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SUBJECT:  ECF Document Processing Enhancements  
 
 
 
CROSS REFERENCE:  Ops Memos 10-58, 10-02, Process Help Ch. 45 
      
 
EFFECTIVE DATE:      August 27, 2011 
 
 
PURPOSE:    
The CARES Worker Web (CWW), ACCESS, and the Electronic Case File (ECF) are being 
enhanced. 
 
 

BACKGROUND: 
The ECF has been continually updated based on requests for functionality from IM agencies 
and on new technology. Scanning and validating documents is a time consuming process. 
These changes to the ECF and CWW will help improve the process for agencies using Scan 
First batch classes. 
 
CHANGES: 
Effective August 27, 2011 the following changes will occur: 
 

• New Batch Classes will be downloaded on the Scan PC.  These are behind the scenes 
changes and scanners will not need to do anything differently. However, the scan PC 
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must be restarted on or after August 27 for the batches to be processed. Do this 
immediately after August 27. 

• To help track the flow of a document, the Index Station ID, Validation Site ID, and Scan 
User ID will be saved for each document. 

• Documents sent to the recycle bin will be automatically purged after 30 days. 
• Workers can reassign unlinked documents to other workers and can distinguish 

between documents that are new or in research status. 
• When a worker with update access opens an unlinked batch in the Search Listing Page, 

the batch becomes assigned to that worker and its status is changed to “research.” 
• Workers can search for unlinked documents by status: new, research, or all.  The 

default status is “new.” 
• The Document Batch Summary Page will allow a worker to change the status of an 

unlinked document, including the ability to change it back to “new.” 
• Workers can search for or count documents assigned to other workers. 
• The Unlinked Document Search Listing page now shows the worker assigned and 

status of the document. 
• The CWW Homepage will now show unlinked documents assigned to a worker in the 

My Tasks section. 
 
CARES:  
 
CWW changes will be made effective August 27, 2011. 
 
 
CONTACTS: 
 
 
BEPS CARES Information & Problem Resolution Center 
 
 
*Program Categories – FS – FoodShare, MA – Medicaid, BC+  – BadgerCare Plus, SC – Senior Care, CTS – 
Caretaker Supplement, CC – Child Care, W-2 – Wisconsin Works, FSET – FoodShare Employment and Training, 
BC+ Core – BadgerCare Plus Core, CF – Children First, EA – Emergency Assistance, JAL – Job Access Loan, JC - 
Job Center Programs, RAP – Refugee Assistance Program, WIA – Workforce Investment Act, Other EP – Other 
Employment Programs.   
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