CalSAWS Imaging Solution

Imaging Drawers

Imaging Drawers

Drawers are repositories where

images are stored in the CalSAWS

Imaging Solution. Images are
separated by County and across
different categories within the
County. This separation of
documents is tracked and
managed through security rights.

Person level documents are
stored in the Person drawer,
which is accessible by all
Counties. Case level documents
are stored in the appropriate
County specific drawer, which is
accessible by users in the same
County with the appropriate
security rights.

Here is an example of how
drawers are organized.*

County A County A County A
Case Drawer ~ CWS Drawer  Hearings Drawer

County B County B County B

Case Drawer CWS Drawer Hearings Drawer

Person Drawer

*This example does not include all

available drawers.

Generaql Routing
__ Process

System Processing
Document is
processed by the
System. Users
complete pending
imaging activities
and
update/modify
document
properties via
workflow queues, if
necessary.

Archival

After system
processing and
upon completion of
all user validation,
the System archives
the documents(s)
to the appropriate
drawer.

Retrieval

Users with the
appropriate
security rights can
search for and view
documents in
drawers. Users can
also route
document(s) back
info the workflow
for modificafion,
l.e., reindexing.

Specific security
rights give users the
ability to archive,
search for, and
access all
% documents in
drawers.
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Document Reftrieval

Document Retrievql

Document retrieval refers to the process of accessing and
viewing images after they have been scanned and
submitted/uploaded into the CalSAWS Imaging Solution.
There are two ways to retrieve documents:

Searching
document
drawers in the
Perceptive
Experience

Perceptive

Imaging Link
You can

view documents
within the
Percepftive
application by
clicking the Imaging
link on the Utilities
navigation bar from
any CalSAWS page.

Documents
Button
Clicking the
Documents button
on the Perceptive
Home page takes
you to the
Documents page,
where you will find a
list of drawers that
you have access to.
Within each drawer,
yOuU Ccan run a pre-
defined search or
build a custom
search to find and
view documents.

i

Clicking the
Images button on
select CalSAWS
pages

Images Button in CalSAWS

Imaging Buttons

The Images button is available on 78
CalSAWS pages, including the Case
Summary, Task Detail, Distributed
Documents, and many data collection
pages. When clicked, the Images
button opens a list of scanned
documents related to that page.

Case Summary

The Images button on the Case
Summary page pulls back a list of
almost all documents (both case and
person level) associated to the case.
Additionally, the Point of Service button
on the Case Summary page opens a
list of any documents submitted from
an external source within 20 days.

CalSAWS Data Collection Pages

The Images button is found on many of
the CalSAWS data collection pages
where it pulls back specific documents
related to that data point. For example,
clicking the Images button on the
Income List page opens a list of case
and person level documents related to
income verification for the case as a
whole — pay stubs, child support
information, sworn statements, etc.
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Imaging Capture Profiles

\Y!':lgf is a Scan Mode?

_—

————
The CalSAWS Imaging Solution scan modes allow staff
to image documents into the appropriate drawer.

Various scan modes support imaging of physical A
documents, virtual files stored on a local device, and "f% @
virtual files accessed through a desktop application g

or website. /ff‘x) 4/%;
</ Q

\Sg'féWS Scan Modes

— Single Case: Capture one or more documents for @
—| single case

different cases

@ Multi-Case: Capture multiple documents for

Variations of Scan Modes

Virtual Print: Print documents to a single case directly

|(>:| J from any desktop application or website that allows
=vn printing into the CalSAWS Imaging Solution

:/_ j File Upload: Upload documents stored in a local
device directly into the CalSAWS Imaging Solution

Additional scan modes include Return Mail, Ignore Barcode,
Adoptions (AAP), Adult Aging Services (IHSS), Child Welfare
Services (CWS), Quality Assurance/Quality Control (QA/QC),
Special Investigation Unit (SIU), Hearings, and Resource
Databank (RDB).

Note: Access to all scan modes are tied to security rights.
Custom Properti -
e (OPetlies & Specialty Flags

Specialty Flags: Indicators that
help guide system actions after
the scan is finalized, which
users can set when performing
QA on the scan.

Custom Properties: Fields users
can complete when indexing
an image, in addition to the
core document properties.
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