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Create TASK

_ Filter TASK

= View TASK
Claim TASK

3 Release TASK

LET’s p— Update TASK
Reassign TASK

— N,




A Task captures and assigns the need
for a specific action on a case.
Today, a task is an action that you
claim off of the Tracker. Applications,
Reviews, IRs, and Changes are all
actions that create a task on the
Tracker currently.

Ean)
->

i

=" This will not change with KEES.




Interfaces can also create actions that could
trigger a task in KEES.

KEES will produce system generated tasks, much like KAECSES.

(& Task Details - Windows Internet Explorer i

[&] nttp//1038.33.91:7321 fapsp/portiets taskDetails portlet?_nfp &_portiet contentOnly=trueBpageMode=editattaskld=72bbal02-dld2-4582-606 | 3 |

 Critical age alerts in
KAECSES will be
= = critical age tasks in KEES.
 Today, you receive

alerts on WOAL when Social
Security stops/ends in
KEES it will be a task.

In KEES you will receive the same ‘Alerts’
you do today but they will be in the form of a task that will
be assigned to a Queue.



A Queue is a series of tasks assigned according
to the type of work to be completed.

@ e
@ @

@
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TASKS can be manually created:

—Qutside of the context of a case
—While in the context of a case

It’s important to know tasks can be created both outside and
while in the context of a case. Meaning, tasks don’t have to be
associated to a specific case number to be created. ¥
All Non-Medical TASK (i.e. FA, TANF, CC) with no /
associated KEES case will be created without a ,
case number or case name. A , ,/{

This is only an interim process for

Phase 2. I '



Task can be
§ created using the .....

*Contact Log
*Task Portlet
*Task Management



Task Creation

Always, person search in KEES when creating a task even
if the work to be completed is for a Non-Medical program.

If a KEES case number exists with an OPEN medical
program tied to a DCF Workload ID, the task should be
created using the medical case number.

The KAECSES/KSCares case number along with case
name should be entered into the additional notes or
comments section of the task being created.



Creating a Task

Contact
Log

From any KEES page you o ———
will click ‘ContactLog’ in ‘== = .
the Navigation Bar. This i

will open a window for B

‘Contact Log’ entry.



If you are already in the context of a KEES case the
case number and person drop-down will be pre-
populated. If you are not in the context of a KEES
case the Contact Log will be blank this is how you
would enter your Non Medical Case information.




The Contact Log is similar to the
“Add New Client Request”
button on our current tracker.

The Contact Log will be used by the Greeter to capture
task for the Lobby.

& APSP System - Windows Internet Explorer = :23"
‘L‘, http://10.34.33.71:7211/apsp/portlets/ContactLog.portiet?_nfpb=true8_portiet.contentOnly=true&initia ‘ a3 I
Contact Log Entry
Case Number: EoEy Person: Contact Type:* ”
¥ walk-In -

Il Contacted By:* Location: |
Household Member + Topeka Service Center -
Agency:* Category:* Contact Reason:* Work Add
DCF ~ Change Requests ~ Purple-Change - CO”?DIEted E

During
Contact
Additional notes:
KAECSES# 00134561 Kay Jones in office reports she has a new job.
Check Spelling <
»
Done & Internet | Protected Mode: On fa ¥ H100% ~




[ d
5 T e I EIII——————————————— — ]
T T When usin g the
[ &) http://10.3433.71:7211 /apsp/portlets/ContactLog.portlet?_nfpb=true&_portlet.contentOnly=true&initial=initial&_portlet.lafUniqueld= | &}
Contact Log Entry

. ‘Contact Log’ use the

[ J
i| Contacted By:* Location: ‘
eeeeeeeeeeeeeee - Topeka Service Center -
Agency:* Category:* Contact Reason:* Work
DCF  ~ Change Requests ~ Purple-Change Completed

Eou capture information:

| » Contact Type
e « Contact By
* Location
* Agency
» Category
« Contact Reason

m and CLICK SAVE

Additional notes:
KAECSES# 00134561 Kay Jones in office reports she has a new job.




KEES uses this information entered to automatically
create a task and assign it to the correct queue.

= m - Wi Exp! P T S——
|2 337 t lafUnic = |
" - Log
CCCCCCC ber: Person Contact Type: "
“ walk-1n
Contacted By:* = Location:
eeeeeeeeeeeeeee nt
Agec * Category: Contact Reason: [ Add ]
~ Purple-Change +~ Completed
During
Contact
Additional notes:
ES w
&P Internet | Protected Mode: On 00

The Case Number field will only support a
KEES Case Number.



Staff using the Contact Log for a Non-Medical
case should enter the KAECSES/KSCares Case
Number and Case Name in the additional notes

as shown.

& APSP System - Windows Internet Explorer 0
Contact Log Entry
Case Number: Person: Contact Type:* l‘
¥ walk-In v
il Contacted By:* Location: ‘
ooooooo Id Member ~ Topeka Service Center -
Agency:* Category:* Contact Reason:* Work
DCF ~ Change Requests v Purple-Change ~ Completed
During
Contact
Additional notes:
= 61 Kay Jones in office reports she has a new job.
€ Internet | Protected Mode: On 00

The Contact Log will NOT replace the regional
phone trackers for Phase 2.



& APSP System - Windows Internet Explorer

==l o —
| ) http://710.34.33.71:7211/apsp/portiets/ContactLog.portiet?_nfpb=true&_portiet queld=| &3 |
Contact Log Entry
Case Number: Person: Contact Type:* "
¥ walk-In -~
| Contacted By:* Location: I
Household Member ~ Topeka Service Center -~
Agency:* Category:* Contact Reason:* Work Add
DCF -~ Change Requests ~ Purple-Change -~ Completed
During
Contact
Additional notes:
KAECSES= 00134561 Kay Jones in office reports she has a new job.
Check Speliing i Save 3 N
<

Done

&P Internet | Protected Mode: On a v L 100% -~

* Fields with a red asterisk are required.

* Location is not a required field, however; this is a very important step

and impacts a user’s ability to search for tasks on the Task Inventory
page.

« Complete the remaining fields to the best of your ability to make sure

any associated tasks are routed appropriately.
* The Contact Log will create automated Journal Entries for Medical Cases for

Phase 2.

There are a large number of Category and Contact Reason drop-downs to
choose from. Reference the JOB AID: DCF Tasks for a complete list.



é APSP System - Windaws Intemet Explorer ; Th e ¢ Wo rk C 0 m p I ete d

‘E http://10.3433.710:7321 /apsp/ portiets/ ContactlLog portlet? n r%‘ truedy rcﬂletccn nl trueflntial=intial, rcﬂle t aflUniqueld=apspDefiniti Du rl ng Contact’ Checkbox

Contact Log Entry should be checked if you
Case Number: e P : '

B U Type” complete the work at the
Contacte B:* Locatir: time of the contact.
Household Member » Atchison Service Center v R .

Agency:* Category:* Contact Reas n:* 7 Work Completed During Contact /(EZEM |f t’h's IS Se|eCted’ a taSk
oS ] | S ' is not generated for
dditional notes:

rcllenlttilr?g?ﬁc:?vtigsnew addrass, » anOther use l".

However, a task is created
and automatically
completed for the user
who created the contact

log.

Check Speling | Save W Cance




Please refer to Job Aid:

DCF Task for additional

information and a list of
task created.

OB AID: DCF Tasks
Table of Contents

10  Contact Log 3

- / 11 Creaing 3 ComiEst- KEEE e 3
A\ 111  KDHE Comacl Log Calaganias & Comact Reasans Usad by DOF 5

112 DCF Comadl Log Calaganias & Comac Reasamns e 7

. 12 Crealing 3 Comtact - Mo KEES Cass 2
121 KDHE Comad Log Calagarias & Comiaci Raasans Usad by DCF .10

122 DCF Comacl Log Caleganias & Comad R2380ME v 10

13 Saarching for / SdEng 3 Cantadt 12

20  Adding aTask 14

21 Adding 3Task —KEES Casa 14

22 Adding aTask —MWa KEES Case 15

30  Future Tasks 15

31  Adding 3Fulura Task — KEES Casa 15

32 Addng 3Fulura Task —MOKEES G352 e smsessmsssssnnass 17

33 Searching for 3 Fulure Task 18

40  Creating Taesks for Documants 13

41 Ao Genarated Tasks far e Clearinghause vialmagng ... 19
42 Oiar Aulg Ganar giad Tasks w3 imaging
43 MIangsy Sanargiad Tasks v DOF Uad- g Dorumams




Sarah comes into a local DCF office. She is greeted by
Linda. Linda triages the request for service and
determines Sarah is turning in an application for Long
@ Term Care and Food Assistance. Linda documents the

i .

Scenario l

contact on the Contact Log. She informs Sarah of her
approximate wait time and asks her to be seated.

LET'S
PRACTICE



Sarah comes into a local DCF office. She is greeted by
Linda. Linda triages the request for service and
determines Sarah is turning in an application for Long
Term Care and Food Assistance. Linda documents the
contact on the Contact Log. She informs Sarah of her
approximate wait time and asks her to be seated. Tim
claims the task from the Task Inventory page and takes
Sarah to an interview room. Tim screens the
application for the “Big 4” criteria and determines
Sarah is applying for Long Term Care and the
application will stay with DCF to be processed. Tim
registers and processes Food Assistance in KAECSES
and then registers and processes Long Term Care in
KEES. Sarah turned in verifications used to process
her application. Tim makes copies of the verifications,
informs Sarah of her application approval, and places
LET'S . the verifications and application in the designated
PRACTICE imaging area. The application and verlflc.atlons will be
prioritized as cold because a determination has been
completed. Tim updates the task status reason to

S—— complete in KEES.

ﬁ




Support Staff will use the
‘Contact Log’
to create task for Lobby.

For manually creating all Non-Lobby
Task, Support Staff will use either the

‘Task Portlet’
Or

‘Task Management’



Creating a Task

Task Portlet

Use the Task Portlet when
adding a Task to a

Non-Medical Case.

Access the Task Portlet from the KEES Home Page.




Task Portlet

Assigned Add Task

Total A==igne=d Tasks - 1
Results 1 -1 of 1

Manual Tas! No Case
S S Status Reason Pric

|:| GR-External - 540073 DCF-Complet= 01/320/3014 Soomj=q

N B
|:'. I"lrl'll:lll:"'lﬂ Created Date:  Created Time:  Due D ate: *
Received Date: Region: * Location: *

v‘ .‘

Inside the Task Portletyou - -
will click the ‘Add Task®
Button.

This will open a window for
‘Manual Task No Case’.




Using the drop down options [ we
select ‘Priority’ if

appropriate. |
{ 7 : 1 . Worker Assigned
Enter a Due Date, Review O ST
Due and Received Date in . —
MM/DD/YYYY format. _

Using the drop-down options

select the appropriate
Region, Location, Queue,

Task and Contact Type.



 Enter Task Details

 Enter the
KAECSES/KSCares cases

number and case name in
the Comments Section.

* Use the Check Spelling
function.

« Click Save and Continue.

& Manual Task- No Case - Windows Internet Explorer

o )

|‘§, http://10.34.33.71:7211 /apsp/portlets/addTasksPortlet portlet? nfpb=trued_portlet.contentOnly :hLIE&_pclﬂEt‘|éfUI1\C\UEI:\:?,pZpDEﬁn\UCITLBbE|_1E.._|:CN|I‘ I ‘

CEmD
Status Status Reason Priority
New v Expedited -
Created Date: Created Time: Due Date: * Review Due:
01/07/2014 12:15PM 02/07/2014
Received Date: * Region: * Location: * Worker Assigned:
01/07/2014 DCF East Topeka Service Center v
am
Queye * Task * Created By:
Grzen v FA/Medical-Application Donna Uhl
KH0206Q1A8
Contact Type: Work Time Wait Time

Expeditzd FA application client knawn to systzm,

Task Details:

2

KAECSES 00237612 Nona Thomas

g Save and Continue Caneal
*. Indicates required fields e
4] Emor on page. @ Internet | Protected Mode: On My H{hk v

*




A —= ¢ Tasks created for Applications
)t AR sl peodTss ottt e porteconetOny=ue ot icdapsDeionlate 1 put B should be Set Wlth a 30 day due
[ Status Status Reason Priority m' I date.

: —— ||
Created Date: Created Time: Due Date. Revvt e .}
1/07/2014 12:15PM 02/07/2014
fechedtaet Regor Lt e . Exped ited FA App' ications set
014 OCFEast v Tapeka Service Center v

: _=___| with a 7 day due date and a
T 2kLs " ‘Pr|0r|ty’ of ‘Expedlte’.
’

« Other tasks should be set with a
10 day due date.

* ‘Review Due’ enter last day of
, the Review Month.
e o Review 02/2014 ‘Review Due’

@ Intemet | Protected Mode:On G~ By ,' Shou'd read 02/28I2014

4, Error on page.




When creating a

tus Reason Friority
-J =

must be entered in
== sequence or the drop-

e e IR down options will not
— display correctly.
ey Items with a Red
Asterisk are
mandatory.



Sarah mails in a Food Assistance and
TANF application. Jack registers the
application in KAECSES and then
creates a manual task in KEES for the
Red Team.

Scenario 2

LET'S 3
PRACTICE




Creating a Task

Task Management

Management

Use the Task

m-m-m**-”"-

Management
o window to
m-m_m-m? add a Task to a

= KEES Case



From any KEES page, click ‘Tasks’ in the Utility
navigation bar.

This will result in a “Task Management’ window
where you can add tasks while in the context of a
specific KEES Case.

Case Name:
Case Numbe

Steve Barton
: 20007616

Child Care Resource Fiscal

Databank

Special
Units

Case Info w Services

Workload Inventory | Case Summary

Customer Information Reporting Distributed Documents

Case Number

! Request ID

Parson Search

Case Summary

* Workload Inventory || Case Name

Steve Barton

Phone Number
(620)792-5555

Mailing Address

1305 PATTON RD
GREAT BEND, KS 67530

Review and IR List

# e-Application Workload
Inventory

® Good Cause Workload

Inventory

Task Inventory

Home Address
1305 PATTON RD
GREAT BEND, KS 67530

|__companioncases |

Case Number

Display:

02/01/2014

'@ Task Management - Windows Internet Explorer

€] http:/710.34.33.71:7321 /apsp/portlets/taskManagement.portlet? nfpb=truefe_port [ &

Case 20007616 Tasks:

i}

LEELS eceived tatus A W
Date -

No Results |
|

Assigned Tasks:

LEELS Status ctions
Reason

No Results

Medical Pronrams

Reminders Contact Log
User

Env

Ver

Time

:user user
:TRAN2
1.7.014
:12/30/2013 12:55 PM

Logout Help

m




You will click the ‘Add Task’ button
to access the Manual Task In Case

@ Task Management - Windows Internet Explorer = 8]

&) http://103433.71:7321 /apsp/ portlets te;kr15nagemsm.‘:cmet;nn:t:nue&,pcn| |

Case 20002278 Tasks:
Task Received Status —
Date
Change Orange- 12/20/2013 New |
Purple |

Assigned Tasks:

LEELS Status ctions
Reason

No Results

Fl [

€ Internet | Protected Mode: On v H100% -

window.

& Manual Task- In Case - Windows Internet Explorer

[ ] hitp://10.3433.11:7321 3psp/portlets/addTasksPortlet portlet?_nfpb=truedt_portlet.contentOnly=trueBiactionType=addTasksfuorkerNames= user user@workerNums=KHD2

Case #: 20002278

Case Name: Kanga Roo
Status Status Reason Priority
New -

Created Date: Created Time:

Due Date: ¥ Review Due:

12/30/2013 3:28 PM > 2]
Received Date: * Region: * Location: * Worker Assigned:
g - Select - =
Queue * Task * Created By:
- Select - -~ - Select - - user user
KH0206Q100
Contact Type: Work Time Wait Time

Task Details:

i

.| Done

& Internet | Protected Mode: On

8

# 100%




& Manuzl Task- In Case - Windows Intemet Explorer =HE] X

(3 [
|§. http:/10.3433.717321 apsp/ portlets/addTasksPortiet portlet? nfpb=truet portlet.contentOnly=true&tactionType=addTasksBworkerName=user ufer@.| @‘ U S ' n g th e d ro p d OW n 0 pt' o n S
| 4 ° . 9 °
— select ‘Priority’ if
Case Name: Rogue Allen .
mus Status Reason - Priority . a p p ro p r' ate .

(ase #: 20007111

Crgatgd Date: Created Time: Due Date: * Review Due:
01/07/2014 L23PM 02/07/2014
Re;eiyed Date: * Region: * Location: * Worker Assigned: o
e T S E n te ra D ue D ate . Rev iew D ue
{
d . [ J L]
E— ] and Received Date in

KH0206Q100

g MM/DD/YYYY format.

Clingt provided naw address and leaze, Client haz open FA case,

Using the drop-down options
select the appropriate
Region, Location, Queue,

: “ Task and Contact Type.

| Error on page. @Intemet\PmtettedModezOn o W% v




& Manual Task- In Case - Windows Intemet Explorer i%
| hitp://10343371:7321  apsp/ portlets/addTasksPortlet portlet]_nfpb=truedt_portiet.contentOnly=trueBlactionType=addTasks&workerName=user userdl| %

 Enter Task Details

Case £ 20007111

Status Status Reason Priority

= | Enter the KAECSES/KSCares

02/07/2014

et e wee - wesit | cag@ nUMber in the ‘Comments’

= - - | If the person making contact
«« . has aNon-Medical case in

addition to a DCF medical case
in KEES.

« Use the Check Spelling

omertss 4 —— function.

KAECSES #(00786543 Client open FA Case

L Erroron page. € Intemet | Protected Mode: On v B15% v
L

! « Click Save and Continue.



Same as Before!

& Manua! Task-In CaseA;firdmlnTemet Bxplrer olE ﬁ‘
) hitpe//10.3433.70:7321  apsp/portets/addTasksPortlet portiet? nfpb=truedi portlet contentOnly=trueBtactionType=addTasksBoworkerNamezuser userdl ’ ° Tas ks C re ated fo r Ap p| i Cati 0 n s
Case £: 20007111 Sive and Coniens e ShOU|d be Set Wlth a 30 day due
:dSt;tu;rr“ i ;alus Reason Priority d ate.

Created Date: Created Time: Due Date, _wew Due:
04/07/2014 L23PM 02/07/2014

Receive-d Date: * Region: * Location: * Worker Assigned: g Ex p e d i te d FA A p p ' i C ati 0 n S S et

Qujor/2014 OCF East v Topeka Service Center

| . __® with a 7 day due date and a
el Ty ‘Priority’ of ‘Expedite’.
Contact Type: Work Time Wait Time . °

I e other tasks should be set with a
10 day due date.

* ‘Review Due’ enter last day of
_ the Review Month.
Review 02/2014 ‘Review Due’

| should read 02/28/2014

H_:_Errcrunpage. € Intemet | Protected Mode: On Ty RNk v !
L




Sarah mails in a Medical application to Scenario 3
her local DCF office. The application is
screened for the “Big 4” criteria prior
to being registered and imaged. Itis
determined that Sarah meets the “Big
4” criteria and the application will be
processed by DCF. Jack registers the
application and creates a manual task

in KEES for the Orange Team.

LET'S 3
PRACTICE



Creating a Future Task

— KEES CASE use Task Management/Manual Task-In Case
— NO KEES CASE use Task Portlet/Manual Task-No Case

This step is just like setting a due date on
WOAL in KAECSES. Use the same logic for
determining due dates for alerts in
KAECSES.

Enter the future Due Date in MM/DD/YYYY format.



You will need to set priority codes to each task to help staff determine which
future tasks should be worked by the Purple team vs. Orange-Purple team.

PURPLE TEAM - Give them a blank priority code when creating a future
task.
ORANGE PURPLE TEAM - Give them a task priority code of ‘Urgent Need’
when creating a future task.

’_' Manual Task- No Case - Windows Internet Explorer o '
http://10.34.33.71:7321 fapsp/portlets/add TasksPortlet. portlet;jsessionid=vQInSTGTNGLnp2 ms ¥ QwfR2ZIV21 C1 kPELFMAhBhHpx CKLE) 912466003687 _nfpb=trued_portlet.contentCr
\
/ "m .r.l'-.\r'ltl!I
atus Status Reason Priority
W - Urgent MNead -
Created Date: Created Time: Due Date: * Review Due:
01/09/2014 9:56 AM 06/01/2014
Received Date: * Region: * Location: * Worker Assigned:
01/09/2014 DCF East - Tapeka Service Center -
‘ Queue * Task * Created By:
ALERT - MANUAL TASK - user user
KHOZ208Q100
Contact Type: Work Time Wait Time

Task Details:



All future tasks will appear with the task name of “Manual Task” in the
‘Alerts’ queue.

When creating a future Task you will need to select ‘Alert’ and ‘Manual
Task’.

This is very important because it takes all Future Task out of current reports
for BPM statistics.

'r_& Manual Task- No Case - Windows Internet Explorer o '

1& http://10.34.33.71:7321 fapsp/portlets/add TasksPortlet. portlet;jsessionid=vQInSTGTNGLnp2 ms ¥ QwfR2ZIV21 C1 kPELFMAhBhHpx CKLE) 912466003687 _nfpb=trued_portlet.contentCr

: "m .r_:-._\n:gl
W\Status Status Reason Priority
Mew

- Urgent MNead -

Created Date: Created Time: Due Date: * Review Due:
01/09/2014 9:56 AM 06/01/2014

Received Date: * Region: * Location: * Worker Assigned:
01/09/2014 DCF East - Tapeka Service Center -

Queue * Task * Created By:

ALERT - MANUAL TASK - user user
KHO206Q100
Contact Type: Work Time Wait Time

Task Details:



All future tasks will be assigned to the ‘Alerts’ queue.

The exception to this rule is Work Programs.

Any future task that needs to be completed by a Work Programs Worker
should be assignhed to Work Programs Queue and Work Programs as the Task

Name.
Sava and Conlinue
Status Status Reason Priority
MNew - Urgent Need -
Created Date: Created Time: Due Date: * Review Due:
01/09/2014 9:56 AM 08/01/2014
Received Date: * Region: * Location: * Worker Assigned:
0i/09/2014 DCF East .- Topeka Service Center -
Select
Queue * Task * Created By:
Wark Pragram - Wark Pragram - Lser user
KHO2060Q100
Contact 1ype. work Time Wait Time
Task Details:

| A



Where can | view, filter,
claim task? :

Task Portlet *
Task Inventory Page™
Task Management™



The current ‘Tracker’ only gives you 1 one way to access
your tasks.

With KEES, there are three ways to access your Tasks.

 Task Inventory Page, allows you to search for tasks
using criteria you enter.

* The Task Portlet, is available on your home page and
contains a list of the Tasks that are assigned to you.

- Task Management Window, allows you to view all
tasks related to a specific case and the Task that are
assigned to you.




TASK Inventory

Journal Tasks Reminders Contact Log
u

Logout Help
! USer user

Access the Task Inventory by clicking the View Ali
button from the Task Portlet.
The Task Inventory page will display.



The overall design of the Task Inventory was done
to have the same functions as the tracker.
Look and feel will be different but the process is

° °
similar.
= |
1) Tavsk Inventory
—— _
= T , e




You will have the ability to sort and filter tasks
within the Task Inventory to see what task needs
to be claimed, are assigned, are past due,
expedited, etc...

Task Inventory

¥_Refine Your Search

Region: Location: Queue: Task: Review Due: Worker:
DCF East [+] [+] [=] [+] g
Priority: Status: Status Reason: Contact Type: Case Number: Case Name:
E New |z| |z|
Date Range:
From From Date Type: App 1d: Assigned to Me:

Results per Page: |25 E

Search Results Summary

Results 1 - 25 of 34

12 Next
B = = e = e N e 3
pe Date LECELT] me ne ue Numbey d
v 7 7 v kv 7 7 v kv s 7 v kv kv A kv
[F] KDHE-Passive Missing Verification - 200185 10/28/2013 New KDHE-On Hold 03/17/2041 Q & A Hiawatha Service Center 10/29/2013
Review
[] None IR-Registration - 200667 11/04/2013 New 11/14/2013 Administrative Chanute Service Center
] None Expense Change - 200932 11/05/2013 New 11/15/2013 Eligibility Topeka Service Center 5007803 Jerry Eddings
[] None Route to KDHE - 200906 11/05/2013 New 11/09/2013 Alert Codington
[] None Questions Not Answered - 11/05/2013 New 03/22/2041 Green Pittsburg Service Center
200812
[F] None FA/Medical-Application - 200878 11/05/2013 New 03/22/2041 Green Pittsburg Service Center
[F] None FA/Medical-Application - 200879 11/05/2012 New 03/22/2041 Green Pittsburg Service Center
[F] None Expense Change - 200929 11/05/2012 New 11/15/2012 Eligibility Topeka Service Center 5007803 Jerry Eddings
71 None Review-Reaqistration - 201307 11/05/2013 New  DCF-No Show 03/22/2041 Blue 20000505 Amy Anderson




Available Filters: Region, Location, Queue, Task,
Review Due, Worker, Priority, Status, Status Reason,
Contact Type, Case Number, Case Name, Date Range,
Date Type, App ID and Assigned to Me.




KEES is shared with the
Clearinghouse.

As a result, there will be
columns and areas that do
not have the same
importance to DCF as they
do to other agencies.




Applying the correct filters to best fit your specific job
functions will greatly enhance your abllity to quickly sort
through the ‘Task Inventory’ Search results.

If you are currently working in the Lobby you
will use the drop down option ‘Lobby’ under
‘Contact type’.

Supervisor or Quarterbacks may choose to
leave the Status blank to see all New and
Assigned Task.



After you have applied your search criteria
click the Search button and receive the
results.

Task Inventory

» Refine Your Search

Results per Page: |25 ;l [ Search N Cigk |

-
Search Results Summary A
Priority [Contach Rec'd Date s{Status |Duwe Date Wait]World Location |Review|Case Case p
Type Reaso Time] Time Due Number |Name
— — — = — — — — — — — — — — — —
O None Rewview- 10/15/2013 New 11/05/2013 Orange-Blue
Registration
- 4005
O Nene Application 1Z/20/2013 New 12/21/20132 Green Marysvilla
- 100144 Service
Center
O Expedited Application 12/23/2013 New 05/09/2041 Green Fort Scott
- 100159 Service
Center
O None Address 12/320/2013 New 01/01/2014 Administrative Topeka 20007640 Stephanie
Change - Service Romao
100174 Center
| Freassign J




« KAECSES/KSCARES case numbers and case names will not appear
on the Task Inventory page.

 You will not be able to search by a KAECSES/KSCARES case number
or hame.

A blank case number and case name could mean there is a consumer
to be seen for a new medical case and is not known to KEES.

Task Inventory

» Refine Your Search

SN Cloar

Results per Page: »
YT ———" P Resuits 1 - Tt 4




You can claim task by checking the box next to the
task and clicking Claim, this is not recommended.

You should look at the Task Details prior to
Claiming.

Task Inventory

» Refine Your Search

Results per Page: |25 |z| m m

Search Results Summary Results 1 - 4 of 4
Priority [Contach Rec'd Date s{Status |Duwe Date HWorlk Location |Review|Case Case p
Type Reaso el Time Due Number |Name
— — — = — — — — — — — — — — — —
O None Rewview- 10/15/2013 New 11/05/2013 Orange-Blue
Registration
- 4005
O Nene Application 1Z/20/2013 New 12/21/20132 Green Marysvilla
- 100144 Service
Center
O Expedited Application 12/23/2013 New 05/09/2041 Green Fort Scott
- 100159 Service
Center
O None Address 12/320/2013 New 01/01/2014 Administrative Topeka 20007640 Stephanie
Change - Service Romao
100174 Center

 Ciaim Jil Reassign J




Task Inventory

ccccccccccccccccc

— Results per Page: 25 [+]
Search Results Summary Results 1 - 4 of

lone | Review-
000000

-~ 1luva.w9d Service

- 100159

* You will need to click on the Task hyperlink to
open the ‘Task Details’.
* Clicking on the task name hyperlink will open the
task without claiming the task.



* The Task Details window

“;g 1l'ask Details - Windows Internet Explorer = | E S p rOVi d e S yo u Wit h a
\g http:--10.34.33.?1:?321-apsp-pcﬂlet:-ta5Ir.Detai|:|3|:|1|Et.pc|1let?_nfph:true&_pmtlet.ccntentOnl'_-':true&_pm‘ ka ‘ S u m m a rized Vi EW Of th e
details associated to the
o
L gtatus: Status Reason:* Priority: S p e C Ifl C ta S k ‘
Wl | New - Selact - v Expedited v
= , * Any notes that were made
' E;?;;?zdo[;gte: grfgtjc]l Time: E:J-'Sg[?:otfj* Review Due: .
|| |Received Date:  Region: Location: Worker Assigned: S p e C Ifl C to t h at ta S k WO u I d
12/23/2013 DCF East Fort Scott Service Center I d . | a u n d e r Ta S k
gueue: Taslk: o io0tse 2 ‘a‘ted By: a SO ISp y
reen Application - .
Contact Type: Work Time: Lvait Time: Deta I IS .
Document R R
p———— * This is where you would
065432786 Lori Smith mailed in FA apalice*’ . .
— find the DCF case specific
omments: 4.
065432786 KAECSES Lari Smith| : I InfOrmatIOn SUCh as Case
i Erroron| @ Internet | Protected Mode: On g MD% - nNum be IFan d Name un d er

Comments.



A -

i ‘ B X
@ Task Details - Windows Internet Explorer R
- &
‘:é_ http://10.34.33.71:7321 /apsp/portlets/taskDetailsPortlet.portlet? nfpb=true& 5
\
Case #:
5006481
Name:
Will Smith
Status: Status Reasuu. - Priority: |
New - Select - v None X
\Created Date:  Created Time: Due Date:* Review Due:

T. 12/18/2013 4:33PM 01/17/2014 ) ‘
Received Date: Region: Location: Worker Assigned: =l
12/18/2013 Chanute Service Center |
Queue: Task: Created By:

4 Orange-Green LTC - Application - 100118 2005

T Contact Type: Work Time: Wait Time:

Walk-In 01:44 478:20
dfcomments: NN
Tﬁ o |
i \
Bk i
1 |Done @ Internet | Protected Mode: On iy ®5% v
=1" T

You will need to
click on the
‘Claim’ button if
you decide to
claim the task.



rféTaskDejcalills-Win‘dom‘InternetExplt?relr =)= EE_'] Based On the information On
the Task Details window you
' can consider whether or not

|ij, http://1034.33.71:1321/apsp/ portlets/taskDetailsPortlet.portlet? nfpb=truel_portlet.contentOnly=tr | %] |

|| Case#:

| I?lgF::a_lh Save and Cortinu yO u h ave t h e tra i n i n g
Will Smit :
- e necessary to complete the
 (isns . Saa e e e Bl | task.
Received Date: Region: Location: Worker Assigned: I .
12/18/2013 ’ Chanute Service Center ’ | If yo u d e C I d e yo u Ca n n Ot
Queue: Task:_ o Created By: ; . .
{ o wam ™" wam. | complete this task you just
Walk-In 01:44 478:20 o B
| Erreeessssssssssssssn | SIMply close out the window.
| . The Task will return to the

Queue.




If you claimed the Task in error, you should
release the task back to the queue.
On the Task Portlet check the task and
click the ‘Release’ button.
The Task is released back to the Queue and
returned to its original status.




(@ Task Details - Windows Internet Explorer l‘:' B ﬁJ

£ hitp://1034337L7211/ apsp!portletsftaskDetai|sPortIet.p0rtlet?_nfpb:true&_pnrtlet.mntentOnly:true&_| B ‘

A

You can also use |-

Name: D CIEmD
| Mike Murray ||
the Release St S ez oy
Assigned - Selact - v None v
Created Date: Created Time: Due Date:* Review Due: :
button from the |5, o e
Received Date: Region: Location: Worker Assigned:
11/04/2013 DCAL Lser user
° Queue: Task: Created By:
a S e a I S Eligibility Remove HH Member - 200733 2005
Contact Type: Work Time: Wait Time:
. Inbound Call 1576:56 00:00
window
[ ] PRATAP SECOND TIME 11/4/2013 6:53 PM

Comments: _____ 8

@Internet|ProtectedMode:On gr RD% -




If you claim a task from the Task Details
page, and there are other KEES Case
tasks associated with that task and in the
same queue, those will be assigned to
you as well.

You will have to release each one of them
if they should not be assigned to you.

This can be done from the Task portlet on
the home page, the Task Management
window, or Task Inventory page by
filtering by ‘assigned to me’.




{8 Task Details - Windows Intemet Explorer ol@l 7}

Ta8k can have A htt\:--10.34.33.717331."a|::|:‘\:Cltlets-1a:l‘DEtailiF‘cnIEt.\:cnlEt?_nfp\::trl.lecﬁ_|:mt|et.-:cntEntC;nI;:1|".‘@|
4 possible status:

|| Case#:
5006481

New = Unclaimed Task
Assigned = Claimed Task = = ==. = . |
Complete = Processed Task [|iime wme  ow  weessims |

12/18/2013 Chanute Service Center |
jected = Voided Task
— Queue: Task: Created By: :
ReJeC e 0| e as Orange-Green LTC - Application - 100118 2005 |
| | Contact Type: Work Time: Wait Time:
Walk-In 0144 478:20

||
Comments:

The functions available on the | :
Task Details page depends on |- :

1 |Deng @InterneﬂProtectedMode;On v 8% -

the status of the case. —




The Status of a task will impact what
functionality is available on the Task Detalil
window.

Status will need to be “New” to claim a Task.

(& Task Details - Windows Internet Explarer ARl X

|li http://10.34.33.71:7321 /apsp/portlets/taskDetailsPortlet.portlet?_nfpb=true&_portlet.contentOnly =| 2] |
truedl_portlet.contentOnl ‘ ] | H

o | B R

’
(& Task Details - Windows Intemet Explorer
p

E |£ http://10.34.33.71:7321 /apsp/portlets/taskDetailsPortlet. portlet?_nf

-

Case #:
Case #: 20006889
{| 20008889 Name:
1| Name: laim Yepper Nopper
Yepper Nopper __ | [ status: Status Reason:* Priority:
Status: Status Reason:* Priority: Il | Assigned CSelect - - Mone -
New - Select - - MNone
Created Date: Created Time: Due Date:* Review Due:
Created Date:  Created Time: Due Date:* Review Due: ‘ 12/18/2013 3:38 PM 01/18/2014
12/18/2013 3:38PM 01/18/2014 . . . - L
Received Date: Region: Location: Worker Assigned: =
S iin/mnan PSS, S
|12/18/2013 DCF wichita Wichita Service Center |
Queue: Task: Created By:
Queue: Task: Created By: Green Application - 100114 2005
1l | Green Application - 100114 2005 i o
Contact Type: Work Time: Wait Time:
Contact Type: Work Time: Wait Time: 24:38 479:15

24:32 479:15
- Task Details:
Task Details: new app. for medical
new app. for medical |
z I 3

. l Chack Speling CED EIEm -
Chack Spelling [ Clairm | >

*- Indicates required
€D Internet | Protected Mode: On g~ HI5x - L

*- Indicates required

& Internet | Protected Mode: On g v~ H|I5% -




{€ Task Details - Windows Internet Explorer = The Save and Continue

& | http://10.34.33.71:7321 /apsp/portlets/taskDetailsPortlet. portlet?_nfpb=true&_portlet.contentOnly =| b |

: button will save any
changes made to the

20006889
Name: foncel . .
editable fields and
| | Status: Status Reason:* Oriority:
| | Assigned - Selact - - . - .
Created Date:  Croated Time: Dus Dater” Review Due: close the window.
12/18/2013 3:3B PM 01/18/2014
Received Date: Region: Location: Worker Assigned: E
12/18/2013 DCF Wichita Wichita Service Center user user
Queue: Task: Created By:
Green Application - 100114 2005 Th C I b tt M I |
Contact Type: Work Time: Wait Time: e a n C e u 0 n W '
24:38 479:15

_ close the window and

Il
) ) Chack Spallin Complets Ralease EXEnT Cancel
| *- 1ndicates required 2l | Release | - @I -
—

€ Internet | Protected Mode: On - :J Tas k | nve nto ry pag e'

g T

=
=




ﬁ Demo Task

LET'S ¥ Inventory
PRACTICE




Eligibility

TASK PORTLET

Reminders Contact Log Logout Help

User ! user user
Env : TRANZ
Services Child Care Resource Special Reports Ver:2 0LODDRCS
Databank Uni Time : 01/07 /2044 02:30 FM

Edit Modules

Go

Reminders Message Center

W Search Messages View

¥ Most Recent Messages

rvee ___[From ____JRecaived _______[Fiag |

Inbox | Sent | Archive | Compose
Task Portlet

Tazks

otal A=signed
Results 1 -1 of 1

[[] Fullow Up Call - 100173 20007640 o 2014 MNone

1
complete f Release |




The Task portlet is available on the
KEES Home page.

This portlet shows tasks that are
currently assigned to you, which,
compared to the current tracker,
makes catching cases that you
claimed but not updated easier to
update.



Clicking the box to the left of the
ask title will mark that particular
task to either be Completed or

Released.

Tasks Reminders Contact Log Logout Help

User : user user
Env : TRAN2
ity Services Child Care Resource i i Admin Var : 2.0.000RCS
_ Databank . . . . . Tools . Time :01/07/2014 02:30 PM

Edit Modules

Message Center 2]

P Search Messages View

¥ Most Recent Messages

Clear Selected View All Add Reminder Subject __________________Jrvee __|From ___JReceivea ______|Fag |
KEES Online User Guide ‘

Password Reset Task Portlet
' - [pasiones

Go

Inbox | Sent | Archive | Compose

Rt_—_\uu's l 1 ul 1

] Fellow Up Call - 100173 20007640

Complete N Release




Do not use the Complete button functions
from the Task Portlet.

Updating the task with complete from the
‘Task Portlet’ allows you to complete a task
without giving it a ‘Status Reason’ of
Pending, No Show, or Complete.




The Task Portlet is a GREAT place to
make sure you have not been assigned a

task in error.
Use this page to review
your tasks. You should
check your Task Portlet =asioc
periodically throughout
the day and every night
before logging out.




el TASK

LET'S '
ORACTICE ' PORTLET




m
Case Info m Services

Workload Inventory

% Case Mumber
Request ID

Rersan Search

Case Summary

* Warkioad Imvertary

* Review and [A List

* e-Appiication Warkioad Invertary
* Good Cause VWarkioad Imvantary

® Task Imoentary

View and Claim

TASK Management

While in the context of a KEES Case, click Task in
the Utility Navigation Bar.
The Task Management window will appear.

Case Name:

Case Number: 20007912

Child Care

Resource
P

BECKY BOWERS

eminders Contact Log

Help

Logout

User ' user usar

Fiscal Special Reports Worker

Document Admin
loibe d

Customer Informat

Case Summary

Case Name
BECKY BOWERS

Mailin|
458 H
TOPE
Home
458 H
TOPE

Case Number

a-App Number
1003664

Applican
BOWERS,

|_Companion Cases |

Portal OB 2014 03:42 PM

@ Task Management - Windows Internet Expl...

w|pEl

& |

& | http://10.34.33.71:7321 /apsp/portlets/taskManagement.po

D GED

Case 20007912 Tasks:

Task

Mo Results |

Assigned Tasks:

Task Name Status Actions
R.eason
| Application Green Yepper Release
= [Rocace )
B |
1 b [ Add ]

I &) Internet | Protected Mode: On

Application Date
12/12/2013

e-App Status
BECKY

In Progre

m

Display:




F = -
& Task Management - Wilﬂmw

|§. http:--10.34.33.?1:?211-apzp-pu:rtlet:-tazH‘Janagement.pu:rtlet?_nfph:t| 3 |

This page is used to
see all tasks
assigned to the
current KEES case.

Case 5006200 Tasks: Add Task

It also shows all of
the tasks currently
assigned to you.

@ Internet | Protected Mode: On g ~ HI5% -




If there are Task associated to this case
from a different Queue and not already
assigned to you, claim and work those
Tasks also.

Remember, when you claim a task KEES
only auto assign other case task if they
are in the same QUEUE.

* BPM principles should also be applied when working within
KEES. Making sure you have completed all work on cases
eliminates re-work and applies one touch principles.



Task Management can also be used as a
reference when a consumer calls into the
office.

After you find the KEES case, open the Task
Management window it will show you all tasks
associated with the case, as well as the queue

where the task is currently housed.



TASK
MANAGEMENT

oS

LET'S 3
PRACTICE




Because Non-Medical
tasks will not appear in
KEES with a Case Number
or Case Name, staff will
not be able to search for
multiple tasks associated
to a Non-Medical case
aduring Phase 2.




When you have claimed a Task it is your
responsibility for searching if there are any
new images on a KEES case or a NON Medical
case. If there are new images you need to look
at the images to confirm you have completed
all work and all documents have been
accounted for

. (One Touch Resolution).
[

ImageNow Image Now training has been
provided, refer to your

Imaging: Quick Search Job Aid




Updating
TASK



After claiming and working a task, you must consider
whether or not the task is finished.
You will need to choose a ‘Status Reason’ to reflect the

action taken on the task.
r ‘€ Task Details - Windows Internet Explorer E@éﬁ

|g, http:--10.34.33.?1:?321-apzp-pcﬁlet:-taszetaiIchdIEt.pcdlet?_nfph:trLlEE.__pc:rtlet.cc:ntentOnI:':| ks |

Case #:
20006889
Name: [ Cormprere LRslease | Save and Confinug
Yepper Nopper

Il | Status: Status Reason:* riority:

:. J':"SSIQHECI - Select - - -
Created Date: Crea.. " Timas e er® o
12/18/2013 3:38 PM 01/18/2014
Received Date: Region: Location: Worker Assignea:
12/18/2013 DCF Wichita Wichita Service Center user user ‘
Queue: Task: Created By:
Green Application - 100114 2005
Contact Type: Work Time: Wait Time:

24:38 479:15
ask Details:

new app. for medical

-

Chack Spelling [ Release | Save and Continue il

*. Indicates required

&) Internet | Protected Mode: On g v W%~




Status Reasons:

Complete — The task has been finished and the client’s
request has been resolved.

Pending — The task has been worked as far as possible
and the clients request has not been resolved.

No Show — An interview was attempted but was unable
to complete. No Show indicates the non-lobby cold call
was attempted but not completed; and for lobby
indicates the client left prior to completing an interview.




Use the hyper“nks on either [ & Task Detal - Windows ntemet Explorer E=E=)

the ‘Task Portlet’, ‘“Task e e e e e 3
Inventory’ or ‘Task !

Management’ to access the || %< ) s

Status: Staw.. "o Priority:
T k . d t ll | Assigned - Salect- - None
a S a S S I g n e O yo u * Created Date:  Created Time: Due Date:* Review Due:
12/18/2013 3:38 PM 01/18/2014
. {l i : ion: ion: igned: | |
Update Tasks with a ‘Status RecoheiDate: Regn | Loton | Motk Asine
) o o o Queue: Taslk: _ Created By:
Green Application - 100114 2005
Re a SO n p r I O r to C I I C kl n g t h e Contact Type: Work Time: Wait Time:

24:38 479:15

Complete button.

Repeat until all Tasks have
been updated with a Status
Reason.

@InterneﬂProtectedMode:On g v W% -




This will change the E—
Status from ASSig ned 'Iﬁ_ htp://1030337L7321/apsp/ portlesaskDetaiPortlet porlet?fpb=trued_portetcontentOnly=] &3
to Complete.

The Priority and B T
Comments fields may o
also be edited.

Click Save and Continue
if you are only editing the
Priority or Comments
fields.

.- . _
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5
-
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1
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GENERAL RULE

You always want
to update the
Status Reason,
using the

‘Task Detail’
window, after
working it.




Tasks that have been
completed without a
status reason will no .
longer display in the i /
queue and will not be
included in reports that
provide measurements N o
of work from BPM. = o

e B




ﬁ Updating
. TASK
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Reason
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. Reassigning
and

Voiding Task



Reassign Task Functionality

KEES provides the ability to reassign a task to a different
gueue, worker, location, or case by selecting the task
from the Task Inventory page and clicking the ‘Reassign’
button.

Contact Log Logout
User : Donna Uhl

Tasks Reminders

Journal

Worker
Portal

Admin
Tools

Document
Control

Child Care . Resource Reports

Databank

Services

Special
u

New Application | Case Summary | Worker Assignment  Customer Schedule  e-Tools

@ Case Number
O Request ID

Reassign Tasks

Parson Search

Queue Received Date
2013-11-05 00:00:00.0

® Access List Task

FA/Medical-Application - 200878 Green

Change Queue to: E

Worker Received Date

Task
2013-11-05 00:00:00.0

FA/Medical-Application - 200878

Change Worker to:

Received Date

Location

Task
Pittsburg Service Center 2013-11-05 00:00:00.0

FA/Medical-Application - 200878

Change Location to: [~

Case Received Date

Task
2013-11-05 00:00:00.0

FA/Medical-Application - 200878

Change Case to:

nd Continue




» Select the task - o
that needstobe — e e
updated by | n—
highlighting it. e e

 Click the U

Reassign

button e

5004738
5008639
009827

» Click Save and .
Continue




Possible scenarios for when you would
Reassign a Task:

A case with conflict of interest. For example, the
application belongs to someone in the same office.
The Task can be Reassigned to a different office
location to be worked.

ICTs should be worked before transferring a case, but
in rare circumstance, existing tasks could be
Reassigned to a different office location.

Human error: If you create a task and assign it to the
wrong queue, it can be reassigned to the correct one.



Not all users will have the
ability to Void tasks.

*Occasionally a task is
unnecessary and needs to be
voided. Selecting the Task from
the Task Inventory or Task
Management windows and
clicking the Void button will
change the status to Rejected.

Tasks can NOT be recovered
once they are voided.




Questions?



