Kansas Imaging and Tasks for Support Staff

Welcome to IMAGING
AND TASKS for
SUPPORT STAFF!

August 6t 2015



Kansas

Eligibility Enforcement
System (KEES)

Agenda

* OVERVIEW
» KEES New Application(s) Application Plan
* KEES Application Basket
* Potential CH Application
* Expedited PW KanCare Application
* KanCare Application
* Urgent Need KanCare Application
» KEES Case Application Plan (DCF MEDICAL)
e (Case — No Task Basket
* Application
 KEES DCF Non-Medical Application Plan
* DCF Non- Medical
* Application




Eligibility Enforcement
System (KEES)

Agenda Continued..

* KEES Case (CH and DCF Reviews)
e Case — Task (Clearinghouse)
e KC 1200 — CH Review
 KC 1300 — Passive Review
Letter
e Case — No Task (DCF)
* KC 1600 — Review
e KC 1700 — Passive Review
Letter



Eligibility Enforcement
System (KEES)

Agenda Continued..
« KEES DCF Non-Medical
 DCF Non- Medical

* Non-Medical Review E}s
 KEES Unknown Case — H -
'Ta
» Case — No Task ¢
Basket —_—
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OVERVIEW
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Materials

 User Manual
* Imaging Section

« CDG

 Desk Aids On KEES Repository
« Screening for the Big 4
 DCF Imaged Forms Desk Aid
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Eligibility Enforcement
System (KEES)

Applications: Big 4 Screening

Applying is the key word in this concept.

Age 65 or older, not Medicare beneficiary,
pregnant, nor the not pregnant, nor the

caretaker of a minor caretaker of a minor
child child

if ALL individuals applying for Medical meet one of the Big 4 criteria, the application remains at DCF.
When minor children are part of the household, they only impact the screening criteria if the family is also requesting
Medical for the minor children.
All other requests are sent to the KanCare Clearinghouse for a MAGI eligibility determination.
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Eligibility Enforcement
System (KEES)

() ImageNow - X1002804 = et
Connect  Settings  Help
&Appllcatlons ~ Batches = Documents ~ E Worlkflow = “} Capture = -_:_:- Manage 0 Help -
KEES Barcode Document (s)

KEES Case
KEES Case - LIEAP
KEES Case - PPS
KEES DCF Non-Medical
KEES DCF Mon-Medical Un-Delete Document
KEES Delete Document
KEES New Application(s)

lete Document

() () KEES Un-Delet:
KEES Unknown Case - DCF
KEES Unknown Case - KDHE

« KEES Case: Use for any document tied to a known KEES case number
EXCEPT CH APPLICATIONS

« KEES DCF Non-Medical: Use for any document tied to a non-medical program
and the case number is known

« KEES New Application(s): Always use when routing an application to the
Clearinghouse

 KEES Unknown Case — DCF: Use when a document is received and there is
not an established case.
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Eligibility Enforcement
System (KEES)

i, ImageMow Viewer - Package

§Ei|e View Annotation Workflow

Package 1 x
m Package *
Package

+ | Case -Task
+ | Case -No Task
+- | DCF Non-Medical

Baskets

+- | KEES Applications

« KEES Application: Used to route APPLICATIONS NOT meeting the Big 4 to
the Clearinghouse.

« Case- Task: Used ONLY to route CH Reviews to CH

« Case- No Task: Used for DCF medical programs. Medical programs should
have a KEES case number before a document is imaged.

« DCF Non-Medical: Used by DCF for all Non-Medical programs. Non-Medical
programs will not have a KEES case number.
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Eligibility Enforcement
System (KEES)

Indexing

 |If applications or reviews have supplemental documents attached, support staff
will index to the appropriate document type within the KEES case or KEES DCF
Non-Medical Drawer. Users can split the documents to correct document types
before submitting the images or can choose to drag and drop later.

« When routing applications to the Clearinghouse, DCF staff are NOT expected to
index the supporting documents.

RESOURCE KANCARE REPOSITORY
‘DCF IMAGED FORMS DESK AID’
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IMAGING AN APPLICATION
TO The Clearinghouse

. . $
Potential CH Application ey

Expedited PW KanCare Application ‘J.__
KanCare Application

Urgent Need KanCare Application 3
> 4

-
- —

= l‘d
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Eligibility Enforcement
System (KEES)

Potential CH Application

*  When an Application does not meet the BIG 4 but DCF
expects the Application or part of it to be returned to DCF
for processing.

Expedited PW KanCare Application M

 Medical Applications with a Pregnant Applicant. B

KanCare Application ‘J

«  When an application does not meet the BIG 4 and DCF
does not expect to receive the application back.

Urgent Need KanCare Application N

 Application does not meet the BIG 4 and has a known /'3
Urgent Medical NEED. Is applicable for Applications T N
expecting and not expecting to return to DCF. é
-l
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Eligibility Enforcement
System (KEES)

KEES APPLICATION PLAN - Potential CH Application

o ston X [ .

Connect  Settings  Help

i,

" Type Last Mame Here:
&Applications ~ Batches ~ Documents -

KEES Barcode Document(s) = . = -
KEES Case flow - q Capture ~ <

KEES Case - LIEAP

KEES Case - PPS

KEES DCF Non-Medical
KEES DCF Non-Medical Un-Delete Document -
KEES Delete Document
KEES Mew Application(s)
KEES Un-Delete Document
KEES Unknown Case - DCF
KEES Unknown Case - KDHE

— = Physically Scan Paper
’ and

Package
= KEES Applications
SAVE
~ | BCC Application
Combined Application
Combined Application Urgent Need

Combined Potential CH Application
Expedited FA Application

- || Expedited FA Combined Application
1 Enter Received Date (SR 22— ° o

Expedited PV KanCare Application
Expedited PV Combined Application

Please enterthe Received Date in the following Expedited FA & PW Combined Applica

format: MM/DD/YYYY Inmate Application : |
KanCare Application : { i
OHE O Applcaton s Case Pa[kage Docurment = i Al
PII-Newborn E {
E - g

s lication

Unsigned Application
Unsigned CH Application
Urgent Meed KanCare Application
3100/3100. 1 Exp PW Application
3100/3100. 1 Medical Application
w || 3100/3100. 1 Urgent Medical Applicati
Case - Task
Case - No Task

DCF Non-Medical
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Eligibility Enforcer
System (KEES)
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Eligibility Enforcement
System (KEES)

KEES APPLICATION PLAN - Expedited PW Kancare Application

o et = e . X

Connect  Settings  Help

i

Type Last Mame Here:

&Applications ~ Batches ~ Documents -

KEES Barcode Document(s) = . = ! Cancel
KEES Case flow - q Capture ~ <

KEES Case - LIEAP

KEES Case - PPS

KEES DCF Non-Medical
KEES DCF Non-Medical Un-Delete Document -
KEES Delete Document
KEES Mew Application(s)
KEES Un-Delete Document
KEES Unknown Case - DCF
KEES Unknown Case - KDHE

Package R x

P : Physically Scan Paper
e and

= || KEES Applications
- |, Application

BCC Application SAV E

Combined Application

Combined Application Urgent Need

Combined Potential CH Application
Expedited FA Application

I Expedited PW KanCare Application
o

Expedited FA & PW Combined Applica
Inmate Application

KanCare Application

KDHE 05w Application

PII-Newborn

Pre Release Application

Potential CH Application

TB Application

Unsigned Application

Unsigned CH Application

Urgent Need KanCare Application
3100/3100. 1 Exp PW Application
3100/3100. 1 Medical Application
3100/3100. 1 Urgent Medical Applicati|
= Case -Task.
Case - No Task
DCF Non-Medical

i EnterReceived Datc‘

Please erter the Received Date in the following
format: MM/DD/YYYY.

Case Package Document = laad
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Eligibility Enforcement
System (KEES)

KEES APPLICATION PLAN - KanCare Application

,

Connect  Settings  Help

i,

" Type Last Mame Here:
&Applications ~ Batches ~ Documents -

KEES Barcode Document(s) = . = -
KEES Case flow - q Capture ~ <

KEES Case - LIEAP

KEES Case - PPS

KEES DCF Non-Medical
KEES DCF Non-Medical Un-Delete Document -
KEES Delete Document
KEES Mew Application(s)
KEES Un-Delete Document
KEES Unknown Case - DCF
KEES Unknown Case - KDHE

Package nx

P - Physically Scan Paper
S and

Application
BCC Applcation S AV E
Combined Application
Combined Application Urgent Need
Combined Potential CH Application
Expedited FA Application

b Expedited FA Combined Application
Enter Received Dat_ {-&J Expedited PV KanCare Application
Expedited PW Combined Application
Please enterthe Received Date in the following 0K 2 Expedited FA &PW Combined Applica
e, WLOBYYY (o)

— [ KanCare Application L]
ncel : : _‘.ll
PII-Newborn L]
e Rk A : Case Package Document - 3
joa/04/2015] ~ || Potential CH Application . 3 - -
TE Application ] J " i

Unsigned Application
Unsigned CH Application
Urgent MNeed KanCare Application
3100/3100. 1 Exp PW Application
3100/3100. 1 Medical Application
3100/3100. 1 Urgent Medical Applicatil
Case -Task
Case - Mo Task
DCF Non-Medical
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Eligibility Enforcement
System (KEES)

KEES APPLICATION PLAN - Urgent Need KanCare Application

o et = e . X

Connect  Settings  Help

i

Type Last Mame Here:

&Applications ~ Batches ~ Documents -

KEES Barcode Document(s) = . = ! Cancel
KEES Case flow - q Capture ~ <

KEES Case - LIEAP

KEES Case - PPS

KEES DCF Non-Medical
KEES DCF Non-Medical Un-Delete Document -
KEES Delete Document
KEES Mew Application(s)
KEES Un-Delete Document
KEES Unknown Case - DCF
KEES Unknown Case - KDHE

Package B ox

P - Physically Scan Paper
e and

Application
BCC Application SAV E
Combined Application

Combined Application Urgent Need
Combined Potential CH Application
Expedited FA Application
Expedited FA Combined Application

W' Enter Received Dat‘ | Expedited PV KanCare Application

Expedited PV Combined Application

Flease erterthe Received Date in the following - || Expedited FA & PW Combined Applica
format: MM/DDAYYYY.

Inmate Application
KanCare Application
KDHE Q5W Application
PII-Newborn

Pre Release Application
Potential CH Application
TB Application
Unsigned Application

Case Package Document = Saad

Urgent Meed KanCare Application

3100/3100. 1 Medical Application
- || 3100/3100. 1 Urgent Medical Applicati
+ Case - Task
31 || Case -MNo Task
& || DCF Non-Medical
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IMAGING AN
APPLICATION
MEETING THE BIG 4
Staying at DCF!

NOTE: REGISTER BEFORE IMAGING
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Eligibility Enforcement
System (KEES)

KEES Case Application Plan

) ImageNow - X1002894

- - 5
Connect  Settings  Help ¥ ' Enter Received Da_ @
0K

&Applicatmns ~ Batches ~ | Documents +
s L | Please enterthe Received Date in the following
KEES Barcode Document(s) format: MMDDA Y Y'Y

KEES Case Cancel
KEES Case - LIEAP
KEES Case - PPS [:apture. m
KEES DCF Mon-Medical
KEES DCF Non-Medical Un-Delete Document m
KEES Delete Docurnent
KEES Mew Application(s)
KEES Un-Delete Document

KEES Unknown Case - DCF
KEES Unknown Case - KDHE

b

r\l Package
NOTE:
E‘ackage

5 1) G ook ” Physically Scan Paper Supporting Documents
Application
e and received with a DCF Medical
Appeal SAVE . . .
Barcoded Document Application will need to be
BCC Review imaged to specific Document

Barcoded Document Expedited
CH Review

Concerns :
Correspondence  Case Package Document » q 4 | \ ! Types *
: ¥y i f -

Critical Correspondence _
Employer Contact Record EX- Pay Stu bs - Income
Expense
Fax
Income 22
IR
Journaling

m



Kansas Imaging and Tasks for Support Staff

DEMO 5

Eligibility Enfor
System (KEES)




Kansas Imaging and Tasks for Support Staff

Eligibility Enforcement
System (KEES)

IMAGING A NON MEDICAL APPLICATION

« Food Assistance
« TANF
 Child Care

NOTE: Best practice is to copy the KAECSES Case Number into the ImageNow field. Case
Name needs to be identical to the way it is SPELLED in KAECSES. The format the name
should be entered into ImageNow needs to be First Name, Middle Initial, and then Last
Name because that is how it is brought over from KEES. No periods or commas should be
entered. If the consumer only has a KSCares number that is the number you will image the
documents under. The number will be 8 digits long EXAMPLE: KSCares number is 26589 it

will be entered as 00026589.
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Eligibility Enforcement
System (KEES)

KEES DCF Non-Medical e x|

() ImageNow - X1002894 r<|
g
Connect  Settings  Help PECkage =
&Applicatmns A Batches ~ Documents
— = Package
KEES Barcode Document(s) - : -
KEES Case i | Enter Received Date [N i = |_DCF Non-Medical -
KEES Case - LIEAP - | Application
Please enterthe Received Date in the following - " )
KEES Case - PPS format: MM/DD/YYYY. Adgptgn Assistance Review
KEES DCF Non-Medical [ conce ] || Appeal
KEES DCF Mon-Medical Un-Delete D it
priedienl STl Toramen diow - Il Capture - 4 Barcoded Document
KEES Delete Document w B ded D tE dited
KEES Mew Application(s) arcooe ] ocument Expedi
KEES Un-Delete Document BCC Review
KEES Unknown Case - DCF - || CHReview
KEES Unknown Case - KDHE Concerns
Correspondence
Critical Correspondence
- - | Employer Contact Record
Properties Tx .
Physically Scan Paper Il Bxpense
. Document Keys kS Fax
and - | Income |
Drawer =
- IR
KEES DCF Mon Medical SAVE

Case Number

| NOTE:
— Supporting Documents
received with a DCF Non-
VR X! Medical Application will
need to be imaged to
e specific Document Types.
Ex. Pay Stubs = Income

Field 3

Received Date
08/04/2015

i Case Package Document ~ q

25
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Imaging Medical
and Non-Medical
Reviews
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Eligibility Enforcer
System (KEES)

* KEES Case (CH and DCF Reviews)
e Case — Task (Clearinghouse)
e KC 1200 — CH Review
* KC 1300 — Passive Review Letter
e Case — No Task (DCF)
 KC 1600 — Review
* KC 1700 — Passive Review Letter
 KEES DCF Non-Medical
* DCF Non- Medical
* Non-Medical Review
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Eligibility Enforcement
System (KEES)

Clearinghouse KC 1200 Medical
REVIEW

'_'3'1""<"QEN°W-’.(1002394 KEES Case App|ication P|an # ' Enter Received Da_ ﬁ.1

A sppictions - mtctiess 2\ Documentess Please enter the Received Date in the following
P o = format: MM/DD/YYYY.

KEES Barcode Document(s) | Cancel
KEES Case

KEES Case - LIEAP
KEES Case - PPS [: t

KEES DCF Non-Medical ap ure m
KEES DCF Mon-Medical Un-Delete Document
KEES Delete Document .
KEES New Application(s)
KEES Un-Delete Document

KEES Unknown Case - DCF
KEES Unknown Case - KDHE

-

Package o x

m Package PhySICa”y Scan Paper
— and
=~ || Case -Task - SAVE

----- Adoption Assistance Review
..... Appeal

----- Barcoded Document

----- Barcoded Document Expedited
..... BCC Devim
----- CH Review
_ QNCErNS
----- Correspondence

----- Critical Correspondence
----- Employer Contact Record
----- Expense 29
..... Fa}(

----- Income

i

: - ~
: Case Package Document - q _| !
H w i B -
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Eligibility Enforcement
System (KEES)

Clearinghouse KC 1300 Medical
REVIEW

'_'3'1""<"QEN°W-’.(1002394 KEES Case App|ication P|an # ' Enter Received Da_ ﬁ.1

&A hestions - mtctiess 2\ Documentess Please enter the Received Date in the following
g = =] format: MM/DD/YYYY.

KEES Barcode Document(s) | Cancel
KEES Case

KEES Case - LIEAP
KEES Case - PPS [: t

KEES DCF Non-Medical ap ure m
KEES DCF Mon-Medical Un-Delete Document
KEES Delete Document .
KEES New Application(s)
KEES Un-Delete Document

KEES Unknown Case - DCF
KEES Unknown Case - KDHE

-

»

ﬂ Package

Package .
5 " Physically Scan Paper
= | Case -Task and

----- Adoption Assistance Review
----- Appeal SAVE
----- Barcoded Document

----- Barcoded Document Expedited
----- BCC Review

----- CH Review

----- Concerns
----- Medical

: - ~
: Case Package Document - q _| !
H w i B -

Passive Review Letter |

Personal Id
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Eligibility Enforcement
System (KEES)

DCF KC 1600 MEDICAL REVIEW
KEES Case Application Plan

' - A
) ImageNow - X1002894 i ' Enter Received Dat‘ [-LhJ

Connect  Settings  Help

ications - ey 1 Please enter the Received Date in the following -
&Appllcatlons — Batches Dn(uments_ farmat: MM/DDAYY. QK

—

KEES Barcode Document(s) | Cancel
KEES Case

KEES Case - LIEAP

KEES Case - PPS L-: t
KEES DCF Non-Medical ap ure m D8/04./2015]
S

KEES DCF Mon-Medical Un-Delete Document
KEES Delete Document

KEES New Application(s)

KEES Un-Delete Document

KEES Unknown Case - DCF

KEES Unknown Case - KDHE

bed

( ] Package

E‘T:kagzase - Mo Task - N OT E .
11 Aopton heitree Review Physically Scan Paper Supporting Documents

Appeal . . .
e coded Document and received with a DCF Medical

Barcoded Document Expedited SAVE . . .
BCC Reveew Application will need to be
Concerns H 1F:1

e e imaged to specific Document
Release of Info :
Resources ! Case Package Document ~ q —| » ! Types'

Returned Mail-In State ; AL I

Returned MailMo Fwd Address EX . Pay St U bS = I n CO m e
Returned MailMo Fwd Address PR
Returned Mail-Out of State
Returned Mail PR Letter

Review
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Eligibility Enforcement
System (KEES)

DCF KC 1700 MEDICAL REVIEW
KEES Case Application Plan

,

Connect  Settings  Help

&A Heations < mtctiess 2\ Documentess Flease enter the Received Date in the following o
s = == - format: MM/DDAYYYY .

KEES Barcode Document(s) | ] Cancel

KEES Case

KEES Case - LIEAP

KEES Case - PPS L-: t
KEES DCF Non-Medical ap ure m D8/04./2015]
S

d

:

KEES DCF Mon-Medical Un-Delete Document
KEES Delete Document

KEES New Application(s)

KEES Un-Delete Document

KEES Unknown Case - DCF

KEES Unknown Case - KDHE

bl

r(l Package
Pacage NOTE:

—J- |, Case - No Task -
222:i3ljlzt|.10:ssistance Review PhySICa”y Scan Paper Su p po rtl ng Docu me nts
W oovenied Doarment and received with a DCF Medical

----- Barcoded Document Expedited SAVE . . .
..... BCC Review Application will need to be

----- CH Review

----- Concerns imaged to specific Document

----- Medical
..... sy ) éCasePackageDocumentv q I —| '1‘ ! Types'
rersenallaenthng T Ex. Pay Stubs = Income

Passive Review Letter
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Kansas

Eligibility Enforcement
System (KEES)

Imaging and Tasks for Support Staff

KEES DCF Non-Medical U rcose

A
() ImageNow - X1002894 Package
Connect  Settings  Help 5 | DCF Mon-Medical -
&Applicat\ons A Batches ~ Documents .l'-\ppthlitIDI'I X )
— — | Adoption Assistance Review
KEES Barcode Document(s) R ) I Appeal
KEES Case # | Enter Received Date I ) [ . Barcoded Document
KEES Case - LIEAR Please enterthe Received Date inthefolowra [ o 1 IR | i Barcodeq Document EXDEdItEd
KEES Case - PPS format: MM/DDAYYYY. e J R [ e BCC Rewview
KEES DCF Non-Medical cancel | [ TN | L CH Review
KEES DCF Mon-Medical Un-Delete Document T ' | | [ AN N R Concerns
KEES Delete Document Hoz d, Capture - o~ M} | Correspondence
KEES Mew Application(s) | ERRRRRR— e Critical Correspondence
KEES Un-Delete Docurnent | . TTTE—————— e Employer Contact Record
KEESUnknown Case-DCF [ e Expense
KEES Unknown Case-KDHE | e Fax
----- Income
..... IR
Properties . Eournahng
----- egal

Legal Representative
LTC Communication
LTC Communication Urgent Meed

0 Physically Scan Paper

. DocumentKeys <= S JErEE S mEEEL L A EE

Drawer a nd .....
KEES DCF Non Medica S AVE L

b3

Case Mumber

Clase Name N OT E :

Supporting Documents
received with a DCF Non-
Medical Application will
need to be imaged to
specific Document Types.

Ex. Pay Stubs = Income

Field 3

Received Date
08/04/2015

E y ~
: Case Package Document - Q ‘ !
; y | B

Unique ID

301Y284_07F DOIKFC

Document Type

Application

37
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Imaging a
document
without a known

case number
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Eligibility Enforcement
System (KEES)

NOTE:

* Person First Name and Person Last Name are required indexing fields. If First
and/or Last name is not known, staff are to enter Unknown in the corresponding
field(s).

e Staff should enter the office location in the Last Name field along with the name.

» Staff should enter N/A in the SSN and Fax Number/Email Address fields

* Once you have determined the correct Document Type, drag and drop the images
into that basket which will automatically change the Document Type on the
Document Keys.
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Eligibility Enforcement
System (KEES)

Unknown Documents
KEES Unknown Case — DCF Application Plan

Imsgefiow - X1002894

[ : .
| Lennect  Gettings  Help . — - E3 - #  Enter Received Dat_ l_J&
‘ h.ﬁpphcn‘lm-ns- 'J Estches = Elm:umenhn Type Lagt Name Here: [Pu\re;;a m%%ewm Daterin the folowing
EEES Barcode Docurmentis) l- ——— .
e Cancel
KEES Case IL/
EEES Case - LIEAP | =
flow = q Capture = = /0272017
KEES Case - PPS 4 P ]
KEES DCF Mon-Medical
KEES DCF Mon-Medical Lin-Delete Document
KEES Delete Document
KEES Mew Applcatsonis) .
KEES Un-Delete Document 4 Document I(eys P
KEES Urniknown Cae - DCF
KEES Unlknowsn Case - KDHE Drawer
KEES Unknown Case - DCF
First Name .
Topeka David Physically Scan Paper
Last Name and
Package o x Topeka Weber
. s SAVE
r(l Package ® N/A
Received Date
Package 08/05/2015
+ Fax Mumber\Email Address
+ Case - Task NJA .
- l Case - Mo Task l : i A
: . Document Type i Case Package Document = Q -
+-- | DCF Mon-Medical : i
Application * -
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Eligibility Enforcement
System (KEES)

Reminder
* Follow the A, B, D’s of Imaging
 A—Application Plan M
+ B — Baskets sy
D - Document H*-

This will insure that all documents are N
going to the correct place and creating /T“
the correct tasks.

- —

= I“
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