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Using the CaseWorks Administrator User Manual

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

Revised: 4/25/2025

Date

Version

Description of Revision

Author

07.14.23

1.0

This Administrator Manual is a consolidated version
of each of the previously used Edition Specific
Admin Manuals. Topics have been alphabetized.
Added sections: CaseWorks County Map, Case
Transfer, Purge, Autocopy, Inactive Case Report,
and Privileging MCI documents.

Otto & Vang

11.06.23

1.1

Linked how to privilege MCI documents to main
Privilege Section, update counties Map

Vang

1.29.2025

1.2

Purge Section: include Child Support reports; add
File Retention Records as review tool.

Privilege Section: minor updates on naming access
group and granting access.

Export Section: remove (included in normal User
Manual)

Livingston,
Otto, Vang

4.25.25

1.3

CaseWorks County Map updated; Purge Section:
Excel formula tip, FSE/MSE Exception Taxonomies
noted, CSE section updated to include CAAD note;
AutoCopy section updated

Otto
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Administrative Training Videos

CaseWorks Training Videos for Administrative features in CaseWorks can be accessed by following this link:
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CaseWorks Support Ticket Submission

Overview

CaseWorks Support Room submits tickets to CaseWorks Support Team. Submit a ticket to receive a quick
resolution to any issues you may encounter. Tickets may also be reviewed or changed from CaseWorks Support

Room.

Use CaseWorks Support Room to:

+» Create tickets to resolve issues in CaseWorks.
+» Review or edit previously created tickets.

7

< Submit Suggestions or request new Caseworks Features.

How to Submit a Support Ticket

1. In CaseWorks, select Support Room from the Left Navigation Panel.

. FSE Home [T

9= L NCTQA~ [ 2016 PreProd ~ ® FSE R SSE & Support

"Cg- Works™  Fse Praprod
N FSE PreProd

Documant Frocassing
Cansar

Racent EFC Documents

Scan Barcoda Documents

Appaintmant Managar [

What's Méw in CaseWorks
Fom 1D Tasgeamy List
CasaWorks Usar Manual
Upgrada Training Videos
Training Vidacs
Rapars

Appaintmant Rapodrt

Forms Processad Report

Gl M FSEES4 Paystubs Fay) FSERS4 Paystubs Pay_2408_09.29.2000.08-26-30 - Wika
by Craatadt
Gl A DHS120204 MA Denial Notica for No Verifications Recoved (METS)  DHS120214 MA Denial _2534 02:10-2020.08-32:18 w0 Wikma
Forms Procassed Repart -
by Moditod Gl A DHS2918 Verfication Raguast Form DH52919 Varification_2542_02.10-2021:10-37:38 - Wika
Jain Laava Taam CocBox = Hotification - FSE&S4 Payshube (Pay] Hotification - FSEE5_2174_10:07-2020.04-22.35 e Pabblc
sk ] DHS2918 Yarification Raguast Foam DH52919 Varification_2472_01:14:2021+11 -02¢55 e Frod
I} Notificatian - BEF19 SHAP Bankad Manths Lattar Nosification - BEF19_2585 02.25.2021.11.36-44. - Bam Bam
I} Notification - DHS0033 Appeal to State Agancy Hotification - DHS00_2567_02-25-2021-11-38-51 - Bam Bam
5] DHS3417 Minnasota Haalth Cara Programs Apglication (HCEAR] DHE3417 Minnesota He_2600_03.03-202 1.09-08-05
5] Drag and Drop into CaseWarks (Pleass updata Docsmant Proparties]  Test - Larga Doc_2607_03.03:2021-09-09-47
= LE437 (Sl Barmnirrin dne T 40 it o L Bl UESATT Rl e 3SR 310818 Eenr

Flintstoee  TEST EF Frad - Homa Depat 12/haur

Flintstons  Appand to currant nats Tast EP Maltipla

Flintstons  Appand to curant nats - append rew dats

Flintstons  Docusant Copy.Driginal filed In MSE - Plasa delats this copy aftar revkes.scan paystub 1047
Flintstona

Rubbls

Aubbila

2. Loginto NCT Customer Portal.

Enter Email/Login ID and Password and Sign In.

N CaseWorks™
PN Caseworks

SrEr—

casenOrkssLpperEnElne.com
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Note: If you do not have login information, have another Ticket Submitter at your County submit a ticket
on your behalf so your account creation can be initiated. If there isn’t another Ticket Submitter at your
County and you need immediate assistance, call 1-612-444-3388 option 1.

To enter a new ticket:

Click on the Tickets.

= o X
e € https://nctnal teamsupportcom/dashboard v @& Ssearch. O~ (5
N FSE Home - Dashboard | NCT Customer ... X
5 [ NCTQA~ [ 2016 PreProd ~ N FSE N SSE & Support
Tickets Knowledge Base  Community Submit a Ticket ‘ -
)
0a®
Tickets Knowledge Base Community
Track the status of your existing Find helpful documentation and Exchange information with other
support tickets. training guides. customers.
Popular Articles ~ Recent Articles  Recent Tickets
« How To Submit a Support Ticket

Select Submit a Ticket in the upper right-hand corner of the screen.
From this screen, you can also view any open tickets by selecting My Open Tickets.

To view tickets that you have submitted previously that are closed, select My Closed Tickets. You can also view
open and closed tickets from your County under Organization Open Tickets and Organization Closed Tickets.

€ htpsi//nctnal teamsupportcom/mytickets . . P~
@ Submit a Ticket

N FSE Home - My Tickets | NCT Customer .. X

i L NCTQA~ 2016 PreProd ~ ® FSE M SSE &) Support

Tickets Knowledge Base Community Submit a Ticket 6-

Dashboard / Tickets

My Open Tickets My Closed Tickets Organization Open Tickets Organization Closed Tickets All Tickets

Ticket Name Ticket Number Date Created

5 Export CSV

When you select Submit a Ticket, the New Ticket window will display as shown below.
Complete the fields on the New Ticket window. Provide as much information as possible.

Enter a Subject. The Subject should provide a short description of the issue.
Example: DHS 9999: Client address is not auto-filling
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Select a Ticket Type that most closely identifies your issue. Select Miscellaneous if you are not sure.
Select the Edition of CaseWorks that you are submitting the ticket for.

Add attachments, if applicable. Screenshots and other related attachments can assist in resolving issues.
See the next section to assist in creating screenshots.

Click the Submit button to submit your ticket to CaseWorks Support.

Tickets  Knowledge Base Community _ submitaTicke! gy ~

Title (Subject)

Ticket Type

Add/Remove/Update Docbox ~

Description

—
—
. 2016 FSE ™
| 4

We need user John Jane Doe Added in CaseWorks FSE

¢

o

Drop files here or click to upload
Images can be pasted into the description as well

@ = Q.
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Review and/or Update Your Submitted Tickets
1. Login to CaseWorks Support Room.
2. Navigate to Tickets and select My Open Tickets to find the ticket you are updating or reviewing.
3. Once you have selected the ticket, select New Comment to update or add any information to the ticket.
4. Click Submit.

New Comment

Description

B I U 1u- A - = =

o

Drop files here or click to upload
Images can be pasted into the description as well

Using Snipping Tool for Ticket Screenshots

Including screenshots with tickets assists CaseWorks Support Team in resolving issues users may experience.
Capture screen shots using the Microsoft Snipping Tool.
To use Snipping Tool:

1) From the Microsoft Start menu in the lower left-hand corner of your screen, click on the search bar and

enter Snipping Tool.
. . . . C\Eﬂew
2) Click on the New button in Snipping Tool
3) Select Mode in Snipping Tool and select Rectangular Snip.

¢ Snipping Tool - X
C\_gﬂew m Mode @ Delay = x Cancel l..; Options
Free-form Snip the Mode button or click the New (7]

®  Rectangular Snip Il

Window Snip

Full-screen Snip

4) Use your cursor to select the area to snip.

a) Click on one corner of the area to snip and drag to the other side, i.e. Drag-and-drop from one corner
to the other.

Snipping Tool will capture the selected area. Step 5 has an example of a snip.

5) Use the Pen to redact confidential data to retain data confidentiality. 7|
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To ensure compliance with HIPAA standards, it is important to redact confidential data contained on
screenshots.

Note: The pen’s size and color are adjustable. To adjust, click the drop-down box next to the Pen icon and
select Customize to choose a thicker line or change the line color.

3 Snipping Tool - B
File Edit Tools Help
R bed 2 O | L[S @
~
G ——
Subject
Ticket Type
Add/Remove/Update User v
Description
v
< >

6) Select File > Save As and save the file with a descriptive name.

7) Add the snip to the ticket by clicking add attachments on the New Ticket window and selecting the snip
previously saved to your computer.

8) Remember to submit your ticket!
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1. Contact CaseWorks Support to set up new Users
and permissions in CaseWorks.

—_

Open Internet Explorer.

Type the county-specific web address (URL) into
the Address Bar. This URL is given to you at time
of set up.

Enter username: [as you log into work each day].
Enter password: [as you log into work each day].
Check the box next to Remember my Credentials.
Press Enter or select Okay.

CaseWorks will display.

n

No oA W

In Internet Explorer, select Tools or the small gear
shaped icon on the right side of screen.

Select Internet Options.
Select Security tab.
Select Local Intranet.
Select Sites (gray button on right).
Select Advanced.
Select Add site
(e.g. https://yourcountyspecificURL...)
Select Okay until finished.

o0 AW =

N

1. Make sure the CaseWorks window is open but not
fully maximized on your screen.

2. Click on the small icon immediately to the left of
the CaseWorks website address in the upper left
corner of the window.

3. Drag the icon to your desktop and release.

Right-click on the new icon and select Rename.

Type “CaseWorks Social Services Edition”.

o

1. InlInternet Explorer, select Tools or the small
gear shaped icon on the right side of screen.

2. Select Manage Add-ons.

3. Select the drop-down arrow on left side of
window, and choose Run without permission.

5. On the bottom of screen click the Disable.
6. Click Close.

4. On the right side of screen, choose Adobe Reader.

n

From CaseWorks, select Scan Barcode Document
from the left navigation panel.

If prompted, select Install usually found in
yellow pop up along bottom of browser screen.
Select Install again.

Cancel scan by clicking red button with white X
on toolbar or clicking Cancel at bottom of page.
Installation is complete.

(For some browsers, process may need to be
repeated.)

In Internet Explorer, select Tools or the small
gear-shaped icon on the right side of the screen.
Select Safety.

Select Delete Browsing History.

Internet Explorer

1.

Ok WD

Click on the Start Button in the lower left corner
of the screen or the Windows Search Bar.

Begin typing, Default app settings.

Click Default app settings to open.

Click on the icon under Web Browser.

Select Internet Explorer from the app list.

Close the current window.

Adobe Acrobat Reader DC

1.

2.
3.

»

N o

Navigate to a .pdf file either on the desktop or in
a folder.

Right-click on the .pdf.

Select Open with > Choose another app (even if
you see Adobe Acrobat Reader DC).

Click once on Adobe Acrobat Reader DC.

Select the checkbox next to “Always use this app
to open .pdf files”.

Click OK.

Close Adobe Reader (it may automatically open).

12 | Page (Back to Top)
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Set Internet Explorer to Automatically Clear Browser Cache

1) Open Internet Options in Internet Explorer

Print

&j Web ¢ File 3
Zoom (100%) 3
Safety 3

Add site to Start menu

View downloads Ctrl+]
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

Report website problems

| Internet options |
About Internet Explorer

2) On the Advanced tab, scroll down until you see “Empty Temporary Internet Files Folder....” And check
the box. Hit OK.

| General I Security I Privacy I Content | Connections I Programs | Advanced [

Internet Options

Settings

- b Security -
] Allow active content from CDs to run on My Computer™

[ allow active content to run in files on My Computer®

7] Allow software to run or install even if the signature is invalic
[T Block unsecured images with other mixed content

] Check for publisher's certificate revocation

Check for server certificate revocation™

Check for signatures on downloaded programs

Do not save encrypted es to disk i
Empty Temporary Internet Files folder when browser is dos H

Enable DOM Storage
[] Enable Enhanced Protected Mode*
Enable Integrated Windows Authentication®

[#] Enable native XMLHTTP suppart
<« | 1 | 3

*Takes effect after you restart your computer

[ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default Reset, ..
condition,

You should only use this if your browser is in an unusable state.

[ Ok ] [ Cancel ] ’ Apply ]
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Submit a Feature and Enhancement Inquiry

Next Chapter Technology appreciates hearing User’s ideas for making CaseWorks even better! We promise to
review all Feature and Enhancement Inquiries that are sent to us. While not every suggested change will be
implemented into CaseWorks, we promise that we will utilize user input to continually improve your experience
with CaseWorks.

To submit an inquiry, follow the following steps:

1.

2
3.
4,
5

o

Click the Support Room link in the Left Navigation Panel.

Log in to the CaseWorks Support Room.

Navigate to Tickets and select New Ticket.

Select Suggestion / Feature Request from the drop-down for Ticket Type.

Follow the link that appears in the Description field to complete the form and submit your Feature and
Enhancement Inquiry.

Describe your inquiry as completely as possible.

Click Submit to submit the form (you will not need to submit a support ticket). NCT will follow up on your

submission according to our prioritization schedule.

Priority Documents

Along with marking individual documents as Priority, system wide settings can be adjusted to automatically
mark documents as Priority based on the Case, DocType, or DocTypes for a Specific Case.

To mark a case as priority, navigate to the Case File page using the All Purpose Navigation.

1. To navigate to a particular Case File, enter the Case Number or Client Name into the All Purpose
Navigation (APN), then select Navigate from the drop-down menu in the next field.

2. From the next drop-down menu, select Case File and click on the Green Check Mark.

e

9999999 Fred Fintstone (01/01/2000 111-11-1111 Sally Worker) Navigate v |
Case File Folder
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. lCoseWorks’” FSEClayQA Search this site I
Financial Services Case File

1 result{s)
|99999999 Fred Flintstone ( 01/01/2000 111-11-1111 Sally Worker ) | Navigatﬂ Case File ﬂ W i‘;

\

Financial Case File : 99999999 Flintstone, Fred M

Expand All  Collapse All

DPC EFC Documents Admin

Document Processing Center

v [P Title Name First Name Last Name  Short Note/Next Step  MAXISY Taxonomy  Modified

' DocBox : NCTTest (10)
" DocBox : SAccount (3)

" DocBox : ScanWorks (1)

3. Ifitisanew case that does not appear to be in CaseWorks yet, select the case and click “Refresh Data”
in the All Purpose Navigation (for editions FSE, CSE, SSE, and ACE). If the case is unable to be refreshed in
CaseWorks, select the case and click the Green Check Mark to navigate directly to the case.

NCoseWorks" cse Praprod
N crasmoaresin  Case File

NCP Name: Flinstone, Wilma 1V 9999999998

pand Al Colipse A
DPC | PRISM EFC Documents | CP EFC Dacuments  NCP EFC Documents  Tagged Documents | Admin

PRISM EFC

¢ [ Tide Mame FirstMame LastName Shot Note/NextStep PRISMY  Crested  Modified

Privilege EFC
) THe Mame FirstName LastName ShortNoteNextSten PRISHY Created Modiied
Taxanomy : 02 - COURT ORDERS (1)

Taxonomy : 04 - CORRESPONDENCE (1)

05 - FINANCIAL (1)

Taxonomy : 08 - LEGAL - Enforcement (1]

4. To automatically mark documents as Priority based on the Case, DocType, or DocTypes for a Specific
Case, navigate to the Admin Tab.

Financial Case File: 99999999 Flintstone, Fred M

2070 Income Maintenance
Expand All Collapse All
DPC  EFC Documents  Appointment History — MNsure

New - Actions.  Settings -
¥ 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 MAXISY Date Closed Transferred Date Transferred To  Exceptions Refention Comments Created  Modified  Modified By

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

5. Settings for Priority Cases, DocTypes, and DocTypes for a Specific Case are found in the Priority section.
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[ |99999999 Fred Flintstone (01/01/2000 111-11-1111 Blake Pieper }

2010 Income Maintenance

Expand All Collapse All

EFC Documents istory MNsure

DPC

Financial Case File: 99999999 Flintstone, Fred M

Admin

Priority Cases

Once a Case is set as Priority, all Documents scanned to that Case will be marked with the Red Priority flag.

1.

To set a Case as Priority, navigate to the Case File page and select the Admin tab.

2. Select the triangle next to New in the Priority section on the Admin Tab on the Case File Page.

In the drop-down menu, select the first item: Priority Case

3.
l |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
Priority Case
. Create a new Priority Case
P VPe ? "Priority" list.
= Create a new Priority DocType
Create a new Priority DocType for Specific Case
Gj TICTW TSI U Suie uns sy
v Title MAXISY  Date Closed Transferred Date  Transferred To  Exceptions  Retention Comments Created  Modified
4. In the pop-up window, enter in the Case Number for the client and the client’s first & last name.
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L x
Priority - New Item
] EDIT [
I E m ey X Cut fl ] ABC I
|: E|'=“_ Copy | V
Zave  Cancel Paste Attach  Spelling
File -
. | Commit Clipboard Actions  Spelling F
MAXIS *
l Description I
Save Cancel
[}

5. Select Save to finish adding a Priority Case.

Priority DocTypes

Once a DocType is set as Priority, all Documents scanned in with that DocType will be marked with the Red
Priority flag.

1. To set a DocType as Priority, navigate to the Case File page and select the Admin tab.

2. Select the triangle next to New in the Priority section on the Admin Tab on the Case File Page.

3. Inthe drop-down menu, select the second item: Priority DocType

|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 - Settings ~

=, Priority Case o
Create a new Priority Case

Priority DocType
Create a new Priornty DocType

i

FT10 v L0 YiIIE 10 [ JE d
Create a new Priority DocType for Specific Case
@'IIU" TSI U Suie uns s

v Title MAXISY  Date Closed Transferred Date  Transferred To  Exceptions  Retention Comments Created  Modified

4. Inthe pop-up window, enter in the DocType and DocType Name (in the Description).
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Priority - New ltem

|

|

E B ey N Cut fl ] ABC I
|: Efy Copy | «
Save  Cancel Paste Attach  Spelling
Fil= -
r | Commit Clipboard Actions  Spelling | 3
DocType * ||

I Description I

Save Cancel

5. Select Save to finish adding a Priority Doctype.

Priority DocTypes for a Specific Case

Once a DocType is set as Priority for a Specific Case, all Documents scanned in for that Case with that DocType
will be marked with the Red Priority flag.

1. To set a DocType for a Specific Case as Priority, navigate to the Case File page and select the Admin
tab.

2. Select the triangle next to New in the Priority section on the Admin Tab on the Case File Page.

3. Inthe drop-down menu, select the third item: Priority DocType for a Specific Case

l |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

Settings ~

New -

= Priority Case
Create a new Priority Case

Tl Priority DocType 2 "Priority” list.

=i Priority DocType for Specific Case
Create a new Priority DocType for Specific Case

-

v Title MAXIST  Date Closed Transferred Date  Transferred To  Exceptions  Retention Comments Created  Modified

4. Select Save to finish adding a Priority DocType for a Specific Case.
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Deleting a Priority Case or Priority DocType for a Specific Case

1. To delete a Priority Case or a Priority DocType for a Specific Case, locate the item on the Admin tab and
select the checkmark next to the item.

2. Intheribbon bar, select Items then select Delete Item in the menu.

BROWSE  PAGE | ITEMS [ LST

—| S = (d VesionHistory (i . G/)
e =\ =] c (
= ES A 2 shared witn |
New New  View  Edit Attach Alert Tags&  Workflows ApproveiReject
lem. Foder  ltem  fem File Me« Notes
Actians _ Share & Track Tags and Notes Warkdlaws

Expand All  Collapse All

DPC EFC Documents Appointment History MNsure Admin

New - Actions~ Settings ~

99999999 Fred is Priority
File Retention

MAXISY  DocType Title

99999999 DHS0033 Appeal to State Agency Appeal to State Agency for Fred

3. Select OK in the pop-up menu to confirm the deletion of the Priority Item.

Message from webpage X

o Are you sure you want to send the item(s) to the site Recycle
Bin?

Deleting a Priority DocType

1. To delete a Priority DocType, click on the word ‘Priority’ in the blue bar.

a. This view will show all Priority items, including Priority DocTypes.

Expand All  Collapse All

DPC ated Case EFC MNsurelD View MAXIS Admin

New -~  Actions~ Settings =

v  Integrated Case'¥ DocType Title
123456789 Wilma F. Priority Case
123456789 DHS2776 Computation of MFIP Overpayment Worksheet Wilma F. 2776

2. Select the item you wish to delete by selecting the checkmark.

3. Inthe ribbon bar, click ‘Delete Item’.
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J ITEMS ‘ LIST |

@ @

—] [F= @ VersionHistg
B &
i ach Alert Tags & Workflows Approve/Reject

Fw View Edit.

der Item Item e~ Notes
anage Actions  Share & Track Tags and Notes Workflows
t Processing @ new item or edit this list
Priority  All ltems Find an item ol

FC Documents

code Documents v giated Case  DocType
Healthcare 89
E
DHS2775 Notice of Overpayment
[Document

123456789

Title

Wilma F. Priority Case

Priority DocType- 2775 (MSE)

DHS2776 Computation of MFIP Overpayment Worksheet Wilma F. 2776

4. Select OK in the pop-up menu to confirm the deletion of the Priority DocType.

Message from webpage X

o Are you sure you want to send the item(s) to the site Regycle
Bin?
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Privileged Cases

Overview

The purpose of this procedure is to provide the steps for assigning Privileged Case status as well as adding and
removing worker access to privileged cases. Privileged cases are identified as such because there is a desire to
provide limited access to them. Here are a few important points:

+» Privileged access applies to documents only after they have been filed to the EFC.

+» The timing of the receipt of documents does not affect whether or not they are identified as privileged.
When a case is identified as privileged, all documents in the EFC associated with that case are privileged.

< If the privilege is removed, documents in the EFC associated with that case are immediately viewable by all
users.

Note: The Child Support Edition has additional information on how to privilege MCI documents. Child Support
users will still need to complete steps to privilege the PRISM case and add user access to the privileged PRISM
case. Then, Child Support Users who wish to additionally privilege MCI documents may do so by clicking here for
more steps.

Create a New Privilege Folder

Additional custom privilege folders can be created and managed to meet County specific privilege
requirements. A privilege folder identifies the group of individuals being granted access to a privilege case(s)
and is sometimes referred to as the ‘access group’. To create a new privilege folder/access group:

1. Click on the Privilege Case EFC link in the Left Navigation Panel.

“CoseWorksr” County B
.— Social Services Edition Home @

Document Processing Case File
Center

Recent EFC Documents [] Show Clased Workgroups

Chemical Dependency ||

Social Services

Appointment Manager My Appointments
Scan Barcode Document _ _ o .
v Appt Status Appt Start Appt End Activity Type Program Type Location
Form ID Taxonomy List
Scheduled 10:54 AM 11:24 AM Test Location

CaseWarks User Manual
Checked In 11:00 AM  1Z:00 PM  Case Maintenance  All Health Care Programs (other than MNCare)  CA Walkin - ROGAHN' JACALYN
Join Leave Team DocBox

X Scheduled 10:54 AM  11:24 AM  Screening All Emergency Programs Test Location
Adult Services
Intake Team My DocBox
Unprocessed v D P Reviewed Title Name First Name
Children Services . P .
[ Mo No DHS2630 Alternative Care Program Eligibility Worksheet for Unmarried DHS2630 Alternative
General Soc Serv Individuals or Married Couples when both May Choose the Alternative _ 722 08-18-2017-

Care Program or a Married Person Whose Spouse is an EW Recipient or 02-52-01

Manage Subscriptions Living in a Nursing Facility

Recycle Bin [l MNo No DHS4801 Alternative Care Program Estate Claim Referral Worksheet DHS4801 Alternative
Privilege Cases __881_10-20-2017-
09-22-03
Add/Remove Privilege
‘Workgroup Fl No No D606-LIC Release of

X _917_11-03-2017-
Privilege Case EFC 09-27-08

Log Off B No No D606-LIC Release of
Site Contents _918_11-03-2017-
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2. Click on the Files tab, then click on New Folder.

[T
2 1= Check Out Wersion History
L CheckIn Shared With
Mew MNew Edit Me Fileto Claim Selected Transfer  View Edit
Document » Document Folder | Document . Discard Check Our  Dotuments  EFC  Documentis) Proparties Properies . Delete Document
Pew 'Y QOpen & Check Out Manage CaseWorks Documents Manage
Document Processing @ New 1 Upload c Sync v
Center
All Documents Find a file
Recent EFC Documents L
Chemical Dependency v [ hame Madified Modified By
Social Services Brandon Weeks + 5hoursago Cathy Wassenaar
Scan Barcode Document Sample - Bugs Bunny . Afewsecondsago [ Brandon Weeks
Appeintment Manager
Form ID Taxonomy List Drag files here to upload
G Lcer Manual

3. Name the Folder and click Create.

a.
specific Worker(s) names, Team Name, Supervisors, etc.)

Tip: Choose a name that indicates the individuals that will be included in this Access Group (i.e.,

b. Note: do not use special characters when adding a new privilege folder (i.e. & * _ - commas, etc.)

Crear a folder

Name

Blake Pieper

&5 INVITE PEOPLE

—_— Conce

4. Set the permissions for the newly created folder. Select the newly created folder and select Shared With

from the ribbon bar.

BROWSE FILES LIERARY

MNew

50
Mew Upload Mew Edit
Document - Document Folder  Document

Open & Check Out

Check Cut
Check In

Merge Fileto Claim Selected Transfer
Discard Check Out ~ Documents  EFC Documents)

Manage CaseWorks Documents

| =1
=

Edit

——

View

_.4.-' Shared With
Properties Properties x Delgge Document
Manage 5

Wersion History P

5|

Document Processing
Center

Recent EFC Documents
Chemical Dependency
Social Services

Scan Barcode Document

Appointment Manager

Form ID Taxonomy List

CaseWorks User Manual

\

@ MNew 1 Upload 3 Sync G Share More v
All Documents Find a file o
v D Name Modified Modified By
Blake Pieper « Afew seconds ago Brandon Weeks
Brandon Weeks 5 hours ago Cathy Wassenaar
Sample - Bugs Bunny 6 minutes ago Brandon Weeks

Dwag files here to upload
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5. Select ADVANCED.

Share 'Blake Pieper’ ®
&%  Shared with ~ Vaughn Mulcrone, — Mike Sexe, — Mary Auer, and 4 more
Invite people Brandon Weeks A~
Shared with
Cathy Wassenaar
v
Henry Luu
ADVANCED
Clase

6. Select Stop Inheriting Permissions in the Ribbon Bar.

BROWSE PERMISSIONS

5@ [ EN
& o Q

Manage| Stop Inheriting Check
Parent | Pemizzions Permizsicns

Inheritance Check

Document Processing

ot & There are limited access users on this site. Users may have limited acc
Center

This folder inherits permissions from its parent. (Privilege EFC)
Recent EFC Documents

Chemical Dependency Mame
Social Services S5E Privilege Admin

Scan Barcode Document

Appecintment Manager

7. A message warning that permissions are being changed on this folder will display. Click OK.

Message from webpage *

You are about to create unigue permissions for this folder.
Changes made to the parent folder or document library
permissions will no longer affect this folder,

Cancel

8. Select Grant Permissions.
9. Type in the Invite people field and proceed to choose option a or b below:
a. For Cloud-Hosted counties, please add the staff’s county email who should be able to edit access
to this folder then select them (including yourself).
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Note: To check if you are cloud-hosted please check at the top of your website page. If the

URL reads .caseworkscloud.com this is cloud-hosted, then staff should follow option 9a.

CaseWorks url link at top of
website page reading

.caseworkscloud.com is

cloud-hosted

o.caseworkscloud.com; 4

https://fsenctde

b. All other counties that are not cloud-hosted should follow option 9b to type in the name of the
individuals who should be able to edit access to this folder then select them (including yourself).

OO0 Odog

Mame

Blake Pieper

FSE Privilege Admin
Jimmy Corder

Vaughn Mulcrone

& There are limited access users on this site. Users may have limited access if an item or document under the site has been shared with them. Show users.
This folder has unique permissions.

Tura

Share "Blakes Privileged Cases’

Barmiccinn | auslc

Invits I
nvite people blake

Shared with

Blake Pieper

Showing 1 result

ional).

SHOW OPTIONS

Share Cancel

c. Select Show Options after the names have been selected.

Tama

Share 'Blakes Privileged Cases’

Darmiceing | ausle

Invit: I
nvite people blake]

Shared with

Blake Pieper

Showing 1 result

\ T

ional).

Share Cancel

d. Change the Drop-Down Menu from Contribute to Full Control and select Save.
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Share 'Blakes Privileged Cases’

Invite people .
g Blake Pieper x Brandon Weeks x

Shared with

nclude a personal message with this invitation (Optional).

HIDE OPTIONS

Full Control

Design

Edit

Contribute

Read

Approve

Manage Hierarchy
Restricted Read
Restricted Interfaces for Translation
View Only

MNCT Read

NCT Support

NCT Administrator
Provider File Contribute
Provider File Read

10. An error message may appear. This will not cause any issues in CaseWorks. Simply click the X to close
the window.

Share 'Blakes Privileged Cases’

Sorry, something went wrong

File Not Found.

TECHNICAL DETAILS

11. Refresh the page.
12. Select all individuals and groups that should not have any permissions to the Privileged Case and click

Remove User Permissions.
a. Example: Remove permissions from the ‘Core Read’ group, as this group includes all CaseWorks
users for this CaseWorks edition. If this role remains in the access group, all staff will still have

access to view the privileged case.

BROWSE PERMISSIONS

[} ] [ 3 [
[ =9 & o wl Q
Delete unigue Grant Edit User Remove User Checkc

a
permissions  Permissions  Pemmissions  Permissions issions

Inheritance Grant Modify
EDC{'mE"t Processing /I There are limited access his site. Users may have limited access if an item or document under the site has been shared with them. Show users.
enter

This folder has unique permissions.
Recent EFC Documents

Scan Barcode Documents [} Name Type Permission Levels
Appointment Manager O Blake Pieper User Full Control, Contribute
What's New in CaseWorks [m} Brandon Weeks User Contribute
Form ID Taxenomy List O FSE Privilege Admin SharePoint Group Full Control, Contribute
CaseWorks User Manual Jimmy Corder User Contribute
Training Videos [} Vaughn Mulcrone User Contribute

13. For any individuals that should be able to see the Privileged EFC folder but not be able to edit who can

see the Privileged EFC folder, select Grant Permissions once more.
14. Type in the Invite people field and proceed to choose option a or b below:
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For Cloud-Hosted counties, please add the staff’s county email who should be able to edit access

to this folder then select them (including yourself).
Note: To check if you are cloud-hosted please check at the top of your website page. If the

URL reads .caseworkscloud.com this is cloud-hosted, then staff should follow option 14a.

a.

CaseWorks url link at top of
website page reading
.caseworkscloud.com is

cloud-hosted

https://fsenctde

o.caseworkscloud.com; 4

b. All other counties that are not cloud-hosted should follow option 14b to type in the name of the
individuals who should be able to edit access to this folder then select them (including yourself).

Share 'Blakes Privileged Cases'

Invite people
Peop! cathy|

Shared with

Cathy Wassenaar

Showing 1 result

foneel

c. Select Show Options after the names have been selected.
d. Ensure the Drop-Down Menu is set to Contribute and select Save.

Share 'Blakes Privileged Cases x

Invite people

Cathy Wassenaar x
Shared with

nclude a personal message with this invitation (Optional).

HIDE OPTIONS

Send an email invitation

Select a permission level

4

share Cancel

Contribute

15. Click the X to close out of the error message pop-up if applicable and refresh page.
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Add Privileged Status to a Case

Note: For Child Support users: Please navigate to the section
privileging documents in your edition.

1.

to learn how to include MCI docs when

From the CaseWorks Home page, select Add/Remove Privileged Case from the Left Navigation Panel.

" Coseworksrw County B
. ‘ Social Services Edition Home @
Document Processing Case File

Center

Recent EFC Documents (] S Closei M E e

Chemical Dependency

Social Services
Appointment Manager

My Appointments

Scan Barcode Document

v Appt Status Appt Start Appt End Activity Type
Form ID Taxonomy List
Scheduled  10:54 AM  11:24 AM
CaseWorks User Manual
Checked In 11:00 AM  12:00 PM  Case Maintenance
Join Leave Team DocBox
Scheduled 10:54 AM  11:24 AM  Screening

Adult Services

Program Type Location
Test Location
All Health Care Programs (other than MMCare) CA Walkin - ROGAHM\JACALYN

All Emergency Programs Test Location

Intake Team My DocBox
Unprocessed v D P Reviewed Title Mame First Name
Children Services . I . 5
] No Mo DHS52630 Alternative Care Program Eligibility Worksheet for Unmarried DHS2630 Alternative
General Soc Serv Individuals or Married Couples when both May Choose the Alternative __722_08-18-2017-
Care Program or a Married Person Whose Spouse is an EW Recipient or 02-52-01

Manage Subscriptions
Recycle Bin

Privilege Cases

Add/Remove Privilege

Living in a Mursing Facility

DHS4801 Alternative Care Program Estate Claim Referral Worksheet DHS4801 Alternative
__881_10-20-2017-

09-22-03

Waorkgroup @ No MNo D606-LIC Release of
— _917_11-03-2017-
Privilege Case EFC 09-27-08
Log Off El No No D606-LIC Release of
Site Contents _918_11-03-2017-
ANN1NA
2. Click on Add New Item.
N« B
‘l CaseWorks™ <"
.k Social Services Edition P FIVI | eg e I_ | St
Document Processing (® new itemor edit this list
Center
Privilege Case Al MLA Test Find an item jol

Recent EFC Documents
Chemical Dependency
Social Services

Appointment Manager

Scan Barcode Document

Form ID Taxonomy List

CaseWorks User Manual

Join Leave Team DocBox

v Title

Barney - Social
Fred Social

Betty Rubble 3¢
Buzz Lightyear %t

Fred Flintstone
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3. Complete the Privileged Case - New Item screen.
a. Enter a Title for this Privileged Case (Do not use any special characters).
b. Enter the client’'s Case Number (MAXIS, PRISM, Workgroup, etc).
c. Select the desired Privilege Access Group from the drop-down menu.
Note:

«» This will be the folder name of the worker or team for whom you are granting privilege access.
Go to the section “Create a New Privileged Folder” if you need to define a new folder/access

group.

s+ Examples of Access Group names might include the reason, such as: “Secure to Chemical” or
“Secure to Supervisor”, as well as any folders you have created for Privilege purposes.

P . > o .
Privilege List - New ltem Privilege List - New Item
EDIT EDIT
E a oa, X Cut lD ABC B a oy N Cut @D ABC
D Em Copy \/ | Ef Copy v
Save  Cancel Paste AtF‘t?ch Spelling Save  Cancel Paste At;t_la(h Spelling
1le - ile -
Commit Clipboard Actions  Spelling Commit Clipboard Actions ~ Spelling
Title * Title * em—
‘Workgroup Workgroup ﬂ
Privilege Access Group * ookup to the Privilege Library to provide drop Privilege Access Group * |Blake ﬂ Lookup to the Privilege Library to provide drop
Blake . Elders down values from the top levels folders
Blake Pieper
- Brandon Weeks R i
Remove Privilege emove Privilege
g Catherine Wassenaar X . - 9 U . . ) .
CathyW ase is no longer privileged (Yes = privilege Allow the user to select if the case is no longer privileged (Yes = privilege
Special Access - Mary  ped) removed, No = Case is privileged)
Supervisors Only
1 Save Cancel 2 Save Cancel

4. Click on the Save button.

Note: From this point forward, any document that is in the EFC for this case is privileged and can only be
viewed by workers who have been assigned permission to the case folder.

Add Privileged Status to a Taxonomy for a Specific Case

Sometimes only one taxonomy needs to be Privileged for a Client. A great example is Taxonomy 3.0 FC -
Foster Care for the Financial Services Edition. Follow the steps below to add a Privilege Taxonomy for a
Specific Case.

1. From the CaseWorks Home page, select Add/Remove Privileged Case from the Left Navigation Panel.
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Document Processing
Center

Case File

Recent EFC Documents

[] Show Closed Workgroups

Chemical Dependency

Social Services

Appointment Manager

Scan Barcode Document
v Appt Status

Form ID Taxonomy List
Scheduled
CaseWorks User Manual

Join Leave Team DocBox

Scheduled
Adult Services

Intake Team
Unprocessed v [0 P Review
Children Services

B Ne No

General Soc Serv
Manage Subscriptions
Recycle Bin

Privilege Cases

Add/Remove Privilege

Workgroup [ No No
Privilege Case EFC
Log Off @ No No
Site Contents

Appt Start
10:54 AM
Checked In 11:00 AM

10:54 AM

My Appointments

Appt End Activity Type Program Type

11:24 AM
12:00 PM  Case Maintenance All Health Care Programs (other than MNCare)

11:24 AM  Screening All Emergency Programs

My DocBox

Title

ed

Mame First Name
DHS52630 Alternative Care Program Eligibility Worksheet for Unmarried DHS52630 Alternative
Individuals or Married Couples when both May Choose the Alternative __722_08-18-2017-
Care Program or a Married Person Whose Spouse is an EW Recipient or 02-52-01

Living in a Nursing Facility

DHS4801 Alternative Care Program Estate Claim Referral Worksheet

D606-LIC Release of
_917_11-03-2017-
09-27-08

D606-LIC Release of
_918_.11-03-2017-

1n.n1_ne

DHS4801 Alternative
__881.10-20-2017-
09-22-03

Location
Test Location
CA Walkin - ROGAHN\ JACALYN

Test Location

2.

In the CaseWorks Ribbon, select Items.

BROWSE ITEMS LsT

Document Processing
Center

Recent EFC Documents

NN CaseWorks
& Financial Services

Privilege List

@ new item or edit this list

Privilege  All Items

View By Privilege a Taxonomy for a Specific Case

3. Select the down-arrow next to ‘New Item’, then select ‘Privilege a Taxonomy for a Specific Case’.

BROWSE ITEMS LIST
|_—| Version History
= Shared With
Mew Wiew Edit
Itemn _h Item Item Delete Item

Privilege
Create a new Privilege

Privilege a Taxonomy for a Specific

= \ 0
Create a new Privilege a Taxonomy for a
Specific Case

4. Complete the Privileged List - New Item screen.

e Enter the Client Name and Taxonomy(s) that will be privileged.
e Enter the client’s Case Number.
e Select the correct Privilege Access Group
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Note:
«» This will be the folder name of the worker or team for whom you are granting privilege access.
Go to the section “ ” if you need to define a new folder/reason.

+ Include the Taxonomy that is being Privileged in the Title as a Best Practice.

< Multiple Taxonomies can be selected in the same record. Care should be taken if adding more
than 1 Taxonomy as it will become more complicated when Removing Privilege. Please contact
CaseWorks support prior to removing Privilege taxonomy for a Specific Case when multiple
taxonomies are selected.

Privilege List - New Item

EDIT

E oy Cut [D ABC
D @ Copy V

Save  Cancel Paste Atl;t_lach Spelling
e -

Commit Clipboard Actions  Spelling

Title * 99999999 Foster Care | 3.0 FC ~

MAXIS 99999999
Privilege Access Group * |Brandons Privileged Folderﬂ Lockup to the Privilege Library to provide
drop down values from the top levels folders

Remave Privilege N

Allow the user to select if the case is no longer privileged (Yes = privilege

removed, No = Case is privileged)

Privilege Taxonomy *  [7]1.1 IM - Enumeration-Identity
[J1.2 M - Confidential-Medical
[[11.2 IM - File Retention Data
[J1.4 1M - application
[11.5 1M - Income
[J1.6 IM - Assets
[J1.7 IM - Residency
[J1.8 IM - Other Dept Comm
[11.81 1M - child Support
[J1.82 IM - LTC-GRH
[J1.821M - ES
[[11.9 IM - Insurance-Correspondence
[11.91 IM - Misc-Bulk Scanning
[[2.4 sA - Miscellaneous

| WIS.0 FC - Foster Care |
[[13.1 FC - Citizenship-Identity
[]3.2 FC - App-Income-Assets
[J2.3 FC - Court Orders
[]3.4 FC - Placement Form
3.5 FC - child Support
[[13.6 FC - Placement Fee
[[13.7 FC - Miscellaneous v

AN FEAN Penddoe Filae

5. Click on the Save button.

Note: From this point forward, any document that is in the EFC for this case’s taxonomy is privileged and
can only be viewed by workers who have been assigned permission to the case folder.

If removing Privilege for a record with multiple taxonomies selected, please contact CaseWorks
Support.
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Remove a User’s Access to a Privileged Case Folder

Once access is removed for a user, they will no longer be able to view documents in the EFC associated with any

privileged case assigned to this folder.

1. Select Privilege Case EFC in the Left Navigation Panel.
\:OseWorks’” County &
. Social Services Edition Home @
Document Processing Case File

Center

Recent EFC Documents
Chemical Dependency
Sacial Services

Appointment Manager

Scan Barcode Document

[ Show Closed Workgroups

My Appointments

L4 Appt Status Appt Start Appt End Activity Tvpe Program Type
Form ID Taxonomy List
Scheduled 10:54 AM  11:24 AM
CaseWorks User Manual
Checked In 11:00 AM  12:00 PM  Case Maintenance All Health Care Programs (other than M
Join Leave Team DocBox
Scheduled 10:54 AM  11:24 AM Screening All Emergency Programs
Adult Services
Intake Team MY DocBox
Unprocessed v 0O »¢ Reviewed  Title Mame
Children Services
k1 No MNo SSE21 Adult Foster Care SSE21 Adult Foster C__761_08-
General Soc Serv Resident Information 21-2017-11-30-45
Manage Subscriptions kl No No SSE30 Acknowledgement of SSE30
Leveled Case Management Acknowledgemen_ 762 _08-21-
Recycle Bin 2017-11-20-45
Privil C - . -
fviege ases A No No Notification - DHS5204 Notification - DHS52_948 01-
Add/Remove Privilege Alcohol and Drug Abuse 03-2018-06-24-45
Workgroup Division Rule 25 Assessment
Privilege Case EFC ﬁ Mo Mo Motification - DHS3548 Motification - DHS35_952_01-

2. Check the box next to the Privileged Case Folder you wish to edit then select Shared With in the ribbon.

3.

BROWSE FILES LIBRARY

[ Check Out = = Version History
ESENEE . i
Check In =/ # | &% shared With
New Upload Mew Edit Fileto Claim Selected Transfer  Merge View Edit

Document ~ Document  Folder

MNew

Document

Open & Check Out

Discard Check Out

EFC Document(s)

Manage CaseWorks Documents

Documents  Properties Properties )( Del

Manage

Document

Document Processing El-) New i Upload ,’:', Sync O Share More v

Center

Recent EEC Documents All Documents  mlatest e Find a file pel
Chemical Dependency v [0 nName Maodified Modified By

Social Services

Blake - Yesterday at 2:33 PM Cathy Wassenaar
Appointment Manager Blake Pieper «s=  Yesterday at 2:53 PM Cathy Wassenaar
Scan Barcode Document Brandon Weeks .=« Yesterday at 2:46 PM Cathy Wassenaar

Form 1D Taxonomy List
CaseWorks User Manual

Join Leave Team DocBox

Catherine Wassenaar «ee  Yesterday at 3:03 PM

Cathyw

«s=  January 2

Cathy Wassenaar

Cathy Wassenaar
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Share 'Blake Pieper' X
8%  Shared with [ Vaughn Mulcrone, [ Theo M. Palkert, [ NCT Support, and 11 more
Invite people Aaron Vennie
Shared with ~
Abhi Nath
. W
Blake Pieper
ADVANCED
Close

4. Check the box next to the name of the user that you wish to remove from the Privileged Case Folder and

select Remove User Permission.

BROWSE PERMISSIONS
@ [ ] v [
[ L% [
[ Y-N afy o/ | a2 Q
Delete unique Grant Edit User | Remove User Check
permissions  Permissions Permissions] Permissions | Permissions

Inheritance Grant Modify

Document Processing
Center

& There are limited access users
This folder has unique permissions.

Recent EFC Documents

Chemical Dependency O Name

Social Services O Blake Pieper
Appointment Manager Brandon Weeks
Scan Barcode Document O NCT Administrator
Form ID Taxonomy List O Privilege Admin
CaseWorks User Manual O SSE Core Read

Join Leave Team DocBox

this site. Users may have limited access if an item or document under the site has been shared with them. Show users.

Type Permission Levels
User Contribute
User Contribute
SharePoint Group Full Control
SharePoint Group Full Control
SharePoint Group Read

5. Click OK in the pop-up window to confirm the removal of the user from
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Remove a Case from a Privileged Status Folder

Once a case is removed from the Privileged Status Folder all users will be able to view documents in the

Electronic Filing Cabinet pertaining to this case.

1. Select Add/Remove Privilege Case in the left-hand navigation.

Outgoing Mail " DocBox : MeganO (32)
Unprocessed

FamilyTeam

Update SMI Credentials

Manage Subscriptions » DocBox : MNbenefits (7)

Privilege Cases

Add/Remove Privilege
Case

Privilege Case EFC

Manage Routing Rules

FamilyTeam DocBox
0ss

Intake v D P Title MName First Name Last Name Short Mote/MNext Step MAXIS Taxonomy Created
HCCAP DocBox : FamilyTeam (10)
MMbenefits
MNbenefits DocBox
SMI Status
v D P Title MName First Name Last Name Short Note/Next Step MAXIS Taxonomy Created

2. Select the three dots next to the name of the Privileged Case that you wish to change, then select Edit [tem

in the pop-up menu.

Betty Rubble % T

Fred Flintstone %

I :
] Edit Item
Buzz Lightyear 3¢

Delete ltem
Version History

View Item

Advanced L

Edit ltem
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3. Check the box next to Remove Privilege then select Save.

Privilege List - Betty Rubble x
EDIT
HB B, XD ¥
D E Copy V
Save  Cancel Paste Delete  Attach  Spelling
ftem File -
Commit Clipboard Actions Spelling
Title = Betty Rubble X
Workgroup | 999999596

Privilege Access Group ™

CathyWw Lookup to the Privilege Library to provide drop

down values from the top levels folders

Remove Privilege @#

the user to select if the case is no longer privileged (Yes = privilege
removed, Mo = Case is privileged)

Version: 1.0
Created at 4/5/2018 212 PM by | Cathy Wassenaar
Last modified at 4/5/2018 2:29 PM by [ Cathy Wassenaar

Lave Cancel

Note:
% The same process can be used to Remove Privilege for a Privileged Taxonomy for a Specific Case.
If removing Privilege for a record with multiple taxonomies selected, please contact CaseWorks

Support.

0‘0
7
0‘0
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Changing the Access Group Assigned for an Existing Privileged Case

To change the Privilege Access Group for an existing Privilege Case:

1. From the Left Navigation Panel, select Add/Remove Privilege Case.
2. From the Privilege List, Right Click or select the Case you are changing and select Edit Item.
3. On the popup menu, Check the Box next to Remove Privilege and Save.

X Deece hem

e Privilege List - Pebbles Privilege
Privilege Al ltems  View By Privilege 3 Taxanomy for a Specific Case  «af
o

Pebbles Privilege

sae 30000003 Bror ) B co
P -
Check the Box to a
first Remove ContentTpe Prviege ¥
Privilege for the pebties riege
Case. Mas 93909903
Priviege Access Group * | EERCIRN ~ | oo'p o he

Remave Privilege 7]

4. Once you have removed Privilege and Saved this item, please allow 5 minutes for the files to be moved from
Privileged EFC.

5. Next, select the same Case and Edit Item.

6. Change the Access Group to the new Privilege Access Group.

7. Uncheck the Remove Privilege Check Box.

8. Click Save.

SharePoint

Sites

BROWSE | ITEMs | wsT

I =
L &
Attach Alert Tags & ‘Workflows Approve/Reject

. Fie Me- Note:

e ctions_ Share & Track_Tags snd Nor Workiows
gs:t.::’vem Processing (® new item or edit this list Privilege List - Pebbles Privilege X

Rrivilana  Allitarme  Viaw By oriilana s Tavonomufor s cparific Case st
Recent
eorr
Scan Ba Remove Bf M
- "y cut (g ABC
ppors Select the new Privilege e 5B T ]
Whate - Swve Cancel  Paste Quits g Speing
Access Group :

Form ID o Commit Clipboard actions  Speling
CasaWor Cantent Type Privilege v
Upgrade]
e an d Title * Pebbles Privilege
Reports MAXIS 99999992

Apro Uncheck Remove Privlege Access Group * lakes Prviaged Cases[ ]

R P d n values from the top

2 Privil ege Remove Frivilege

Forms nger privileged (Yes = priviege

by Moy

Join Leave Team DocBox
Intake
Unprocessed
oss
sample
Outgoing Mail

FamilyTeam

Lt

Save Cancel

PM by | Blake Pieper
4 by | System Account

35 | Page (Back to Top)

©2019 Next Chapter Technology, Inc.



CaseWorks Administrator Manual 1.3

Revised: 4/25/2025

Add Privileged Access for a New User
Adding a new user to a Privileged Case Folder will all

ow them to see the documents associated with the

Workgroup in the Electronic Filing Cabinet on the Case File page.

1. Select Privilege Case EFC in the left-hand navigation.
WoseWorks‘” County 8
.h Social Services Edition Home ®
Document Processing Case File

Center

Recent EFC Documents

[] Show Closed Workgroups

Chemical Dependency |

Saocial Services

CaseWorks User Manual

Join Leave Team DocBox

Appointment Manager My Appointments
Scan Barcode Document ~ .
v Appt Status Appt Start Appt End Activity Type Program Type
Form ID Taxonomy List
Scheduled 10:54 AM  11:24 AM

Checked In  11:00 AM

Scheduled 10:54 AM  11:24 AM  Screening All Emergency Programs
Adult Services
Intake Team My DocBox
Unprocessed v O e Reviewed  Title Name
Children Services
_@ No No SSE21 Adult Foster Care 55E21 Adult Foster C__761_08-
General Soc Serv Resident Information 21-2017-11-30-45
Manage Subscriptions [ No No SSE30 Acknowledgement of SSE30
Recycle Bin Leveled Case Management Acknowledgemen__762_08-21-
v 2017-11-20-45
Privil C 5 . N -
fviiege Lases @ No No Notification - DHS5204 Notification - DHS52_948 01-
Add/Remove Privilege Alcohol and Drug Abuse 03-2018-06-24-45
Workgroup Division Rule 25 Assessment
Privilege Case EFC ﬁ Mo No Notification - DHS3548 Notification - DHS35__952_01-

12:00 PM  Case Maintenance  All Health Care Programs (other than M

2. Check the box next to the Privileged Case Folder

you wish to edit then select Shared With in the ribbon bar

3. Inthe pop-up window, select Advanced to go to the Advanced Permissions page.
BROWSE FLES LIERARY
1N Check Out — = Wersion History
a0 B BE
Check In =/ A & Shared With
MNew Upload MNew Edit Filetc Claim Selected Transfer Merge View Edit
Document ~ Document Folder  Documnent Discard Check Out EFRC Documentis) Documents  Properties Properties }( De Document
MNew Open & Check Out Manage CaseWorks Documents IManage
Document Processing @ Mew i Upload ﬂ Sync CJ Share More W
Center
All Documents  mla test === Find a fil
Recent EFC Documents neanE P
Chemical Dependency v [0 nName Modified Modified By
Social Services Blake .»  Yesterday at 2:33 PM Cathy Wassenaar

Appointment Manager

Blake Pieper

Scan Barcode Document

Brandon Weeks
Form ID Taxonomy List

Catherine Wassenaar

CaseWorks User Manual

CathyW

Join Leave Team DocBox

Yesterday at 2:53 PM Cathy Wassenaar

Yesterday at 2:46 PM Cathy Wassenaar
Yesterday at 3:03 PM Cathy Wassenaar

January 2 Cathy Wassenaar
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Share 'Blake Pieper’

8% Shared with [ Vaughn Mulcrone, [ Theo M. Palkert, (| NCT Support. and 11 more

Invite people Aaron Vennie

Shared with

Abhi Nath

Blake Pieper

ADVANCED
\ o

4. Select Grant Permissions in the File Ribbon.

BROWSE PERMISSIONS

] ]
5 | an Q
Delete unigue Grant Edit User  Remove User Check

permissions | Permissions] Permissions Permissions  Permissions

Inheritance Grant Maodify Chedk

16. Type in the Invite people field and proceed to choose option a or b below:
a. For Cloud-Hosted counties, please add the staff’s county email who should be able to edit access
to this folder then select them (including yourself).
i. Note: To check if you are cloud-hosted please check at the top of your website page. If the
URL reads .caseworkscloud.com this is cloud-hosted, then staff should follow option 9a.

CaseWorks url link at top of
website page reading
.caseworkscloud.com is

cloud-hosted

https://fsenctde

o.caseworkscloud.com; 4

b. All other counties that are not cloud-hosted should follow option 9b to type in the name of the
individuals who should be able to edit access to this folder then select them (including yourself).
5. Select Share to confirm sharing of the Privileged Case Folder.

Share 'Blake Pieper

Invite people
Al Brandon
Shared with
Brandon Weeks ~

Ao

Share Cancel

a. Select Show Options after the individual has been selected.

Showing 1 result
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b. If the individual should be able to edit who has access to the case, select Full Control. If the
individual should be able to see the case, but not choose who has access to the folder select

Contribute.
c. When finished, click Save, and refresh the page.

Share 'Blakes Privileged Cases' x

Invite people

Cathy Wassenaar x
Shared with

nclude a personal message with this invitation (Optional).

HIDE OPTIONS

Send an email invitation

Select a permission level

Contributa [v]

Share Cancel

If you type the worker's name and no results show up, type the worker's full name. On your keyboard hold down

CTRL+K. The red text below will show up.

Share KL Assessment Case-Stacy G and its contents
B2 Shared with lots of people

e

Multiple entries matched, please click to resohve.

message With this iInatation (p

“hare everything in this folder, even iterns with unique permissions.

Click on the worker's name and select the option that comes up.
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Share "E_L. Assessment Case-5Stacy ' and its content X
5 -

-] d pEO

Invite peaple ctary garsis

Get a link

harad wit Stacy Gareis -
Showing 1 rasult wl_
£
“hare everything in this folder, even iterns with unique permissions.

When finished, select Share to confirm sharing of the Privileged Case Folder.

Purging Documents in CaseWorks

Document Purging in CaseWorks is completely led and managed by the County, as CaseWorks does not perform
routine purges. The Purge Process in CaseWorks involves the County Purge Admin reviewing, formatting, and
ultimately uploading a Purge Report that contains cases whose documents no longer need to be retained in
CaseWorks.

Please note that many of the tools in this Purging Section require the Purge Admin Role. Please submit a
support ticket to have the role added for the Purge Admin(s) at your County.

Generate/Request Report
1. Generate or request a purge report and export to an excel spreadsheet (save as an .xlsx file type).

a. FSE/MSE/WFE: Counties have the option to utilize the CaseWorks Inactive Cases Report to identify
cases that haven’t had documents filed down to them for the specified number of years. To learn
more about how to run this Inactive Cases report, click here.

b. SSE/ACE: Two reports counties frequently utilize are the SSIS Purge Report or the SSIS Destruction
List. The SSIS Purge Report reflects County preferences and the SSIS DHS Record Retention Table,
as some retention periods allow increasing from state minimum based on County need. The SSIS
Destruction List displays Workgroups scheduled to purge but does not mean that all listed
Workgroups will purge.

i. Please email the SSIS Help Desk at dcyf.ssishelp@state.mn.us with any questions related to
purge/destruction in SSIS.

c. CSE: Counties most commonly request either of the below ad hoc reports from the State. These two
reports were identified by CaseWorks Counties as the two main purging practices a County may
follow. Please see details below to decide which report may work best for your County.

i. CaseWorks Closed Three Years
1. When requesting this report, provide your County name/FIPS and the year you are
requesting closed dates for (at least 3 years earlier).
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2. Tip: If a County hasn’t purged files or has missed a few years, they would need to request
a spreadsheet for each year, as they would only get the cases that closed in the
requested year.

3. Tip: Once purged, add ‘M2301 Case File Destroyed’ as a CAAD note to all purged cases. By
adding this note, these cases would be excluded from future purge reports.

ii. CaseWorks Youngest Child Emancipated and Closed Three Years

1.  When requesting this report, provide your County name/FIPS, the year the youngest child
turns 19, and the year the case would have closed (three years earlier).

2. Tip: Once purged, add ‘M2301 Case File Destroyed’ as a CAAD note to all purged cases. By
adding this note, these cases would be excluded from future purge reports.

Review Report

1. Review the Purge Report and remove any cases that should not be purged from CaseWorks

a. This is a very important step, as the Purge Admin has the final responsibility in ensuring only the
appropriate cases are purged from CaseWorks.

b. One optional tool the Purge Admin may utilize to assist in reviewing the Purge Report is Review File
Retention (FSE, MSE, CSE and WFE only). If a County uses File Retention Records in their business
processes to indicate any Retention Exceptions (e.g. overpayment, claims, fraud, etc.) the Purge
Admin may choose to export all File Retention Records to a spreadsheet to easily filter and review
all exceptions to remove the applicable case numbers from the Purge Report.

i. To export all File Retention Records to Excel:
1. Click Review File Retention in the left navigation panel
2. Click List from the top toolbar
3. Click Export to Excel

SharePoint

ITEMS I

— Opcpasish Access
\} roject
Tags & Connect td Export to
Qutloo! Excel

Motes k

Tags and Notes Connect & Export

@ new item or edit this list
File Retention  All ltems ~ =«- Find an item L
v Title MAXIS Date Closed Transferred Date Transferred To

Pebbles Flintstone e 99999993

Dino Flintstone ..« 999999995  7/17/20
Dino Flintstone .- 999999995 7/17/2024

Bam Bam Case Transfer -« 99999994  12/24/2024

Purge Document

Submit Purge List
nactive Cases Report
Review File Retention o
ii. Click here for more information on how to use an Excel formula to easily reference and remove
exceptions from the Review File Retention report on your Purge Report.
c. Connect with Internal Departments for additional confirmation
i. Contact your County’s Collection Department, Fraud Department, any anyone else that works
with these documents to share that you'll be performing a document purge in the upcoming
weeks. Confirm if they have any ongoing activity for cases that have been closed 10 or more
years.
ii. This step ensures all purge exceptions are captured, even if county staff may not have included

it as a File Retention Record
d. Child Support Only:
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i. If you are utilizing one of the two ad hoc reports mentioned above, you will see there are columns
titled: CP_OTHER_OPEN and NCP_OTHER_OPEN. These are helpful in identifying MCI’s that are
open on another PRISM case.

1. Tofilter, select the arrow next to the column name.

2. Deselect ‘N

3. Click OK

4. The column will display all MCI's that are associated with another open PRISM case. Select
the corresponding MCI numbers and Clear Contents to delete.

L M N
|CP_OTHER OPEN - | ~ INCP_OTHER OPEN ¥
Y
N
N
N
‘ Search
M (Select All)
LN
ey
o | OK | | Cancel
Search the menus
G - ] K L M N
v INCP_MCI NCP_OTHER_OPEN vﬂ;
0014 Y
00144 Y
0014 Y
0014 Y
d
Clear Contents o

Format Report

1. Format the Purge Report by deleting and adding appropriate columns. Format should be as follows:
a. FSE, MSE, SSE, ACE, WFE Purging Format:

i. Case Number - i.e. MAXIS, Integrated Case, Workgroup etc. (Row 1, Column A)
ii. Requested by (Row 1, Column B)
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iii. Comments (Row 1, Column C)

AutoSave (@ of) B~ [ Bookl - Excel £ search
File Home Insert Draw Page Layout Formulas Data Review View Automate Help
814 v j2
A B C

1 IRequested by | |Comments |
281111111111 Megan Otto

3 1222222222 Megan Otto

4 333333333 Megan Otto

5 444444444 Megan Otto

6 555555555 Megan Otto

7 666666666 Megan Otto

8 777777777 Megan Otto

b. CSE Purging Format:
i. PRISM (Row 1, Column A)
ii. MCI (Row 1, Column B)
iii. Requested By (Row 1, Column C)
iv. Comments (Row 1, Column D)

A B C D

1 IPRISM MCI Requestedby Comments
2 111111111101 1111111111 Megan Otto

3 222222222201 2222222222 Megan Otto

4 333333333301 3333333333 Megan Otto

5 444444444401 4444444444 Megan Otto

6 555555555501 5555555555 Megan Otto

7 666666666602 6666666666 Megan Otto

8 777777777702 7777777777 Megan Otto

9 888888888803 8588888888 Megan Otto

10 999999999903 9999999999 Megan Otto

11

Save Report
1.  Save Purge Report to secure location
a. Tip: Create a title that includes the date of the purge as a helpful reference

Initiating a Purge in CaseWorks

Upload Purge Report in CaseWorks
1. Click Submit Purge List in the left navigation panel
2. Click Choose File
i. From the File Explorer window, locate the Purge Report and click Open
3. Click Ok to proceed
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. FSE NCTDemo
CaseWorks

Financial Services Purge Documeﬂt

NCT File and Record Purge
File Location 2

Note: xlsx file format only acceptable
Ok ea

Purge Document

Submit Purge List o

Inactive Cases Report

Review File Retention

© open x
< R > w &) Search CaseWorks Test Docs @
Organize v Mew folder =~ 0 0

PS
> @ " W - W — MName Status
= EmployeeWorkSchedule- February.png ©
- = EmployeeWorkSchedule- January.png @
s EmployeeWorkSchedule- March.png ©
2 External QA test.pdf [S]
- Ez File Purge Spreadsheet 2.3.23.xlsx (O]
@ File Purge Spreadsheet CSE Test.xlsx ©
™ % FSE DHS2146 Authorization for Release of Employment Informati... (2
& FSE DHS2919 Verification Request Form.pdf ©
@ FSE File Purge Spreadsheet - 201 4.dsx [&]
File name: |File Purge Spreadsheet 2.3.23.xlsx ~ | All files (*%) ~
Upload rom moble Qa

4. Click ‘Yes' if you wish to proceed. No other action is necessary at this time.

Confirmation Message

@ | acknowledge the County has reviewed the list of cases uploaded for Purge. All casefile

£ )

i. Upon selecting Yes, CaseWorks will schedule the Purge. CaseWorks Purges are run daily.

documents for the listed cases will be purged. Do you wish to proceed?.
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ii. Exception Taxonomies (FSE/MSE only): FSE and MSE Purges will exclude Taxonomies 1.1 and 1.3.
If any documents are filed in these taxonomies and a purge is initiated, these documents will
remain and not be purged.

iii. Once the Purge has been completed in CaseWorks, you will receive an email confirming the
details.

22 Reply 2 Reply All & Forward 55 IM
Tue 5/4/2021 2:05 PM
NoReplyCaseWorks

Purge Notification for PURGE SSE 5.4.21
To Julie T

Phish Alert + Get more|

Purge has been successfully completed per PURGE SSE 5.4.21 submitted 5/4/2021 1:51:37 PM. Documents filed down for case(s) included have been removed from
CaseWorks.

i. Purged documents will be moved to a System Account Recycle Bin. Please submit a ticket if staff

would like to recover purged documents.
ii. Previously uploaded Purge Reports remained available for review in CaseWorks by clicking on the
gear icon, selecting Site Contents, and then viewing the ‘Purge Document’ library

SharePoint Sites

Shared with... €

Edit page

Add an app

eave Team DocB
Outgoing Mai
NewTeamDB_Test Site contents
" ‘ Change the look

Site settings

orms Processed Report Migration Clean-up EFC My Links Priority Privilege EFC

Dy M 28 iter t 113 iterr
Purgeable documents Gl Modified 6 days a Modified 6 da Modified 7 days ag Nl Modified 6 days ag
Manage Documents DO .

oin Leave Team DocBox

. Privilege List Provider Files Purge Document Reusable Content
Outgoing Mail
NewTeamDB_Test Modified 7 days ag i Modified 7 days a . Modified 7 days ag Modified 3 years a
Asset Assessmen

AssetAssessment

€-

If you are using the Review File Retention report to review Exceptions that should not be purged (i.e.
claims, overpayments, fraud), you can use the following steps to easily reference these exceptions
within the Purge Report to simplify the process of removing exceptions from the report.

First, filter and delete rows so the Review File Retention report only displays cases that include
Exceptions (reflected as “TRUE’ in column F)
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6 |Case Transfer to Winona

7
8 |Transferred case99999 999999989  9/4/2024ClayoA |  FALSE |

Filter the Exceptions column so only
cases without exceptions display.

Delete rows for all cases without
exceptions.

A oo @D B ¢ ¥ < | File Retention List - exported 4.18.25.xlsx + Saved v £ search
File Home Insert  Page Layout Formulas Data Review View  Automate Help  Acrobat  Table Design
A B C D E | L H
Il Title ﬂ MAXIS ﬂ Date Closed ﬂ Transferred Date ﬂ Transferred To ﬂ Exceptions E Retention Co; Bl Cooaiad
5 [test 1A A% Y E

9999998899 650U Winona | FAsE | |

o
250

B

| Search the menus
A Cut
@ cory

[T Paste Options:

o

Insert Row

Delete Row

N

Clear Contents

[E] Format Celis...

B maxis

Bl Date Closed B Transferred Date Bl Transferred To | Exceptions Bl Retention Comments

Claim on Case

Remove filter to see all rows now

Dverpayment. Payment Plan in process.

|a.wm_tlvbld;\1‘_.‘olom\4cnmbmm_.ow

TRUE

display cases that include Exceptions

il

Next, open both reports at the same time:

Inactive Cases Report
Column A= list of cases that are potentially purgeable
Insert a column next to the Case Number Column

File Retention List
o Column B= list of exception cases (NOT to purge)

[} 0 @ avtosore @HD) BB T F v | File Retention List - exported 4.18.25.xkx | Saved v s @ - o x
Fle Home Insert Pagelayout Formulas Data ReéWgw View Automate Help  Acrobat [ = comments | File Home Insert Pagelayout Formulas Data Review\ View Automate Help Acrobat  Table Design [ = comments |
X Aptos Narrow ~||11 ([ n X |ptos Narrow n
[y A [P o B & © . T R )
4 g Addins | Analze  Create Paste = - lyze | Create
o |m-lo-A- e | ot “ % . .| FileRetention List-exported 4.18.25.xlsx = i
Clipboard & Font Addins Adobe Acrobat| ¥ Clipboard S Font Adobe Acrobat Y
D24 MHEEE Vi oA v X v Tite v
A 8 c D 3 F G H a A 8 ¢ o c E G a
1 Inacti L0 Years 1 maxis B Date Closed B Transferred Date B Transferred To B Exceptions [ Retention Comments
2 MAXIS 0ofDocs  FileSize(MB) FirstName LastName ShortNote/NextStep  Modified (Min)  Modified (Max) 2 [Closed 9999999 412212020 TRUE _ Claimon Case
3 9999999 10 0.7592651 Fred Flintstone 1/1/2007 12:00AM 1/1/1012:00 AM 3 |Dino Flintstone. 99999995 TRUE O Payment Plan in proce
4 8885585 5 0.8651681 Wilma  Flintstone 1/1/2005 12:00AM 1/1/05 12:00 AM 2 WilmaF. 99999998 TRUE FI
5 77777774 s g5.Baney  Rubble 1/1/2010 12:00AM 1/1/1012:00 AM 10
6 66666666 ] . e /1/0912:00 AM 1"
7 5555555 % /1710 12:00 AM 2
8 44444244 1 /1/06 12:00 AM 13
3 s Insert a column next to the  premaiEl |1
10 22222223 45 /1/1012:00 AM 15
1 1111111 2 Case Number Column 1/1/08 12:00 AM 16
12 999999 i 1/1/03 12:00 AM 17
13 9999999 [ e 001 12:00A 1/1/04 12:00 AM 18 o
14 9999999 13 0.3218951 Poca Hontus 1/1/2007 12:00AM 1/1/1012:00 AM 19
i 20

Next, within the new Column B you've just added in the Inactive Cases Report, type the following

formula in cell B3 (updated with your revisions as noted below):

= =|F(COUNTIF('[File Retention List - exported 4.18.25.xlsx]SheetName'lSB:$B, A2) > 0, "EXCEPTION", "")

Replace this with the

exact file name of your
saved File Retention List
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Retention file. This may be Sheet1,
owssvr, or something else.
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——— v File Retention List - exported 4.18.25.xlsx = Saved v
R oy 2 @ @ "
T — gy -‘....A- — T —
=IF(COUNTIF('[F11e Retention List - exported 4.18.25.x15x|]kwssvr{'!$B:$B, A3) > 0, G/ F = o=s =5 "
B C D E F G \ H a A B C D E
\ lTite  Emaxis -DateClosednTransferred Date ﬂTransferred'
) - - —— - - - - 2 Closed 9999999 4/22/2020
| - - e \ ol 3 |Dino Flintstone 99999995
e o - — ~ — 4 WilmaF. 99999998
- -~ - — . o= 10
- - — —\ - 1|
— . - — s 12
- - - - S - - \ 13:
- - . - - - . - 14
- .- - - - . = 15:
- — - - - . o $
P - - - .o - - - 18 \
- - - — - - 19| \
ol PR \
+ 4 » < > OWSSVI —+

Next, Using the black + icon on the corner of cell B3, click and drag to apply the format to all

applicable cells in column B.

Upon releasing your click, you should see the word ‘EXCEPTION’ fill in cells where the case number

was listed in the File Retention list report as an exception.

. S 0 FSE Inactive Cases Reportxisx « Saved v
- . .- — . e - —~ - - -
B3 v [ Jfx~ =IF(COUNTIF('[File Retention List
A B S D E F

1 [Inactive Cases 10 Years

2 |MAXIS . .

3| 99999999[EXCEPTION | -

4 | 88888888 _ - . -

5 | 77777777 - -

6 66666666 - -

7 55555555 - e =

8 44444444 -

9 33333333 - - - -
10 22222222 - - -
1 11111111 - -
12 9999999|EXCEPTION - - ~
13 99999995 |EXCEPTION - - - ~
14 99999998 |EXCEPTION - h
15|
ki

< > Sheetl +

-

- exported 4.18.25.x1sx]Jowssvr’!$B:$B, A3) > O,

— -

v

H |

2R 28 B

23220030000

Now you are ready to enable filtering, filter the Exceptions column, and remove any exception cases

that shouldn’t be purged.
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L - ‘) FSE Inactive Cases Reportxlsx « Saved
File Home - -
.
-
B2 ~ Jfx~  Exceptions

A B E D E F G
1 |l ive Case:
2 |MAXIS Exceptions |-T .
3 9999999 .

12 9999999 EXCEPTION
13 99999935 EXCEPTION Add a Header in Ce” Bz,
14 99999998 EXCEPTION a - 0
- such as 'Exceptions
16

< > Sheetl +

=f? | 0
zY i D) >
. Caonditiq| Sort & || Find & Add-ins | Analyze Create
Formattil|Filter ~ ||Select ~ Data a PDF
n 2]/ SortAtoZ ns Adobe Acrobat ~
Z| sertZtoh e
! Custom Sott... v w X -
- - - Eilter l\ Filter (Ctrl+Shift+L)
- - ? o) B Turn on filtering for the selected
& G
cells.

After selecting cell B2, choose 'Sort
and Filter within the Editing section.

Choose Filter to enable filtering on
the Exceptions Column.

Reports

CaseWorks provides reporting metrics for administrators focused on worker productivity.

» Reports capture elements of productivity.

o Forms Processed Report by Created- captures any EFC Documents that were filed down and not

modified again.

o Forms Processed Report by Modified- captures any EFC Documents that were filed down and
modified again while in the EFC (this report also captures documents that were filed down and

not modified again for a full picture view).
o Appointments Report - captures time spent in client meetings and for which programs.

» Reports capture type of activity

o Captures types of documents processed (e.g. Healthcare Applications, etc.)

o Meeting time per program

1. Begin by selecting the desired report from the left-hand navigation on the CaseWorks home page.

Document Processing
Center

Recent EFC Documents
Chemical Dependency
Social Services

Scan Barcode Document

Appointment Manager

Form |D Taxonomy List

County Attorney Review

Pending County
Attorney Review

County Attorney Review
History

CaseWorks User Manual

Training Videos

Reports
Appointment Report

Forms Processed Report
by Created

Forms Processed Report
by Modified

Join Leave Team DocBox

[ Show Closed Cases

|999999899 Fred Flintstone 55 Social Service]

L

¥ F

There are no items to show in this view of

My DocBox

v 0

Title

P

No

ApptStatus  StartTime  End

Reviewad Titla

DHS2140
Application for
Social Services

No

DHS4677E
Application for
Extended
Therapeutic
Days

DH52826 CADI
Waiver
Program
Brochure

No DHS3543

2. Set the parameters to the desired value(s). Report parameters include (depending on the report):
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Worker Name
Date Range
Document Type 2

a0 oo

N CaseWorks™

SSE Predrod

SSE Forms Processed Report By Created

H Forms Processed Report by Created
Appointment Length
. [ select/Deselect Al
(Appointment Report Only) i
Modaified Date /172018 @ [ronz208 B
$2 3 4 567 Exort Detaled Data To: [
s s 0w
<8EHE S8 14 2002 Form Processed Report by Created
2musxnw
. wn 1234
3. Select GO and review the report o o S 1 4
information. EXpOI’t to PDF or Excel if nununnnnnunuunnnunuUuuuuuun
i1 5] O 4 ¢ 5 14 i ]
: FEFFEEEEREREEEE ERERERENEEN
desired. TEEEE S S SRR EREEE RN
TR E SR SR SEE RN
Py aT S S i H 1
boib o i i H £ i ; 3¢ H
i 11180 1 F P id i
H EO : -
o Cor Name Ao Gromd e
Forms Processed Report by Created = Com 18 “o
el ]
[ select/Deselect Al
[ take pisper a
VorkerNome Do
A Cat [+
vostesoue | 7ons | [rorrazaons =
Pe—n - ——
Export Detailed Data To: &)
Forms Processed Report by Created
8
4
| I]
G == 377, DHSE7548 Infarmati DHSATBOC Asfected DHSE810 Psitve. DHS6914 Caregiver.
e =i L R
Cotor ame Averse GroniTout
o= o 7m0
DaocType Processed
T e E—— :
oA A ;
D Long e B ——— e —— 5
DHE2704 Rl 25 Assessmnt ana Pacement Sammary :
DHE3AT7 Sadal Sevies Autrarasion fr Felease s nfermation :
e ———— e .
DHIS735C Afecied Pricipane Comsent fothe Use o Norvoing Technology :
OHSE810 Pt Support Trareton P 3
2

DHS6814 Caregiver Questionnaire
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eSignature Usage Reports in CaseWorks
There are options for DocType Reports and Worker Reports in the Left Navigation Panel.

eSignature

Refreshtoken

DocType Report

Worker Report

DocType Report: A report on the number of eSignature documents and average time (in minutes) per DocType.
Worker Report: A report on the number of eSignature documents and average time (in minutes) per Worker.

eSignature Report By DocType

Created Date 1/1/2021 B2 | 12/31/2021 i
Filter
Select/Deselect All A
V] Abbey Schmitz
Worker Name Brandon Weeks
[l Cathy Wassenaar v

#l .- .

eSign Status ALL ﬂ .E Go %

To create a report, choose the duration (dates) that you would like the report to run, which workers you want to

include in the report, eSign Status, then click Go. The report will display on the webpage with a bar graph and a
table with the values in the report.

Adobe
Acrobat

Export To: [

Export Detailed Data To: [ix

Exporting eSignature Reports

Export To: By clicking on an icon next to Export To, the report seen in CaseWorks will export to either Adobe
Acrobat (PDF format) or Excel.

Export Detailed Data To: This report will export to Excel and will include SysReclID, SysRecLabel,

eSignDocumentlID, Signer(s) Email ID, Message, Created, Signed Date, Received Date, Created By, eSignStatus,
DocType and File Path.
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Routing Rules
Add a New Routing Rule

Routing Rules can be assigned to automatically route a specific DocType to a specified DocBox in CaseWorks.

First, navigate to Manage Routing Rules from the Left Navigation Panel.

BROWSE  PAGE

." CaseWorks™  FstPreProd
et Financial Services FSE PreProd

Document Processing

Center
Recent EFC Documents ||

Scan Barcode Documents

Appointment Manager MyAppoin ts
What s Mew in CaseWaorks

Manage Subscriptions
Privilege Cases

Add/Remove Privilege
Case

Manage Routing Rules

Admin Manusl
Recycle Bin
Log OFF

On the Routing Rules page, you will see a list of current Routing Rules for the Edition that you are working in.

BROWSE ITEMS st |

" CaseWorks™  FsEPreProd
Routing Rules

Document Processing @ new item or edit this list
Center

Routing  All ltems  =«= Find an item
Recent EFC Documents
Scan Barcode Documents v Title DocBox
Appointment Manager Work schedule «es MaryA
What's New in CaseWorks DHS1503 «ee  CathyW
Form ID Taxonomy List Child Support Income «ss  BrandonW

CaseWorks User Manual
Upgrade Training Videos
Training Videos
Reports

Appointment Report

Forms Processed Report
by Created

Forms Processed Report
by Modified

List of current Routing
Rules

From this page, you can add a new Routing Rule which will route any new incoming documents to the DocBox

that you specify.

1. To add a new Routing Rulg, click New Item

2. Use the Document number or Document Title. This should only include letters and numbers (i.e.
DHS5223). Do not include any parentheses included in the DocType title.
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Refresh Data
\99999999 Fred Flintstone (01/01/2000 111-11-1111 Blake Pieper ) \ Sc o [EsE654 pavstub ) x] V r

Undo |

A

Cut

Copy

Paste
’ .
sagption Delete

Send to OneNote

Select all

Inspect element

Note: You may copy from the DocType field in the APN and paste it into the Title of the Routing Rules menu.
3. Choose the DocBox that you want this DocType to be routed to in the future.

4. Now click Save.

In the example below, | used “FSE654 Paystubs” in the Title field and chose the OSS DocBox.

BROWSE ITEMS LIST

.‘l CaseWorks™  FstPreprod Search tis s
N Financia services Rouﬂng Ru|es Routing Rules - New Item

- . . = EDIT
Document Prcceo @ new item or edit this Ii ¥
Center E | H a e, Cut e }:}(

L

Routin All ltems  «== Find 5

Recent EFC Documents 9 = | ] Ef Copy

Save  Cancel Paste Alrl?m Spelling

e -
Scan Barcode Documents v Title
Commit Clipboard Actions  Spelling

Appointment Manager Work schedule o
What's New in CaseWorks DHS1503 ol Title * FSE654 Paystubs
Form ID Taxonomy List Child Support Income | DocBox 0SS o

CaseWorks User Manual
Save
Upgrade Training Videos
Training Videos
Reports

Appointment Report

Forms Processed Report
by Created

In the example below, | scanned in an FSE654 Paystubs from All Purpose Navigation.

Although the DocBox field in Edit Properties (NCT) is set to a worker, the FSE654 will be routed to the
DocBox specified in the Routing Rule that is set.
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Scanning To Document Processing Center

Content Type ‘ 00 - General Record - Financial Serv Vv ‘ é) S?%l
Auto Fill Document

Title FSE654 Paystubs (Pay)

DocType* FSE654 Paystubs (Pay) ‘

Taxonomy 1.5 IM - Income v ‘

o DoCEox DaniG v

Document Owner(s) &3

File o EFC No W ‘

First Name Fred

Middle Name M

Last Name Flintstone

SSN 111-11-1111

DOB 1/1/2000

MAXIS 99999999

SCMID

PMI

P ]

Rovieied st

In this example, | have a Routing Rule set for all incoming FSE654 Paystubs to be routed to the OSS
DocBox, so the document appears in the OSS Team DocBox.

v O

Title

FSE654 Paystubs (Pay)

Name

FSE654 Paystubs

Pay_1995_08-05-2020-

12-49-21 %

0SS DocBox

First Name + Last Name Short Note/Next Step MAXIS Taxonomy Created

« Fred Flintstone  Routing Test 99999999 1.5IM -

Income

8/5/2020 12:49 PM

Edit or Delete a Routing Rule

Routing Rules may only be edited or deleted by a CaseWorks user with access to the Manage Routing Rules
feature from the Left Navigation Panel.

ITEMS LIsT

To Edit or Delete a Routing Rule:

1. Click on the checkmark to the
left of the item and choose an
action from the Items tool ribbon.

2. Right click on the Routing Rule

in the list and choose your action
from the drop down menu.
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BROWSE
F=] 1 |@vemionHistory [t , G’)

J’ & EA 2 shared wim -

New  Noj View  Edit tach Tags & Workflows Approve/Reject
htem~ Folr  ltem  ltem 3 Delete ltem File e Notes

New Manage ions  Share & Track Tags and Notes Workflows
Document Processing @ new item or edit this list
Center
Routing  All ltems Find an item o

Recent EFC Documents

Scan Barcode Documents v Title DocBox

Appointment Manager Work schedule + MaryA

What's New in CaseWorks DHS1503 . CathyW

Form ID Taxonomy List Child Support Income . BrandonW

CaseWorks User Manual ESEG54 Pavstubs. % . 0SS

Upgrade Training Videos
Training Videos
Reports

Appointment Report

Forms Processed Report
by Created

Forms Processed Report
by Modified

Edit Item
Delete Item
Version History

View Item

Advanced 4

Join Leave Team DocBox
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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 Serves Edition).

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 homepage, use the All Purpose Navigation to search for a client.
2. Navigate to the Case File page by clicking the green check mark.

BROWSE  PAGE

. lCC}seWorks” Financial I Services
Financial Services Financial Services

Document Processing
Center

Recent EFC Documents Refresh Zah
.
Scan Barcode Documet [99999997 Barney Rubble (01/01/2000 111-11-1111 Mike Sexe ) | Case File o ']
-~ J

Appointment Manager
What's New in CaseWorks My Appointments

Form ID Taxonomy List v F  Tile MAXIS ApptStatus ApptStart  ActivityType ProgramType  Location  Description

CaseWorks User Manual There are no items to show in this view of the "Appointment” 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. Onthe Case File page, click on the DPC tab.

4. Next, Expand All to select multiple documents at a time.

5. Select all 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.

6. Inthe File Ribbon, select the File to EFC icon. This will move documents from the DPC tab to the EFC tab.
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BROWSE  PAGE

Q sare fy rouow
y 1 [ Check Out Version History Send To Ungublish

L . Check In Shared With Manage Copics BpprovelReject

New  Upload  New nmnmq Ito Expnﬂ Memeord  View  Edt Shwe  Downloada Workflows Publish Tags &

Dociment . Dotument Folder  Document /1) Discard Check Out | D lee lo ma. e Wai | Properties Properiies 3K Delete Document Cory 6o To Source Cancel Approval | Notes
New Open & Check Out Manage Share & Track Copies Workdlows Tage and Notes
1 resultis) Refresh Data

99999997 Barney Rubble (01/01/2000 111-11-1111 Mike Sexe ) Navigate Case File ™ + r

Financial Case File: 99999997 Rubble, Barney T

2010 Income Maintenance

Expand All

DPC EFC Documents Appointment History MNsure Admin

Document Processing Center

Created
+DocBox : EricD (3)

v

D502 Passport D502 Passport__249_04-17-2020-04-51-

Enumeration-Identity 4/17/2020 4:51 PM
D502 Passport D502 Passport__250_04-17-2020-04-57-

Enumeration-Identity 4/17/2020 4:57 PM
.« Barney Rubble 99999997 1.3 IM - File Retention Data 4/17/2020 1:21 PM

v

i [

v DHS0033 Appeal to State Agency DHS0033 Appeal to St__248_04-17-2020-01-21-53

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!

If any files have been archived, you will see a table below the View Archived Documents button
that displays any archived documents.

d)

1 result(s) Refresh D
[29993996 Betty Rubble {01/01/2000 111-11-1111 Mike Sexe )

Navigate [¥]case File v] r

Financial Case File: 99999996 Rubble, Betty O
2010 Income Maintenance
Expand All Collapse All

DPC EFC Documents | Appointment History MNsure Admin

v [ Title Name FirstName LastMName Short Note/Next Step MAXISY ~ Created Modified

P $11IM - il dentity (3)

At : 1.3 IM - File ion 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 (&)

 Taxonomy : 5.4 CCAP - Authorized Activity (1)

Archive

View Archived Documents 0 o

No Archivad file(s) found!

Transfer Case

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/Next Step. Created Created By Modifiékpand All Collapsidifid BElear Filters
54) [ M ML ML hd [04] B3 (an hd B3 (a hd

«  Taxenomy: 1.4 IM - Application (3)

DHS2630 Alternative _631.04-17-  DHS2630 Alternative Care Program Eligibility B g .
2019111524 e 141M - Application Betty Rubble. 99999996 App Date 4/19/19 7/9/2020 3:5%:00 PM System Account 7/9/2020 3:59:01 PM System Account

Exé;;f;:;’;{“{:‘: d‘;""*&U‘L DHS5223 Combined Application Form (CAF) 1.4 IM - Application Betty. Rubble 99999996 Merged Document 7/9/2020 3:58:50 PM System Account 7/9/2020 3:58:59 PM System Account

DHS2630 Alternative _031.04-23-  DHS2630 Alternative Care Program Eligibility g .
2020.09-45-15 (ot 141M - Application Betty Rubble 99909996 Send copy to mse, print2cw  4/23/202094515AM  System Account 5/20/20202:5732PM  Cathy Wassenaar

v Taxonomy: 1.5 IM - Income (1)

FSE654 Paystubs Pay_634_03-06- g g
u 201.02.18.A4pat FSEG54 Paystubs (Pay) 151M - Income Betty Rubble 99909996 3/6/2019 3:1:44 PM Mike Sexe 4/9/2020 9:52:31 AM Cathy Wassenaar

v Taxonomy: 1.6 IM - Assets (1)

u :éf;;;z;‘f:z‘; p:;‘js@z' FSES14 Bank Statements (BStmnts) 161M - Assets Batty Rubble 99999996 7/9/2020 3:50:03 PM System Account 7/9/2020 3:59:03 PM 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

8. Click on Expand All to see all the client documents in the EFC

9. Click on the Check Mark to the left of column titles to select all documents in the EFC

mowse  pace | Aues | usmane

\ o [ chectout =
L L o

Mew  Upioed  New Copyove Carwert Fiieps) to
Document . Decument Folder L) Dociment(s) POF

sz H

Unpublist
Apprave,Reject

&g Wordhiows Puslish Tagen
Documy Cancel approwal Nates

Manage Casearks Documents Warkfiows Tags and Notes

Bl v -

Financial

Aintenance

Expand All Collapse All

DPC | EFC Documents 2 MNsure Admin

MAXIS EFC

First Hame  Last Name  Short Note/Mext Step MaXIST  Created Hodiflad

S0033 Appeal to St__ 853 04-13 =« 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

«Taxonomy : 1.5 IM - Income (4)

= FSE654 Paystubs (Pay)

99999997 2/13/2020 2:53 PM  4/30/2020 10:10 AM
= FSEG54 Paystubs (Pay) FSE654 Paystubs Pay__426_02-13- «. Bamney Rubble 99999997 3/13/2020 2:53 PM  4/30/2020 10:10 AM
2020-02-53-29

= FSEB54 Paystubs (Pay) FSE654 Paystubs Pay__875_04-27- =« 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- «: Bamey Rubble 99999997 6/19/2018 9:17 AM  4/30/2020 10:11 AM
2018-09-17-00
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10. Scroll to the bottom of the screen and click the Transfer Case button

BROWSE

& srane

1 results) Refresh Data
‘9999‘)99( Barney Rubble { 01/01/2000 111-11-1111 Mike Sexe )

Navigate [¥] case File [~ f

Financial Case File: 99999997 Rubble, Barney T
2010 Income Maintenance
Expand Al Collapse All

DPC EFC Documents Appointment History MNsure Admin

MAXIS EFC

v [0 Tite mName First Name Last Name  Short Note/Next Step MAXISY  Creatad  Modified
Taxonomy : 1.3 IM - File Retention Data (3)

Taxonomy : 1.5 IM - Income (4)

Taxonomy : 1.6 IM - Assets (6)

Archive
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

Transfer Case

This screen will appear as the transfer function is initiating. You may work on a new tab of CaseWorks as this is
working in the background.

Q) sHare

Tresus) Refresh Data

(99999997 Barney Rubble (01/01/2000 111111111 Mike Sexe ) Navigate [¥] [case File v D
Financial Case File: 99999997 Rubble, Barney T

2010 Income Maintenance

Expand All_Collapse All

A popup menu will appear. Complete all fields in the menu to transfer the Case File.
1. Transfer Dropdown:

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
12. Choose the CaseWorks County from the drop-down menu that you are transferring the Case File to.

13. Write any notes that you would like included in the transfer (i.e. Date transferred, County, etc.)
14. Select the Transfer button
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e e 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

15. 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.

Transfer 18 documents of case 99999997 to

Continue

Once you have successfully transferred the Case File to the receiving County, you will receive an email
conforming the transfer and details of the transferred Case File.
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This email includes the following information:
Subject line:
a) County the Case File was transferred from, the MAXIS ID 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
c) Case Number
d) Number of Documents transferred
e) Reason (notes that were included in the CaseWorks transfer process)
f) Adirect link to the transferred Clients Case File Page

fward ﬂf] Inbox — ToManager v | () Unread/ Read ggv Pﬂ v %. Search People @ v v A Read Aloud Bf," Get Ad
MAXIS Case Transfer from Marshall — 2256305 sent by 0

° NoReplyCaseWorks@mncaseworks.org ") Rep
To

Cc

Marshall is fransferring documents to Pennington from CaseWorks Financial Services Edition. 0

MAXIS 2256305 o

No of Document(s) :40
Reason :Please notify Jimmy at Caseworks when you receive this email. e

Click Here to view and retrieve document(s) from CaseWorks. o

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
(212) 745.5124

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



CaseWorks Administrator Manual 1.3 Revised: 4/25/2025

Viewing and Restoring Documents from a Transferred Case File

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

Financial Case File: 99999999 Flintstone, Fred F rransferred

Expand All  Collapse All

DPC EFC Documents Appointment History MNsure Admin K.
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 MAXIST 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

[m] Name Original Location DocType short Note/Next Step size (KB) Deleted Date Deleted By CreatedBy  Modified By
R 20-03-0%-2 ESE Electronic File Cabil AIM- D01 Drivers License FSEAutoCopyTestBrandon. Expect 06-03-2020 11:39:01

[] D001 Drivers License_4002_05-1 2 pdf Enumcration. Identi on Newhpps in MSE 4429 A NCTTest  System Account System Account
" ESE Electronic File Cabil AIM- D01 Drivers License 06-03-2020 11:39:02

[] D001 Drivers License__3172_12-03-2018-10-37-14.pdf Enumcration. Identi on 53501 A NCTTest  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

o Facs [eTepr— [ e s b o Ml s iy L Colotesdi iy vy e iy
L. . i O 11T 1 o] £ et T T TR U] e p— L TR P p— OB 1Y . R
01 Dy st I8 T UF 304 T ' T s i 1l ) BTN e Aot e st
i W] P8 e — - y L 0N
ot} oo Lot _1 72 S0t 50 0 gy ML LIS Pl JREESINENCIAN, [ Do L [ TRt ROT T S e wCT Tt

—a

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

© 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

o 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. Onthe Case File page in the EFC Documents tab, you will now see any documents that have been
restored.

Financial Case File: 99999999 Flintstone, Fred M Transferred
Bxpand All  Collapse All

DPC ~ EFCDocuments = Appointment History ~ MNsure  Admin

Electronic File

v [ Tite Name First Name  Last Name  Short Note/Next Step MAXISY  Created Modified

4Taxonomy : 1.1 IM - Enumeration-Identity (22)

% D001 Drivers License (DL) D001 Drivers License__4002_05-13-2020-02- w Fred Flintstone  FSEAutoCopyTestBrandon. Expect NewApps in 99999999 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.
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Transfer Cases into CaseWorks

Transfer Cases into CaseWorks using the NCT PDF Generator

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.

1. Create a folder on your desktop to transfer Case Files into.

2. Open the NCT PDF Generator.

3. Click the box to the right of the Source Folder.

4. Choose the source of your transfer. This may be a CD, USB drive or other folder with documents to be

transferred into CaseWorks.

5. Click OK

& NCTPDF Generator — P
et | =R CaseWorks
Destination Folder | | [ ]
Files to Merge invert selection T e k EDMS Software

File Name Location Size (KB )

- Desktop

> @ OneDrive - Next Chapter Technology, Inc
> R DaniG

~ [ This PC

> _J 3D Objects
> [ Desktop

> [5] Documents
> b Downloads
> b Music

> [&] Pictures

> B Videos
Status > S 0s(C)

> "r Libraries
> ¥ Network

> [EF Control Panel q
C.
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6. The file path will now show in the Source Folder bar and your files will be displayed below.

P NCTPDF Generator

- X
Source Folder ‘c:\Users\naniG\Desktop\Training Example Docs I ' ‘ O S e W O rks

Destination Folder
Files to Merge  (6) pe——— p— EDMS Software

File Name Location Size (KB )
(3 X1l 9 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.

B NCTPOF Generator

Source Folder ‘C:\Users\DaniG\Desktop\Training Example Docs

CaseWorks

Destination Folder ‘C:\Users\DaniG\ Desktop\Transferins

Files to Merge () EDMS Software
File Name Location Size (KB )
3 Xt ! 9 p P g p 9 P D
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 | T | I |Fred Flintstone - Wikipedia.pdf C:\Users\DaniG\Desktop\Training Example Docs\Fred Flintstone - Wikipedia.pdf 266
X | 1T | L |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 | T | 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 r k S
Destination Folder  [C:\Users\DaniG\Desktop\ Transferins | =1 . I
Files to Merge (6) Invert Selection ‘ [ Merge ] EDMS SOfMG re

File Name Location Size (KB )
»  [XTH 9 p p g p 9 p 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
N y rophTraining Example Docs\Fred Flintstone - Wikipedia.pdf
essing ...C:\Users\D ktop\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.
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10. You can now close the NCT PDF
Generator.
— ‘ Cosgo

B EDMS Softwa

S =S { KR Y 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.

NCTQA ~ [ 2016PreProd ~

BROWSE  PAGE

= o X

§™  FSE Preprod

FSE PreProd

> Transferins

A [T Name Date moditie Type

# Quick access
o i . £ 05-07-2020-01-19-56-7038105 5 P
esktoy
" % /£ 05-07-2020-01-33-53-6767778 5
Downloads # R r =y -
e B 95-07-2020-03- 37:48: 7133372 o M 2 99999 Fred Flintstone ( 01/01/2000 111-11-1111 Blake Pieper ) isc |4 r
= Docum: * —

& Pictures -~ .
Bringing Docum My Appointments My Links
F MAXIS Status ctivity Type rogram Type Location Description Y Edit

DaniG
Master Manuals
Training Examph

@ OneDrive - Next

= This PC
B 30 Objects

Intake Drop here..
Unprocessed
0ss
Sample
SMI Status

<

14. After you drag the
document into My DocBox,

you will see -
anicon in Qe B

; There are no items to show in this view of the "Appointme
CaseWorks pdf
indicating -
that a :
workflow is : ' Neme
running to get the . : Processed Report 0270720200557+
documents into CaseWorks. . pted o3I

o processed Renort DHS5223  DHS5223 Combined
gy P Combined  App_1693_04-29-

Do not refresh your page . - E= Application  2020-08-50-13

Join Leave Team DocBox Form (CAF)

until the green and white
icon disappears. This
process may take a
moment.

Intake |5 Drag and FSE

Nran inkn 00000000 1500 N5
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15. The documents that have been transferred into CaseWorks will have a message prompting to update the
properties of the document.

BROWSE PAGE FILES LIBRARY

“COSGWOrkSW' FSE PreProd Search this
.k Financial Services FSE PreProd

Document Processing
Center

Recent EFC Documents X .
Nawate Case File

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 it Narme
Appointment Report

=1 /M DHS5223 DHS5223

99999994 14 1IM - 4/29/2020 8:50 AM Dani Gorman

Forms Processed Report

Combined  Combined Application

by Created Application

Forms Processed Report Form (CAF 5

by Modified

Join Leave Te ' Drag and 05-07-2020- 5/8/2020 8:15 AM Dani Gorman

Drop into 05-57-03-

Intake CaseWorks __1716_05-08-

Unprocessed (Please 2020-08-15-51
update T

0ss Document

Sample Properties)

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.

Scanning To Document Processing Center \f) .%
Content Type 00 - General Record - Financial Serv v | Auto Fill DO(?LFI)rITiltent

DocType*

13 BULK SCAN - IM - Misc-Bulk Scanning|

Taxonomy 1.91 IM - Misc-Bulk Scanning v ‘
DocBox

Document Owner(s) Dani Gorman & E2

File to EFC No v

First Name
Middle Name
Last Name
SSN

DOB

MAXIS
SCMID

PMI

P ]

Reviewed No ™

System Message

Claimed From | ‘
Short Note/Next Step | ‘

Version: 1.0

Created al 5/8/2020 81551 AM by Dani Gorman

Last modified at 5/8/2020 8:15:54 AM by Dani Gorman
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Transfer Cases from a CD into CaseWorks using Adobe Pro
1. Open the CD in File Explorer

n File Explorer - [m] X
E 0

1 # > Quick access v O Search Quick access
~
~ Frequent folders (7)
3 Quick access
B Desktop Desktop Downloads " Documents Pictures
This PC This PC = ThisPC wegm  This PC
¥ Downloads - ‘ [
[5] Documents
o = Music Videos
= Pictures | This POVDesktop b This PC E This PC
»
D Music
B videos Recent files (20)
@ OneDrive
i@ O Type here to search @ [=h i - 18 @ ol B v ~AEEDe ~

2. Next, sort the folder by File size by clicking on the Size column (the arrow above Size should be pointing

down)
[] Name Date modified Type Size
“? AutoFillForm.pdf 7/1/2019 2:54 PM Adobe Acrobat D... 345 KB
** Blank- Copy - Copy - Copy - Copy (2)... 4/18/201911:46 A.. Adobe Acrobat D.. 78 KB
T Blank- Copy - Copy - Copy - Copy.pdf  4/18/2019 11:46 A.. Adobe Acrobat D.. 78 KB

3. Use Print2CW to import large documents individually
a. Open the document in PDF Reader
b. SelectFile > Print
c. Change the printer to Print2CW and click Print
d. Inthe pop-up window, enter in the client’s identifying information and select the client from the
list
e. Enterinthe DocType and select it from the list in the last box in the All Purpose Navigation
f. Click the Green Check Mark to go
g. Preview the document and add any document information required at the bottom of the 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

[hed Blank 2.pdf 4/18/2019 11:46 A..  Adobe Acrobat D... 78 KB
"2 Blank 1.pdf AM2/2019 11:46 A Adnhe Acrobat D... 78 KB
2 Blank - Copy.pdf @ Move to OneDrive robat D... 78 KB
ipes - C‘]py (424) - &t E Combine files in Acrobat.. robat D... 78 K8
Opy23) - robat D... 78 KB

™ Blank - Copy (422) - C( E S B robat D.. 78 KB
1™ Blank - Copy (421) - Ct & Share robat D.. 78 KB
(17 Blank - Copy (420) - ¢ Give access to > [robat D.. 78 KB
(1 Blank - Copy (419) - &« Send to S robat D... 78 KB
(1 Blank - Copy (418) - &« robat D... 78 KB
[1™ Blank - Copy (417) - C¢ Cut robat D... 78 KB
[ Blank - Copy (416) - C¢ Copy robat D... 78 KB
[ Blank - Copy (415) - ¢ Create shortcut robat D... 78 KB
[41"2 Blank - Copy (414) - C¢ Delete robat D... T8 KB

5. Next, Adobe Acrobat will open a new window
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B wcobe Acobatpro 2017 = 5 %
File Edit View Window Help
Home Tools @ Henry ~
E Combine Files * [ add Files.. + = £ options

=T

~

Blank - Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ....pdf Blank - Copy - ....pdf

Blank - Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ...pdf

@e

Blank - Copy - ...pdf

Blank - Copy - ....pdf Blank - Copy - ...pdf Blank - Copy - ....pdf

Blank - Copy - ... pdf Blank - Copy - ....pdf Blank - Copy - ....pdf

Riank - Conv - ndf Riank - Conv -

nef
Selact Multiple

Riank - Conv - ndf Riank - Conv - nelf Riank - Cony - ndf

Rinnk - Conv - nelf

-
6. Select all documents by pressing Ctrl & A simultaneously. Select Options from the top bar menu and
select the smallest file size option (on the far left). Select OK to close out.
L]

ndf al

File Edit View Window Help

Home Tools

E Combine Files ~

@ Henry -
[ AddFies.. + [i] Remove = 88 = ¥ Options X

Options x |
/P._\ § :
P resaA QBN [ —
Blank - Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ... =) - Copy - ...pdf Blank - Copy - ...pdf Blank - Copy - ..pdf

Other options -

[] Aiways enable accessibility and reflow

Always add bookmarks to Adobe PDF

Continue combining if an error occurs
[ save as PDF Portfolio

Convert al files to PDF e
Cancel
Blank - Copy - ...pdf Blank - Copy - ....pdf Blank - Copy - .8 - Copy - ...pdf Blank - Copy - ..pdf Blank - Copy - ....pdf

Riank - Conv . ndf

Riank - Conv . ndf
Select Multiple

Rlank - Canv - ndf

Riank . Canv .« ndf

Riank - Canv . ndf

Riank - Canv . ndf

Riank « Conv . ndf

- ¥ A
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.

21| Page (Back to Top)

©2019 Next Chapter Technology, Inc.



CaseWorks Administrator Manual 1.3 Revised: 4/25/2025

Transferring Select Documents/Taxonomies to another CaseWorks County
1. Navigate to Case File page.

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 e

DPC EFC Documents Appointment History MNsure Admin

MAXIS EFC

v [0 Title Mame First N\ame  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.

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)

4Taxonomy W

[zl DHS7117 Yearly Income Statement DHS7117 Yearly Incom__ 752122 10-13-2020-10-46-25 e Wilma Flintstone
k] DHS2286 Tips Report Form DHS2286 Tips Report __752113_10-13-2020-10-42-09 e Wilma Flintstone
aTaxonomy : W
E_'_ FSE707 utility Bill (UT) FSE707 utility Bill __752114_10-13-2020-10-42-46 e Wilma Flintstone
ki FSE658 Phone Bill (PB) FSE658 Phone Bill P__752105_10-13-2020-10-40-04 - 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.)

L e Name

I Taxonomy : 1.1 IM - Enumeration-Identity (2)
I Taxonomy : 1.3 IM - File Retention Data (1)
' Taxonomy : 1.4 IM - Application (3)

<Taxonomy : 1.5 IM - Income (2)
FE 1 DHS7117 Yearly Income Statement DHS7117 Yearly Incom__752122_ 10-13-2020-10-46-25
A 21 DHS52286 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
v _@'_ FSE658 Phone Bill (PB) FSE658 Phone Bill P__752105_10-13-2020-10-40-04
Archive
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5. Once you have selected the documents you would like to transfer, click on the Transfer Case button.
[

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 Files

T

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.
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Creatinga CD

For Burning to a CD:

1. Load a blank CD into the CD drive.

2. Open the file location including your Exported Documents. For more information on Exporting Documents,
please refer to the non-Admin CaseWorks User Manual.

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.

| Export Documents

- Home Share View

T > Network (WORKGROUP) > https://ssepreprod.caseworks.local » Export Documents

~ O Name Date modified Type
7 Quick access

I Desktop
B Downloads

999999893 BamBam Rubble SS_2141..  5/6/2020 1:41 PM File folder
ebble; Flintstone 8/1/2018 10:55 AM File folder

E Documents

4. Click on the Share tab.
5. Select Burn to Disc.

| ™ < | Export Documents

T |:| | Burn to disc
E =B Print 0 shortcuts available

Share Email Zip Remove Advanced

lamf Fax access  security

Send Share with
B Ueskiop g

Pebbles Flintstone 8/1/2018 10:55 AM File folder
¥ Downloads

|j Documents

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. Open the file location including your Exported Documents. For more information on Exporting
Documents, please refer to the non-Admin CaseWorks User Manual. Open the Export Folder on your
desktop.

2. Select the folder(s) that need to be copied to a USB Drive.

| M + | Export Documents - O X
- Home Share View (7]
1T > Network (WORKGROUP) > https://ssepreprod.caseworks.local > Export Documents v | O 2 Search Export Documents
~
~ 1 nName Date modified Type Size
7 Quick access
B Deskiop " 999999893_BamBam Rubble 5S_2141..  5/6/2020 1:41 PM File folder
80 load ebbles Flintstone 8/1/2018 10:55 AM File folder
ownloads

fj Documents

3. Click on the Home tab on the Export Documents explorer window.
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4. Select Copy and then open your USB Drive to paste folder(s).

%  Cut u:%‘ x @ T New item = \}j T Open = FH select all
= W. Copy path «

ﬂ 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 g
Pebbles Flintstone 8/1/2018 10:55 AM File folder

¥ Downloads

= Documents "
—

Emailing Documents from a Case File

For Emailing files:

1.  Open the file location including your Exported Documents. For more information on Exporting Documents,
please refer to the non-Admin CaseWorks User Manual.

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.

| M = | Export Documents

- Home Share View

1T » Network (WORKGROUP) > https://ssepreprod.caseworks.local > Export Documents

~
~ [ Name Date modified Type
3 Quick access

I Desktop »
¥ Downloads
|j:- Documents A

5/6/2020 1:41 PM File folder
8/1/2018 10:55 AM File folder

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.

| M < | Export Documents

\:I 0 Burn to disc

B Print ® No shortcuts available
Share Email  Zip o Remove Advanced
e access security

Send Share with
[ UeskIop b4

Pebbles Flintstone 8/1/2018 10:55 AM File folder
¥ Downloads

\‘ﬂ 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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Child Support Edition Specific Material

Privileging both PRISM and MCI documents for a Privileged Case

The Child Support Edition is unique from other editions in that it has two types of documents: PRISM and MCI.
The current process for privileging cases in CaseWorks is to create the Privilege Case Folder or “Access Group”
and then assign the case number you’d like to privilege to one of these folders/groups. When this Privilege
Status is added in CSE, the PRISM number is entered in the Case Number field. This causes all PRISM Case EFC
documents to become ‘locked down’ to the Access Group assigned to the Privileged Case. However, MCI
documents (both DPC and EFC) are still accessible to all staff.

Note: This functionality has been identified as the current preferred method for privileging documents by our
Child Support CaseWorks Users, as an MCI may have multiple PRISM cases associated with it, and not all MCI
documents need to be locked down.

In order to ensure that any necessary MCI documents are also locked down, an additional step is necessary prior
to adding Privilege Status to a case so that all current EFC documents- both PRISM and MCI, will be privileged.

To privilege any necessary MCI documents, please follow the steps below:
1. Navigate to the PRISM casefile page

2. Onthe CP and NCP EFC Documents tabs, locate any MCl documents that need to be privileged
3. Right click on a document to edit the document’s properties

[] show Closed Cases Search by : (@) PRISM (0 MCI

D

PRISM Case File : 9999999999

CP Name: Hatrock, Jethro ) 9999999981
NCP Mame: Hatrock, Gravella G 9999999382

\.O
LN

Expand all Collapze all

DPC PRISM EFC Documents CP EFC Documents NCP EFC Documents Qnocuments Admin

CP EFC

™

~ L] Title Name First Name  Last Name  Short Nol

«Taxonomy : 02 - COURT ORDERS (1)

'-_' 2 BULK SCAN - SECTION 2 . 2 BULK SCAN - SECTIO__171_04-12- e Jethro Hatrock ORDER
Sl A { Edit Properties (NCT) LAY =
«Taxonomy : 03 - LOCATE (2) Dawnload
=l CSE134 Correctional Facili { __71_08-10- =« Jethro Hatrock
Locate ; Share
=1 CSE134 Correctional Facility { Rename __72_08-10- - Jethro Hatrock
Locate i
Delete
4Taxonomy : 05 - FINANCIAL (1)
- Copy
k=1 CSE233 Verification of Pay from { _ 75 _09-15- e Jethro Hatrock
Clients (Paystubs) : Version History

4Taxonomy : 07 - PERSONAL (2) Properties m
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4. Within the Edit Properties window:
a. Change the Content Type to PRISM
b. Ensure the Privileged Case PRISM number is entered in the PRISM field
c. Enter a SNNS as appropriate
d. Click save

Content Type 10 - General Record - PRISMﬂ lo
Date Received ""L"

DETault content type for Uhild support

Title File to EFC ves[V]
N Indicate if the document should be filed to the Electronic File Ca
DocType 2 BULK SCAN - SECTIOM 2 - COURT ORDERS
Short Note/Mext Step | MCI Document - CP
Taxonomy 02 - COURT ORDERS v

Varciom. 3 0 T
Version: 2.0
Save
DocBox Andreal ﬂ Created at 4/12/2023 2:21 PM by | Megan Otto o I
Last modified at 6/26/2023 9:35 AM by Megan Otto
| PRISM 999999999995 |o : ’

5. The MCI document(s) will now be located in the PRISM EFC. (Click PRISM EFC Documents tab to view).

6. After these steps have been applied for all current MCI EFC documents that need to be privileged, please
proceed with the steps for adding a Privilege Folder/Access group and adding Privilege Status to the
PRISM case.

a. Note: The above steps ensure that any current MCl EFC documents are included with the PRISM
documents being privileged when the privilege status is added.

b. Any new incoming MCI documents need to have the Content Type set to PRISM and the Privileged
PRISM case number included in the document properties before being filed to the EFC in order to be
locked down in the Privilege Case EFC.

i. For example, if scanning to a Privilege case (even if it's an MC| document) make sure the
document is scanned in as a PRISM document to ensure it is privileged properly.

Case Transfers

In the Child Support Edition of CaseWorks, the PRISM, CP MCI Case and NCP MCI Case are all transferred
independently.
To transfer a PRISM Case File:
1. From your CaseWorks Child Support Edition Home page, use All Purpose Navigation to search for a
client.
2. Choose Navigate from the dropdown menu.
3. Click the Green Check Mark to navigate to the Case File.

BROWSE PAGE

\Il CaseWorks™  csEpreprod :
. Child Support Edition CSE PreProd

Document Processing

-

Center [] Show Closed Cases Searchby: @ PRISM (OMCI Refresh Data
Recent EFC Documents
\999999999999 Fred 1 Flintstone { 01/01/2000 123-12-1234 Mike Sexe ) v |case File i“
PRISM EFC
MCI EFC A
My Appointments

Scan Barcode Documents

. ¥ F  Tile MC  ApptStatus  ApptStart  ActivityType  ProgramType  Location  Description
Appointment Manager

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

What's New in CaseWorks : ° PP
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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.

4. Onthe Case File page, click on the DPC tab.

5. Next, Expand All to select multiple documents at a time.

6. Select all 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.
7. Inthe File Ribbon, select the File to EFC icon. This will move documents from the DPC tab to the EFC tab.

. o B Check Out

Hew Uplosd  New Edit
Document » Document Folder  Document

Shared W
View Ed
Properties Fropersies X Delete Document

New

Expand All

On the Case File, check the DPC
tab and file any remaining
unprocessed documents to the VPR (R

Electronic Filing Cabinet

«DocBox : AmandaH (2)

« = DHS4117 Automatic Recurring DHS4117 Automatic Re__517_01- «« Fred
Withdrawal for Your Support Payments  08-2021-01-39-42

CSE412 Court Order CSE412 Court Order__501_11- s Fred
18-2020-03-27-03

" = 11/18/2020 3:27 PM

4DocBox : CathyW (3)

= CSE412 Court Order CSE412 Court Order__538_01- - Fred 2 Flintstone 999999999998 02 - COURT ORDERS  1/25/2021 9:51 AM
25-2021-09-51-09
=l BEC176 Form 11.1 Confidential Infor BEC176 Form 11.1 Con_499_11- «s Fred 2 Flintstone Message for CA can go 999999999998 09 - LEGAL - Court 11/17/2020 2:25 PM
Form 17-2020-02-25-18 right here. Action

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!

PRISM Case File : 999999999999
CP Name: Flintstone, Fred 1V 9999399994
NCP Name: Flinstone, Wilma 1V 9939999998

Expand All Collapse All

DPC | PRISM EFC D Q‘ NCP EFC D Tagged D Admin

PRISM EFC

v [J Title Name FirstName LastName Short Note/Next Step PRISMY  Crested Modified

Taxoenomy : 00 - MISC DOCS (10)
Taxonemy : 01 - APPLICATIONS (2)
Taxonomy : 02 - COURT ORDERS (6)
Taxonomy : 03 - LOCATE (2)
Taxonomy : 04 - CORRESPONDENCE (3)
Taxonemy : 05 - FINANCIAL (13)

Taxonomy : 07 - PERSONAL (3)

ke y : 08 - LEGAL - (©)
Taxonomy : 09 - LEGAL - Court Action (2)
Taxenomy : 1.81 IM - Child Support (1)
Taxonomy : 10 - PATERNITY (5)
Taxonomy : 11 - INTERSTATE (3)

Taxonomy : 14 - LEGAL - Confidential Address (1)

Archive

View Archived Documents e
No Archived fieis) found! o

Transfer Case

Export All Documents

d) If any files have been archived, you will see a table below the View Archived Documents button that
displays any archived documents.
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e) Select all the documents from the archived documents section by clicking on the checkbox next to the
column headers.
f)  Now click Retrieve. These documents will now be filed in the EFC Documents tab.

* Taxonomy : 1.5 1M - Income (1)

- Taxonomy : 1.6 IM - Assets (2)
* Taxonomy : 1.U3 IM - ES (5)

* Taxonomy : 5.4 CCAP - Authorized Activity (1)

Archive

View Archived Documents

T - - | =) | - T B . - [ (w -

~  Taxonomy: 1.4 IM - Application (3)

I ti52530 Astermative _631.04-17-  DHS2630 Aternative Care Program Bigibity.
201-11-15-24 gt Wiorkshest
DHS5222 Combined App_648.04-
02-2020-01-27-10.pf

DHS2530 Altemative _331 0423 DHS2630 Allermative Care Program Bigiity
2020-09 45-15 5

14 1M - 2pplication Betty Rubble s9s9095 App Date 419/19 VYA IBO0PM  System Account AR IOOI P System Account.

DHSS223 Combined Appication Form (CAF) 1.4 1M - Applicaticn Betty Bubble 99999995 Merged Document TBRAMOIEIIPM  System Account TR ISESIPI  System Account

5 141M - Application Berty Rubble 99990995 Send copy to mse, print2ow am Cathy Wassansar

~  Taxonomy: 1.5 IM - Income (1)

H ;:fliz:?m‘ olilmns Pay M-I Beny Rubble 90090905 /62019 31844 PM Mike Sexe A/0/2000 95231 AM Cathy Wassenaar

v Taxonamy: 1.6 IM - Assats (1)

13.2020-02-5-29 pef
Retrieve o

Transfer Case

V|

8. 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
. If you are transferring all documents in the Case File, scroll to the bottom of the page.
10. Select Transfer Case.

BROWSE  PAGE

[ Fred 1 Flintstone ( 01/01/2000 123-12-1234 Mike Sexe }

[D Show Closed Cases Searchby: @PRISM OMCl

PRISM Case File : 999999999999
CP Name: Flintstone, Fred 1V 9999999994
NCP Name: Flinstone, Wilma 1V 9999999998

Expand AllCollapse All

opPC PRISM EFC D EFC D NCP EFC D Tagged Di Admin

v [J Title Meme FirstName LastMame Short Note/Next Step

Taxonomy : 00 - MISC DOCS (10)

Taxonomy : 1.- APPLICATIONS () Navigate to the
Taxonomy : 02 - COURT ORDERS (6) P RIS M E F C Docu ments tab

Taxonomy : 03 - LOCATE (2)

T : 04 - CO E (3)
Taxonomy : 05 - FINANCIAL (13)
Taxonomy : 07 - PERSONAL {9)

T : 08 - LEGAL - [©)

Taxonomy : 09 - LEGAL - Court Action (2)

Archive

“Taxonomy : 1.81 IM - Child Support (1)
Taxonomy : 10 - PATERNITY (5)

Taxonomy : 11 - INTERSTATE (3)

T - 14- LEGAL - Confidential Address (1) uments

Archive Select
Transfer Case

View Archived Documents

Transfer Case

Transfer Case

Export All Documents
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This screen will appear as the transfer function is initiating. You may work on a new tab of CaseWorks
is working in the background.

Financ

If you are not transferring an entire Case File, you can transfer selected documents. Review how to
transfer selected documents/taxonomy here.

Transfer MCI Person Documents
1.

To transfer Person Documents from the Custodial Parent (CP) MCI Case File page, click on the blue CP
MCI number.

BROWSE  PAGE

‘l CaseWorks™ sk PreProd
.k chiaspenedion  (Cgse File

Click on the blue Case Number for
Seacnby: @ PRI (M CP to navigate to the MCI Case

result(s)
|999999999999 Fred 1 Flintstone ( 01/01/2000 123-12-1234 Mike Sexe )

/ ™~

CP Name: Flintstone, Fred 1V 9999999994

NCP Name: Flinstone, Wilma 1V 999999999

[D Show Closed Cases

Expand Al Collapse Al

DPC PRISM EFC Documents CP EFC Documents NCP EFC Documents Tagged Documents Admin

v [0 Tite Name First Name  Last Name Short Note/Next Step  PRISMY Created  Modified
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A new tab will open corresponding with the MCIl Case Number that you selected.
2. Select the Person Documents tab.

3. Asin prior steps when transferring a Case, file down any documents that remain in DocBoxes and
Retrieve Archived documents if applicable.

a X
B hutps/ceprepiod casewonsdocal CUTRF/Clent?i20Rcord aspuTyaterRecor D= JASOR=MICIBSORType=38LName=Fintstone&iewTao=Person Document —aclem = .
M Flintstone 999999999999 L Flintstone 9999999994 x
s [ NCTQA~ [T 2016PrcProd = I FSE I SSE @) Suy
couE e .
\lcaseWorks" st prepros .
IN"SSSS5s Client Record

S [P
POt e | o 91791200 125 12125 i s

asgate Mcie e qv' K
MCI: 9999999994 Flintstone, Fred 1V

Expana a1 Conzose aF

General Information  PRISM Cases 38 P PRISM Cases a5 NCP  Person Documents | Appointment History  Addresses  Admin

MCI EFC

Y Tlle Mome FirstNeme LsstMeme Short NoteNextStep MCIY  Crested  Modded
Taxonomy : 02 - COURT ORDERS (3)

Taxenomy : 03 - LOCATE (1)

Taxonomy : 04 - CORRESPONDENCE (1)

Taxonomy : 05 - FINANCIAL (3]

File any documents that remain
in DocBoxes and retrieve
Archived documents as in
previous steps.

Taxonomy : 07 - PERSONAL (3)

Taxonomy : 08 - LEGAL - Enforcement (5)

Taxonomy : 09 - LEGAL - Court Action (1)

P TRl fame Frsthame  LastName

DocBox : BrandonW (1)

DocBox : Mikel (1)

DocBox : Mikes (1)

View Archived Documents

Transfer Case

Export All Documents:

4. At the bottom of the Person Documents tab, select Transfer Case.

Search by : OPRISM @ MCI
(2999999994 Frea 1 Fiintstone ( 01/01/2000 123-12-1234 Mike Sexe )

MCI: 9999999994 Flintstone, Fred 1V

Expand All  Collapse All

General Information ~ PRISM Cases as CP ~ PRISM Cases as NCP | Person Documents | Appointment History ~ Addresses  Admin

MCI EFC

v [1 Tkle Neme FirstName LastName Short Nete/NextStep MCIY  Created  Modified
' Taxonomy : 02 - COURT ORDERS (3)

* Taxonomy : 0

@

- LOCATE (1)
Taxonomy : 04 - CORRESPONDENCE (1)

Taxonomy : 05 - FINANCIAL (3)

Taxenomy : 07 - PERSONAL (3)

Archive
T : 08 - LEGAL - (9)
' Taxonomy : 09 - LEGAL - Court Action (1) { )
Atiee Select Transfer Case uments
View Archived Documents

Transfer Case

Export All Documents

Transfer Case
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5. Transfer Dropdown:
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 need to transfer only selected documents to the receiving
County.
6. Choose the County from the drop-down menu that you are transferring the MCI Case File to.
7. Write any notes that you would like included in the transfer (i.e. Date transferred, County, etc.)
8. Select the Transfer button.

BROWSE  PAGE

Complete al felds

in the popup menu, Transter [ATl Case Files
then select Select County |- select County -[w|

Write any notes here e.g. Transferred
Transfer. 2/25/2021 to Kanabec County. Please see MCI
document transfers associated with this case.

Transfer Cancel

9. Now return to the original CaseWorks browser tab showing the PRISM Case File Tab.
10. To transfer Person Documents from the Non-Custodial Parent (NCP) MCI Case File page, click on the
blue NCP MCI number

BROWSE  PAGE

‘ICGSGWorkS’“ CSE PreProd [seochtisste |
N Coiae  Case File

Click on the blue Case Number for
] Show Gosed Gases S ———— NCP to navigate to the MCI Case

: Fred 1 Flintstone (01/01/2000 123-12-1234 Mike Sexe ) e E
—

—_—

bpPC PRISM EFC Documents CP EFC Documents NCP EFC Documents Tagged Documents Admin

resuit(s)

CP Name: Flintstone, Fred 1V 9999999994
NCP Name: Flinstone, Wilma 1V 999999999

Expand All  Collapse All

v [0 Title Name First Name LastName Short Note/Next Step  PRISMY  Created  Modified
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A new tab will open corresponding with the Case Number that you selected.
11. Select the Person Documents tab.
12. Asin prior steps when transferring the PRISM Case, Expand all to see all documents.
13. Select all documents by clicking on the check mark to the left of the column titles.

— o x
B Witps//esepreprod.caseworksJocal/ CWRE/Client %20Rec ord.aspa ?SystemRecordiD= 999999993855 0R = MCIESSORTy pe= 38 Narne = linstoneVicwTab= Person Document - @G || search. o-
A L ® Cc
= NCTQA ~ 2016PreProd ~ I FSE B SSE (3 Support
SROWEE 2= O share
NCOSEW rks™  CSEPreProd Search this e »
BN crisecer e Client Record
Searcby: HFRISM @M 1 result(s)  Refresh Data
9999900908 Wilma 1 Flinstone ( 01/01/2000 123-12-1234 Mike Sexe ) Navigate [¥]|case File M r
IM';I' 9999999998 Flinstone, Wilma 1V I
Expand All Collapse All
General Information ~ PRISM Cases as CP  PRISM Cases a5 NCP  Person Documents | Appointment History ~ Addresses  Admin
MC EFC
v [ Tide Name First Mame  Last Name  Short Note/Next Step  MCI'T Created Modified
toxonomy £ 05 - FINANCIAL (2
[El CSE233 Verification of Pay from Clients (Paystubs) CSE233 Verification __8_03-27-2018-05-00-28 - Wilma1  Flinstone 9999999998 3/27/2018 5:00 PM  4/2/2018 4:37 PM
¥ CSE233 Verification of Pay from Clients (Paystubs) CSE233 Verification __7_03-27-2018-04-59-05 .. Wilma1  Flinstone 9999999998 3/27/2018 4:59 PM_ 4/24/2018 2:39 PM
Document Processing Center
v [ p Title mName FirstName Last Name ShortNote/NextStep MCIY  Taxonomy  Crasted
There are no files in the view art for MCls™.
Archive
Transfer Case
Export All Documents
14. At the bottom of the Person Documents tab, select Transfer Case.
Bl hitgs icsep reprod canemorks oL VTV RF /T et e ordaspe MSysbe o Recor sl = SE0000933 B 0E = MO BTy pe= 281 Nem e=Fl nubo neBiViesab=Pz 5on Cocuments - @] Sewch
" 23 L Festnne S9gssLuL)
HITCa = 2013 MiePeced + 8L FSE L SSE G Supsen
NCQQQL‘.‘MQ“' £ Pratiadd
BN s Client Record
ralone 234 bl o= Beme |
Q%998 Flinstone, Wilma 1Y
R
Gumaral [nformation PRISM Cases 35 OF FRIGH Cases g3 NC2 Fersnn Doouments Apprintment Hstory dithres s adwin
¢ D1 Tdbe M bed Roime Loed Mose Sl Mol Sieg BT Gl biablasl Archive
Taconomry : 05 - FINANCTAL (2)
_— = Transfer Case
Transfar Cass
Esport 4l Documents
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Once the Case File has been transferred in CaseWorks, an email will be sent to the receiving County.
This email includes the following information:
Subject line:

a)

County the Case File was transferred from, the PRISM 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

PRISM Number.

Number of Documents transferred

Reason (notes that were included in the CaseWorks transfer process)

A direct link to the transferred Clients Case File Page

ward | B Inbox —> ToManager v | ) Unread/Read BB~ [+ [~ | searchrpeople B Y~ | A) Readaloud | B GetAdf

Marshall isIransferring documents to Pennington from CaseWorks Financial Services Edition. o

Click Here to view and retrieve document(s) from CaseWorks. o

SystemRecordID=2256305&RetrieveTransfer=true&ViewTab=Admin
Thanks,

Office Support

MAXIS Case Transfer from Marshall — 2256305 sent by o

S R
° NoReplyCaseWorks@mncaseworks.org ) "R
To

Cc

No of Document(s) :40
Reason :Please notify Jimmy at Caseworks when you receive this email. o

MAXIS 2256305 o

If you have issues with the link copy and paste the following to your IE browser: https://fsepennington.mncaseworks.org/CWRF/Case%20File.aspx?

(21R) 7A5.5124
~=

View

and Restore Documents for Transferred Cases

Please review how to view and restore transferred cases/documents section here.
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Financial, MNsure, and Workforce Edition Specific
Material

The Autocopy feature helps county workers collaborate across the Financial, MNsure, and Workforce editions of
CaseWorks. This feature will send a copy of a document to the case owner in another edition when a document
is initially brought into CaseWorks (i.e. upon initial scan, upload, or Print2CW). Currently, autocopies can be sent
between FSE<->MSE and between FSE €<>WFE.

For an Autocopy to be triggered, the following requirements must be met:

e The DocType must be included in the AutoCopy Doctype List in both editions (i.e. FSE and MSE)
e There must be acommon MAXIS number between the editions OR secondarily, a common SSN
o Note: CaseWorks looks for an SSN match for autocopies between FSE and MSE only

Follow the below steps for adding, editing, and deleting an AutoCopy Doctype:

¢ Note: Only staff with this role in CaseWorks will be able to view the link in the Left Navigation Panel and
add or modify AutoCopy Doctypes. Please submit a support ticket if this role should be added for you.

Add an AutoCopy DocType

Note: Be sure to add the AutoCopy DocType in both editions’ AutoCopy DocType List when adding a new
AutoCopy DocType.

1. Select ‘AutoCopy DocTypes’ in the Left Navigation Panel
2. Click ‘new item’

Log Off FSE Demo

Archive PassKeys Auto = y ®
esigna 2
Refreshtoken l - edit this list

DocType Report Auto Copy  All ltems -+ Find an item yel

Worker Report

Auto Copy DocTypes D001 Drivers License (DL) - State ID

Support Room FSEB34 Paystubs (Pay)

3. Inthe window that opens, complete the following fields:
a. Destination Edition
i. InFSE, AutoCopies can be sent to MSE or WFE.
ii. In MSE and WFE, AutoCopies can be sent to FSE.
b. AutoCopy Type
i. Choose ‘Copy’

c. Title
i. Entered the desired Title. This may include the DocType name and/or form number
d. DocType

i. Thisis a ‘contains field’; results will display as you begin typing. Select an option that appears to
ensure the DocType is spelled correctly.
e. Click Save
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Auto Copy - New Item

EDIT

I I x| o, K Ty ABC

! [y Copy —]

Save  Cancel Pasta At;_.?ch Spelfing
He -

Commit Clipboard Actions  Spelling

| Destination Edition |MN;ure Edition

A

| Auto Copy Tvpe *

|Copy

| Title | Driver's License |
| poctype | DOO1 Drivers License (DL) - State ID

The newly created AutoCopy DocType appears at the bottom of the list.

DHS8354 MCO Member Address Change Report Form

DHS8354 MCO Member Address Change Report Form

DHS8354 MCO Member Address Change Report Form

DHS8354 MCO Member Address Change Report Form

MMsure Edition Copy 5/8/2023 10:217 AM 5/8/202310:21 AM W Eric Duong

Workforce Edition Copy 5/8/2023 10:22 AM 5/8/202310:22 AM W Eric Duong

I Driver's License

D001 Drivers License (DL) - State ID

MMNsure Edition Copy 8/17/2023 11:35 AM  8/17/2023 11:35 AM W Megan Otto I

Edit an AutoCopy Doctype
1. Select the AutoCopy DocType by clicking the checkmark

‘Edit Item’ in the Ribbon Bar

2. Click
J ITEMS
)

o Wiew
ider  itam

i <_— 0
Ll . J
Attach Alert Tagsd  Workflows Approve/Rsject
File Me - Notes

Actions  Share & Track  Tags and Notes Workflows

nt Processing

FC Documents
code Documents

MMNbenefits
nts

Iment Manager
lew in CaseWorks
Taxonomy List
rks User Manual

Videos

intment Report

s Processed Report
eated

(# new item or edit this list

Auto Copy Al Items

v Title -

D001 Drivers License (DL) - State ID

FSEBS4 Paystubs (Pay)

DHS2146 Authorization for Release of Employment Information
Employment Verifications

Read Only Test

CO Member Address Change Report Form

CO Member Address Change Report Form

D001 Drivers License (DL) - State ID

. FSEGS4 Paystubs (Pay)

- DHS214¢ Authorization for Release of Employment Information
« DHS2146 Authorization for Release of Employment Information
. DHS120217 Renewal with program continuation(METS)

. DHS5223 Combined Application Form (CAF)

- DHS8354 MCO Member Address Change Report Form

» DHS8354 MCO Member Address Change Report Form

« D001 Drivers License (DL) - State ID

DocType

3. Make any desired changes in the window that appears and click Save.
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Auto Copy - Driver's License

EDIT
- i ABC
H B X
E‘l’:ﬁ{opy
Save (Cancel  Paste Delete Attach  Spelling
Item File. -
Commit Clipboard Actions spelling
Destination Edition | [N S Re. ™ |
Auto Copy Type * | |Copy

Title * Driver's License

DocType * DO01 Drivers License (DL) - State ID

Wersion: 1.0
Created at §/17/2023 11
Last modified at 8/17/20:

Save

AM by Megan Otto
1:35 AM by | Megan Otto

Cancel

Delete an AutoCopy Doctype

1. Select the AutoCopy DocType by clicking the checkmark

2. Click ‘Delete Item’ in the Ribbon Bar

J ITEMS | usT ‘

== lid version Hisg

£ Shared Witl

e Vie Edit
ider  em  kem | 3¢ Delete ltem

g @

Alert Tags &
M- s

Workflows Approve/Reject

Actions  Share & Track Tags and Notes Workflows

nt Processing (® new item or edit this list

Auto Copy  All ltems Find an item jel

FC Documents
code Documents v Title -

MNbenefits
nts

D001 Drivers License (DL) - State ID

FSE654 Paystubs (Pay)
ment Manager

DHS52146 Authorization for Release of Employment Information
lew in CaseWorks

Employment Verificaticns
Taxonomy List

Read Only Test
rks User Manual
Videos
CO Member Address Change Report Form
intment Report CO Member Address Change Report Form

s Processed Report
eated

DocType

- D001 Drivers License (DL) - State ID
. FSER54 Paystubs (Pay)

- DHS2146 Authorization for Release of Employment Information
« DHS2146 Authorization for Release of Employment Information
« DHS120217 Renewal with program continuation(METS)
. DHS5223 Combined Application Form (CAF)

« DHS8354 MCO Member Address Change Report Form
« DHS8354 MCO Member Address Change Report Form

« D001 Drivers License (DL) - State ID

Inactive Cases Report

The Inactive Cases Report allows CaseWorks users to run a report of cases whose EFC documents have not
been modified for the number of years specified. The generated report will be an excel sheet containing Case
Number, Number of Documents, File Size of Documents, Oldest Modified Date, and Latest Modified Date.

It's important to note that running this report will not purge any files, and instead is to be used to identify cases
that may qualify for purging. The final purge process and the list of cases to purge is still controlled exclusively
by those with the Purge Admin Role at the county by uploading the purge report in CaseWorks.

To run an Inactive Cases Report, follow the steps below:

1. Select ‘Inactive Cases Report’ under Purge Document

2. Enter the number of years desired

3. Click the excel icon or press Enter to generate the report
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The report opens in excel showing cases that have not had EFC documents modified for the number of years

specified (i.e. 10 years).

For information on how to format this report, save, and upload it to CaseWorks to initiate a purge, please click

here.

BROWSE PAGE

. FSE NCTDemo
CaseWorks

Financial Services

Purge Document
Submit Purge List n

Inactive Cases Report

Review File Retention

Inactive Cases

Inactive Cases

Years from today (| o
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1| Inactive Cases 10 Years
2 | MAXIS No of Doc File Size(MB) First Name Last Name Short Note/Next Step Modified (Min) Modified (Max)
3 ] 99999999 10 0.7590820  Fred Flintstone 1/1/2007 12:00:00AM 1/1/2010 12:00:00 AM
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