Electronic Sending Attached

Documents From SSIS Worker to
SSIS DHS




Permanency Only

» No other program area, e.g., Children’s Mental Health or
Child Welfare, can use the electronic submission process of
attached documents at this time.

» Workers may still fax or mail any of the documents as is
currently the process.



Available Locations for Electronic Submission

of Attached Files to DHS Permanency

» Workgroup > Chronology > Attach Files

» Person > Attached Documents

» MAPCY Rating Report > Report Viewer

» Out of Home Placement Service Plan > Report Viewer



SSIS Admin Functions Required

» View Attached Files

» \Workers must have this Admin function to send
attachments and MAPCY Rating Report and OHPP.



Attached Files Process Remains the Same
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Reminder of Correct File Types

» Files must be saved on the worker’s » Which attachments can be sent for SSIS
desktop, or local agency server before DHS?

they can attach a file. » This means that text files, images,

» Types of Files that can be attached scanned items, and PDF files are the
currently. most likely file types used to submit
> Text files (.doc, .docx, .rif, .txt) documents from the required Adoption

document checklist.
PDF files (.pdf) » Workers will receive error messages if the
Images (.bmp, .png, .jpg) %’t;tgg;ed file is not in an acceptable

Scanned Items (.img, .pdf)

» executable file format (.exe
PowerPoint (.pptx) > C);mlrjnand (Icmd) (-exe)

. . » Contact SSIS Help Line for assistance if
Compressed files (zip) needed.

Excel (.xls)
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New Field added to Attached Documents

at Workgroup Chronology

Current Attached File Fields New Field: Document Type
» File Fie: FleEst: File Size: Atachment Date:
» File extension (M8 ke MentorMectngAgends [doce | 16044 |PMIS 1SEOPH
> File Size Document Type: | [Wlyls} j
» Attachment Date

~ Comment

» Comment |
» View o |
Note: In this new function, anything in the
Comment section is for local agency use and is
not seen by DHS staff.




File: File Ext:  File Size: Attachment Date:
|5 wiorker Mentor Meeting Agenda [docs | 15044 |7/29/2015 21550 PM - |
Document Type: | ;I
_ Comment: Code | D escription I;I
< 29 Docurnentation of relativeskin zearch
Wis I 30 Court arder reliewing agency of relative zearch
21 Documentation of child's condition
a3z Home Study
33 Documentation of SAE reqgistration
34 Child Placement Detail by Cont. Plocmit B eport
35 551 Eligibility Motification from 550
] = 551 Eligibility on 554, letterhead
ar 551 benefit check
i- 3= S5MFMRT Dizahbility Determination letter
29 Documentation from DHS werifving W-E FC payment
40 Court orders for Trial Home “Wisits
47 Froof af zibling relationzhip
42 Documentation of zibling's adoption azzizstance
43 Docurnentation of A ecruitrment Efforts
' | Other




Workgroup Chronology Attachment Action Menu

Action Menu

Attached Files

Send to DHS Adoptions will be New Attached File
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Workgroup
Chronology
Attachments

August 17, 2015 Worker Mentor Meeting Agenda.doox ﬂ

Sending for: j
Regarding: Other j
Document Name: | Il R RN
Date Sent: DHS Document #: Status:

El |

Cancel |

Worker must select the name of the client in the
Sending for field and Regarding what events or
verifications, e.g., child ward verification, etc.
Document Name, Date Sent, DHS Document #,
and Status all autofill as the electronic submission
Process occurs.
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Status of Electronic Document Submission

Status Notification Action: Send to DHS Change to Attached Document
Date Sent, DHS Document # and Screen
Status autofills once sent. Pop up confirmation message Electronic submission information added.
Tho satus catogores aresdaf. oo o [ (i
pending, and committed. —-— S— =

- "“*-.l Document successfully sent. Comment:
If DHS determines the document o |
IS not applicable status goes oK
blan k —Sent to DHS Adophion
Sending for: |.-'1'-.|:|am Az Alkima ﬂ

Date Sent DS Document® Status: Regerang: | tber =

Document Name: IDther - 7292015

Date Sent: DHS Document #: Status:
FA29/2015 340:06 P ﬂ I 219327532 | Draft
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Deleting Attached Files

- Workers can technically select Delete after attaching a file.

- However, they are only deleting their agency copy.

- What they sent is maintained at DHS and is not deleted.
- Delete option is available, but should only be used with
research and consultation with agency before doing.
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-Setup I Document Scoring Pruper‘tiesl Comments
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MAPCY Attached Documents Option Available

Only on MAPCY Rating Report
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« Once the MAPCY is Completed S File View Searches/Logs Tools Window Help Testers

and scored, access the MAPCY a kLT DUNECRE 9
Rating Report. SEBH =% W« 1 [» K §HEg

- Note the new DHS icon on the
toolbar.

« Click this and the MAPCY

Rating Report is electronically MAPCY Rating Report
sent to DHS.

MAPCY Tool: Youth Domains (Ages 13 and ¢



Out of Home Placement Plan Required Document

« Once the Out of Home

Placement Plan is completed, it,

too, can be submitted
electronically to DHS.

- Note the new DHS icon on the

toolbar.

- Curser flyover says “Send to
DHS.”

s SIS Worker Fiscal - 15.3.1.2 - [OHPP]

E;E Fle View Searcheslogs Tools Window Help Testers

FERIE R R

Minnesota Department of Human Services

Out of Home Placement Plan
Continuing Foster Care

GEEE [ w1 [y |sag

Name: Samuel Alexander

Age: 21 years

Plan Start Date: ~ 04/11/2013

Date of Bith: ~ 07/02/1992

ICWA:  Nao

Plan will ba reviewed:

0411112013
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@] WG Change Log d File: Filz Ext:  File Size: Attachment Date:
=-E Chronology | Continuing Fester Care I 14242 |7/29/2015 £07.52PM |
{27 Case Notes ) Document Type: IDut of Home Placement Plan d
{_] Documentation
. {_] Reports Comment: Sending report ta DHS Adoptions.
» View from Attached s |
T Activities View
#{_] Documents
I I {:] Legacy Documents
iles in Chronology. 19 |
BB Continuing Foster ¢ Sent to DHS Adaption
{7 Partidpants Sending for: IBarky Mic: Barkingtan j
g Dedision Tools
Regarding: I QOther j

S

» You can see the Qaarmy s
OHPP or MAPCY 8 oot e
Rating Report and the

date it was sent and

the current Status.

Document Name: IDut of Home Flacement Plan - 7/23/2015

Date Sent: DHS Document #: Status:
¥423/2015 4:09:00 PM j | 213327547 | Draft

Out of Home Placement Plan - Safety Plan and Se
Family Assessment Service Plan Draft 07/25/201.
Child Protective Services Plan Draft 07/24/2012
Child Protective Services Plan Draft 11/16/2012
Child Protective Services Plan Draft 10/31/2012
CW-TCM Service Plan Draft 11/16/2012
CW-TCM Service Plan Draft 11/14/2012
Independent Living Plan Draft 11/16/2012

QOut of Home Placement Flan - Adoption/Guardiar
Out of Home Placement Plan - Continuing Foster
Closed

] Special Studies |
] Checklists

(] Slayer Care Multiple Kids CP Assessment &/5/2012

H-{£2 Barkington Barky Mic CP Assessment 01/27/2012

H-{E2 Utt Fluffy B CP Assessment 1/17/2012

H-{E2 Barkington Barky Mic CP Assessment 11/8/2011 -
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Secure Database

- ATTACHED FILES ARE

SECURED BETWEEN
WORKER AND DHS.

- ATTACHED FILES

EXIST IN LOCAL
AGENCY DATABASE
AND SSIS DATABASE.




Miscellaneous Notes

- Workers can still fax or mail documents.

- If incorrect document was sent, DHS will notify and give next
steps.
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