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KEES Sign On 
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Home Page 
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Navigation Bars 
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Navigation Bars 
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Navigation Bars 
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Navigation Bars 



If you know the client’s  
case number enter it here 
and click GO If the case number is not known.  A 

person search will need to be 
completed.   
Selecting the Case Info tab from the 
Global Navigation bar will take you to 
the Person Search Page 
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Inquiry Procedures 
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Inquiry Procedures 
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Inquiry Procedures 
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Inquiry Procedures 
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Inquiry Procedures 
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Case Summary 
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Case Summary 
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Non-financial Pages 
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Non-financial Pages 
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Once we have selected individual 
demographic the list page opens with the 
individuals listed in the household.    
 
By selecting the hyperlink for Roxie we open 
the individual demographics detail page 

Non-financial Pages 
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Non-financial Pages 
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Non-financial Pages 
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Non-financial Pages 
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Non-financial Pages 
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Non-financial Pages 
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Non-financial Pages 
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The LTC Data 
Detail page 
provides you 
with the 
following 
information 
Client; LTC 
Type; eligibility 
information 
related to LTC 
type (this is a 
dynamic field 
that will open 
with different 
information 
based on the 
LTC benefits 
being received). 

Non-financial Pages 
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Financial Pages 
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Financial Pages 
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Financial Pages 
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Financial Pages 
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Eligibility Determination 
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Auth Amount:  Details = approval/Fail=denial 
 

Eligibility Determination 
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Eligibility Determination 
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Eligibility Determination 
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Eligibility Determination 
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Eligibility Determination 
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Eligibility Determination 
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Eligibility Determination 
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NOAs and Forms 
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NOAs and Forms 
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KEES Journals 
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KEES Journals 
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ImageNow Overview 
Inquiry Profiles 
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• OneNote documents will be converted to ImageNow.  

• OneNote will be view only when KEES goes live.    
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Fundamentals 



 ImageNow is the software that will be utilized to capture and store 
electronic images.  

 Documents received by the agency will be scanned into ImageNow…. 
transitioning from physical document storage to digital. 

 Ensures that all documents are secure, quickly retrievable, and 
associated to the files and applications you want. 

 Captures and manages data from SSP, fax, email, mail and KEES. 

 Ability to view, scan, process and search for documents. 
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Fundamentals 



 

 

 

 

 

 

• Statewide Access 

• Real-time access to 
Case File  

 

 

 

 

 

 

• Streamline ICTs 

• Cross Program Case 
File 
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Fundamentals 



 

• Barcoding:  Forms/notices sent from KEES that are expected to be returned will contain a barcode 
to assist with indexing and workflow.  

• Scanning Priority:   

• Hot Scan:  Unworked information, unprocessed information or information that needs 
worked. Imaged within 24 hours.  

• Cold Scan:  Information that only needs filed or information that has already been processed.  
Imaged within 3 - 5 days.  

• Tasks:  Once a document is imaged, a task is created to notify the worker.  

• Paper Retention:  Imaged documents are retained for 60 days to ensure document integrity, then  
destroyed.  Originals will be returned. 

• Case File Purging: Purging of paper files will follow the same  

 protocol practiced in regions today. 

• Fraud cases – Documentation will need to be retained in  

 the paper file as it is considered legal documents. 
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Fundamentals 



48 

Retrieving Documents 
 

KEES (Medical)  

vs.  

KAECSES/KsCares (Non-Medical) 

Retrieving Documents 
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ImageNow is accessed through the                      icon on your computer 

See Imaging:  Application Components Job Aid 

Retrieving Documents 
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Retrieving  

Documents for a  

KEES Case 

Log into KEES and ImageNow (username & passwords will match) 
 

Accessing the Images button from the Case Summary page retrieves  
all documents related to the KEES case. 

 
Accessing the Images button from a Data Collection page retrieves  

documents specific to that category. 
 

*To use this feature, users must be logged into KEES and ImageNow.* 
 

Retrieving Documents 
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Accessing the Images button from a Data Collection page retrieves 

documents specific to that category. 

 

Retrieving Documents 
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Double clicking on the document you wish to view will open that document 

for viewing. 

Retrieving Documents 



Retrieving Documents  

for a  

Non-Medical Case 
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To retrieve documents related to a Non-Medical case,  

use the ImageNow toolbar.   

Retrieving Documents 
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Click on Documents to retrieve all documents 
stored in ImageNow.  Document View allows 
the user to search for documents that are 
within a specific, pre-determined criteria and 
or security group.   

NOTE: Users should be encouraged to perform searches within the specific 
Document View Filters to avoid performing an “empty” search.   

Retrieving Documents 



Document View Filters Definition 

KEES All Case Document Utilize this view for all KEES Case related documents. 

KEES Deleted Documents 
Utilize this view for all deleted documents performed by the KEES Indexing 
eForm. 

KEES Fax Documents Utilize this view for all Faxed documents. 

KEES LIEAP All Documents Utilize this view for all KEES Case LIEAP related documents. 

KEES QA All Documents Utilize this view for all KEES QA related documents. 

KEES Registration Documents Utilize this view for all KEES Case Registration related application documents. 

KEES DCF Non-Medical Utilize this view for all DCF Non-Medical related documents for processing. 

KEES TOP All Documents Utilize this view for all KEES TOP related documents. 

KEES Task View Utilize this view for all KEES Tasks related documents for processing. 

KEES Unknown Case Documents 
Utilize this view for all KEES documents that were not identified to a KEES Case 
at the point of capture. 

KEES PPS All Documents Utilize this view for all KEES PPS Documents. 

KEES DCF RE-Index Documents 
Utilize this view for all DCF documents that require Re-Indexing to the 
appropriate case. 

KEES KDHE RE-Index Documents 
Utilize this view for all KDHE documents that require Re-Indexing to the 
appropriate case. 

KEES SSP Documents 
Utilize this view for all SSP submitted documents that require indexing to the 
appropriate document type and/or KEES Case. 
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Retrieving Documents 
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• On the ImageNow Explorer, Case Number is the default search criteria.  

Users are able to search by criteria other than case number such as case 

name. Use the drop down menu to change the search criteria. 

• Selecting Go will bring the entire list of documents based on the search 

criteria associated to the Case. 

• Double click on the document to view. 

 

 

Example:  Enter the KAECSES case number and click GO.  This will return a list 

of all documents related to the KAECSES case number entered.   

 

Retrieving Documents 
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• If both a KAECSES and KSCares case exist, documents will be 

imaged using the KAECSES case number regardless of status of 

the KAECSES case. 

 

Example:  If the PI has an open Child Care case on a KSCares 

case number and a closed KAECSES case number, documents 

should still be imaged to the KAECSES case number. 

 

• Documents will be indexed to the KSCares case number when it is 

the ONLY case number.   

Retrieving Documents 



Click on the document to view. 

Job Aids 
Imaging:  Document Views 
Imaging:  Quick Search 
Imaging:  Search by Received Date 
 

Use sorting          to sort column results.  
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Retrieving Documents 
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• For new applications or reviews, workers will continue to use the New 

Application/Review Template for both medical cases and non-medical cases. The 

Template will be saved with a Journaling document type.  

• Ongoing journaling for KEES cases will be done utilizing the Journal on the 

KEES Utility Navigation Bar.    

 

Retrieving Documents 
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• For Non-Medical cases, workers will 

use the BPM Ongoing Narrative form.  

  A new form will be created for 

each journal entry. 

 

• It will be indexed in the Non-Medical 

drawer with a Journaling document 

type. 

 

 

Retrieving Documents 
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REMEMBER:  KEES Case documents can also be 

accessed via the ImageNow document search feature. 

Retrieving Documents 
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KEES Resources 

Visit with your regions RRA to learn about available KEES 

resources 

East Region        Donna Uhl 
 
West Region      Brenda Schumacher 
 
KC Region           Janet Dellinger 
 
Wichita Region  Kristen Zluticky 
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KEES Job Aids 

http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-
Info-Training.htm 
 

• Getting Started In KEES 
• Global and Task Navigation 
• Inquiry Access 
• Inquiry Plus Access 
• Imaging – Quick Search 
• Imaging – Document Views 
• Imaging – Search by received date 

http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm
http://www.kancare.ks.gov/kees-train/Info/Training/Content/KEES-Info-Training.htm

