Imaging by Person

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.

If you have an assignment to the case:
1. From the desktop, go to the Cases tab and click the Create Case Work hyperlink
© Create case work  gelect Create Case Work, or select Imaging Search from the Actions drop-
down next to the specific case to open the Create Case Work page.
Actions:

| Please select an action v |

Case MNote Criteria Search
Create Assignment
Create Case Face Sheet
Create Cage Note

Create Meeting

Imaging Search

Print Case Record

View Tasks

2. On the Create Case Work page, select the appropriate category from the Imaging drop-down
for the type of imaging document you would like to upload.

3. 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.
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4. Click on the Create button. This will open the Imaging page.

(2 Create Case Work - Internet Explorer

eWiSACW

Create Case ltems

E] Administration

@ Adoption

4 Agreements/Notices
Assessment

F3. Case/Perm Plan

Education

o

(<]

Eligibility

ICPC

DR ¢

ICWA

-~
i

Imaging

= 32

Legal

' Narrative

=

Payment

£¥] Permanency Consult

Flacement/Services

i

Planning

Safely

Safety Services

G F B a

Strengths and Needs

Legal Document

Case, Bio (9221286)
Case, Biokid (9221334)

Case, Cathy (9221960)

Case, Closure (9221306)

Case, Mom (9222209)

Case, PPRHchild (9222434)
CaseOne, Mother {9221844)
Casper, Grandmother (9222229)
Casper, MCIRemove (9222675)
Casper, Mom (9221759)

Chad, Mom (9222186)

Chick, Christina (92212096)
Cleaver, Theodore (9223253)
Clementine, Mary (9222096)
Close, Glenn (922 1405)

Case Participants

Hold down the "Ctrl' key for multi-selection
Carrot, Carol, Reference Person (9225879)
Carrot, Casey, Biological Child {9225881)
Carrot, Colton, Present Spouse (9225380)

, 100%
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5. On the Imaging page, enter the Date of Document and an Effective To date, if applicable.

Imaging Print &1 Help @
Case Details
Case: Carrot, Carol (9222743) Worker: Caitlin M. Cake, IV
Image Details
Date of Document: 00/00/0000 Effective To: 00/00/0000 Participants:

Carrot, Carol (Refernce Person)
Carrot, Casey (Bio Child)
Category: Legal Document Carrot, Colton (Present Spouse)

Type: Temp Physical Custody Request - Chpt 48 v
File Name:
Comments:
#
Last Updated By:

b Eligibility Verification

6. 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.’

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

8. To attach a previously scanned document, select the Browse button. This will open the
‘Choose File to Upload’ page.
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9. Select the scanned file from the appropriate location/folder. Once the file is selected, click

the Open button.

{2 Choose File to Upload

Organize = MNew folder

A
[ This PC

_J 30 Objects
[ Desktop
|if| Documents
‘ Downleoads
J‘& Music
= Pictures
B Vvideos
w Local Disk (Z2)
= dazeybuvy (\idc
w= [OCF Shared Driv

LR 4

4 » ThisPC » dazeybuvy Mdcfintihome\DCF) (H:) » Test

v O Search Test

MName Date mccl%i&cl Type
6.4 4/30/20199:33 AM  File folder
Defect 39359 new Treatment page 5/23/2019%47 AM  File folder
6.6 6/4/2019 &:32 AM File folder
6.5 6/26/2019 8:37 AM  File folder
6.8 2/28/2020 10:37 AM  File folder
6.7 4/6/2020 10:45 AM  File folder
6.9 6/15/2020 315 PM  File folder

@ IMG_3275.JPG 9/18/2018 917 AM  JPGFile

&) 1MG_3397.0PG 9/18/2018 11:17 AM PG File

@ IMG_beckgrnd JPG 9/18/2018 11:17 AM PG File

@ Imaging launch points.docx 9/25/2018 7:01 PM Microsoft Word D...

File name: |IMG_bckgrnd JPG v | A Files )

Cancel

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg,
rtf, doc, docx, xls, xIsx, tiff, tif, and pdf and cannot exceed 25 MB.

10. Prior to saving the page, you can view the document by clicking the View hyperlink next to

the File Name.

Imaging

Case Details

Case: Carrot, Carol (9222743)

Last Updated By:

B Engibility Verification

Image Details
Date of Document: 10/08/2018 Efiective To: | goo0/0000
Category. Legal Document
Type Temp PhyIPS
File Name: IMG_bckgmd JPG  Miew
Comments:

Worker: Caitlin M. Cake, IV

Print & Help @

Participants:

Carrot, Carol (Refernce Person)
Carrot, Casey (Bio Child)

Carrot, Colton (Present Spouse)

Lo [

Save

11. Enter any comments in the Comments field.
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12. When all required fields have been completed, click Save.

13. At this point, you can delete the document if you added it to the wrong case by clicking the
Delete button. If you added the document to the wrong person in this case, update the
Participants box with the correct person.

14. You can also create new images for this case by selecting the Create button and following
steps 5-12.
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If you do not have an assignment to the case:

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

Actions - Financial » Security -

AAJSG Eligibility Notices and Decisions
AFCARS

Appeal

Eligibility

ICWA Record

Independent Living

Information and Referral

Management

Merge/Delete

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

Note: Please see the Imaging Case and Imaging Provider User Guides to search by Case or
Provider.

(2 Imaging Search - Internet Explorer - O X

eWiSACWIS

Search Criteria

Search by: Name: Start Date:  qg/46/2017 End Date: 10/16/2018
Case
Person
Provider

Category: Type:

Hold down the "Ctrl" key for multi-selection

Results

®100% -
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3. On the Person Search page, enter the Last Name and First Name or Person ID to conduct
your search and click the Search button. In the Persons Returned group box, select the radio

button next to the correct person and click the Continue button.

Person Search

Search Criteria

Persons Returned

Carrot, Chris ( 800068 Male

Castro. Jennifer ( 401733 Female

De Castro. Elizabeth ( 400355)  Female
De Castro. Emilly { 400357 Female 05/02/2001

Last Name: carrot First Name:

SSN: DOB: 00/00/0000

Street: City:

Ll incl. AKA Search Precision: - _. Sort By: Alpha
Low Med High

Record 1 to 10 of 10

Carlton, Carter { 9221680 Male 07HSMST0

Carlton, Ricky ( 9221681 Male 1071241995

Carrot, Carol { 9225879 Female 02/12/1976 Caucasian

Carrot, Casey ( 9225881 123 Main Street, Milwaukee Female 02/04/2008 Caucasian

Carrot, Colton { 9225880 Male 011114977 Caucasian
Casfro. Jennifer { 401735 Female 07/27/1999

051022001

Piint 21 Help @

Person ID:

Gender: v

ZIP Code:

o] oo}

4. This will bring you back to the Imaging Search page. The page will now display all
documents for the person for all cases the person is attached to. The results will display any
documents with effective dates from the past year, unless the Start Date and End Date have
been updated. If there are no documents, the validation message will display that states ‘No
matching data found for the criteria specified.” To add a document, select the Category and
Type of document. Click Create.

(2 Imaging Search - Internet Explorer

eWiSACWIS

Print S

O Errors (1)

- No matching data found for the criteria specified

Search Criteria

Search by. Person W MName
Category

ICWA

Independent Living ~

Legal Document
Licensing Appeal
Malireater Review/Appeal
MedicalMental Health

Dnrrmmanes M rmmasiatinn

W

Held down the "Ctrl key for multi-selection

Carrot, Casey (922582 1) Person Search

Interagency Agreement

Other - Participant Document
Purchase of Service Contract
'SSN

Travel Authorization

Start Date:

Help ©

01/01/1970  End Date. 101612018

Results
(oo | o
F00%
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& Imaging Search - Intemet Explorer

eWiSACWIS

Search Criteria

Search by:
Category

Resuits

Category &
Legal Document
Legal Document

Legal Document

Cage

Type

Safety
Subsidized Guardianship
Hold down the "Crl key for multi-selection

Type
Temp Physical Custody Order - CHIPS
Temp Physical Custody Request - Chpt 48

Temp Physical Custody Order - CHIPS

Carrot, Carol (8222743) Case Search

Participant
Carrot, Casey
Carrot, Casey

Carrot, Casey

Record 1 to 3 of 3

Date

01/29/2018

01/29/2018

0173172018

Start Date End Date

10162017 10/16/2018
Participants:

Carrot, Carol (Refernce Person)
Carrot, Casey (Bio Child)
Carrot, Colton (Present Spouse)

File Name

April TDY Edit
April TDY .ipg Edit
May Parking.pdf Edit

Coose ] o

®I00% -

5. On the Imaging page, select the Case for the participant. The list of cases will identify
whether the case is currently open or closed. Enter the Date of Document (and an Effective
To date, if applicable).

Category:

Type:

File Name:

Comments:

By:

Date of Document:

Last Updated

Participant Details

00/00/0000 Effective To:

Legal Document

Order Granting Temporary Extension

Browse

B Eligibility verification

Name: Carrot, Casey (9225881)
Case:
Carrot, Carol (9222743) CPS Family - Initial Assessment (opened)
Image Details

00/00/0000

Worker:

Caitlin M. Cake, IV

Print = Help @

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

‘Choose File to Upload' pop-up.

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

the Open button.

{2 Choose File to Upload

[&] IMG_3397.0PG
6] IMG_bckgrnd.JPG

- Local Disk (C:)
dazeybouvy (dc

DCF Shared Driv
LU 4

-
il
-
il

@ Imaging launch points.docx

4 » ThisPC » dazeybuvy Mdcfintihome\DCF) (H:) » Test

Organize = MNew folder
[ This PC Hame
) 3D Objects 6.4
I Deskiop Defect 39359 new Treatment page
[£ Documents 6.6
6.5
‘ Downleoads
6.8
J‘& Music 6.7
= Pictures X
B videos & IMG_3275.JRG

Search Test

v O

P
Date medified Type

File folder
File folder
File folder
File folder
File folder

File folder

L= =

File folder
JPG File
JPG File
JPG File

f2018 11:17 AM
2018 11:17 AM

/25/2018 7:01 PM

wlwe e o
—

File name: |IMG_bckgrnd JPG

v| All Files ()

Microsoft Word D...

- |:i| 0

Size

Cancel

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg,
rtf, doc, docx, xls, xIsx, tiff, tif, and pdf and cannot exceed 25 MB.

8. Prior to saving the Imaging page, you can view the document by selecting the View

hyperlink next to the File Name.

Imaging

Case Details
Case: Carrot, Carol (9222743)

Image Details

Date of Document: Effective To:

10/08/2018

Category. Legal Document

Type Temp PhyIPS
File Name: IMG_bckgmd JPG  Miew

Comments:

Last Updated By:

B Engibility Verification

00/00/0000

Print 12

Worker: Caitlin M. Cake, IV

Participants:

Carrot, Carol (Refernce Person)
Carrot, Casey (Bio Child)

Carrot, Colton (Present Spouse)

EnED

Help @

Save Close
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10.

11.

12.

13.

14.

Enter any comments in the Comments field.
When all required fields have been completed, click Save.

At this point, if you added this document to the wrong case for this participant, update the
Case drop-down. If, for any other reason this document is incorrect, click the Delete button to
remove the image.

You can also create new images for this case by selecting the Create button and following
steps 4-9.

Click Close. This will return you to the Imaging Search page.

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.

(& Imaging Search - Internet Explorer - O *
7S 7
eWiSACWIS
Search Criteria
Search by Case v Mame: Carrot, Carol (9222743) Case Search Start Date 10/16/2017 End Date 1011612018
Category Type Participants
Carrot, Carol (Refernce Person)
‘Carrot, Casey (Bio Child)
Carrot, Colton (Present Spouse)
Safety
Subsidized Guardianship
Hold down the 'Ctrl' key for multi-selection
Results
Category Type Participant Date File Name
Legal Document Temp Physical Custody Crder - CHIPS Carrot, Casey 01/29/2018 April TDY | Edit
Legal Document Temp Physical Custody Request - Chpt 48 Carrot, Casey 017292018 Apiil TDY ipg Edif
Legal Document Temp Physical Custody Order - CHIPS Carrot, Casey 0173172018 May Parking.pdf Edit
Record 1 to 3 of 3 :]@
®100% ~
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15. You can also view the documents that you have just added on your 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.

Case details:

Milwaukee-Region 2

Carrot, Carol (9222743) s

Case address:

CPS Family - Initial Assessment

Open OHP exists for associated participant(s)
@ View case information

L Access Reports @ Assessments
Eligibility &I& Legal
U bianning ﬁ Related People
&Ié Legal

© Images (7)

Legal Document - Order Granting Temporary Extension (Details)

Legal Document - Petition - CHIPS (Details)

Leqgal Document - Temp Physical Custody Order - CHIPS  (Details)

Legal Document - Temp Physical Custody Order - CHIPS  (Details)

Leqgal Document - Temp Physical Custody Request - Chpt 48 (Details)

Leqgal Document - Temp Physical Custody Request - Chpt 48 (Details)

Legal Document - Inactive value: Temporary Physical Custody Order (Details)

O
£Xn) Medical/Mental Health
@ Images (1

Medical/Mental Health - Dental Record (Details)

Primary worker:

Cake, Caitlin M_, IV

(123) 456-7890 Ext. 1234
caitiin.cake@wisconsin.gov

il
Il Assets and Income

(-?a MedicaliMental Health

10/16/2018
09/21/2011
0173172018
0172972018
10/16/2018
0172972013
10/12/2011

11/03/2010

Carrot, Casey
Carrot, Casey
Carrot, Casey
Carrot, Casey
Carrot, Casey
Carrot, Casey
Carrot, Casey

Carrot, Casey

Actions:

Flease select an action

L

2= Assignments

H Placements.
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