Healthy Homes and Lead Poisoning Surveillance System (HHLPSS)

Job Aid 4.3: Adding Attachments

Step 1: Select the Environmental tab and the Find Address screen will open. Search for and select the address
you need [see Job Aid 4.1: Find an Address (P-02299-4.1) ].
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Step 2: Verify that you have the correct address record by checking the address displayed at the top of the
screen (highlighted in yellow). Select Address Attachment from the left side menu.
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https://dhs.wisconsin.gov/publications/p02299-4.1.pdf

Job Aid 4.3: Adding Attachments

Step 4: Type a brief description of the document you are uploading in the File Description field then click the
Browse button.
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Step 5: Find the file you want to upload then click the Upload File button.
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Step 6: The file will now be displayed on the Environmental Attachments screen.
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Required Property Investigation Documents for Attaching to Address Record
Step 1: After completing the property investigation, attach these required documents to the property address

Environmental Attachments

Description File Type Date Uploaded Owner View
property report application/pdf 12-21-20128 walshro

record:
e Lead-Based Paint Risk Assessment Report
e Property Investigation Report/Case Management of Children with Elevated Blood Lead Levels,

DHS form F-44771C
e Scope of Work and Work Orders letter, if they were issued

Step 2: After lead hazard reduction work is completed and the property has passed clearance, attach the
following required documents to the property address record:
e Property Investigation Closure Report, DHS form F-44771D

e Clearance Report
e Additional documents pertinent to the investigation

Questions
Please contact the HHLPSS coordinator at 608-266-5817, or email DHS Lead Poisoning Prevention.
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https://www.dhs.wisconsin.gov/lead/lead-risk-assessment-report.docx
https://www.dhs.wisconsin.gov/library/f-44771c.htm
https://www.dhs.wisconsin.gov/lead/lead-scope-work.docx
https://www.dhs.wisconsin.gov/lead/lead-work-orders-letter.docx
https://www.dhs.wisconsin.gov/library/F-44771D.htm
https://www.dhs.wisconsin.gov/lead/lead-clearance-report.docx
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