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Relative/Like-Kin Assessment Tool 

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

select Create Provider Work from the Actions drop-down next to the specific provider to 

open the Create Provider Work page. 

 

 
 

2. Select Licensing from the Imaging drop-down, select the provider name in the Providers 

group box, and click the Create button 

 

 
3. On the Imaging page, enter the Date of the Document and select a Type. 
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4. To attach a previously scanned document, select the Browse button. This will open the 

Choose File to Upload pop-up page. 

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

click the Open button.  

 

Note: Files cannot exceed 25 MB and must contain the following extensions to be attached: 

bmp, jpg, jpeg, rtf, doc, docx, xls, xlsx, tiff, tif, and pdf. 
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6. Prior to saving the Imaging page, view the document by clicking the View hyperlink next 

to the File Name. 

 
7. Enter any comments in the Comments field. 

8. When all required fields have been completed, click Save. After clicking Save, the 

worker’s name will appear in the Last Updated By field. 

 


