

Purpose
This is an application for social servi
agency to help you meet those needs

Applicant
NAME (Lasl, First, M)
Flintstone Ss Fred M
ADORESS
Address | Address 2
anry

DATE OF eI Losanury

™ Expor v
DUBIOHRS DHE2140 Edit POF

city ik -

@ signin

the

4. Download any required DHS eDocs.
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1. Use a portable scanner to scan in any physical documents that are received.
Plug in the scanner into a USB port on the laptop.

a.
b.
c.

Turn the scanner on.

Open the scanning application (if it does not automatically open after powering the

scanner on).

Select scan a multi-page PDF in the Scanner settings and begin scanning any physical

documents received from the client.

2. Fill and sign any required digital documents.
a. Open the document in Adobe Reader DC and enter in any necessary information.

Clear Form D Show DHS Form Version

Purpose
agency to help you meet those needs.

Applicant

NAME (Last, First, MI)
Flintstone Ss Fred M
ADDRESS

Address 1 Address 2

! Minnesota Department of Huma

n Services

AT

Application for Social Services

T'his is an application for social services. It allows you to tell the agencygvhat you need help with and how you would like the

[ cenper
Male
[ HISPANIC HENTAGE Iopl‘;ono”
‘ Yes

| MARRIED" (check one]

Female N M S £ DOwW

RACE"* (optional) (check all that apply)
N [TA [7B [P [TW

any

City
DATE OF BIRTH DISABILTY
1/1/1800

STATE

|ST

1

ZIP CODE

11111

PHONE NUMBER

8675-30

SOCIAL SECURITY NUMBER

111-22-3333

b. When all necessary information is entered, have the client sign the document using
either a signature pad or a touch screen device.

-y

H 0D
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When finished, don't forget to save the document.

Plug in the signature pad to the USB slot in the laptop or mobile device.
Select the field to be signed and click OK on any pop-up windows.

Have the client sign the document using the USB signature pad.
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1. After entering all necessary information, select File > Print and choose Win2PDF as the
printer. Select Print and a new window will appear. In the new window, select the “CaseWorks
Offline” folder and select the correct client folder. Click save to “flatten” the form and save it

to the client folder.

Printer:| Win2PDF

x
"*|Microsoft Print to PDF
Microsoft XPS Document Writer

o5 f NPISFCCAD (HP Color Laserlet MFP M277ct)
Print2CW(BEW)
Print2CW(Coler)
O Cumlsend To OneNote 2016
n

Scale: 100%

85x11Inches

e Pagding -

hi I A

Size Muttiple Booklet

@Fit
O Actual size
(O Shrink oversized pages

|| OcustomSaale:  [100 %

[ Choose paper source by PDF page size

Orientation:
| ® Auto portrait/landscape
(O Portrait.

O Landscape
Page 1 cf 6

you

| Savein | Fred Flintstone ~ | | G 7 mE-
% MName Date modified Type
. = form.pdf 8/6/2018 402 PM Adobe Ac
Clilckaceess = 5SE 9999992030 DHS2140.pdf 8/6/2012401 PM  Adobe Ac
Desktop
Libraries
This PC
* < >
ld File name: SSE 555555859 DHS2140 pdf w | Save
Metwork
Save as type: Portable Document Format (FDF) ~ Cancel
Help
PDF Options [ View file [] Send file
[ Prirt file Delete after sending

2. Close the editable form (without saving) and open the newly saved and “flattened” form from
the client folder. Navigate to the signature section and have the client sign using a stylus (or

index finger if a stylus is unavailable).

3. After all signatures are complete, select File > Print and choose Win2PDF as the printer.

Select Print and a new window will appear. In the new window, select the “CaseWorks Offline’

i

folder and select the correct client folder. Click Save to “flatten” the form and save it to the
client folder (this will create a version of the PDF with the client’s signature that can’'t be

edited).

LR TR TR T RE TN TR T I R T IIIIII
x

[

Help @

Ynl
-
ol lc
B ] v
Page | o1
= o | B3
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| Saverm: | | | Fred Fintstone v | (< Xz = e
21' Name Date modified
=3 form.pdf 8/6/2018 4:02 PM
Q= " SSE 99999985@DHS2140.pdf 8/6/2018 4:01 PM
Desktop
Libraries
This PC
‘ <
S File name: SSE 959999839 DHS2140 pef ~]
Network
Save as type Portable Documert Format (PDF) i
PDF Options. [ Viewfile [ Send file
(] Prirt file Delete after sending

Save

Type
Adobe Ac
Adobe Ac

Cancel

Help

©2019 Next Chapter Technology, Inc.




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

4. Close the open PDF that the client just signed without saving (so the client’s signature can’t be
edited).

1. Any forms that were generated using the CaseWorks forms feature can be immediately
imported into the CaseWorks DocBox. Import CaseWorks generated forms by selecting,
dragging, and dropping into your DocBox.

Drag and Drop Files Directly Into
CaseWorks

2. Inthe client folder, there should now be a single PDF with several client documents that were
previously scanned in. If you are importing digital documents that were not generated in
CaseWorks, see the section titled “Importing Digital Documents” below.

a. Open this document and select File > Print. Change the printer to Print2CW and select
Print (See the section below, “Using Print2CW on a Multi-Page Scan”).

b. A new window will appear with the All Purpose Navigation. Enter in the correct client
information for the document and select the client from the list.

c. The drop-down menu will automatically be set to “Print” and no changes are required
for the drop-down menu.

d. Enter in BULK as the name of the document in the second text field and select the first
bulk option from the list.

e. Select the Green Check Mark and the scanned document will now appear in the Edit
Properties (NCT) interface. From here, split off documents that need to be separated
into individual documents.

i. Note: see the section below, “Advanced Edit Properties (NCT) - Splitting” for the
steps to split off multiple documents from a multi-page PDF.

3. After importing all documents into CaseWorks by using Print2CW or by dragging and
dropping, finish processing the documents. If necessary, file any processed documents to the
Electronic Filing Cabinet (EFC).
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1. After using Print2CW, review the scanned documents and make any necessary modifications

(rotate, delete, etc.).

2. Scroll to the bottom of the multi-page PDF and find all pages associated with the last
document. Select the first page of the last document (highlighted in dark grey in the image
below) and Split the documents. Please review Splitting Documents for further instruction.

j;;sﬂar e x@ ,j,j;andg, m«.;;g,;.m P TR 4 &

~

thai

Lead Agency Assessor/Case Manager/Worker LTC
oy Communication Form

Port 1 Secioms A & B
A8 € complaed by lead ngency wessor or case manager.

‘SECTION A - Comtart Informetion

Alli®ne|Document

>

For Digital Documents That Were Not Generated from CaseWorks

1. Use Print2CW for documents in the “CaseWorks Offline” folder.

2. On the next page (the Edit Properties (NCT) page) click the folder icon in the upper right-hand
corner of the page to continue Uploading documents from the “CaseWorks Offline” folder.

ERCELIBaE L CIEEEIREYSY BETEV T

File

Mavigation Paging Zoom

Processing

Annctations
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select the second document in the folder that is not a CaseWorks generated form.

Navigation Paging

[
= @ Choose Fileto Upload
77777 N ITW;P( > Desktop » CaseWorks Offline 5 Fred Fhm;!nnel
Organize ~  Newfalder
Ste -
& OneDrive

4@ OneDrive - Next C
Attachments.
™ This PC

3 3D Objects

= Desktop.

v <

File neme: [form.pof

E228H0R ;3 X4 HE08 ALXBOE0 d/7m0g hX| @

Auto Fil

x
~ © | Search Fred Flintstone r
=- o @
Type
Adol

Adol

~| Al Files ()

In the pop-up window, navigate to the client folder in the “CaseWorks Offline” folder and

4. Select Open after selecting the second document then you will see a pop-up window asking,
“Add to Existing Document?” Select Add and you will see each page of the document that was
just added in the window.

SHEHOR 53 X3 AL804 ALRE OED v/muEg H X

&)

+ {l».-vr Desktop » CaseWorks Offiine "-r”-nh(.‘nrl
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5. Continue to split large PDF if necessary.

Please review Splitting Documents in this section.
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