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Agenda

= Capturing Documents
= Scanning, Uploading, and Dragging and Dropping into scan interface
= Send Copy To and Copy/Move
= Splitting

» | ocating Documents

= Common processes and features used by clerical teams
= Case Transfers
= Qutgoing Mail
= Potential DocSet uses

» Note for ‘CurrentGen’ and ‘NextGen’ CaseWorks features



0OSS/Clerical - Capturing Documents

Capturing documents

= Scanning

= Scan Settings:
= 000: Current Settings
= Keep settings asis
= Automatically pick up double-sided documents
= Automatically pick up black and white documents or color documents
= Scanning in color DO09 Color - Other
= Paystubs, ID’s (DL, birth certificate, passport, etc.), and utility bills are defaulted to color
= Date Received Stamp
= Flattened on the document
= Date Received Column on homepage

= Auto Date Stamp after saving
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Canon Twain Driver

Ussi Prelersnce . Baac | Biighinazs | Imapa processing | Image corool | Faeding | Eror De 4 | » | Users Guide p
Cokor mioda : | Black and whits |
Page Size: |LETTER -]

Dhote per inch ; 200 dpi =
Ao e | Duplas =
Save(Y]... | & Quaty [5oeed prcnty B
| [ Automatcaly shanghlens skered i
Festare]l]... | [ Aeverse the scanning side
Back Lipf] | AbOUIIE].. |
Wiew zettings(F] |

m Carcel I Defaul Hel I




Scan to DocBox or Other Editions

= Scan directly to a DocBox within same Edition
= DB [space] name
= Send Copy To

= Need to have access to other edition
= Case number field may change
= DocBox and DocType may be empty

= Copy/Move
= To same edition or other editions
= Does not need access to other edition




» Bulk scan (or upload/drag and drop) multiple documents

= Split documents
= Zoom in or zoom out to view thumbnail pane preference

= Order documents correctly

» Update Case Number field (MAXIS, PRISM, Integrated Case,
WF1CaselD, Vendor Number, and Workgroup)

= Split
= Repeat until ready to save last document



= Form ID Taxonomy List
= Can be exported to Excel for easier filtering/sorting

= Scan Barcode Document
= For scanning in CaseWorks generated forms
= CaseWorks Barcodes display the case number and form number

___ Show DHS Form Version O N N D O O OO N
Document State |Flat Record Flle to EFC JlmmyCorder J

99999999 SEF1 DE




Locating Documents

» Document Discovery
= Recent EFC
= Casefile page

» Checking on documents in real time:
= Portal: Admin Tab> ‘Update Now’
= eSignhature: DPC> DocBox> eSign Documents> Get Status



DocSet Examples for Clerical Teams

» EBT Transmittals
= Returned Mail
= \/endor Requests



Case Transfers and Exporting Documents

= Case Transfers (FSE and CSE)

= CaseWorks to CaseWorks County Transfers

= How to identify if a County uses CaseWorks
= Note for CCAP
= Retrieving transferred/deleted documents via Admin Tab

= CaseWorks to non-CaseWorks County Transfer
= File Retention Records
= Export Documents
= Select desired document(s)
= Choose Export documents
= View exported documents in browser Downloads
= Note for Counties with “Legacy” version of CaseWorks

= Additional Case Transfer Resources:
= Case Transfers
= Case Transfers - CSE Specific



https://nct1170.zendesk.com/hc/en-us/sections/23930418038292-Transfer-Case-Files-and-Share-Documents
https://nct1170.zendesk.com/hc/en-us/sections/23930418038292-Transfer-Case-Files-and-Share-Documents
https://nct1170.zendesk.com/hc/en-us/articles/26045336454548-Case-Transfers
https://nct1170.zendesk.com/hc/en-us/articles/26045336454548-Case-Transfers
https://nct1170.zendesk.com/hc/en-us/articles/26045336454548-Case-Transfers
https://nct1170.zendesk.com/hc/en-us/articles/26045336454548-Case-Transfers

Outgoing Mail

= Monitor Outgoing Mail
= Short Note Next Step
= Open, print, mail documents
= Blank Forms and Packets Checklist

Outgoing Mail DocBox DocSet
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Resources

Knowledge Base
« NCT CaseWorks
User Manuals
« CaseWorks User Manuals
Advanced Training Recordings/Agendas
 Advanced Trainings



https://nct1170.zendesk.com/hc/en-us
https://nct1170.zendesk.com/hc/en-us
https://nct1170.zendesk.com/hc/en-us/categories/37137021530644-CaseWorks-User-Manuals
https://nct1170.zendesk.com/hc/en-us/categories/37137021530644-CaseWorks-User-Manuals
https://nct1170.zendesk.com/hc/en-us/categories/37485625214996-Advanced-Training
https://nct1170.zendesk.com/hc/en-us/categories/37485625214996-Advanced-Training

Sharing Screen from Teams Browser

Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Microsoft Edge tab Window 3 Entire Screen

Raise React View Maore

Share content

|;| Screen, window, or tab

- Excel Live
Screen 1 Scre iz -
No files available

Browse OneDrive

4) Also share system audio L

5 Cancel

Browse my computer

RY 7




Sharing Screen from Teams App
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Add background

Window (9)

Choose the screen
you want to share

Microsoft Whiteboard
e rate
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) Content from camera
&=

Share a documer

PowerPoint Live
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