Private Provider Background Check 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 Imaging Provider user guide on how to add other types of imaging
documents to provider records.

If you have an assignment to the provider:

1. There are 2 ways to create a background check with an assignment to the provider.
a. From your desktop, go to the Provider tab and click the Create Provider Work hyperlink
(# Create provider work or select Create Provider Work from the Actions drop-down next to
the specific provider to open the Create Provider Work page.

{2 Create Provider Work - Internet Explorer — O x
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Create Provider Items Providers
ﬁ Adminisirative W Barbie, Midge (8221348)
Bed, Head (9221748) A

Bellas Group Home (9221945)
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Imaging Background Check W] Brown, LeRoy (9221465)
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b. From your desktop, click on the Provider's name to open the Private Provider page.

eWiSACWIS

[ ate restricted

[ ot approvedicancelled

Blue, Blue (9221495)|

Provider details:

Residential Care Center

License status: Closed - 1st Probationary
Cherry Coke Group Home

© View provider information

Actions ~
Home Cases (15)
Providers
Filter by:

Financial State ~

Providers (6) Approvals (6)

Providers: 6

W Muttiselect

Provider address:
11 River Road
Madison, WI 53701 (Dane County)

Security ~

Refresh Search

Access
Reports (17)

ICPC

Referrals (0) (D)

(& Create provider

work provider

blue

Primary worker/licensor:

Cake, Caitlin C.

(123) 456-7890 Ext. 1234

chris santoslang@wisconsin.gov

~
L

Daisy Dan (Barron County) | Log Out

YJ Referrals

(& Create private

Actions:

=

Home

Inquiries (1)

Quick Links

Please select an acfion ~

Select the Personnel tab and in the Active Provider Personnel group box, click the Background
Checks link for the specific row. This will open the Imaging Search page. From here select a

specific Type for the background check category automatically selected. click Create, this will
open the Organization Background Check page.
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Name: Blue Blue (9221495) Open Date: 08/22/2007 Type:  Residential Care Center v Status.  Open
Lens Type:  Licensed by a Priv Org or Another State Lens. Agency:  Private Agency
[] Restricted Provider Active QRTP Certification
Provider Characteristics Services ] Closing History

Active Provider Personnel

Name Start Date w End Date Role/Position

Worker, A 02/01/2023 00/00/0000 Employee Delste

Worker, B 02/03/2023 00/00/0000 Employee Delete  Background Checks

Close

2. On the Organization Background Check page, enter the Date of Document. If applicable,
enter the Effective To date. The Type of background check prefills from the previous page.
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Note: If the Type is DOJ or IBIS, the Effective To date will pre-fill to 4 years from the Date of
Document and will not be editable. If the Type is Adam Walsh (FBI)/DOJ/IBIS, the
DOJ/IBIS Effective To date will pre-fill to 4 years from the Date of Document, however
the Adam Walsh (FBI) Effective To field will default to blank. This field only displays
when this type is selected.

Organization Background Check Print S+ Help ©

Provider Details

Provider: Blue Blue (9221495) Worker: Caitlin C. Cake
Image Details
Date of Document: 02/06/2023 Adam Walsh (FBI) 00/00/0000
Effective To:

DOJ/ IBIS Effective To: 02/05/2027

Category Background Check

Type: Adam Walsh (FEIY DOJ/ IBIS W
File Name: IMG_bckgrnd.JPG View

Name: Worker, A v

Comments:

Last Updated By

Adam Walsh (FBI) Valid Through: 00/00/0000
DOJ/ IBIS Valid Through: 00/00/0000

D Eigisiity Verification

3. To attach a previously scanned or saved document, select the Browse button to open the
Choose File to Upload pop-up page. Select the file from the appropriate location/folder,

then select the Open button.
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(= Choose File to Upload x

4 B 5 ThisPC » Desktop v & Search Desktop L
Organize * Mew folder == ~ [N 0
O This PC “ Mame Date modified Type "
I Desktop 7 Logging an Incident 10/7/2016 34 AM Shortcut
| Documents 72| LoginSearch 9772016 819 AM Shortcut
7 Older Stuff 3/3/2017 12:41 PM Shortcut
4 Downloads - -
_ | IMG_bckgrnd JPG 1/31/2017 11:43 AM PG File
$ Music 4| SG Training 3/3/2017 1242 PM  Shortcut
&= Pictures [13] State Security 1/8/2018 3:56 PM Micrasoft Excel W
B Videos 5 Super Users 10/7/2016 7:34 AM  Shortcut
o Local Disk (C) 7 Testing 10/7/2016 T:34 AM  Shorteut
= kolffjjdnd (\\dcf W5 TM_PMO4b_Warning-Past Due License C...  11/17/2017 3:06 PM Microsoft Word C
- = o G/ 01T 107 AR o [—— 1.1 .
= EW (\\fepfan 0T BE| Trainings 952017 10:24 AM - Microsoft Word C
) (5] UG updates 12/13/2017 8:43 AM Microsoft Excel W
ma [ICF Shared Driv ;
o £15| UGs Affected by Desktop Changes 1/8/2018 8:25 PM Microsoft Bxcel W o
L >
T | IMG_bckgrnd v| Al Files (*) v

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf,

10.

doc, xls, tiff, tif, and pdf and cannot exceed 25 MB.

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

The Valid Through date identifies when a background check is no longer applicable or
effective when the date is prior to the Effective To date. The date is used in revoked or
closed license scenarios.

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

If the background check has been added to the wrong provider, click Delete to remove the
image. If the background check has been added to the wrong person, you can select a
different name from the name drop-down.

To create another background check for a person associated with this provider, click the
Create button.

. Click Close when done. View the attached document by clicking the View hyperlink next to

the File Name on the Organization Background Check page.

If you accessed the Organization Background Check page via the Imaging Search page
launched from the Private Provider page, you will return to the Imaging Search page. The
page will display all background checks for the specific Applicant/Licensee or employee
that it was originally accessed from. To view or modify the imaging page, click the Edit
hyperlink. This will open the Organization Background Check page. Click Close on the
Imaging Search page to return to the Private Provider page.
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Imaging Search

Print B Help ©
Search Criteria
Search by Provide v Name: Blue, Blue (9221495) Start Date: 01/01/1970 End Date: 02/13/2023
Name: Worker, A (8000381)
Category: Type:
Background Check Adam Walsh (FBIY DOJ/ IBIS
Kinship Appeals Adam Walsh/ FBI [a)
Kinship Care BID
Licensing CAN - eWiSACWIS
Licensing Appeal CAN - Prior to eWiSACWIS
Provider CCAP V)
Criminal Complaint
Hold down the 'Ctrl' key for multi-selection
Results
Category = Type Participant Date File Name
Background Check Adam Walsh (FBI)/ DOJ/ IBIS Worker, A 02/06/2023 IMG_bckgmd.JPG Edit
Record 1 of 1
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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 -

AAISG 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 from the Search by drop-down. This will open
the Provider Search page.

(2 Imaging Search - Internet Explorer - O *

eWiSACWIS

Search Criteria

Search by: MName: Start Date: {0/16/2017 End Date: 10/16/2018
Case

Category: B Type:
Provider

Hold down the 'Ctr" key for multi-selection

Results

F100% -
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3. Onthe Provider Search page, enter the Provider Name or Provider ID and click Search. In

the Providers Returned group box, select the radio button for the correct provider and click
Continue.

Provider Search Print & Help ©

Search Criteria

Provider blue First Name: Provider ID:
Name:
Parent Provider v O Search Providers of Parent Agency
Agency ID: Type:
Site #: b County: ~ ZIP Code:
]  Date Restricted [ View Not Approved/Cancelled Search Precisiond . w
Low Med High

Record 110 3 of 3

Providers Returned

® @ Blue, Blue (9221495)
Open Chemy Coke Group Home Residential Care Center 08/22/2007 Cake, Caitlin M., IV Dane License Status: Pending
# Blue, Indigo (700005)

Open Adoptive Home 091192000 Kellegs, Jim {Supervisor) Des: Milwaukee License Status: N/A
# Kinda Blue (9221576)
Open Private Agency 02/12/2010 Rock, Worker Fond Du Lac License Status: N/A

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

Print 21 Help ©

Search Criteria
Searchby.  provider v Name: Blue, Blue (9221495) Provider Search Start Date: 0211312022 End Date: 02/13/2023
Category: Type:
Adam Walsh (FBI)/ DOJ/ IBIS
Adam Walsh/ FBI ~
BID
CAN - eWISACWIS
CAN - Prior to eWISACWIS
CCAP v
Criminal Complaint
Hold down the 'Ctrl' key for multi-selection
Results
Category = Type Participant Date File Name
Background Check Adam Walsh (FBI)/ DOJ/ IBIS Worker, A 02/06/2023 IMG_bckgmd.JPG Edit
Record 1 of 1

5. On the Organization Background Check page, enter the Date of Document. If applicable,

enter the Effective To date. Select the Type of background check. To attach a previously
February 2023



scanned document, select the Browse button. This will open the Choose File to Upload pop-
up page.

Note: If the Type is Adam Walsh (FBI)/DOJ/IBIS, the Adam Walsh (FBI) Effective To and
DOJ/IBIS Effective To date fields will default to blank. These fields only display when
this type is selected.

Organization Background Check Print = Help @

Provider Details

Provider: Blue Blue (9221495) Worker: Caitlin C. Cake
Image Details
Date of Document: 00/00/0000 Effective To: 00/00/0000
Category: Background Check
Type: IBIS ~
File Name:

Browse

Name: V)

Comments:

Last Updated By:

Valid Through: 00/00/0000
b Eligibility Verification

Close

6. Select the file from the appropriate location/folder. Then click the Open button.

(2 Choose File to Upload *
+ » This PC » dazeybwvy (W\dcfint\home\DCF) (H:) » Test v 0 Search Test 2
Organize » MNew folder = [ @
[ This PC ~ MName Date modified Type Size ~
W 3D Objects 6.4 File folder
I Desktop Defect 39859 new Treatment page File folder
& 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.)PG JPG File J4KB
= Local Disk (C:) |&] IMG_3397.JPG JPG File 26 KB
= dazeybwvy (\\dc 8] IMG_bckgrndJPG JPG File 31 KB
- DCF Shared Driv @ Imaging launch points.docx Microsoft Word D... 14 KB
- v
v : : >
File name: |IMG_bckgmd.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.
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7. View the document by clicking the View hyperlink next to the File Name.

8. In the Name drop-down, select the name of whom the background check is for. Enter any
comments in the Comments field.

9. The Valid Through date identifies when a background check is no longer applicable or
effective when the date is prior to the Effective To date. The date is used in revoked or
closed license scenarios.

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

11.1f the background check has been added to the wrong provider, click Delete to remove the
image. If the background check has been added to the wrong person, you can select a
different name from the name drop-down.

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. Click Close to return to the Imaging Search page.

Organization Background Check Print S+ Help ©

Provider Details

Provider: Blue Blue (9221495) Worker: Caitlin C. Cake

Image Details

Date of Document: - .

02/12/2023 Effective To: 02/12/2027

Category Background Check

Type: IBIS v
File Name: IMG_bckgrnd.JPG View

Name: Worker, A v

Comments:

Last Updated By

Valid Through: 00/00/0000

B Eligibility Verification

Save @

13.The Imaging Search page will display all scanned background checks for the specified
person for that provider. To view the image for a particular result, click on the File Name
hyperlink to access the scanned document directly, or click the Edit hyperlink to access the
Organization Background Check page. To add additional background checks documents,
repeat the above steps.
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Imaging Se,

Search Criteria
Search by: Provider v Name: Blue, Blue (9221495) Provider Search Start Date: 02/13/2022 End Date: 02/13/2023
Category: Type:
Background Check IBIS
Kinship Appeals ICPC - Background Check
Kinship Care Judgement of Conviction
Licensing Local Law Enforcement
Licensing Appeal Other - Background Check
Provider Out of State Law Enforcement
Sex Offender Address Check
Hold down the 'Ctrl" key for multi-selection
Results
Category = Type Participant Date File Name
Background Check IBIS Worker, A 02/13/2023 IMG_bckgmd. JPG Edit
Record 1 to 1 of 1
February 2023

10




