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EFFECTIVE DATE
September-24.2016 February 11, 2017

PURPOSE

This Operations Memo announces that the Wisconsin Department of Health Services (DHS) is
upgrading and replacing the software used to access documents in the Electronic Case File (ECF).

BACKGROUND

Documents associated with cases in CARES Mainframe and CARES Worker Web (CWW) are stored in
an electronic document repository called the ECF. Currently, when workers access the ECF, software
called eClient allows workers to search for, view, edit, export, and delete documents based on their
security access level.

On September24,-2016 February 11, 2017, DHS is upgrading and replacing eClient with new software
called Navigator. Navigator will continue to allow workers to search for, view, edit, export, and delete
documents based on their security access level.

POLICY
There are no policy changes associated with this Memo.

www.dhs.wisconsin.gov


http://www.emhandbooks.wisconsin.gov/ecf/ecf.htm
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NAVIGATOR

With the implementation of Navigator, the ECF interface will look different; however, the overall
functionality of the ECF will remain the same. For example, sessions will continue to time out after 30
minutes of inactivity, but workers can log back in and be directed to the page that they last accessed.
The permission and security access levels for accessing the ECF will also remain the same.

Navigator information will be added to the Electronic Case File Handbook on September26,2016
February 13, 2017. Workers can sign up at www.dhs.wisconsin.gov/em/signup.htm to be notified that
the Electronic Case File Handbook has been updated.

ACCESS

Workers who already have access to the ECF can continue to access the ECF through the ECF link on
the Income Maintenance/Workforce Development Systems Gateway page. If a worker needs access to
the ECF, the security officer for the county should complete a CARES Automated Systems Access
Request (F-00476) and send it to DHS CARES Security.

After clicking the ECF link, workers will be directed to a new login page. (If they have not already
logged into CWW or the ECF that day, workers may first be required to log in using their WAMS ID
and password.) Workers should enter their RACF ID, also known as a Host on Demand and/or CARES
Mainframe ID, and password and click Log In.

You are about to sccess a State of Wisconsin
computer system. This is a restricted computer
system for authorized users only. All equipment,
systems. services, and software connected to this
system are intended only for official business use of

the State of Wisconsin, and may contain U.S Welcome to CARES ECF - Electronic Case

Government information. All data contained on this

system is owned by the Siate of Wisconsin. The Flle - SYSTEMS
State of Wisconsin reserves the right to audit,
monitor, record andior disclose a 8"53-..[0'1 and
data sent over this sysiem in a manner consistent
with State and federal law User name

Use of this system by any user, authorized or
unauinonzed, consttutes consent o MORITORRG.

recording. reading, copying. or capturing and Password:
disclosure of dats and transactions by authorized
personnel. Only software and/or hardware approved, |I

scanned. and icensed for State of Wisconsin use is
permitted an this system.

Ay a;s- unauthorized use of modification of the

State of Wisconsin dats, equipment. systems T
services, or software by sny person(s) is prohibited ogm

and may be subject to civil or cniminal prosecution

under state and/or federal laws, and may also result
n disciplinary action where appropriate

Figure 1 Login Page

Note: Passwords cannot be reset from the new login page; however, they can be reset through CARES
Mainframe.


https://www.dhs.wisconsin.gov/em/signup.htm
https://prd.cares.wisconsin.gov/
https://www.dhs.wisconsin.gov/library/F-00476.htm
https://www.dhs.wisconsin.gov/library/F-00476.htm
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DOCUMENT SEARCH

After logging in, workers will be directed to the home page. In the left navigation pane on the home
page, a list of predetermined searches, which were based on frequently performed worker searches, will
be displayed.

CARES ECF - Electronic Case File - SYSTEMS S xcTxzir =~ @

v E ANSearhes rrr—————

E ACCESS Tracking Muml
[&] Case Search

[ Indnadua Search

F QC Search

ra | .
[&] RFA Search

< »

BEZW2ME, 10058 PM - The configuralion was added

Figure 2 Home Page

The following searches will be available in Navigator:

e ACCESS Tracking Number: Allows workers to retrieve all documents related to the ACCESS
tracking number.

e Case: Allows workers to retrieve all documents related to a specific case number.

e Individual: Allows workers to retrieve all documents related to a person based on that person’s
PIN or Social Security number.

e QC: Allows workers to retrieve all documents related to a particular batch based on the batch
name, document 1D, or index station ID.

e RFA: Allows workers to retrieve all documents related to a specific Request for Assistance
(RFA) number.

Note: Additional searches will be available to people with administrative access.
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Once workers select a search, they will be able to enter criteria to narrow their search. The following are
some general search guidelines:
e Entering criteria in multiple fields will narrow the search results.
e Wildcard searches (searches that use a question mark or asterisk) cannot be performed.
e Ten-digit case numbers must be used.
e Searches using the document code are case-specific (see the Electronic Case File Handbook,
Section 1.5 Document List, for more information on document codes).
e The Equals drop-down menu will allow workers to further narrow search results. For example,
workers can choose to search for a document scanned between a specific period of time.

Additional search guidelines and instructions will be available in the Electronic Case File Handbook on
September-26-2016 February 13, 2017.

EXAMPLE SEARCH

Note: A case search is shown in the examples below. For all searches, workers will be able to search by
document code and scan date.

To search for all the documents related to a specific case number, workers should click Case Search
from the home page. The Case Search page will be displayed.

CARES ECF - Electronic Case File - SYSTEMS 8 NCTHZr == a

Case Search

v Search Criteria: temTypes. ECF Documents Searchin: ECF  Search ophions: Cument version  Property oplions: Maich all
%] Case Search
E Case Number: 7 Equals -
G Indridual Search
h
. Document Code: 7 Equals ! -
[G] RFA Search
Scanned Date; 7 Between u Wl @8 and M b

Results Display Keep search critena open

Search Results

L4 >

BZW2MME, 11202 PM - The conliguralion was added

Figure 3 Case Search Page


http://www.emhandbooks.wisconsin.gov/ecf/ecf/1/1.5_ecf_document_list.htm
http://www.emhandbooks.wisconsin.gov/ecf/ecf/1/1.5_ecf_document_list.htm
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Workers should enter applicable criteria in the fields and click Search. Documents meeting the entered
criteria will then be displayed in the “Search Results” section. A maximum of 250 documents can be
returned for each search.

CARES ECF - Electronic Case File - SYSTEMS 8 xcTHie =+ @
Nao® coriaks Case Search
v All Seafches Search Criteria; HemTypes ECF Documents Searchin: ECF Search options: Cument version  Property oplions: Maich all

[E] ACCESS Tracking Numi

8] Case Search Search Results

[B] Iretividual Search

E QC Search -

m RFA Ssarch m — e e

Showing resulls for Casa Search
Documaent Code Document Type Recaived Date Scanned Date *  Case Number Last Name
g CHG: Change Reporting Foem 02712016 0123436789 MILLERSSS
I APP Applications [Mon-CAF) 0123456789
g cCsy CARES Case Summary 06272016 G2ATR2016 0123456789 MILLER
'-1.‘ LIF Life Insurance Folckes DE2TR06 BRTI2016 0123456789 MILLER
£ 4] LUineamed Income DEZTROG BTG 0123456789 MILLER
g cC3u CARES Case Summary 06272016 BR2T2016 0123456789 MILLER
g APP Applications (Mon-CAF ) BRA201E 0123456789 MILLER
=‘ BMNK Bank Accounts DEZTRO0E BMS2016 0123456789 MILLERSSS
[___:_'l cC3u CARES Case Summary 08272005 BRT2005 0123456789 MILLER
< >
£ »
BZ92016, 11:06 PM - You have Stcess 109 socumeants

Figure 4 Search Results

By default, documents are sorted by their most recent scan date. Workers can click on a column header
to sort results by that column or to change whether results are sorted in ascending or descending order.
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Workers will also be able to view the search results in either a details or magazine view. By default, the
search results will be displayed in the details view.

TR, Case Search
* [ Al Searches Search Criteria:  HemTypes ECF Documents Searchin: ECF Search options: Curent version  Property oplions: Maich all
[E] AccESS Tracking Numi
Sk Search Results
Ingividual Search
OC Search .
[ Rorresh BRI =
[&] rFA Bearcn
Showing results for: Case Search
Document Code Document Type Received Date Scanned Date = Case Number Last Name
g CHG Change Reporting Form 0627016 0123436789 MILLERSSS
m APF Applications (Mon-CAF ) 0123456789
[ ccsu CARES Case Summary 06272016 B2ATR2016 0123456789 MILLER
3 LIF Life Insurance Poliches DeZTRONG BTG 0123436789 MILLER
E: 4] Unearmed Income De2TROG BR2TR201E 0123456789 MILLER
Q ccsu CARES Case Summary 06272016 6272016 0123456789 MILLER
Q APF Applications (Mon-CAF ) BR2A2016 01234356789 MILLER
s BNK Eank Accounis 0E2TROE BMS2016 0123456789 MILLERESSSE
g CcCsu CARES Case Summary D&27/2005 BRAT005 0123456789 MILLER
< >
£ »
BZS2016, 11:06 PM - You have Sccess 1o 9 documents

Figure 5 Details View
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To switch to the magazine view, workers can click the bulleted icon on the top right side of the “Search
Results” section.

Case Search

Name confains

= [ Al Seafthes Search Criteria:  HemTypes ECF Documents Searchin: ECF Search options: Curent version  Property oplionsSdaich all
[E] AccESS Tracking Numi
[E] Case search Search Results

Ingrvidual Search

B~ it =

RFﬁ.Searcn m ... 4
Showing results for: Case Search

Change Reporting Form b
Moosfied By JCTS4E | Moofied On BMR2016, 6241 PM | Document Code: CHG | Receved Date. 0RITIZ0NE

e anned Date Case Number: 0123458789 Last Hame MILLERSSSSSS First Mame DAMIELLE

Date Of Binh: 01022003 | PN TEMM5E1230 | Document |D: 321664387852 | Onigine MILWAUKEE COUNTY

Applications (Mon-CAF)
m Modfied By: JCTE4E | Modified On §A22016, 50 PM | Document Code: APP | Received Date Seanned Date
= Case Number 0123456783 Last Mame Firsl Marme Diate Of Birth [=]) Document 1D Crigin

CARES Case Summary

Mogshed By: JCZ12Z | NModified On: §/28/2016, 7:24 PM | Document Code: CCSU | Received Date: 0812712018
Scanned Cate: /2772016 | Case Number 0123456789 | Last Name: MILLER | FirsiMame DAMIELLE

Dale Of Birth: 01022003 | PIN. TE84561230 | Document ID: 321654387363 | Ongin. MILWAUKEE COUNTY

i/

Life Insurance Policles

Mogihed By: XCTCTM | Modilled On. 8M/2016, 2:00 PM | Documeni Code: LIP | Received Date: 08/27/2016
Seanned Date” BI2T/2016 | Case Number 0123486789 | Las!Name MILLER | FirsiMame CHRISTOPHER
Date OF Binh: 0S/0&1988 | PN 3600821470 | Document D) 321884587123 | Odigin MILWAUKEE COUNTY

EM

Unearned Income

Modfied By. XCTCTM | Modified On: 81872018, 8215 PM | Document Code: Ul | Receied Date: 08/2TR2018
Scanned Date- ER2TV2018 | Case Number. Q123456789 | Las!Mame: MILLER | Firsi Mame: CALLY

Dale Of Binh: 08012008 | PN 14TB523880 | Document 1D J21E643BTTES | Cngine MILWAUKEE COUNTY

CARES Case Summary

Modifed By JCXZE Kodified On: GZRI2016, T:24 PM Document Code: CESU Recened Date: OBIZTIZ2016
Scanned Date: GIZTVA016 | Case Number 0123486783 Lasi Name: MILLER Firsi Name, CALLY

Diate Of Binh, 06012008 PIN. 1478523590 Docpment 1D, S8TE4321321 Origin. MILWAUKEE COUNTY

I (3

< »

BW2016, 11:06 PM - You have access 10 D documents

Figure 6 Magazine View
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At the bottom of the page, a banner will indicate the number of search results that were returned.

- ElxClromic Case File

Case Search
Name conlains N

= = All Searches Search Criteria: lHemTypes ECF Documents Search int ECF

[E] ACCESS Tracking Numi

[ Case search Search Results
Indiidual Search

sy | Rofosh [RASERENS
[E] rFA Search

Showing results for: Case Search

Documaent Code Documant Type

Q CHG: Change Reporting Form

m APE Applications. (Non-CAF)
& cesu CARES Case Summary
% LIF Life Insurance Folches
5 i Uneamed Income
B ccsu CARES Case Summary
APP Applications (Mon-CAF)
ad BNk Bank ACCOUNS
B ccsu CARES Case Summary
<

£ »

BrFR20M6, 1106 PM - You have SECess 10 9 gocuments

Recaived Date

OEZTR06

OGIETIR0N6
02706
027016
027016

DE2TR0T6

DB2TR2005

Search options: Current version

Scanned Date b

B2TR016
B2T2016
B2T2016
B2T2016
B2201E
BS2016

B2TI2005

Case Number

0123456789
0123456789
0123456789
0123456789
0123456789
0123456789
0123456789
0123456789
0123456789

Property options: Maich all

Last Name

MILLERSSS

MILLER
MILLER
MILLER
MILLER
MILLER
MILLERSSS

MILLER

Figure 7 Results Banner
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Workers can single click on a result to open a Properties window that contains information about the
document.

CARES ECF - Electronic Case File - SYSTEMS Lxexer =- @
ras: Case Search »
- ANl Seafhes Search Criteria:  HemTypes ECF Documents Searchin: ECF Search options: Curent version  Property oplions: Mailch all
[E] AccESS Tracking Numi
[G] Case Search $earch Results
[&] indwvidual Search
'L-;_.: acC Search
:'E ZEN AChons - e =
Showing resulls lor: Case Search
Documant Code Documant Type Received Date
e ! Properties
g | CHG i Change Reporting Form  D6/2712016
i A Applications (Mon-CAF) ItemTypes ECF Documents
B ccsu CARES Case Summary 08272016 6 e Humber 0123456753
B ue Life Insurance Policies  DB/2712016 ¢ Dotument Code CHG
U Uneamed Income 062712016 &  Document Type Change Reporting Form
@ cecsu CARES Case Summary 062772016 e 8w 1
g APE Applications (Non-CAF) 6 P RS20
i EMK Eank Accounts 06272016 6 LEs1 Name MILLERSSSSS3
& ccsu CARES Case Summary  DB/27/2005 g  First Hame DANIELLE
Dase OF Birth 01 /027003
Origin MILWALIKEE COUNTY
Received Dale DE27rHNG
Document ID 321654987852
System Properties
< >
< »
B2W2016, 11:06 PM - You have access 1o 9 documents

Figure 8 Properties Window

Workers can double click on a result to open it in a new window. The result’s file type will determine
the program in which it opens. Microsoft Word files will open in the internet browser, PDF files will
open in Adobe Reader, and images will open in Daeja ViewONE, Navigator’s document viewer. This
Memo will only describe Daeja ViewONE functionality; the format and toolbars of the other programs
may differ.

To open more than one document at a time, workers should press Ctrl, click on multiple documents, and
select Open from the Actions drop-down menu or right click and select Open.
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DAEJA VIEWONE

In Daeja ViewONE, workers can modify how the document displays (for example, rotate the document),
navigate between documents, or print the document.

CARES ECF - Electronic Case File - SYSTEMS - Viewer
Chanae Reporting Form =«
s dgaarphEaRED @ &
Ho = ®
1
ECF TEST DOCUMENT R
ECF TEST DOCUMENT e
ECF TEST DOCUMENT £ T
ECF TEST DOCUMENT EEE=
ECF TEST DOCUMENT A
ECF TEST DOCUMENT o
ECF TEST DOCUMENT 1
ECF TEST DOCUMENT
ECF TEST DOCUMENT i e
ECF TEST DOCUMENT T Eh
ECF TEST DOCUMENT El , i
ECF TEST DOCUMENT B
ECF TEST DOCUMENT = SR
ECF TEST DOCUMENT i e
ECF TEST DOCUMENT ST
ECF TEST DOCUMENT 2]
ECF TEST DOCUMENT o
ECF TEST DOCUMENT T
ECF TEST DOCUMENT b
ECF TEST DOCUMENT e e
ECF TEST DOCUMENT S
|

Figure 9 Document Displaying in Daeja ViewONE
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TABBED VIEW

Workers will be able to have multiple documents open at the same time in Daeja ViewONE. The first
time a worker clicks on a search result, it will open in a new window. Each subsequent result that a
worker clicks will open in a new tab.

CARES ECF - Electronic Case File - SYSTEMS - Viewer

CChange Reporting Form = Change Reporting Form =

B Gge g P DBem®

ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT |
ECF TEST DOCUMENT |
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT i
ECF TEST DOCUMENT i
ECF TEST DOCUMENT ‘
ECF TEST DOCUMENT -
ECF TEST DOCUMENT

i

ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT

q

Figure 10 Tabbed View in Daeja ViewONE

Workers can navigate between the different results by clicking a tab. To close just one result, workers
can click the x next to the document name in the tab.
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PRINTING DOCUMENTS

Documents in Daeja ViewONE will need to be printed individually; multiple documents cannot be
printed simultaneously.

To print a document, workers can click the print icon on the Daeja ViewONE toolbar.

CARES ECF - Electronic Casa File - SYSTEMS - Viewar

Change Reporting Form
i LEDRARRBE -] )
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ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
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ECF TEST DOCUMENT i
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
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ECF TEST DOCUMENT
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Figure 11 Daeja ViewONE Toolbar
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The Print dialog box will be displayed.

CARES ECF - Edexirons: Case File - SYSTEMS - Viewsr ESHES =

Unssarned Income

. = . IR \_=. :IT 5 A [ [ o 1

ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT

Pages to print
= a0
Currani

Pages1-1

Papar

Print Original Sowe ]

5..'3-_.!1: \-':

Margins {mmj

Lea [0 | rigen [0
Tap[0 | Botsem [0

AR e R

e [
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT

Figure 12 Print Dialog Box

Workers can select the pages they would like to print, adjust the margin size, and/or adjust the page
layout before printing. When ready to print, workers should click Prepare File. A second dialog box
will open. Workers should then click Print to print the document.
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CLOSING DAEJA VIEWONE

To close Daeja ViewONE, workers should click the red x in the top right corner of the screen. The
CARES ECF browser window will remain open.

E

W aEC €9

Unssarmed Income

- "_‘ A .\ .\ In. -_: .:L. ‘F I:'G .". .':. .fl. 'ﬂ x

ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT _
ECF TEST DOCUMENT 5
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT
ECF TEST DOCUMENT

R 0

ik -

Figure 13 Closing Daeja ViewONE

ELECTRONIC CASE FILE VIEWER TOOLBAR

The toolbar at the top of all the document viewers provides workers with additional viewing
functionality and document information.

CARES ECF - Elachionic Case Fila - SYSTEMS - Viewer REllES =

Figure 14 Electronic Case File Viewer Toolbar

The toolbar has the following options:
e View as Tabs: Allows workers to view only the current image in the document viewer (default
view).
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e Split panes top and bottom: Allows workers to split the viewer into two screens, one on the top
and one on the bottom, to compare any two documents that were returned in the search results
(for example, workers could view page one of a bank statement on the top screen and page 60 of
a correspondence document on the bottom screen).

e Split panes left and right: Allows workers to split the viewer into two screens, one on the right
and one on the left, to compare any two documents that were returned in the search results.

e View properties: Allows workers to view all the document properties, such as case number,
document code, and document type (displays the same information as the Properties window on
the Search page).

e Note log: Allows workers to view notes added directly to the document. (Note logs should not
be used. All notes related to the document should be detailed in the case or PIN comments in
CWW).

e Previous and next document: Allows workers to switch between documents. Clicking the back
arrow takes workers to the previous search result and clicking the forward arrow takes workers
to the next search result.

MULTIPLE OPEN SEARCHES

Multiple searches can be open at the same time. To open an additional search, workers should right click
on the tab of the current search and select Open in a New Tab.

CARES ECF - Electronic Case Filg - SYSTEMS 8 TR == a
ase Sea—-
Open in a New Tab
Close All Tabs
- Search € rynen Other Tabs CF Docughents  Search in' ECF Search ophons: Current version  Property options: Maich all
Close Tab
Baargh Results
EE
[&] RFA Seanch
Showing rasulls lor Casae Saarch
Document Code Document Type Received Date Scanned Date L4 Case Number Last Name
g CHG Change Reporting Form 062702016 0123456789 MILLERSSS
m APF Applications (Mon-CAF) 0123456789
[ ccsu CARES Case Semmary  DBRET20E BRT20E 0123436789 MILLER
& LIF Life Insurance Folicies 0E2T2016 BRT2016 01234356789 MILLER
s U Unearned Income D&2T2016 BR2T2016 023456789 MILLER
[ ccsu CARES Case Summary 0&272016 BR2TR016 0123456789 MILLER
'} ARF Applications (Mon-CAF) BRY016 0123456789 MILLER
s BHNK Bank Accounis OBF27/2016 BMS2016 0123456789 MILLERSSS
[y ccsu CARES Case Summary D&27/2005 B2TA0OS5 0123456789 MILLER
< >
£ »
BZF2016, 11,06 PM - You have access fo 9 documents

Figure 15 Opening a New Tab for an Additional Search
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A blank search will open in the new tab. Workers can enter new search criteria and then search for
documents matching that criteria.

CARES ECF - Elecironic Case Filg - SYSTEMS S xcTxzar =+ @
Case Search Individual $earch . E
v ANl Seafthes Search Criteria:  HemTypes ECF Documents Searchin: ECF Search options: Curent version  Property oplions: Maich all
[E] AccESS Tracking Numi
—
0] Case Seanch
= . PIN: 7 Equals -
[=] indevidual Search
mN -
L] GG Search §EN:
= Equals
[&] RFA Search s '
Document Code: 7 Equals - !
: — o ams
Scanned Date: 7 Between n 88| and | Midivyyy BT

Resulls Display Keep search criteria open

Search Results

< »

BrZO2016, 11:14 PM - The configuration was added

Figure 16 Multiple Open Searches
To navigate between open searches, workers can click a search’s tab.

ADVANCED FUNCTIONS

A number of advanced functions that are not required for daily business operations will also be
available. These functions include:

e Deleting documents from the ECF.

e Editing attributes, such as re-indexing or moving a document to another case.

e Exporting documents.

Since these functions are used for exceptions and corrections, they are generally only available to
managers, supervisors, lead workers, and/or CARES Call Center workers. To request that a person have
access to these functions, the security officer for the county should complete a CARES Automated
Systems Access Request (F-00476) and send it to DHS CARES Security.

Additional information about the advanced functions will be available in the Electronic Case File
Handbook, Section 1.3 Advanced Functions.



https://www.dhs.wisconsin.gov/library/F-00476.htm
https://www.dhs.wisconsin.gov/library/F-00476.htm
http://www.emhandbooks.wisconsin.gov/ecf/ecf/1/1.3_ecf_advanced_functions.htm
http://www.emhandbooks.wisconsin.gov/ecf/ecf/1/1.3_ecf_advanced_functions.htm
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LOGGING OUT

To log out of the ECF, workers must click their user name in the title bar and select Log Out from the
drop-down menu.

B XCTHZS ™

I,

CARES ECF - Elecironic Case File - SYSTEMS

w [ AN Searcnes
[B] AccESS Tracking Numi
[&] Case Search
Ingidual Seadcn
E_ QC Search
[&] RFA Search

4 »

B/ZS/2016, 11:14 PM - The configuration was added

Figure 17 Logging Out
A dialog box will open.

@ Log Out

Do you want to log out of the web client?

Figure 18 Log Out Dialog Box
Workers should click Log Out to log out of the ECF.
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CONTACTS
BEPS CARES Information and Problem Resolution Center

DHS/DHCAA/BEPS/ADK



