


Renamed and additional queues
“New” queue renamed to “InBox”.

“Rejected” queue contains cases and COls that have been rejected. If cases are not reprocessed
by agency (checking notes and making corrections and additional scanning) within 10 business

days, the case or COI will be automatically routed to “Notice to Denied” where the case or COI
be denied.
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Select a Workflow Operating Mode

A workflow mode is associated with only one workflow queue. This enables the user to access workflow cases residing in the queue. Please select a workflow mode
the following list, then click on the 'Continue' button to go to the mode.

-
InBox InBox Complete cases, scan & route to Central Office (formally "New")
O Notice to Denied Motice to Denied Reprocess cases that have been rejected for more than 2 weeks
O |Rejected Rejected Reprocess cases that have been rejected by Central Office
MODE:

New system available queues
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Select a Workflow Operating Mode

& workflow mode is associated with only one workflow queue. This enables the user to access workflow cases residing in the queue. Please select a workflow mode in the following list, then click on the
'Continue’ button to go to the mode.

I T Y L E—
Denied Denied Search & view those cases which have been denied
O |New New Complete cases & route to Central Office
) | Rejected Rejected Re-process cases that have been rejected by Central Office
MODE:

Old system available queues
ADDITIONAL QUEUES

InBox — The queue where your new cases and COls go to for you to scan and route
(previously “New”)

Intake Clerk Review — All scanned and finished cases including special cases routed here
within 10 business days of the parent’s signature.

Rejected — Rejected cases and COls that need to be reprocessed (check notes
and make corrections) within 10 business days.

Notice to Denied — The queue that rejected cases and COIs automatically go to
after 10 business days.

Change of Information — The queue that you route your COls.

Request Additional Information — The queue that you route your reprocessed rejected
cases and COls.



“Add COI"”’ button

If a child exists in the system, search for the child in Folder Mode and click “Add COI”
for Change of Information forms and “Add Case” for creating new cases and redeterminations.

Mode: Edit Folder (ID: 000002CW)

j@ Home | Document = 'foider {3 Workflow <& Tools &) Help
| | searchmitist Ciose | [XETSY | AddCase AddCOI
Jpel1 w4 b | = | R ] Indexes (Child:mzm) ;

Ao | 163456(JACKSON, JANET ) Family ID 123256
Child ID 163456
First Name JANET
Last Name JACKSON

Add COI button

OHome )| Document | Folder {3 Workflow <& Tools ) Help
| SearchMit-ist Close | [EET) | AddCase Add COI

JPG-'.E.."’. b ()| R | [ ] Indexes (Child: 000002CW)

At ] 163456(JACKSON, JANET ) Family ID 123256

# (] Case (02/19/08) JACKSONJANET | child ID 163456
+ ([ COI(02/19/08) JACKSONJANET | First Name JANET

Last Name JACKSON

Results after clicking “Add COI” button.

| Mode: Edit Folder (ID: 000002CW)
O Home _j Document { Folder r" Workﬂow Q Too!s @ Help
| SearchMitist Close m Add Case  Add COI
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R der] 163456(JACKSON, JANET ) Family ID 123256

+ 5] Case (02/19/08) JACKSON JANET " —hild ID 163456

# [ COI (02/19/08) JACKSON JANET w] Name JANET

# (2] Case (02/19/08) JACKSON JANET ":E‘Et\r‘ e  JACKSON

New Case

ReDetermirstion



Trash Can

route d Ad-Hoc Queue Routing

Route the Selected Workflow Case to an Ad-Hoc Queue

Flease select one of the Ad-Hoc gueues in the list, then click the
'Commit’ buttan to route the workflow case to the selected queue.

Available Ad-Hoc Qlueues:

Trash w |

Commit ][ Zancel ]

Route to Trash option

Notes now available in Folder Mode

Notes can now be directly viewed in Folder Mode instead of searching for a case status in Folder
Mode then going into Workflow Mode to check the notes.

CYS Document Management System - Folder Mode: Edit Folder (ID: 000001KE)
I@m | Document | folder {3 Workfliow &8 Tools €) Help
| SesrchHiist  Cioss | [EEEEEY | Nete (1) Histery
(aa] =T Th =
[pei 1 o] 4400 (3] | R (e | (R Cn Case: DOODDIKE)
(%] Parent Folder... Family ID 12345
= .|-..- Q&1 T06) MALLETT DEBRA Child 1D 111555
[ agpcaton vanzios First Name DEBRA
[T Bin Contifcate 0817105 e R MALLETT
1 Pay Stub Current 0817108 Status Rejected
[T Pay stub Other 08117106
[T nsev oenoe
[ mscetancous o708

Agency
Opened Date
Opened By
Stamped Date
Stamped By

£ | http: /216, 145. 77, 183/CYS fworkflow Tokenotes jsp
| Mote:| os/17/2006 12:58 pm )| & 5 | Y

Approved Date need more mfo
Approved By
Ehgibility Start Date
Elgability End Date
Elgability By

clerkl, 08/17/2006 12:58 PM

& Internet

Notes in Folder Mode



Search results more informative

Columns contain more pertinent columns after searching for Cases or COIs by agency.

@ Folder Index Search Hit-list Result ‘A, Search Refresh 2 Print
ICNT|Folder ID 4! Folder Name Family ID|Child ID First Name Last Name| Status Agency Stamped Dateaggroved Date
1/000001K2 |Case (08/17/06) BROWN,BYRON 12345 [111555 [BYRON BROWN ém_:;" Missionary Baptist 08/17/2006 | 08/17/2006
20000017 |case (08/17/06) BROWN,BYRON 12345 111555 BYRON BROWN |Rejected ém_:;" Missionary Baptist
3(000001k9 |case (08/17/06) MALLETT,DEBRA 12345 111555 DEBRA MALLETT |Approved ém_:;" Missionary Baptist 08/17/2006 | 08/17/2006
4000001KB |case (08/17/06) MALLETT,DEBRA 12345 111555 DEBRA MALLETT |Rejected Em_:;" Missionary Baptist
5/000001KN |Case (08/18/06) GARCIA,NORMA 176893 (625184 [NORMA GARCIA  |Approved Em_:;" Missionary Baptist 08/18/2006 | 08/18/2006
5(000001KR |Case (08/18/06) GARCIA,NORMA 176893 (625184 [NORMA GARCIA  [Clerk Rewewéfﬁr;{" Missionary Baptist 08/18/2006
7|oo00024v |case (02/26/07) DELETE,JANET 12345 | 12345 1ANET DELETE  [Clerk Rewewéﬁ?r:hm Missionary Baptist 02/26/2007

Search results for updated Imedge system.

CNT |Folder 1D - FolderName Child 1D Agency Stamped Date Stamped By | Approved Date | Approved By
1/000002M0  |Case (09/18/06) DELETE, TEMPORARY 555555 |Zion HIIl Missionary Baptist Church 02/01/2007 |wbrown
2\000002VB  [Case (09/20/06) ANGLEA,DELETE 0 [Zion HIIl Missionary Baptist Church 02/01/2007 |whbrown
3|000002VV |Case (09/20/06) 556,9898 Zion HIIl Missionary Baptist Church 03/30/2007 |temp
40000053R_ [Case (10/20/06) TEMP, TEMP Zion HIIl Missionary Baptist Church
S0000053T |Case (10/20/06) TEMPP, TEMPP Zion HIIl Missionary Baptist Church
6000005C3  |Case (10/24/06) DELETE,DELETE Zion HIIl Missionary Baptist Church

Search results for old Imedge system.



Case creation restrictions

When creating a case, duplicate child IDs no longer allowed. First name, last name, child
ID, and family ID fields now mandatory.

Windows Internet Explorer E|

' "-u., Child ID 123456 is already in database. Duplicate Child ID is not permissible!
L

Windows Internet Explorer |£| Windows Internet Explorer |£|






