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Enhancement to Electronic Case File Document Capture and Indexing Software

CROSS REFERENCE

Electronic Case File Handbook

Process Help, Chapter 45 Electronic Case File (ECF)

Operations Memo 16-26

Wisconsin DCF & DHS Agency Workstation Requirements

EFFECTIVE DATE
October 27, 2018

www.dhs.wisconsin.gov e www.dcf.wisconsin.gov


http://www.emhandbooks.wisconsin.gov/ecf/ecf.htm
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https://prd.cares.wisconsin.gov/html/ClientWorkstationRequirements.html
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PURPOSE

This operations memo announces that the Wisconsin Department of Health Services (DHS) will upgrade
and replace software used to scan, import, and index documents to the Electronic Case File (ECF) in a
phased statewide rollout from October 27, 2018, through the end of 2019.

BACKGROUND

ECF is a centralized electronic document storage system used for all documents associated with cases in
CARES Worker Web (CWW). Currently, documents are scanned, imported, and indexed using Kofax 9.
Workers can view the documents in ECF using Navigator (see Operations Memo 16-26, “New Software
for Accessing Documents in the Electronic Case File”). Unprocessed documents can also be viewed in
the CWW Document Viewer (see Process Help, Chapter 45 Electronic Case File).

Starting October 27, 2018, Kofax 9 will start to be upgraded to the browser-based Kofax Total Agility.
The upgrade will be implemented in a phased statewide rollout to ensure that there is no interruption in
scanning workload for any agency, consortia, tribe, or document processing unit.

As part of the upgrade, Kofax Total Agility and Navigator will be branded to define their purpose.
Kofax Total Agility, which will be used for scanning, importing, and indexing documents, will be
named ECF Capture. Navigator, which is currently used for viewing documents, will be renamed ECF
View. There are no changes in searching for or viewing documents within Navigator.

POLICY
There are no policy changes associated with this memo.

PROCESS

The statewide rollout of ECF Capture will start on October 27, 2018. The rollout will consist of a pilot
and several phases. All state agencies, contract agencies, consortia, tribes, Centralized Document
Processing Unit (CDPU), and Milwaukee Document Processing Unit (MDPU) are expected to transition
to and use ECF Capture exclusively by the end of 2019. The transition schedule will be available in the
Electronic Case File Handbook on October 29, 2018.

Agencies will start using ECF Capture on their transition date. DHS and the Wisconsin Department of
Children and Families (DCF) will work with IT staff at agencies, consortia, tribes, CDPU, and MDPU to
set up system prerequisites prior to transition. ECF Capture will work on any computer that meets all of
the Wisconsin DCF & DHS agency workstation requirements. Scanners previously used with Kofax 9
will be compatible with ECF Capture. Agencies must work with the DHS Wisconsin Help Desk to
obtain approval from DHS prior to purchasing a new scanner during and after the transition to ECF
Capture. Additional scanner requirements will be available in the Electronic Case File Handbook.

In addition, the Electronic Case File Handbook will be updated on October 29, 2018, with instructions
for scanning, importing, reviewing, and indexing documents in ECF Capture. Kofax 9 instructions will
continue to be available in a legacy handbook, which will be linked from the Electronic Case File
Handbook until the end of the statewide rollout.


https://www.dhs.wisconsin.gov/dhcaa/memos/16-26.pdf
https://www.dhs.wisconsin.gov/dhcaa/memos/16-26.pdf
https://prd.cares.wisconsin.gov/help/ph/process_help/e45/45.1.htm
https://prd.cares.wisconsin.gov/html/ClientWorkstationRequirements.html
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INCOME MAINTENANCE/WORKFORCE DEVELOPMENT SYSTEMS GATEWAY PAGE

The Income Maintenance/Workforce Development Systems Gateway page will be updated on October
27, 2018, to include links to both ECF Capture and ECF View. The links will be listed under the
Electronic Case File heading. The ECF Capture link should only be used by agencies after their
transition date. If workers click on the ECF Capture link before their transition date, they will see a

blank screen.
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NOTE: Access to CARES, EBT, EOS and KIDS may vary from agency to agency. Please continue to
access these systems the way you have in the past. For help on these mainframe systems,

¥ - Denotes link to Production environment.

Figure 1 New ECF Links on the Income Maintenance/Workforce Development Systems Gateway Page

DOCUMENT TRACKING SHEETS

Document Tracking Sheets (DTS) generated by CARES will be used by both ECF Capture and Kofax 9.
The DTS automatically adds an associated case number, RFA number, or ACCESS number to the
document it precedes when scanning for indexing. In June 2018, a barcode was added to the top left
corner of the DTS to allow it to be read by ECF Capture. The ECF tracking number will remain on the
top right corner of the DTS in order to be read by Kofax 9. Workers who have transitioned to ECF
Capture must continue to scan any DTS received with a document even if it does not have a barcode;
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however, only a DTS with a barcode will automatically add a case, RFA, or ACCESS number to the
document in ECF Capture.

AR TR _

ECF:

**% You must include this document as the coversheet for all options ***

Document Tracking Sheet
FROM: || | | | Total number of pages:
PHONE: (including this sheet)

Important note: To avoid a delay in processing of yvour benefits, include this document
tracking sheet and use an option below. Fill in the total number of pages (including this
sheet) and your phone number. Do not write anywhere else on this sheet. Use a separate
sheet of paper if you want to add more information.

Options Instructions
- If you have a MyACCESS account and a scanner, go to access.wisconsin.gov, log
ACEES on to your MyACCESS account and follow the instructions to scan and/or upload
your documents.
- If you do not have a MyACCESS account, you can go to access.wisconsin.gov and
ONLINE create a new account.

- Use this document tracking sheet as the first page of your fax.
- If your document has information on both sides, copy each side before faxing.

I

m
P>
>

- Include this document tracking sheet and mail to:

=
ﬁ' 4]

- Include this document tracking sheet and take to the agency office where you
usually get services or to the following agency:

IN PERSON -

Confidentiality: This fax should only be used by the person or agency listed above. It may have
information that is private and should not be shared. If you are not the person or agency listed above, it is
against the law to review, use, copy, or share the contents with anyone.

If you get this fax by mistake, please call the sender right away at the phone number above.

Tracking Number: I Date: 03/14/2018 Page 1 of 1

Figure 2 New ECF Capture Barcode on the DTS

SEPARATOR SHEETS

With Kofax 9, separator sheets are used to separate and determine the workflow to review and index
documents. Different separator sheets are needed with Kofax 9 depending on the required workflow and
for single and multi-page documents.

With ECF Capture, separator sheets will only be used to separate documents. ECF Capture uses the
barcode on the separator sheet to separate documents during scanning. The workflow is selected using
the Document Type field within ECF Capture. For more information, including a separator sheet with
the barcode, see the updated Electronic Case File Handbook.
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Figure 3 Example ECF Capture Separator Sheet
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The Kofax 9 separator sheet must only be used with Kofax 9, and the ECF Capture separator sheet must
only be used with ECF Capture. If the wrong separator sheet is used, it will be scanned as part of the
document. In this situation, the document will not be separated and the separator sheet will need to be
deleted manually. Instructions to manually delete or split pages of a scanned document will be available
in the updated Electronic Case File Handbook.

CONTACTS
BEPS CARES Information and Problem Resolution Center

For Wisconsin Shares Child Care policy questions outside of Milwaukee County: Bureau of Regional
Operations (BRO), Child Care Coordinators at broccpolicyhelpdesk@wisconsin.gov

For Child Care CARES/CWW and CSAW processing questions statewide and policy questions in
Milwaukee County: Child Care Subsidy and Technical Assistance line at childcare@wisconsin.gov or
608-422-7200

For W-2 Policy Questions in Milwaukee: Milwaukee Operations Section Regional Administrators

For W-2 Policy Questions in the Balance of State: Bureau of Regional Operations, W-2 Regional
Coordinators

For W-2 CARES Processing Questions: W-2 Help Desk

DHS/DMS/BEPS/LE
DCF/DECE/BOP/DT
DCF/DFES/BWF/JS


mailto:broccpolicyhelpdesk@wisconsin.gov
mailto:childcare@wisconsin.gov
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