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Introduction

There are many points in Virtual OneStop . comest I e —
where the system helps staff validate or

verify data input through verification records, ilzia eSS o EEni i e
such as when a staff member asks a client to

provide a Social Security card, birth & Coract Infomaion J

certificate, or driver’s license to verify *First Name: foone

information. Midale Initial: [

For agencies that have the Document e e iing suffix 9. [ueree

Management and Document Scanning o (;m" B —

modules as part of their Virtual OneStop s90090000); sl

system, authorized staff members can oo ‘“\—“"]

indicate the type of verification document -

used to verify the data, then acquire and B Current Address Mgy \ 7
attach a view of the document by scanning or I :

im porting it. Program and O Act (WIOA) Program
These verifications and associated i 1 AN TN ke
documents can be scanned (acquired) or S SRR

uploaded (added) to the documents stored

for an individual (as files). Documents can be I

directly added from the documents tab, which oot WO iy eenecii

lists all documents added for an individual o

(and then used in verifications as needed). S L

Documents can also be directly added (in [ Atach Document

context) at the point that they are needed for Suppared file Format
verifications (e.g., from a link in an ki R ——
application, as shown at right). They are then D &b y
linked to the relevant verification with S
appropriate associations. Such verification o .

links are displayed at many points in Virtual Upload and Document Association P.erfo.rmed “in context”
OneStop. at the Point of the Application
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There is even a Verification Summary Panel from which staff can view all verifications required for an
application, verifications that were made, and documents linked to each verification.

Most importantly, all three actions Pp— [— an e
(acquiring the document, attaching the
document to the verification, and viewing S i
the document) can occur at the point of, .
and in context with, the specific screen (CEEEIETITEE
and process where the verification is FierProgams
Wagner-Peyser ¥ Waorkforce Innavation and Cpportunity Act (WIOA) Prw

performed (e.g., a disability/medical record
at the point of verifying disability in a .

Filter Verificatiog

Staff can view any verification

N . T N N D\spla:,:AH.{AveMsbleuard NG(A\/B\’\RHE\\IEH"I[EUC’V"S. dOCUment |f |t was Scanned or
WIOA application). All verifications for an L S uploaded (and associated as
individual, and any associated documents N (eeman § part of the verification).

linked to the verification, can be seen on

the Ver|f|cat|on Summary panel ThlS VleW ’ -‘u‘w‘_c-r‘kfc;.:’e.‘mr'c‘.‘.a(-ir' and ?m:c-nur'w;.de:OAw Program Application # 23487521
displays verifications performed and [ e ———==
recorded for all of the applications for Vouth Addiional € - Case Notes None
programs in which this individual has been fremee
enrolled. Staff members can filter
ipe . Lppkaney ¢ Driver's License % Driver's License [IPG]
verifications by programs. They can also g View
filter to display only the verifications T

available for the selected program, only T | V- B T e o oy veriy
the verifications not available (not verified), =

or to display all verifications. This view is
discussed more in Chapter 4, Individuals — Defcent
Case Management, in the topic Summary
Tab — Verification Summary Panel.

The Verification Summary panel (shown e —

here) is just one convenient method to
view and help manage the documents
acquired and associated with an individual
after the external documents have been
attached to the appropriate program,

ion and Opportunity Act (WIOA) Program

Basic skills D - Case notes

Citizen & ¢ - Birth Certificate

‘Annotation Options

Save Image Changes Cancel Image Changes Close Window

application, and/or activity verifications. Case Summary Tab, Verification Summary Panel

Staff can also view or manage documents acquired and associated with an individual in context (e.g., at
the point of linking documents to verifications in a program application). Or, staff can scan or load
documents using the Documents tab, from which they can also see every document associated with the
individual.

The first steps in document management are to upload or acquire the relevant document, link it to
appropriate points in case management, and adjust any tags or views of the document.

The following subtopics cover these steps, and indicate how to:

Use the Documents tab to add (upload) or scan documents: Import electronic files (add) or
scan in the document images for an individual to be associated with the individual’s verifications
or other associations, through links, at a later point in processing.

Use the Documents tab to link, tag, and mark documents: Link selected documents to
specific verifications, tag them for searching, and/or edit the views of them.

Use Manage Documents to search for imported documents: Find scanned or imported
documents based on tags, categories, or specific program criteria, regardless of individual
associations. For example, documents initially scanned from the Documents tab are given a
General category. Some documents may be used for case notes, others for specific program
verification items. Searching by the General category can be an easy way to find documents that
were uploaded from the Documents tab and still need to be given a specific association.

Add (upload), scan, link, or view documents in context:: Access, link, or mark an available
document at the point of use or related verification, by clicking the link on the appropriate screen.
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The Documents Tab (Loading Documents)

The Document Management module provides an integrated set of tools for loading and managing
documents. The management of external documents, such as an individual’s hard-copy verification
documents, is associated with the individual and is integrated into the system’s case management

workflows and processes. Therefore, hard-copy documents can be easily included with system-

generated documents.

External verification or support documentation can be imported (added), acquired (scanned), and

attached (linked) to the entire case, or to a specific record (such as an application or a specific

enroliment) from the Documents tab. The staff member does not have to go to another application to
manage documents. Documents can be managed right at the staff member’s fingertips, as part of the
General Profile available to the staff member assisting the individual.

Summary Case Notes

Documents Available

Document

ts (Staff)

Listed below are documents available on selected Individual. Click Viewdink to view that particular item. Select column

below and click the Link Document button.

Show Filter Options (Showing all records)

Results View: Summary | Detailed
Click a column title to sort.

Document Name

EA—Cpe
Birth_Certificate_(9-5-11).jpg

oo

License

ye|

Drivers_License_-_Brandy.jpg

=}

SNAP
=
E
DS

Food_Stamp_Cd_CA_-_JDoejpg

Med Diability

Medical-Disablility_Letter,jpg

Tax Return

Tax_Return_{9-6-11),jpg

Document Tags

Birth Certtificate

Dr License; Driver ~

Category

Verification

Verification

General

General

Verification

W4 page [IV] of 2 b M

Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers|

Add a Document

Scan a Document

Modify Date Action
06/08/2017 View Download
07:08 Edit Delete
Meta Data
06/08/2017 Vie Downloa:
0708 Edit Delete
Meta Data
06/08/2017 Vie Downloas
07:06 Edit Delete
Meta Data
06/08/2017 Vie Downloa:
o705 Edit Delete
Meta Data
06/08/2017 View  Download
or:0 Edit Delete
Meta Data
rows [5|v]

M view Thumbnails

Link a Document

General Profile, Documents (Staff) Tab — Summary and Detailed Views

Listed below are

Case Motesy

s available on sebected Indradual. Click Viewdink 1o view that partscular item. Select cotumn

below and click the Link Document button

5 Show Filter Opt

ni {Showeng il records)

Results View: Summary | Detailed

Document Marme:
Document Tags:
Category:
Progeam;
Applicatian:
Vesification fem:
Verification Type:
Sizes

Create User:
Create Date:

Edit User:

Fdit Date:

Document Name:

Document Tags:

Document Details

Binth_Certificate_(9-5-11)5p9
Barth Certtificate
Verthcation

WIOA

160341636

Date of Rirth Verification
Rirth Certificate

154 KB

Elliot Murphy

B/BI2017 6:59:59 PM
Elliot Murpty

6/8/2017 TOEST P

Drivers_ License_-_Drandy.jpg
Dr License: Driver License
Ventication

WIOA

Wiew Thumbnails
Action

View Download
B Delete
biets Data

Staff can interactively upload/import or scan documents into Virtual OneStop for an individual and attach
the electronic documents to a client record with links identifying how the document is associated to the
record (i.e., Document Association fields). This is done using the Add, Scan, or Link buttons on the

Documents tab, and following basic steps indicated on the pages that are displayed.

After documents have been imported and attached to client records, staff can see a list of the electronic
documents attached to a record in several flexible views, including the Summary tab view and the

Documents tab view.

Virtual OneStop — Staff Services User Guide
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Below is a short description of each column in the Documents tab. Subtopics follow these column
descriptions, with more details on documentation management capabilities within the Documents tab.

Document Name: This column displays the file name of the uploaded file. If the file is scanned, you
can add the name as part of loading the scanned document. If it is uploaded, the file name of the
uploaded document is automatically inserted.

Document Tags: This column displays the keyword that can be used by staff when searching by
document tag terms in association with a document. This helps individuals identify documents more
quickly, and distinguish between multiple copies with the same file name.

Category: This column indicates the source of the document creation, meaning the method/location
from which it was added. In other words, it indicates where/how the document was uploaded or
scanned. For example, when a document is scanned or uploaded form the Documents tab, its category
automatically becomes General. When it is uploaded or scanned as part of an In-Context Verification
(such as attaching a birth certificate for a “Date of Birth or Age Verification” during a program
application), the Category is automatically populated as Verification. If a document is uploaded or
scanned and attached as part of creating a case note, the category is automatically populated as Case
Note. A document that staff attaches to a communication, such as an email message, will be given a
Communication category. If staff managing an individual in a TAA program includes data on training
benchmarks, and they upload/scan documents related to the benchmark, the category will be Training
Benchmark. Staff do not choose or control the Category, but the point at which they add the document
determines its category.

Note: The category is an important and useful field in the possible search criteria that can be used to
search for a document.

Size: This column indicates the file size of the stored document.

Modify Date: This column indicates the last date the file was modified. On the Documents (Staff) tab,
the staff member can click for a summary or detailed view. The detailed view will list the Create Date
(and time) and the Create User, as well as the Edit Date (and time) and the Edit User.

Note: The modify date will be updated for any changes made by staff (from minor changes in
document tags to changing associations). If an individual originally uploaded the file, any staff
change will also lock the file from any individuals changes.

Action: This column has links to View, Delete, or Download the available documents. The View link
displays the areas for Document Image (for graphic file types, e.g., TIFF, PDF, JPEG) followed by the
Document Association, Document Information, History Information, and Download Options areas. This
is shown and described in the topic Edit a Document and Create Annotations starting on page 30-10.

The Delete link will display a confirmation pop-up before deleting the file. Delete will not display for the
individual on their Documents tab once any staff edits have been made to an Individual’s uploaded file.
Delete will always display for any staff who have privileges to delete documents.

Staff can also Download a document in its native format. This link allows the individual to quickly open
a view of the attached file (or download the file), rather using the View link.

Note: Any files that are not supported graphic file types (such as Word or Excel files), can be
uploaded and attached as files. However, staff can click and open a view of those uploaded
files. Staff must download the documents (e.g., to their desktop), where they can be opened
with corresponding Office products or other products that reside at that download location (i.e.,
software on the staff desktop that is associated with the type of file and its file extension).
Clicking View on these files displays all areas except Document Image.

Virtual OneStop — Staff Services User Guide 30-4 V18 — 05/2018
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Add a Document (Upload)

Any electronic document that staff members can locate through the standard file selection tool can be
uploaded to the Virtual OneStop system, associated with an individual, and added to their Documents tab
by clicking the Add a Document button. From the screen that displays for adding (importing) the
document, you will be presented with controls to manually add a document into the system.

* Indicates required fields. @ For help click the question mark icor.

P Document Association .

If you would like to categorize the associated document to a specific program, application or

verification document, please use the controls in this section to do so.

Program: Workforce Innovation and Opportunity Act (WIOA) Program ¥
Application: WIOA Application #23487521; Application Date 11/1/2015 ¥
Verification Item: WIOA - Family Income Verification v

Verification Type: MNone Selected M

.. A

P Document Information .

*Document Tags: W2 Samples - Pay Stub Info
i rls that will be indexed  |[ncome Verification.doc
with this attachment. Pay Verification

Uploaded documents cannot have the

User Accessible: Yes ® No names changed after initial save. If you
need to change the file name, do so before
selecting through the browser.

.

R o ocmer
Location: Choose File | W-2 Sample.tif P

Q) Cancel

Supported File Format

Add a Document Screen
To add a document:

From the Staff's General Profile while assisting an individual, click the Documents tab, then click Add a
Document. The Add Document screen displays. You can now associate that document to a specific
program in which that individual is enrolled.

e Create document associations

+ Select the Program that you would like to associate to the document to be uploaded.
The system will reload the page to display available Application options.

If applicable, select from the available application.

+ Select a Verification Item that you would like to associate to the document to be uploaded.
The system will reload the page to display available Verification Type options.

Note: Document Association is not required for uploading a document from the Documents
tab. Regardless of association, the uploaded document will also be associated with
a General category if the document is added from the Documents tab.
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e Create document tags

+ Enter at least one keyword that can be used by staff when searching by document tag terms in
association with a document. For example, a copy of an individual's Social Security card may
be scanned into the system with the words "Social Security" in the Document Tags field. Staff
who search for documents with the words "Social Security” would see a list of all scanned
documents with those words tagged in the Document Tags field, for a specific category.

Note: Keep in mind that the uploaded document’s file name cannot be changed after initial
save/upload. You may want to include some portion of the file name as the
document tag.

e Select user accessibility
¢ Select the Yes button if you want the individual to see this document as well.

Note: The default is No. This lets staff [l B
determine if the document added Look % [ @ - Doc Ml ot Fles dopem
by staff can also be seen by / is [e) .
accessible to the individual from Decumens '@‘%?
their Documents tab. @ | ===
Desktop
e Attach the document % v S
- | Dimensions: 376 x 238
¢ Select the Browse button to locate the pBeamais Type: PEG Image
file you wish to upload. s Al T —
¢ Choose the file to upload. e
. . Drivers License - NE WARN Motice Seperation Motice
¢ Press Save as the final step to save and <) o1} p 511109 e 1100 v
up|oad the document. by Network. Fie ame [sample ca 1D Cardipg - Open
Files of type: [ &0 Fites (+#) -~ Cancel
Summary Case Notes Activities Documents {Staff)

P Documents Available

Listed below are the documents available on the selected Individual, Click the View link below to view that particular item. Listed
below are the documents available on the selected Individual for linking. If you see a document that matches your specified criteria,
<choose it from the Select column below and click the Link Document button.
Show Filter Options (Showing all records)
Results View: Summary | Detziled
Click o column title to sort | View Thumbnails
Document Name Document Tags Category Modify Date Action
Birth Certtificate Verification 06/08/2017 Wiew
07:08 Edit
Meta Data
Birth_Certificate_(3-5-11)jpg
{20 Dr License; Driver License  Verification 06/08/2017 View Download
07:08 Edit  Delete
Drivers_License_-_Brandy.jpg leta Data
SNAP General 06/08/2017 View Download
07:06 Edit D
Meta Data
Food_Stamp_Cd
Med Diability General 06/08/2017 View Download
0705 Edit  Delete
Meta Data
Medical-Disablility_Letterjpg
= Tax Return Verification 06/08/2017 View Download
UED Edit  Delete
IMeta Data
B —
Tax_Retumn_{3-6-11)jpg
M 4 page |1} of2 b W Rows [5 |v|

General Profile, Documents Tab (After Adding Documents)

Virtual OneStop — Staff Services User Guide 30-6 V18 — 05/2018
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Scan a Document

Any hard copy document that can be scanned via an available scanner can be associated with an
individual and added to their Documents tab by clicking the Scan a Document button. The process is
similar to the Add Documents process described in the previous topic. From the screen that displays for
scanning (acquiring) the document image, you will be presented with controls to identify associations,
scan, and upload the document into the system.

To scan and upload a document:

e Create document associations

*

Select the Program that you would like to associate to the document to be uploaded.
The system will reload the page to display available Application options.

If applicable, select from the available applications.
Select a verification Item that you would like to associate to the document to be uploaded.
The system will reload the page to display available Verification Type options.

Note: Document Association is not required for uploading a document from the Documents
tab. Regardless of association, the uploaded document will also be associated with
a General designation for the document category.

e Create document tags

*

Enter at least one keyword that can be used by staff when searching by document tag terms
in association with a document. For example, a copy of an individual's Social Security card
may be scanned into the system with the words "Social Security” in the Document Tags field.
Staff who search for documents with the words "Social Security" would see a list of all
scanned documents with those words tagged in the Document Tags field.

e Identify scan options and settings

.
.
.

Select the scanner or device source to be used
Select the Pixel Type
Select the Resolution

Note: RGB may be desirable for color images that will not scan well in black and white.
However, resolution settings and pixel types for RGB color, black and white (BW), or
gray scale selections affect the file size. Current configurations permit a scanned
document to be a maximum of 4,000 KB in size. You will receive an error message
if the size is larger, and you can change scan options to limit the file size.

Review and adjust Settings check boxes as necessary.

Note: Applicable settings may be scanner/device-dependent. RGB type may be desirable
for color images that will not scan well in BW. For most single-page scans, all these
check boxes will remain blank, or will use the default settings established when the
scanner is set up for the first time.

e Scan the document

*

Press the Scan Document button to perform the image scan.

After a brief file transfer, the scanned image will display in the thumbnail and image area.
Use image tools as desired to crop or edit the scanned image before image upload.
Enter a document name for the document to be uploaded. (The uploaded document’s file
name cannot be changed after initial save/upload.)

Press Upload Document as the final step to save and upload the scanned document.

Note: When the file transfer/upload is complete, the Scanned Images section is emptied
(the Point, Hand, Crop, and Upload buttons are grayed out), because the document
was uploaded to the Documents tab.

Virtual OneStop — Staff Services User Guide 30-7 V18 — 05/2018
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P Document Association .
If you would like to categornize the associated document to a specific program, application
or verification document, please use the controls in this section to do so.
Program: Workforce Innovation and Opportunity Act (WIOA) Program ¥
Application: WIOA Application #23487521; Application Date 11/1/2015 ¥
p——— L e
Verification Item: WIOA - Citizen Verification m . S —— -
g Bt
et
Verification Type: United States Passport i
- The Secretary of:
srrrad States a}g 2
States nan
indrance and |
+Document Tags: US Passport Sample | ““""ﬂ
Keywards that will be indexed - X : craive d'Eb
with this stachment Scan Options and Settings should RFPLICATIC s A
be reviewed and set before you e par les présentes rotites aularités com
e citoyen. ou ressortissant dex Etats-Unis ti )
scan the document. s délat i difficul e, en cas de beioin, de lus accovder
User Accessible: ® v No toute atde et protection leitimes. :
\ B |
{ il v
P Scan Options . o a
select Source: CanoScan LIDE 100 The Document Name,
pixel Type: aw O Gray ® Roe cropping, or other ed|t§ can
) occur only after scanning. .
Resolution: 2007 H 4 DE > M
L
m [ Remove Current Imag ove All Images ]
;
e = Pointer Hand Crop
¥ Show Source User Interface #| Discard Blank Page L
Use Auto Document Feed Cuplex m
Insert new scanned image before current image
\ Spetityng & decument name for the scanned document & optional, ¥ you do not pravde a document name, the system will ethes use the Venfcation Type dotument
selected, if available, e the curent date and time a5 the document name.
Document Name:
Scan Document L f

The Document Name cannot be
modified after uploading the scan.
If you do not supply a name, the file
name will be a time/date stamp.

Scan Document Screen

¢ The Scanned Images section is open/free for any additional scans using the same or new
associations, tagging, or scan options.

¢ When you are done scanning images, press the Return to Previous Page button (at the
bottom of the screen).

The new scanned images will be included in the list of documents now displayed on the
Documents tab.
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Summary Case Notes Activities Documents (Staff)

P& Documents Available

Listed below are the documents available on the selected Individual. Click the View link below to view that particular item. Listed below
are the documents available on the selected Individual for linking. If you see a document that matches your specified criteria, choose it
from the Select column below and click the Link Document button.

Show Filter Options (Showing all records)

Results View: Summary | Detailed
Click a column title to sort.

Document Name Document Tags Category Modify Date Action

¥ view Thumbnails

ﬂ US Passport General 04/22/2018 View Download
. (5T Edit Delete
Meta Data
=4
GAZ_passport_photos_300_dpi_jpg_
007.jpg
Birth Certtificate Verification 06/08/2017 View Download
07:08 Edit Delete
Meta Data
{3=4
Birth_Certificate_(9-5-11).jpg
2 o] Dr License; Driver License  Verification 06/08/2017 View Download
07:08 Edit  Delete
==t -
Drivers_License_-_Brandy,jpg Meta Dita
SNAP General 06/08/2017 View Download
07:06 Edit Delete
- Meta Data
Food_Stamp_Cd_CA_-_JDoe,jpg
R Med Diability Genera 06/08/2017 View Download
0703 Edit  Delete
Meta Data

Medical-Disablility_Letterjpg

NQPageonVW Rowss.

Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers, These spaces will be
replaced with _ when saving the document in our system,

Add a Document Scan a Document Link a Document

General Profile, Documents Tab (after scanned document)

Link a Document (Selecting from Available Files)

By selecting Link a Document, staff can link any document that has been uploaded as a file (through
adding or scanning) and that is associated with the individual they are assisting. Linking a document for
specific needs such as verifications or case notes can be done from the Documents tab, as described
below. It can also be done by clicking to Link the documents, in context, at key points in the processing
and verification of the individual’s information (e.g., in program applications). When done in context, the
Document Association selections are pre-populated.

To link adocument (from the Documents tab):

Note:

Click the Link a Document button.

Create/Select Document Association.
These selection controls are identical to creating/selecting a Document Association when you add
or scan a document.

¢ Select the Program, Application, verification Item, and Verification Type options that you
want to associate with the document to be linked.

document.

Document Association should normally include all association types for a linked

Virtual OneStop — Staff Services User Guide 30-9
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" Document Association

Although linking from the Documents tab does not

please use the controls in this section to do so.

Program: MNone Selected
Application: Mone Selected

Werification Item:

Verification Type: Mone Selected

.

If you would like to categorize the associated document

WIOA - Within Compulsory Age V|

P Document Information

+Document Tags: Idaha Driver's License
Keywords that will be indexed

with this attachment.

.

No matching flag will display
when Link Document is
selected from the
Documents tab.

o ———— e

require more than one association, you should
specific program, application or ver§ S€lect as many as possible to make the link useful.
Normally documents are linked “in context” and
associations are made automatically.

¥ Documents Available \U\ .

Listed below are the documents available on the selected Individual for linking. If you see a document that matches your
specified criteria, choose it from the Select column below and click the Link Document button.

Show Filter Options {Showing all records)

Results View: Summary | Detailed
Click a column title to sort. View Thumkbnails

o T I 7 )

W-2_Sample.tif General 306 KB| 03/13/2017 View Edit
i Delete Meta Data

Social_Security_Card_-_JDoejpg Werification 18 KB| 03/13/2017 View Edit
T Delete Meta Data

0 Drivers_License_-_Brandy.jpg Verification 29KB| 03/13/2017 View Edit
fail Delete Meta Data

Medical-Disablility_Letter,jpg General 106 KB| 02/04/2017 View Edit
iy Delete Meta Data

Food_Stamp_Cd_CA_-_JDoe,jpg General 15KB| 02/04/2017 View Edit

0105 Delete Meta Data

Rows |5 7

Link Document Screen (from Documents Tab)

Create Document Tags. At least one is required.
Select the document to be associated by clicking the associated radio button.
Press the Link Document button to complete the link.

The Documents tab is redisplayed after the link is completed.

Note:

The link you are making should not have exactly the same associations and tags as the

existing document. If there is already a document recorded with the exact same
categories, tags and associations and you try to link to it without any tag or association
changes, an error message may display at the top of the screen to indicate that you need
to change one of the associations. If you link from an “in context” point, such as an
application verification, all the associations will be predefined and cannot be changed.

Edit a Document and Create Annotations

By selecting the Edit link for a document, staff can see a view of the existing document image (displayed
at the top of the screen), which is similar to the view and options displayed when a document is scanned.
The view screen displays the image first, followed by document association elements, and then by

download options.

Depending on the staff members’ permissions, they can use the tools above the image to create
annotations for the image, and then save the viewed document with the same or modified associations.

To view and annotate a document:

Virtual OneStop — Staff Services User Guide

30-10 V18 — 05/2018




Geographic
Solutions’

geographicsolutions.com

Y

Manage Documents

e Click the Edit link in the Action column for the desired document.
A screen displays the document image and associations (as shown in the following figure).

Document Name Document Tags

License 07:08 Edit, Delete
Meta
Food_Stamp_Cd_CA_-_JDoejpg SNAP General 06/08/2017 View Download
07:06 Edit Delste
Meta Data

Category Modify Date Action
Birth_Certificate_(9-5-11).,jpg Birth Certtificate ~ Verification 06/08/2017 View Download
07:08 Edit Delete
Meta Data
Drivers_License_-_Brandy.jpg Dr License; Driver  Verification 06/08/2017 View Download

Rotate
1% 4[]

Create Annotations

N @
[ NN

Redactions, notes, or other annotations can be
created by clicking and drawing a shape on the

# Indicates required fields.

Helsn

Thumbnails

@ For help click the questigffmark icon,

APT. 12

Annotation Options

<

13311 W. STATE STREET

BOISE, ID 837071429,
+ DO 122331218484 1 Sex F
Wgt 140 b’ 17 Eyes BRO 5 Haw

LA 1%

= 2012000
oxDI2014
02/01/1974

L

*Save any new annotation or
previously layered annotation
as:

® Separate layer that can be changed later

Permanently burned into the image (can not be changed later)

Save Image Changes Cancel Image

Changes

Changes to Document Associations
should normally not be made when
“viewing” a document, except to change
an item from “none selected.”

selected image (the Document Image area).

Document Association

If you would like to categorize the associated document to a specific program, application or
verification document, please use the contrals in this section to do so.

Program:

|Workforce Investment Act (WIA) Program 9|

Application: |WIA Application #14177; Application Date 5/18/2010 v|

Verification ltem: |Address Verification "|

Verification Type: | Driver's License v|

- Driver's License address ’verificatiun
Keywards theffwill b indexed

with this atffchment

nload Options
ownload Dacument As: (OTIFF {Tagged Image Format File)
() PDF (Portable Document Format)
®JPEG (JPEGUIFF Image)

@Yes OMNo

Include Annotations in Download?

[ Download Document ]

ﬁ Cancel

View Document Screen (from Documents Tab)

View the document and edit, as appropriate (in the Document Image area).
If associations are incomplete, adjust selections in the Document Associations area.
If tags need to be added, edited, or are incomplete, adjust the text for the tags in the Document

Information area.

to your local computer):
.

Click the Download Document

.
.
.

figure)

link

If you want to download a copy of the file before you save or cancel the view screen (i.e., save it

Under the Download Options area, click the desired format file type (TIFF, PDF, JPEG)
Click Yes if you want to include annotations in the downloaded image file

Click to Save the document and identify the location for the save (as shown in the following
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Note: The abilities for creating annotations, as well as the abilities to change document associations,
download a document without annotations, or identify the document as accessible to individual
users, are dependent on the staff members’ privileges. Many staff members may have the ability
to view documents but not to edit them from the view screen. Consult your system administrator
if you do not have these abilities, and should have them.

-

File Download

Do you want to open or save this file? Save in ‘uD My Documents v| €]
Y (- Ci - Audit Doc Proj
@ Name: High School Diploma. jpg (4 2 poc gt - Tmpert Files
My Recent (- Employes Evals
Type: IPEG Image Dt

- Geosol Whole Company Org Charts

From: staging.geosolinc.com = (- Marketing ,
onae [ (- Mod Usr Docs - Test '  Download Complets

Desktap (- OPC Items & Spec Copies
Open Save (- Proposal Writer Search
(- Reports (document for project on Reports)
|- Status Reports
[=3- Temp Job Descriptions

«igh®#:205chool%:20Diploma. jpg from staging.geosolinc.com

(%

My Documents ||| 0sean poling - Seanner Canfig Doc Downloaded: 13.7KB in 1 sec
e while files from the Internet can be useful, som| — (3= AAA 5-15-10 Temp cuts For short term clean up Download to: Ci\Documents a...iHigh School Diploma.jpg
l\al harm your computer. |f pou do not tust the soul :yl_g gﬂg Wail - Now Transfer rate: 13.7KB{Sec
- % g e 09 Ma - Oct o
save this fiie. What's the risk? My Computer < [[] Close this dialog box when download completes
E_} File name: : | Diploma.p:
- I Op [ Open Folder ] [ Cloze
My Nelwork | Save as tyoe JPEG Image

=1 SmartScreen Filter checked this download and did not repart any
< threats. Beport an unzate download.

Standard Internet Download Options

e |f annotations or updated associations were made, press Save.

Note: Document Association is not required for uploading a document from the Documents tab.
Regardless of association, a document uploaded form this tab is associated with a
General category.
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Delete a Document

By selecting the Delete link for a document, staff can remove a document image file containing specific
annotations, associations, and tags.

Note Multiple association-related links to a specific added or scanned document file can exist (as
shown in the figure below). If there is only one verification-related document link (one listing of
the document that was upload/scanned), then deleting that image from the listed documents
associated to the individual makes it no longer a part of any document listings for that individual.

Summary Case Notes Activities Documents (Staff)

Documents Available

Listed below are documents available on selected Individual. Click Viewlink to view that particular item. Select column
below and click the Link Document button.

Show Filter Options {Showing all records)

Results View: Summary | Detailed
Click a column title to sort. M view Thumbnails

Document Name Document Tags Category Modify Date Action

SNAP General 06/08/2017 View Download
s Edit Delete
. Meta Data
Food_Stamp_Cd_CA_-_IDoejpg
Dr License; Driver Licens  Verification 06/08/2017 View Download
07:08 Edit Delete
Meta Data
Birth Certtificate Verification 06/08/2017 View Download
TR Edit Delete
Meta Data
Birth Cert Verification 06/08/2017 View Download

; _ Meta Data

o == Meta Uala
Birth_Certificate_(2-3-11).jpg @
M 4 Page of 2 | I Rows |5 .

Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers.
These spaces will be replaced with _when saving the document in our system.

Add a Document Scan a Document Link a Document

Sample Document List with Multiples of the Same Document Upload File
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In-Context Scanning, Linking, and Viewing

The use of in context hyperlinks provides some of the most powerful and time-saving options for
document management. These hyperlinks are available when scanning, linking, or viewing documents
while assisting an individual with a specific program application or other verification.

Setecive Service Verfiction
Edit D f Birth [s g™ 30 HA
Edit Date of Birth o If you have the ability to Scan or
Date of Birth: oo/11/1008 O e Upload documents, you still need to

[ Verify | Scan | Upload |Link] |- st identify the verification type first.
o Documentation in Case File |0 inremet wawsss gov This helps to tag and associate the
wd

; Birth Certificate (image/jpeg) [| O selective senvice hegistat
N [ o attached document.

Age at Earliest Eligibility:

eraces (Non-cilizensin

*Gender:

#Regi . _ -
Registered for the Selective Service: INot appwb\e Decument Association
[ | Scan | | Link ]
= Program: Workforce Innovation and Opportunity Act (WIOA) Program
Qe Application: WIOA Application #23487521; Application Date 11/1/2015
Selective Service Registration Verification ltem: WIOA - Citizen Verification

Number:

Verification Type: Birth Certificate

Selective Service Registration Date: 4
Document Information
* Authorization to Work in US: IC‘T‘ZE" of US. or US. Territory
*Document Tags Upload of Individual's Birth Certificate
[ Verify | Scan | Upload | Link | Keywords that will be indexed
Fn oo with this sttschment
T T it msastipes) rsmovel e pccessik. O ver ® v
J
Attach Document
Supported File Format
Location:
I Browse...
J
Save Cancel

Close Window

Document Upload, Link, and View In-Context Hyperlinks (shown for Application Demographic Info Section)

When these hyperlinks are used, they open the same screens as they do in the previous discussions for
scanning, linking, and viewing from the Documents tab. However, these links allow the staff member to
automatically associate or access the document at the time they need it for verification. The Document
Association fields are automatically populated in-context to where the verification activity occurs, and
matches for linking documents are indicated based on the associations in possible documents.

Scanning a Document (In-Context)

The screen and process for scanning a document from the in-context Scan hyperlink is the same as it is
from the Documents tab, detailed earlier in the topic Scan a Document , except that all fields under
Document Association are pre-filled based on the in-context location. In other words, the specific
program, application, verification item for that application, and the verification type (the type of document
scanned) will already be selected from the drop-down lists.

Linking a Document (In-Context)

The screen and process for linking a document from the in-context Link hyperlink is the same as it is from
the Documents tab, detailed earlier in the topic Link a Document (Selecting from Available Files), except
that all fields under Document Association are pre-filled based on the in-context location, and the list of
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available documents includes flags to indicate the most likely matches to the pre-filled Verification Item

and Verification Type.
Note:

fields will be pre-selected and cannot be changed.

To link a document (from the Documents tab):

Click the Link a Document button.

indicate “None Selected.”
Enter key tag words for document tags.

Review Document Associations. They should be correctly pre-selected; change only if any

Review the documents available and any “matching” flags for those documents, and click the
radio button to select the desired document.

Address on Date of Application

Address 1: 100 Peachstree Blvd
City: Atlanta

State: GA

County/Parish: Fulton County

Zip Code: 30312

Country: us

[ Verify | Scan | Upload | 1
« Driver's License

The matching flag, based on
associations, displays only for linking

performed in context (e.g., a WIOA
application address verification).

Edit Address on Date of

Document Association

Program: Workforce Innovation and Opportunity Act (WIQA) Program
Application: WIOA Application #223487521; Application Date 11/1/2015
Verification Item: WIOA - Application Address Verification

Verification Type:  Driver's License

‘_\_‘—“—‘—ﬁ

Drivers_License_-_Emily Jpg

If you link from an “in context” point, such as an application verification, all the association

Document Information

*Document Tags.
Keywords that will be indexed
with this sttachment

Documents Available

Listed below are the documents available on the selected Individual for linking. If you see a docume
matches your specified criteria, choose it from the Select column below and click the Link Documeg

Show Filter Options (Showing all records

Results View: Summary | Detailed
Click o column title to sort.

View Th

Drivers_License_-_Emily Jp

e e
(o] Wi = 29| 03/21/2017 View
g_ a5y Delete M

e
Tax_Return_(9-6-11)jpg

(@] General 306| 03/L View Edit

b / te Meta Data
W-2_Sample.tif

(@] Some— General 106 A’Oml}l? View Edit

e oL Delete Meta Data
Medical—'bisab'h-lityjety/ /

General 15| 02/04/2017 View Edit
KE oL Delete Meta Data

Verification 158| 02/04/2017 View Edit
KE e Delete Meta Data

H 4 Page of2 p M

Rows |5 .

M This dacument strongly matches the initial document associstion information.
This document moderstely maiches the initisl document associstion information
R This document loosely mstches the initisl document associstion informatian.

306| 03/13/2017 View
: I

Link Document

Link Document Screen (from In-Context Link on a Program Application)

which “matching” flags are displayed on the list (as shown in the preceding figure).

A strong match — matching on both Verification Item and Verification Type fields

A moderate match — matching on only Verification Type field

A loose match — matching on only the Verification Item field

Pre-selected associations are compared to those on available documents to determine
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The Document Management Search

Staff members with access to the Document Management module can select Search Documents from the
left navigation menu to search for any external documents that have been scanned or uploaded into the
system, regardless of whether those documents have been associated with a specific individual, a
program, an application, validation requirements, or case notes.

To search for an uploaded or scanned document:

Select Document Management » Search Documents
Select your search category

Note: The category is an auto-assigned field, determined at document creation to reflect where
the document was entered.
General = from the Documents tab
Case Note = from the Case Notes tab
Verification = from the Case Notes tab
Communication = from a Communication message

e Search for the desired document by entering keywords that are in the document tags of existing
documents.

e Enter the program, verification item, and/or verification type, as desired.
e Click the Search button.

The results are displayed in a list.

The results can be displayed in a Detailed
Category: None Selected view to show the individual name,
*LWIA / Region: [Worknet Pinellas, Inc. document associations, file size, and last
Document Tags: |/ modification date.
I
Results View: Summary | Detailed :
m Giick @ column tite to sort. [ view Thumbnails
Document Owner DocumentName  Document Tags Category LWIA Modify Date Action
Program: INone Selected
Marie, Ann Tax_Retum_(9-6-11)]  Tax Return Werification CareerSource  06/08/2017  View Download
Verification Item: IW’IOA - Application Address Verification Pg Binellas R Edit Delete
Verification Type: INone Selected ﬁ
Marie, Ann Birth_Certificate_(9-5-  Birth Cert Verification CareerSource  06/08/2017  View Download
qﬁ 11)Jpg Pinellas 06:58 Edit Delete
Meta
" ‘ Data
Marie, Ann Social_Security_Card_ 55N Ann Marie Verification CareerSource  06/08/2017  View Download
-_Jane_Doe_ Jane Doe Pinellas 06:54 Edit Delete
T t f _(9-5-11)jpg S
ags are not necessary 1or a Meta
L search, but if tag words are Data
entered1 a Category SeIeCtlon IS Marie, Ann Birth_Certificate_(9-3-  Birth Certtificate  Verification CareerSource  06/08/2017  View Download
also recommended. hieg Pinellas 20 g Delete
Mets
Data
Marie, Ann Drivers_License_-_Bra  Dr License; Driv.~ Verification CareerSource  06/08/2017  View Download
ndy,jpg er License Pinellas 12:00 Edit Delete
Meta
Data
M 4 Page 1ﬂ of2 b W Rows |5 ﬂ

Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers. These spaces
will be replaced with _ when saving the document in our system.

[ Change Search Criteria ]

Document Search Criteria and Search Results Screens
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Verification Summary Panel and Document

Management

Staff are required to verify data at certain points when managing programs (e.g., WIOA and TAA
applications, as well as certain enrollments, follow ups, and closures). Verifications are recorded “in-
context” at the point at which the verifying document is identified (e.g., verifying the SSN with a Social
Security Card by clicking a Verify link). The Verification Summary Panel lets staff see a quick listing of all
the verifications recorded, sorted by programs. The view can also be filtered to display all the
verifications points that did not have document types entered for verification information. The Verification

Summary panel can display made (available) or unmade (not available) verifications for a program’s

applications, participations, and other records. In other words, the Verification Summary panel displays a

quick summary of all verifications that were performed or recorded. This usually occurs in-context as part

of step-by-step program
applications.

Although the Verification
Summary panel is not where
verifications are made or
identified, the Verification
Summary panel lets staff quickly
view all the verifications already
made for a specific program
application. It also lets them
isolate all the verifications which
still may be needed. This can be
particularly helpful if an individual
has begun a process (such as a
WIOA application) and is making
an appointment to come into a
One Stop Center to complete the
process. For example, a staff
member can quickly view the
verifications not made for a
specific application and identify
documents that the individual may
need to bring for verification as
they complete their WIOA
application. Or they may view
only a WIOA application’s
associated and available
verifications (as shown in the
previous figure).

In other words, the purpose of the
panel is not specifically for
“document management” in the
sense of performing the uploading
or scanning of documents. ltis a
tool to review the different
“document-related” verifications
which are required as part of a
specific program'’s application.

The advantage of seeing all of the

Case Summary

P Verification Summary (All Applications)

Programs

Panel to be displayed:

Plan

Verification Summary (All Applications) ¥

Assessments

Display All {Available and Not Available) verifications.

® 1 Display Awvailable verifications only.
@spley Not Available verifications only.

Filter Programs

Wagner-Peyser ¥ Waorkforce Innovation and Opportunity Act (WIOA) Program

Filter Verificy

[ Expand 4

Staff can view any verification
document if it was scanned or
uploaded (and associated as part
of the verification).

- Workforce Innovation and Oppertunity Act (WIOA) Program

- Workforce Innovation and Opportunity Act (WIOA) Program Application # 23487521

Assistance

Application
Address

- Application Verifications

Youth Additional | C - Case Notes

V¢ - Drivers License

None

@ Driver's License [JPG]

Annolation Cptions

*Save any new annotation or

Save Image Changes

1ed annotation &

é v G Bhpoma AT
S &= APT. 12 A
|

il w O5 1INV ¢ R b

2 e 140ty % Exws BAG -2 viar o]

1311 W STATE STREET

BOISE, 1D BITOT 12N

Cancel Image Changes

Edit Image’ 1
Delete Ima Image]
Meta Data
Family Income ¥ - Documentation in Case File MNone Modify Verify
Scan
Upload
= TNGHGTES TEqUUEs Elis. VBl For MElp COck The queston mark o,
Zzom Wouse Tools Reate Crean Annetatons
Basic Skills D - Case notes ,_1"_&'3 “E;’ ~ a4l kY, @
Deficient e
Thumbnails Selected Image
I| P | Im The G Sate A D 2
; =T — DRWERSUCENSE
HiF=n V' ¢ sirth Certificate !l " ii
1 L ek [
e | -
I |

Close Window

verifications for the individuals from this Verification Summary panel is that staff can display all
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verifications, and they can quickly and easily filter for programs type, and for only verifications available
(already made), or for verifications not available (not made).

Although the Verification Summary panel is not where verifications are made or identified (that is done
through in-context links at the point of creating an application, participation, or enrollment record), the
Verification Summary Panel lets staff quickly view all the verifications already made for a specific program
application. They can also click a View link in the action column to see the document used for making that
verification, if the document for the verification was uploaded or scanned.

Although any documents to be uploaded or scanned for verifications usually have the upload, scan, or
link occur at the point of verification, the links in the action column will also allow that attachment of a
document to occur from this screen.

The verifications in this Verification Summary panel display as a table for each program, with three
columns:

Verify: This column lists each verification element, which occurs at least once in the application, and
which requires staff to identify what document was used (e.g., a “Date of Birth or Age Verification”).

Description: This column indicates “Not Available” if no verification was performed and identified in the
application yet. If it was, the selection that staff chose (from a drop-down list) for the verification
document is displayed (e.g., “B - Birth Certificate” for Date of Birth and Age Verification indicates that
staff chose the second drop-down, “B” to note that a Birth Certificate was used to verify age).

Action: This column has links to Scan, Upload, Link, or View the actual document used by staff in
making this verification. The first three links are rarely used on this panel (the document should be
attached when verifying data while completing the application). Normally, the View link is the only link
used from the Verification Summary Panel.

All four links in the action column are shown (they are shown wherever the verification indication is
shown). If a verification is made, but no document attached, the appropriate document could be added
from this panel, as well.
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Frequently Asked Questions

What are the main differences between what individuals see on their Documents tab
and what staff see on their view of Individual Documents tab and on Documents
(Staff) tab?

Individuals won'’t see any documents that Staff has marked to hide. However, staff looking at the
Individual’s Documents tab will see a message for documents they have hidden from the
individual, and another message for documents that they could hide from the individual.
Individuals won'’t be able to View their documents after they upload or scan them unless they re-
enter their password.

Staff can also see documents from the Documents (Staff) tab. From that tab, staff sees the
Category. The Category is related to the source of creation (e.g., Verification, vs.
Communication vs. General vs. Résumé ); if staff uploads from the Documents tab and picks a
verification item, the Category is Verification. From the Documents (Staff) tab, staff will also see
the modify date (not the create date), and they can change to a Detailed view. The Detailed view
lets them see all tags, document associations, and the create and edit date and the user, from the
list (they don't have to click view for this information).

What about the document information/association fields for scan/upload. Does that
differ for individuals and staff?

Yes. The options for Document Association and Classification are quite different for the two
users.

For staff: There are four document association fields (Program, Application, Verification Item,
and Verification Type). From the Documents tab, staff is not required to pick these items, but if
they do, each selection narrows the list for the next selection. For example, they can associate
the document to the WIOA program and tie it to the individual's WIOA application, or they can
pick a specific Verification Item (e.g., Disability verification) and then pick the specific type
(medical records, workers comp records). These four selections are system-filled if staff
uploads/scans from a verification link.

For Individuals: There is only one association, called Document Description, which is a required
selection. This results in a drop-down with a subset of the many possible verification types. For
example, verifying citizenship could be done with an alien registration card, birth certificate, or
passport. Most of the other verification items available to staff when they pick Citizen / Alien
Status for verification are not in the Document Description list for individuals.

Can staff hide documents that individuals uploaded or scanned?

Yes, even if individuals upload the documents themselves. Staff may still access them later, put
annotations such as revision bars on them, hide the image, or limit whether the annotations can
be included in downloads.

Can individuals or staff launch all the types of documents that can be uploaded or
scanned from the Documents tab?

Both staff and individuals can open and see the particular types of documents whose image can
be viewed by clicking on the View screen (such as TIFF, PDF, JPG, JPEG, JIFF, GIF, or BMP
files). But individuals will have to use their password to open the files when they click View.

For all other file types supported for uploads, staff or individuals can click View to see basic
associations and to download the files. However, the user will have to download the other file

Virtual OneStop — Staff Services User Guide 30-19 V18 — 05/2018



»

‘y Geographic

- ®
gsgo!hl"t.'o“sm Manage Documents

types (such as sound files, WAV or .MP3, or word processing or spreadsheet files, .DOCX or
.XLS). They can then open those files from their operating system’s recognized applications that
are associated with the file type.

What can be searched for from the Document Search tool?

e Users can search based on the document classifications and/or on terms in the document tags.
Users cannot search based on a user name (staff will usually know a user name, directly assist
that user, and see their Documents tab).
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