Background Check Imaging

Note: In order to add images, an assignment to the case/provider is not needed. However, additional

security is needed for the Imaging Search page.

Note: Please see the Provider Imaging Quick Reference Guide on how to add other imaging documents

to providers.

If you have an assignment to the provider:

1.
Work page.

From your desktop, click on the Provider Work icon SUEZES220 This will open the Create Provider

On the Create Provider Work page, select ‘Background Check’ from the Imaging drop-down, select

the Provider, and click Create. This will open the Organization Background Check page.

s
c WiSACWIS

Create Provider Work

Create Provider ltems

@ Administrative | v|
Check | v
D Imaging | Background Check V|
License | v
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§ et | v
B Suppert Plans | v|

FE)X
Print (& SpelCheck (/  Help (P

Providers

ABC Shelter (9221488)
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>

Provider, Foster (9221481)
Provider, Home (8221520}
Provider, Marguette (8221530}

|€

Done

o Trusted sites S v wI00% -

October 2011




3. On the Organization Background Check page, enter the Date of the Document and the Effective To
date, if applicable. Select a Type.

(= Organization Background Check |:||E”X|

cWiSACWIS prit (& Spell Check (- Help (P

Provider Details
Provider: Foster Provider (9221481) Worker: Jenny Weber

Image Details
Date of Document: | 120022010 E ffective To: 1210142014

Category: Background Check
Type: | ool W |

File Name:
I Browse... |

Marme: |

Comments:

Last Updated By:

b Eligikility “erification

Done o Trusted sites chov W00k <

4. To attach a previously scanned document, select the Browse button. This will open the Choose File
to Upload pop-up page.
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5. Select the scanned file from the appropriate location/folder. Once the file is selected, click the Open
button.

Choose File to Upload

-lo % m

Look: in: | | Imaging

) 013001 -25. HF
Eimages. xls
L_'r,é'.-' imaging.doc

E_]imaging.xls

File name:; |imaging_d|:u: j
Files of type: |,-i'-.|| Files [*.%) j Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
xls, tiff, tif, and pdf and cannot exceed 10 MB.
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6. Prior to saving the Organization Background Check page, you can view the document by selecting
the View hyperlink next to the File Name.

(= Organization Background Check

A . | & |
cWiSACWIS

Provider Details
Provider: Foster Provider (9221481) Worker: Jenny Weber

Image Details
Date of Document: |12.l'02.l'2l}1 ] E ffective To: |12.I'I}1I2I}14
Category: Background Check
Type: | Dol W |
File Name: imaging.doc View

I Browse... |

N :

ame | Provider, Foster T. V|
Comments:

Last Updated By:

b Eligikility “erification

Done " Trusted sites chov W00k <

7. In the Name drop-down, select the provider member for whom the background check is for. Enter
any comments in the Comments field.

8. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

9. If the background check has been added to the wrong provider record, click Delete to remove the
image. If the background check has been added to the wrong provider member, update the Name
drop-down with the correct provider member.

10. At this point, you can add a new background check for this provider by selecting the Create button.
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Adding a background check if you have an assignment to the provider:

1. From your desktop, click on the Providers expando. Click on the icon & next to the provider for

which you would like to add the background check. Click on the Members icon@to expand the
Members. Click on the hyperlink for the person you would like to add the background check for.
This will open the Person Management page.

cWiSACWIS

Create  Maintain  Uhlitiez  Adoption Search Help

Caitlin Cake's Desktop

[ Date Restricted [~ ParicipantView [~ View Mot Approved/Cancelled

h Ticklers
P cases (10)

= Providers (2)

@ Home, Foster (9221468)  Adtions
Foster Home 0S/07/2007 Worker, Sherry (Supervizor) Dane Des: Green Licenze Status: Active-Regular
@ Provider, Foster (2221481 Actions
Foster Home 09M17/2007 Worker, State T., Jr. Milwaukes Des: Milwaukee License Status: Active-Regular
IQ Assignments

A Basic

BB Home Inquiries

Licenses

& Members
@ Frovider, Daughter (9226735)  Active  Daughter
@ Frovider, Foster T. (8225504) Active F  Parent1 03151976
@ Frovider, Harry V. (9225505) Active M ParentZ 07181870
@ Frovider, Son (9226736) Active  Son

Narrative

&2l Parent Agency
=4 Provider Senvices
42 Senices
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2. On the Person Management page, click the Additional tab. Click on the Background Checks
expando. In the Background Checks group box, click the Insert button. This will open the Person
Background Check page.

2 Person Management ‘Harry Proyider® ID: 9225505 -- Webpage Dialog

e WiSACWIS ™ € it (B Spell Check o Help@
Basic Parent Info Additional Address Education stics | Medical/Mental Health
AKA Names )
Entry Date  Type First Mame Last Mame Ml Delete

Mo records found.

Insert

g Background Checks

Background Checks
Type Date Effective To Updated By

No records found.

Child Information

I Child is a Teen Parent CARES PIN: [
[ Teen Parent's Child Resides with Him/Her Menthhy Amount of any Child Unearned Inceme: I-‘FD.DD

™ Teen Parents Child Receives a Kinghip Payment ™ child Receives a Dizability Payment

Relationship
Case D First Mame Last Name Ml Relationship Entry Date
Mo records found. |
Options: M| GO
< | i =]

October 2011



3. On the Person Background Check page, enter the Date of Document and the Effective To date, if
applicable.

4. Select the type of background check from the Type drop-down.

2 Person Background Check -- Webpage Dialog

c WiSACWIS

Participant Details
Mame:  Provider, Harry V. (9225505) VWorker:  Caitlin Cake

Image Details

Date of Document, |1D-I"18'2ﬂ1ﬂ Effective To: 1001172014
Category: Background Check

Type: | ooJ T |

File Name:

| Browse.. |

Comments:

Last Updated By: | Deiete |
b Eligibility Verification

5. To attach a previously saved background check, select the Browse button. This will open the Choose
File to Upload pop-up page.
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6. On the Choose File to Upload page, select the file from the appropriate location/folder. Once the file
is selected, click the Open button.

Choose File toUpload

Laak jr I@'Desktnp j Q I £ -

[ 47afront. jpeg
0] caisacwIs Phone List, doc
L FYTC pdf

B providers, xls
@Shnrtcut ko Program Tearm
B uaTo1 s

< | »

File name: Id?’Efmnt.ipeg j Open I
Filez aof type: I,-ﬁ-,ll Files [*.%] LI Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
xls, tiff, tif, and pdf and cannot exceed 10 MB.

7. By selecting the view hyperlink, you can view the document before you save it.

8. Enter any comments in the Comments field.

2 Person Background Check -- Webpage Dialog

cWiSACWIS

Participant Details

Name: Provider, Harry V. (92255035) Worker: Caitlin Cake
Image Details
Date of Document: |1 oMaz010 Effective To: |1 0M7I2014
Category: Background Check
Type: | ool V|
File Name: 478front.jpeg Wiew
I Browse. . I
Comments: Comments

Last Updated By:

b Eligibility Werification
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9. When all required fields have been completed, click Save. After clicking save, your name will
appear in the last updated by field.

10. At this point, you can create a new background check for this provider member by selecting the
Create button. If the image is incorrect for any reason, click Delete to remove the image.

11. Click Close. This will return you to the Person Management page.

12. The Additional tab will display the background check information.

& Person Management "Harry Provider® ID: 9225505 -- Webpage Dialog

cWiSACWIS ™ et (@ speicheck !/ e (P
Parent Info Additional Address Education Characteristics | Medical/Mental Health
No records found. Lol
A Background Checks
Background Checks
Type Date Effective To Updated By
ool 10M 82010 10M7i2014 Richard J Waorker Edit
Child Information B
™ Child i a Teen Parent CARES PIN: |
[T Teen Parent's Child Resides with Him/Her Monthhy Ameunt of any Child Unearned Income: ISD.UU
[ Teen Parent's Child Receives a Kinzhip Payment [ Child Receives a Dizability Payment
Relationship
Case D First Mame LastMame ] Relationship Entry Date
No records found.
v
< i &3]

13. Click Close. This will return you to the desktop.
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14. On your desktop, click on the home provider’s icon & to refresh the provider. Then click on the

Background Check icon 6 You will see the Images icon D Expand this icon to display the
background check.

e WiSACWIS
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If you do not have an assignment to the provider:

1. From the desktop, click Utilities > Imaging Search. This will open the Imaging Search page.

e WisSACWIS

Create  Maintain  UWtliies  Adoption Search Helo

October 2011
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2. On the Imaging Search page, select Provider in the Search by drop-down. This will open the
Provider Search page.

EEX

{= Imaging Search - Windows Internet Explorer

c WiSACWIS

Print (&  SpellCheck (/  Help (9

Search Criteria
Search by: \ﬂ Hame: Start Date: |121'ﬂ?-ﬂﬂ'ﬂ'9 End Date: |12/07/2010
Cat . Type:
ategory E ¥pe
Perzon

Search

Hold dowen the "Ctrl key for multi-zelection

Results

| creai= | Close |

of Trusted sites n v ®100% -

Done
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3. On the Provider Search page, enter the Provider Name or Provider ID to conduct your search and
click Search. In the Providers Returned group box, select the radio button next to the correct
provider and click the Continue button.

2 Provider Search -- Webpage Dialog

e WiSACWIS Print (2 Spell Check [ - Help@
Search Criteria
Provider Name: IIJI'WidEI' First Name: IhDITlB Provider ID: I
Parent Agency ID:I Prowvider Typ-e:l “’l ™ search Providers of Parent Agency
Site # | v comty| %] zrcose]
M Date Restricted [ View Not Approved/Cancelled  Search Precision: | e : ,

Low Med High

Record 1to0 1 0f1

Providers Returned
& [z Provider, Home (9221520)
Open Foster Home 024772010 Weber, Jenny State Dez: State Licenze Status: Pending
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4. This will bring you back to the Imaging Search page. The page will now display all documents for
the provider. The results will display all documents from the past year, unless the Start Date and End
Date have been updated. To add a document, select the ‘Background Check’ Category and select the

appropriate Type of background check. Click Create.

/= Imaging Search - Windows Internet Explorer

r &l _'
cWiSACWIS
—Search Criteria
Search by IPrDvider vl Marme: Provider, Home (922152001 Provider Search Start Date: |1 00200 End Date: |1 011052011
Category: Type:

Background Check Adam Walshi FBI

Hald doveen the 'Clel' key for mutti-zelection

—Results
Category Type Participant Date File Mame
Background Check [aleh] Provider, Home 120252010 A7Gfront e Ediit
Background Check Aclam Walsh! FBI Provider, Home 11032010 EWTC plf Edlit
Background Check CAMN Provider, Home 11032010 EWTC plf Eclit

Record 1 to 3 of 3

Diore I_ I_ l_ I_ ’_ l_ |J Trusted sites | Protected Mode: OFf

[vq ~ [ "0 - 4
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5. On the Organization Background Check page, enter the Date of Document, Effective To date (if
applicable), and select the Type if you have not already done so.

e | Organization Background Check -- Webpage Dialog

cWiSACWIS print (@ speicheck (.~ Heip (P

Provider Details
Provider: Home Provider (9221520} Worker:  Jenny Weber

Image Details

Date of Document; |12.I"D2.l‘2'l}1ﬂ Effective To: 1200172014
Category: Background Check
Type: | Dol w |
File Name:

I Browse... |
Mame:

| vl
Comments:

Last Updated By:

b Eligibility W erification

Creais Save Close

6. To attach a previously saved background check, select the Browse button. This will open the Choose

File to Upload pop-up page.
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7. Select the file from the appropriate location/folder. Once the file is selected, click the Open button.

Choose File to Upload
Lok jr: I@ Desktap ~ 0o 2 ==

475 ront. jpeg
] e acwWIS Phone List doc
= FYTC pdf

B providers. xls
EJShnrtcut ko Program Team

EuaTo1.xls

< E
File name: I4F"Efru:unt. ipeg j Open I
Files of tpe: I,-’:-.II Files [*7] ;I Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
xls, tiff, tif, and pdf and cannot exceed 10 MB.

8. By selecting the view hyperlink, you can view the document before you save it.

e | Organization Background Check -- Webpage Dialog

cWiSACWIS prit (B

Provider Details
Provider: Home Provider (9221520} Worker:  Jenny Weber

Image Details

Date of Document: |12J'U'2-f2|3|'1|} Effective To: |12-I'U1.f2014

Category: Background Check
Type: | DoJ b |
File Name: 4T78frontjpeg View
I Browse... |
N :
ame | Provider, Home b |
Comments:

Last Updated By:

b Eligibility “erification
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9. Enter any comments in the Comments field.

10. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

11. If the background check has been added for the wrong provider, click Delete to remove the image. If
the background check has been added for the wrong member for this provider, update the Name
drop-down with the correct provider member.

12. At this point, you can add a new background check for this provider by selecting the Create button.

By clicking the Create button, this will open the Organization Background Check page with the
same Category selected.

e | Organization Background Check -- Webpage Dialog

c WiSACWIS print (@ Spelcheck (7 Heip (P

Provider Details

Provider: Home Provider (9221520} Worker:  Jenny Weber
Image Details

Date of Document: IW Effective To: W

Category: Background Check |

Type: b d |

File Hame:

I Browse. .. I

MName: |

v|

Comments:

Last Updated By:

b Eligitility Werification

13. After you have entered all applicable information, click Save. Then click Close.
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14. You will return to the Imaging Search page. The page will display all scanned background checks
for the provider. To view the image for a particular result, click on the blue hyperlink in the File
Name column to access the scanned document directly, or click the Edit hyperlink to access the
associated Imaging page. To add additional background checks documents, repeat the above steps.

Windows Internet Explorer
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Spell Check

Search by
Categary:

Licensing
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IPrnvider vl Mame: Provider, Hotne (92215200 Provider Search Start Date: |1 00200 End Date: |1 oMoz

sckground Check
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ICPC - Background Check
Local Law Enforcement

|
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—Results
Category = Type Participant Drste File Mame
Background Check D Provider, Home 120022010 47 8front jpeqy Edit
Done |+ Trusted sites | Protected Mods: OFf [va - [ ®i0% - 4
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