Imaging by Case

Note: In order to add an image to a case, an assignment to the case is not needed. However,
additional security is needed for the Imaging Search page.

If you have an assignment to the case:

1. Create > Case Work > Imaging and select the type of Imaging document you would like to
upload. Please see the imaging memo for further details:

http://dcf.wisconsin.gov/memos/num__memos/DSP/2010/2010-10.pdf

2. Select the Case and the Case Participant that the image is for. If the image is for multiple
participants, select your participants by holding the control (Ctrl) button while clicking on the

participant’s name.

3. Click on the Create button. This will open the Imaging page.
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Hold down the 'Ctrl key for multi-selection
Carol Carrot | Reference Person (3225875)
Colton Carrot | Present Spouse (5225880)

Casey Carrot , Biological Child (9225881)

Done

el‘\., Local intranet | Protected Mode: Off Fy v H100% -

October 2011



4. On the Imaging page, enter the Date of Document and an Effective To date, if applicable.

‘€ Imaging - Windows Internet Explorer EI
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Case Details
Case: Carrot, Carol (9222743) Worker: Frank Fox

Image Details

Date of Document: |1W12-I'2'ﬂ'11 Effective To: IEI'EI'J'EI'EI'IEI'EI'EI'EI' Participants:

Carrot, Carcl (Refernce Person)

Category: Legal Document Carrot, Casey (Bio Child)
Type: Temporary Physical Custody Order - Carrot, Colten (Present Spouse)
File Mame:

|| Browse... |

Comments: I

-~

Last Updated By:

b Eligibility Werification

soe

Done ?i. Local intranet | Protected Mode: Off fy v HI00% -

5. Select the type of document from the Type drop-down. Each category has a different list of
types. If your document is not listed, select the ‘Other’ option. For example, ‘Other-Court
Order’ or *Other-Participant Document.’

6. If you have not already done so, select the participant you would like the document attached
to. Again, you can multi-select participants by holding the control (Ctrl) button while
clicking on the name, if applicable.

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

Choose File to Upload
Loak jn: |@ Deskiop j QT m-

473Front. jpeg

] i A WIS Phone List doc
= FYTC, pdf

B providers. xls

&Shnrtcut ko Pragram Team
EuaTon.xls

g

>
File name: |4?Efrn:|nt. ipea 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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9. Prior to saving the Imaging page, you can view the document by selecting the View

hyperlink next to the File Name.

i

'€ Imaging - Windows Internet Explorer
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Case Details
Case: Carrot, Carol (9222743)

Image Details

Date of Document: |1W12-I'2'ﬂ'11 Effective To: IEI'EI'J'EI'EI'IEI'EI'EI'EI'

(o] & ]

Worker: Frank Fox

Participants:

b Eligibility Werification

Category: Legal Document
Type: Temporary Physical Custody Order -
File Mame: TPC_Carrot.pdf View

I Browse... |
Comments: I m
Last Updated By:

Carrot, Carol (Refernce Person)

Carrot, Cazey (Bio Child)

Carrot, Colten (Present Spouse)

Done

?i, Local intranet | Protected Mode: Off

10. Enter any comments in the Comments field.

11. When all required fields have been completed, click Save.

12. At this point, you can delete the document if you added it in error to the wrong case by
clicking the Delete button. If you added it to the wrong participant in this case, you can
update the Participants box to select the correct participant(s).

13. You can also create new images for this case by selecting the Create button and following

steps 4-11.
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If you do not have an assignment to the case:

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

cWiSACWIS

on S |

Create  Maintain

Frank Fox's De

[+ Date Restricted

F Ticklers
b My Ticklers
b Escalated T
B cases 1)
B Providers (17)
b Workers
b Approvals
b Access Reports
b Home Inquiries

A48SG Elgbility Motices and Decizions
AFCARS

Appeal ,
Approval Management
Azsighment Managemment
Change Archival Group

Cl&, Confirmation Beport
Delete Persan

ICPC Statuz Reguest

[Tt Recard

Imaging Search

Initial Azzeszment Azsignments
Maintain Azzets ahd [ncome
kerge r
Placement Comection

Frogram Aszignment

Search

Standard Pragram Services
Tickler M anagement

Wiew Meszage Log

roved/Cancelled

October 2011



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

Note: Please see the Person Imaging and Provider Imaging Quick Reference Guides to
search by Person or Provider.

Print (2

Search Criteria

Search by: - | Mame: Start Date: |u9.-23.'2o1u End Date: IDQ.I'ZBPZDH

Category: Type:

Hold down the "Cirl key for multi-zelection S=arch

Results

Done ?!'i Local intranet | Protected Mode: Off fn  HI100% - i
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3. On the Case Search page, enter the case name or case ID to conduct your search and click
Search. In the Cases Returned group box, select the radio button next to the correct case and

click the Continue button.

cWiSACWIS

Print ri

Spell Check (- Help (@

Search Criteria

Last Name: |Carrot

First Name: ICarDI Case ID: I

Site:

~Cases Returned

ﬁ'i_‘__j Carrot, Carol { 8222743 )
CPS Family - Initial Azsessment

~ ZIP Code: I I

Search Precision:
i 1 1 1
Low Med High

Search Archives

SortBy: Alpha -

Record 1to 1 of 1

Status: Open 07182011 Cake, Caitlin M. Intake Supervisor Miwaukee-Region 2
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This will bring you back to the Imaging Search page. The page will now display all
documents for the case for all case participants from the past year. To add a document, select
the Category and Type of document. You may also choose a Participant(s). Click Create.

‘E Imaging Search - Windows Internet Explorer

(=& =)

cWIiSACWIS print (& Spell Check [ Help (%
Search Criteria
Search by: Case + Mame: Carrot, Carol (3222743) Case Search Start Date: ID@J‘EBEDH] End Date: IDGEBQ{IH
Category: Type: Participants:
Adoption - Sustaining Care Order - Carrot, Carol (Refernce Person)
Assets and Income Temporary Physical Custody Order Carrot, Casey (Bio Child)
Education B Temporary Physical Custody Request Carrot, Colten (Present Spouse)
ICWA Termination of Parental Rights
Independent Living Termination of Parental Rights Petition =]
Legal Document 7 Transcript &2
Hold down the "CtrT key for multi-selection

Results

Category & Type Participant Date File Name:

Legal Document Ei;ﬂ?grz':""w' Carrat, Casey 09/28/2011  TPC Carrot.pdf Edit

€ Local intranet | Protected Mode: Off v ®100% -

Done
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4. On the Imaging page, enter the Date of Document and an Effective To date, if applicable.

’E, Imaging -- Webpage Dialog
c WiSACWIS

Case Details
Casze: Carrot, Carol (S222743)

Image Details

Date of Document: IﬂBEBEﬂH

Effective To:

1272472011

Category: Legal Document
Type: Temporary Physical Custody Order -
File Name: TRC_Carrot.pdf View

=]

SpellCheck (- Help (2

Print (i-

Worker: Frank Fox

Participants:

Carrot, Carol (Refernce Person)

Carrot, Cazey (Bio Child)

Carrot, Colton (Present Spouse)

Comments: I

Last Updated By: Frank Fox

b Eligibility erification

Create

5.

If you have not already done so, select the participant you would like the document attached

to. You can multi-select participants by holding the control (Ctrl) button while clicking on

the name, if applicable.

6. To attach a previously scanned document, select the Browse button. This will open the

Choose File to Upload pop-up.

October 2011




7. Select the scanned file from the appropriate location/folder. Once the file is selected, click
the Open button.

Choose File to Upload
Loak jn: |@ Deskiop j QT m-
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File name: |4?Efrn:|nt. ipea 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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8. Prior to saving the Imaging page, you can view the document by selecting the View

hyperlink next to the File Name.

&  Imaging -- Webpage Dialog
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[ Crste | sor

9. Enter any comments in the Comments field.

10. When all required fields have been completed, click Save.

11. At this point, you can delete the document if you created it in error (added it to the wrong
case) by clicking the Delete button. If you added the document for the wrong participant in
this case, you can update the Imaging page by correctly selecting the appropriate

participant(s).

12. You can also create new images for this case by selecting the Create button and following

steps 5-11.

13. Click Close. This will return you to the Imaging Search page.
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14. The Imaging Search page will display all documents for the category and type you selected,
based on the Start Date and End Date (the default is the past year). 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.

Print (& Spell Check

Search Criteria
Search by: Case + Mame: Carrot, Carol (9222743) Case Search Start Date: |{191'23|'2{]1ﬂ End Date: |08/28/2011

Category: Type: Participants:

Hold down the "Ctrf key for multi-selection

Results
Category a Type Participant Date File Mame
Legal Document CHIPS Petition Carrot, Casey 09212011 bp1.bmp Edit
Temporary Physical .
- TREC Carrot pdf Edit
Legal Document Custody Order Carrot, Cazey 02802011 TPC Carrot.pdf Edit
Record 1 to 2 of 2 Create
Done eﬂi Local intranet | Protected Mode: Off F v WI100% - i
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15. You can also view the documents you just added via the desktop or the Search page. Expand
the icon in which the document is attached to. You will see the Images icon with the number
of images for that category of document listed. Expand the Images icon to retrieve the
document you are looking for.

c WiSACWIS
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