Provider Imaging

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

Note: Please see the Background Check Imaging User Guide on how to add background checks to provider
members.

If you have an assignment to the provider: Actions:
’ Please select an action =

1. From your desktop, go to the Provider tab and click the Create Provider
Work hyperlink [ Create provider work  select Create Provider Work or
Imaging Search from the Actions drop-down next to the specific
provider to open the Create Provider Work page.

Create Assignment
Create Provider Note
Create Provider Work
Imaging Search

Provider Note Criteria Search

View Tasks
(& Create Provider Work - Internet Explorer = O X
eWiSACWIS I
Create Provider Items Providers
E Administrative v Provider, Home (9221447)

Provider, Home (9221845)
Provider, Mom (9222285)
Check v Provider, One (9221058)
Provider, One (9221630)
Provider, Pat (9221386)
Imaging Provider v Provider, Patricia (20169)
Provider, Paul (9222085)
PROVIDER (9221389)
License v Provider Group Home (9221805)
PTD Group Home (20221)
rama (9221757)
Maintenance v Ramirez, Emmanual (20195)
Randy, Ashford (9221783)
RCCtest (9221310)
& Narative v Risser, Fred (9221768)
pd Rockhead, Joe (9221522)
Royal Shelter Care (9222365)
Sabo, Joe (9221541)
Payment A Safe Brethern (20224)
Safety, Susie (20190)
= Sam, Bob (9221618)
€ Support Plans Y Sample, Firstname (9221775)
Sample, Zigmund (9221098)

* 7 K

Yo

. Samuels, Jim (9221122)
A Uniicensed s Scott, Randolph (9221608)
Complaint Scott, Randolph (9221609)

sdafsg (9221308)
Serrato, Baby Girl (9221338)

Cnvrmbn Miakee Ml IAN4C AT

#100% ~
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2. On the Imaging page, enter the Date of the Document and select a Type.

& Imaging - Internet Explorer - O X

eWiSACWIS

Print = Help ©

Provider Details

Provider: Provider, Home (9221447) Worker: Caitlin M. Cake, IV

Image Details

Date of 10/16/2018

Document:

Category: Provider

Type: Floor Plan v
File Name:

Comments:
&
Last Updated
By:
(5o | oo
H100% ~

3. To attach a previously scanned document, select the Browse button. This will open the Choose File to
Upload pop-up page.

July 2020



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

(2 Choose File to Upload *
+ » ThisPC » dazeybwvy (Mdcfint\home\DCF) (H:) » Test v | O Search Test 2
Organize = MNew folder - @ @
[ This PC Mame Date modified Type Size ~
) 3D Objects 6.4 File folder
I Desktop Defect 39859 new Treatment page File folder
Ifl Documents 6.6 File folder
6.5 File folder
‘ Downloads X
6.8 File folder
d Music 67 File folder
=] Pictures 6.9 File folder
B videos @ IMG_3275.JPG JPG File J4KB
o Local Disk (C2) @ IMG_3397.JPG 20 JPG File 26 KB
& IMG_bckgrnd.JPG /2018 11:17 AM  JPGFil 31 KB
= dazeybuvy (\\dc C _bekgm i e
= ocr gy | s lanchpeinisdoo IO Mool ordD.. W
v L >
File name: |IMG_bckgrnd.JPG v| All Files (**) w

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

5. Prior to saving the Imaging page, you can view the document by clicking the View hyperlink next to the
File Name.

6. Enter any comments in the Comments field.

Person Background Check

Provider Details

Provider:

Image Details

Date of Document:

Category:
Type:

Filz Name:

Name:

Comments:

Last Updated By:

P Etigibity Verification

Blue Blue (9221495)

Worker:
07/01/2020 Adam Walsh {FBI) Effective To
DOJ/ IBIS Effective To:
Background Check
IMG_bckgmd.JPG View
Worker, A '
Caillin C. Cake

Print &1 Help @

Caitlin C. Cake

00/00/0000

06/30/2024

EE

7. When all required fields have been completed, click Save. After clicking save, your name will appear in the

Last Updated By field.
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8. At this point, you can add a new image for this provider by selecting the Create button. If the image is
incorrect for any reason, click Delete to remove the image.

If you do not have an assignment to the provider:

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 Provider in the Search by: drop-down. This will open the Provider
Search page.

(2 Imaging Search - Internet Explorer - O st

eWiSACWIS

Print 15 Help ©

Search Criteria

Search by: Mame: Start Date: 07/14/2019 End Date: 0711372020
Case Type:
Person ype:

Provider

Category:

Hold down the 'Ctrl' key for multi-selection w

Resuilts
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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.

Provider Search

Search Criteria
Provider Name: cake

Parent Agency ID:

Site #:

™

Date Restricted

Providers Returned

4 cake, dandida (9221693)
Open Family Group Home 01/07/2010

First Name:

Provider Type:

v County:

View Not Approved/Cancelled -
O e Search Precision: ™ _
Low

Record 1to 1 of 1

Cake, Caitlin M., IV Ashland Des: Out Of Country License Status: N/A

Print 25 Help ©

Provider ID:

v [T Ssearch Providers of Parent Agency

v ZIP Code:

Med

High

o] o~ ]

4. This will bring you back to the Imaging Search page. The page will now display all scanned documents for
the provider. The results will display all documents from the past year, unless changes have been made to
the Start Date and/or End Date. To add a previously scanned document, select the Category and Type of

document. Click Create.

2 Imaging Search - Internet Explorer

eWiSACWIS

Print & Help ©

Search Criteria

Search by: Provide % MName:

Category:

Background Check
Kinship Care
Licensing

Licensing Appeal
Provider

Results

Category =

Background Check

Type

Local Law Enforcement

Cash, Johnny (9221306) Provider Search
Type:

Hold down the "Cirl" key for mulii-selection

Participant Date

Cash, Johnny 07/13/2020

Record 1 to 1 of 1

Start Date:

End Date:

01/01/1970 07/13/2020

File Name

M
=

IMG_bckgmd JPG
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4. On the Imaging page, enter the Date of Document.
5. If you did not select the Type on the Imaging Search page, select the Type.

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 *
+ » ThisPC » dazeybwvy (Mdcfint\home\DCF) (H:) » Test v | O Search Test 2
Organize = MNew folder = O @
[ This PC ~ MName Date modified Type Size ~
) 3D Objects 6.4 File folder
I Desktop Defect 39859 new Treatment page File folder
Ifl Documents 6.6 File folder
6.5 File folder
‘ Downloads X
6.8 File folder
d Music 67 File folder
=] Pictures 6.9 File folder
B videos @ IMG_3275.JPG JPG File J4KB
o Local Disk (C2) @ IMG_3397.JPG JPG File 26 KB
& IMG_bckgrnd.JPG JPGFil 31 KB
= dazeybuvy (\\dc C _bekgm e
= ocr gy | D mslancpensdo | 9EANSTOUEM MeositiedD. 410
v £ >
File name: |IMG_bckgrnd.JPG v| All Files (**) w

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

8. Prior to saving the Imaging page, you can view the document by clicking the View hyperlink next to the
File Name.

Person Background Check Print &  Help ©

Provider Details

Provider: Blue Blue ({9221495) Worker: Caitlin C. Cake
Image Details

Date of Document: 07/01/2020 Adam Walsh (FBI) Effective To 00/00/0000

DOJ/ IBIS Effective To: 06/30/2024
Category: Background Check
File Name: IMG_bckgmd. JPG View
 Brovse
Name: Worker, A i
Comments:
#

Last Updated By: Caitlin C. Cake

B Eiigibility Verification [—| @
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9. Enter any applicable Comments.

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

11. At this point, you can add a new image for this provider by selecting the Create button. If the image is
incorrect for any reason, click Delete to remove the image.

12. By clicking the Create button, this will open the Imaging page with the same Category selected.

Imaging Print 2 Help ©

Provider Details

Provider: Clementine, Mary (9221473) Worker: Caitlin M. Cake, IV

Image Details
Date of Document 00/00/0000
Category Provider D
Type: M
File Name:
Browse

Comments:

Last Updated By:

Close

13. Enter the Date of Document.

14. If applicable, update the Category.

15. Select the Type.

16. To attach a previously scanned document, click the Browse button.

17. On the Choose File to Upload page, select the scanned file from the appropriate location/folder. Once the
file is selected, click the Open button.

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

19. Click Close.
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20. You will return to the Imaging Search page. The page will display all scanned images for the selected
Category and Type 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 scanned documents, repeat the above steps.

(2 Imaging Search - Internet Explorer

eWiSACWIS

Help @

Search Criteria

Search by: Provide % Mame: Cash, Johnny (9221306) Provider Search

Category: Type:
Background Check
Kinship Care
Licensing

Hold down the "CtrI" key for multi-selaction

Results
Category &« Type Participant
Background Check Local Law Enforcement Cash, Johnny
Provider Floor Plan nia
Provider Correspondence nia

Record 1 to 1 of 1

Start Date:

Date

0711372020

0711372020

0711372020

01/01/1970

File Name

IMG_bckgrnd.JPG

IMG_bekgrnd. JPG

MG LJPG

End Date: 071372020
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Documenting an image for a licensing appeal

Note: An imaging record for a licensing appeal can be documented from the Create Provider Work page and
Licensing Appeal Details page. The scenario below details how to document an image for a licensing appeal
using the Create Provider Work page.

1. From your desktop, go to the Provider tab and click the Create Provider Work hyperlink.

2. Select Licensing Appeal from the Imaging drop down, select the specific provider and click the Create
button.

(2 Create Provider Work - Internet Explorer - O *

eWiSACWIS

Print s Help ©

Create Provider Items Providers

B Adminisirative v Cash, Johnny (9221306)
Halverson {8221360)

% Check v

E Imaging Licensing Appeal v

‘ License v

," Maintenance W

E Marrative b

Payment v

& support Plans v

A Unlicensed v

Complaint

3. On the Imaging page the Category will default to Licensing Appeal.
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4. Enter a Date of Document and make a selection from the Type field.

2 Imaging - Internet Explorer — [m| x

eWiSACWIS

Print =4 Help ©

Provider Details

Provider: Abby, Alice (9222345) Waorker: Caitlin C. Cake
Image Details

Date of 00/00/0000 Effective | go/00/0000

Document: To:

Category: Licensing Appeal

Type: Order/Decision for Appeal W

License: v

File Name:

Name: v

Comments:

4
Last
Updated By:
EDED

5. Make a selection from the License field. This list includes all instances of denials, revocations, and non-
renewals for the provider.

6. To attach a previously scanned document, click the Browse button. On the Choose File to Upload page,
select the scanned file from the appropriate location/folder. Once the file is selected, click the Open button.

7. In the Name drop-down, select the provider member for whom the licensing appeal document 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. Click Close. A link to the imaging record created will display under the Licenses icon of the associated
provider.
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