
 

 

1 

 

  MFIP Policy 
DATE ISSUE: November 13, 2018 

SUBJECT: EDS Implementation 

PURPOSE: EDS guidance for MFIP Providers for the implementation of Electronic Document 
Storage (EDS) in Workforce One to upload and store MFIP case file documents.   

 
BACKGROUND:   

Effective June 2017, the State of Minnesota launched Workforce One (WF1) Electronic 
Document Storage (EDS) which allows users to upload, search, and view case file 
documents. This update to WF1 allow users to work with WF1 as they have in the past 
while incorporating supporting documentation into the system. Previously this 
documentation was stored in a paper file or other document management system. 
The EDS functionality in WF1 allows users, with appropriate privileges, the ability to add, 
view, edit, comment on, and/or delete EDS documents.  
 
A. BENEFITS OF EDS: 

 Allows for the immediate shared and retrieval of documents 

 Provides secured document storage for confidential and sensitive information  

 Ensures the documents are preserved and do not get lost or damaged 

 Gets rid of paper files. No more worrying about storage space issues! 

 MFIP files are centrally stored in EDS WF1  

 Documents are accessible by all parties who are monitoring and/or providing 
services to enrolled/co-enrolled MFIP participants 

 Ease of case transfer from one agency to another. No need to transfer paper files 
 
B. SUPPORT FROM RAMSEY COUNTY: 

 Provide EDS train the trainer with data specialists and site supervisors 

 Provide guidance and support through individualized and/or group training as 
needed 

 Distribution of the WF1 EDS user guide 

 Answer questions and field EDS concerns 

 Provide assistance through our Work Experience program. Work Experience 
individuals can assist with file conversion, scanning preparation and document 
scanning at Agency site (Upon Agency Request) 

 Training will be provided prior to work experience participants first day at Agency 
site. Agency will provide supervision and individualized scanning instructions as 
scanning equipment differs at each site 
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POLICY/GUIDELINES:  

A. TIMELIME:  
November 2018:  EDS Training Guide and Policy Completion 
November 2018:  EDS Training for MFIP Providers  
December 2018:   Begin EDS Conversion – Staff Training 
January 2019:    EDS conversion at all MFIP sites 
March 1, 2019:   Fully EDS Operational 
 
B. NEW CASES: 
Beginning January 2, 2019, all new MFIP cases will store file documentation in EDS. File 
monitors will not request or review paper files for those participants who enroll in MFIP 
on or after January 2, 2019. EDS files each document through assigned Document Type 
and Document Name. As defined in the WF1 EDS Configuration Summary. If agencies 
have agency specific forms and would like those forms to have a specialized document 
name, users are able to type in the preferred document name under User Defined 
Document Name. User Defined Document Name showcases the preferred document 
name directly under the preloaded WF1 assigned document name.  
 
C. EXISTING CASES 
Conversion to WF1 EDS for all documents dated January 2, 2019 onward. Any 
documentation that supports current ES activities must be uploaded into EDS no later 
than March 1, 2019. These documents include but are not limited to current/most 
recent: Employment Plan, Employment Verification, School Verification, Medical 
Opinion Form, Child Care Transmittal, Referral for upcoming support(s) and 
FSS/Extension checklist(s).  
 
D. EXTENSION REQUEST 
Extension Requests are to follow the current Extension Request Procedure as indicated 
on the Ramsey County ES Provider Page.  
Extension Review Packets are due to the Extension Services Employment Supervisor on 
the 5th day of the 59th month. The Extension Review Packet includes: Extension Decision 
Form (with top half completed), Signed Release of Information Form, Face to Face 
Extension Interview Form, all unexpired documents supporting the extension category 
requested by the participant, and any documents showing non-compliance (NOITS, 
Status Updates) within the previous 12 Months.  
 
E. PAPER CASE FILE CLOSURE/RETENTION   
Paper files containing documentation up to 12/31/2018 must be retained onsite. Upon 
case closure, close the record on WF1 and pull the corresponding file with the closed 
case. Closure of paper files are to follow the current existing case file retention policy; 3 
yeas onsite and 7 years off site.  
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F. REOPENED MFIP CASES 
When a case is closed and reopens under a different sequence, a new EDS file is created 
under the current MFIP sequence. If documentation in former MFIP sequence on EDS is 
still current (example: Employment Verification, Medical Opinion Form, etc.) these 
documents can be copied into the new sequence by:  

1. Open the participants EDS Document Summary on WF1.  
2. Locate the desired document to be copied to the new MFIP sequence.  
3. Select “copy” on the right-hand side of your screen under Action.  
4. Choose appropriate Target Program sequence, EDS Document Type and 

Document Name.  
5. Select “copy” to complete the copy process 

   
*A summary of why this document was copied can be included prior to completing this 
process. (example: MFIP Seq 2 open 11/5/2018. EVF dated 9/25/2018 was copied to 
verify current employment status). 
 
G. EQUIPMENT SCANNER ROUTE OPTIONS: 
Document scanning and routing will differ between each agency due to scanner type 
and capacity. However, all documents are individually uploaded into WF1 EDS as 
defined in the provided WF1 EDS user guide. Scanner route options include:  
 

Scan to Email:  
1. Direct scanner to send electronic document image to counselor email.  
2. Counselor opens email to save attachment/document to computer (documents  

must be saved to your computer prior to uploading to EDS).  

 It is recommended to create a new folder or on your Desktop titled 
EDS to store and locate scanned documents 

3. Save document with the participants name and a brief description for ease in 
locating correct document. (Document Name example: Employment Plan, John 
Doe) 

4. Open case record on WF1 
5. Locate EDS on left side menu – Select Add Document 
6. Select current Program Sequence 
7. Choose EDS Document Type from list of options  
8. Select file to be uploaded. Locate scanned document by choosing “Browse” and 

navigate to saved document (example: Desktop – EDS - Employment Plan, John 
Doe - Open) 

9. Document will now appear next to “Select a File” on WF1 EDS.  
10. Select Next and follow directions provided by EDS user guide.  
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Scan to Desktop: 
1. Direct scanner to send document image to desktop.  
2. Save document to computer.  It is recommended to create a new folder or on 

your Desktop titled EDS to store and locate scanned documents 
3. Follow steps 3 – 10 as listed above.  

 
H. JOB SEARCH LOGS 
For auditing purposes, Job Search Logs and corresponding verification are to be scanned 
individually to ensure that monitors are able to find all documents with ease. Job Search 
Logs are to be entered into EDS for any job search dated January 2, 2019 onward. Do 
not group and scan multiple logs into EDS. Document date in EDS reflects the date 
received.  
 
I. SOCIAL SERVICE ACTIVITY LOGS 
If a participant submits multiple activity logs for the same month and/or related 
verification of activity, these logs/documents can be scanned in bulk. Document date in 
EDS reflects the date received.  
 
J. RESOURCES: 

1. WFS EDS User guide: This user guide details step by step instructions to assist 
EDS users in the process of uploading and indexing MFIP – ES documentation 
into EDS. This user guide was developed specifically for Ramsey County MFIP.  

2. EDS User guide: This user guide covers how to use the Electronic Document 
Storage (EDS) functionality in WF1. It explains how to upload documents, add 
comments and tags, and move or copy them with the proper privileges. 

3. MFIP to EDS Configuration Summary: This document aligns Ramsey County 
MFIP and DHS MFIP forms to EDS Document Types and Names while also 
providing specific User Defined Document Names for consistency of EDS 
document storage.  

4. EDS Configuration Summary: Located in WF1 under Resources which is found 
on the top menu. This page will allow you to view all of the EDS Document 
Types, Document Names, and Tags for your program(s). 

 
K. FREQUENTLY ASKED QUESTIONS:  

1. Expectations/How Often: It is recommended that each site develop a scanning 
schedule to ensure that each counselor is allowing time to scan and upload 
documentation at least one to two times per week. Documents are to be 
scanned into EDS within 10 business days of receipt.  

2. Time Management: Length of time per document entered into EDS depends on 
each agency’s scanner, chosen scanning route option and individual user. With 
this considered, EDS users are finding that it takes up to 3 - 5 minutes to upload 
and store a document into EDS.  

3. Original Document Retention: Original documentation is retained for 90 days 
after entry into EDS. After 90 days, documentation can be shredded.        
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Add Document 
 


Documents must be saved to your computer prior to uploading to WF1’s EDS.   


 


It is recommended to save the document with the participant’s name and brief description for ease  


in locating correct document.  Document Name example:  Referral, Diane Assessment 


 


Refer to page 9 for the list of Document Types and the associated Document Names.   


 


Click the Add Document link from the left navigation menu and the panel shown below will appear.  


 


 
 


 


 


 


Program Seq: Select MFIP 
 


EDS Document Type: Select appropriate item 
 


     EDS Document Types for MFIP are:  


       
 


Select a File: Click Browse, locate correct 


document that was saved previously 
 


Click Next 
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Add Document continued: 
 


All items marked with an asterisk are required when adding documents.  


The items highlighted below are optional, but should be used when applicable.   


 


Click Upload once data has been entered.   


 


  
 


 


 


 


 


Selected File: Confirm that the correct file is listed before 


proceeding 
 


Staff Associated: Select your name 
 


Document Name: Select the appropriate item; however, 


this may auto-populate depending on the Document 


Type selected 
 


User Defined Document Name: Enter a more detailed 


name if the pre-defined Document Name isn’t 


adequate 
 


Folder: This may auto-fill depending on the Document 


Name that is selected; otherwise, select appropriate 


item 
 


Privacy Level* = Select All Staff in Only Servicing Agency 
*This item will default to Private when selecting Medical  


  as the Document Type 
 


Received Date, Document Date, Signed Date & 


Expiration Date = Entering the appropriate date for any 


of these will allow a search to be completed by the 


date entered 
 


Reason for Collecting: Selectable options are: 


           
 


Click Upload  
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Document Summary & View 
 


The Document Summary panel lists the documents that have been uploaded to each program sequence.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear  


allowing you to view the documents. 


 


 


 
 


 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


 


 


Document Name = the name selected, 


or auto-entered, when adding the 


document.  


Click the Document Name link to view 


the document.  
 


User Defined Document Name = the 


name entered when adding the 


document 


 


EDS Document Type = the name 


selected when adding the document 
 


Document Date & Received Date = the 


dates entered when adding the 


document 
 


Action: click an item to complete the 


action  


 Click Open to view the 


document.  
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Edit Document - Tags and Comments   
 


Users with the appropriate privileges are able to Edit document tags and/or add comments to documents.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


 


 
  


 


 
 


 


 


 


 


Action: Select Tags and Comments 


to access the Document Tags and 


Comments panel 


 


Click Edit Tags to update, add or 


change items in the document 
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Copy Document 
 


Users with the appropriate privileges may Copy documents: 


• From one program sequence to another program sequence within the same person record, 


AND 


• From one person’s record to another person’s record if they have matching MAXIS Case Numbers,  


for example, a 2nd parent on the same case.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


  


 
 


 


        


 
 


 


 


All items marked with an asterisk are 


required when copying documents.  


 


Target Program Seq*: Select the 


correct name & program seq.  


 


*If there is a 2nd parent attached to 


this person’s record, their name will 


appear also.  


 


Click Copy to complete the copy 


process 


None Selected 
Diane Referral, MFIP Seq 2 (Enrolled) 
Ronald Referral, MFIP Seq 2 (Enrolled) 
Ronald Referral, MFIP Seq 1 (Exited)  
Diane Referral, MFIP Seq 1 (Exited) 
 


Diane Referral 
MFIP Seq 2 
Landlord Statement 


Action: Select Copy to access the 


Document Copy panel 
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Move Document 
 


Users with the appropriate privileges may Move documents from one program sequence to another  


program sequence within the same person record.   


 


For example, a document may move from MFIP Seq 1 to Adult Seq 1.  


 


Most Users can only move documents within seven days of when added to WF1’s EDS system.  


 


NOTE: Users are not allowed to move documents that are attached to payments or authorizations.  


 


Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


 


 


 


  
 


Action: Select Move to access the 


Document Move panel 


 


 


All items marked with an asterisk are 


required when moving documents.  


 


Target Program Seq*: Select the correct 


name & program seq.  
 


*Options for this document are:  


 
 


Click Move to complete the move process 







                                7                                                                         Workforce Solutions, MIS Unit 11/09/18 


Manage Case: Move/Copy Document 
 


Users with the appropriate privileges may access the EDS Document Move/Copy page by navigating  


to Manage Case in the top navigation menu and selecting “EDS Document Move/Copy”.  
 


This Move differs from the Move on page 6, as this only allows a document to move within the same program.    
 


NOTE: Users are not allowed to move documents that are attached to payments or authorizations.  
 


 


 


 


        
 


              


              


Diane Referral, Record ID 100000911 
MFIP Seq 3 (Enrolled) 
Ronald Referral, Record ID 10023011 
MFIP Seq 3 (Enrolled) 
 


 


Diane Referral, Record ID 100000911 


 
Ronald Referral, Record ID 10023011 


 
 


Manage Case: Select EDS Document Move/Copy 


to access the panel 
 


Source Record ID = the WF1 ID of the person from 


which the document is being moved/copied 
 


Target Record ID = the WF1 ID of the person to 


which the document is being moved/copied.  This 


could be the same person or a different person.  
 


Click Next  


Action: Select Copy or Move next to 


the correct document to access the 


next panel which requires a Reason 


for the copy or move.  


 


NOTE:  


Documents may only be moved to the same 


program; you are not able to move to a different 


program.  


Example: You cannot move a document from a 


person’s MFIP program sequence to a person’s 


Adult program sequence. 


 


This is a 2-parent 


household.  
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Delete Document 
 


Users with the appropriate privileges may delete documents from EDS.   


 
Click the Document Summary link from the left navigation menu and the panel shown below will appear. 


 


 


 


 
 
 
 
 
 
 
 
 


Action: Select Delete next to the correct 


document to access the Document 


Delete panel 
 


Deletion Reason: Select appropriate item 
 


Deletion Reasons are: 


       
 


Additional info must be entered in the 


textbox if Other is selected as the 


Deletion Reason.  
 


Click Yes to complete the deletion of 


the selected document 
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Document Types and Document Names 
 


The following EDS Document Types and Document Names are the basic fields used when adding  


participant documents to WF1’s EDS system.  


  


EDS Document Type Document Name 


MFIP - Appeals and Complaints Appeal 


Sanction Document 


Verification of Good Cause 


MFIP - Assessments Assessment 


Career Assessment 


Interest Assessment or Inventory 


Job Search Readiness Checklist 


Personality Assessment or Inventory 


Reading, Math Assessment 


Skills Assessment or Inventory 


MFIP - Consent, Release of 


Information 


Authorization to Communicate via E-mail and Texting 


Consent for Release or Exchange of Information 


Consent to Share Wage and Employment Information 


Data Privacy Form or Tennessen Notice 


Equal Opportunity (EO), How We Use Your Personal 


Information 


Overview Document 


Rights and Responsibilities 


MFIP - Correspondence E-mail 


Letter 


Non-Compliance Letter or Failure to Comply Notice 


MFIP - Court and Legal Background Check or Criminal History Record 


Court Document, Order, or Record 


Other Legal Document 
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Document Types and Document Names continued: 
 


EDS Document Type Document Name 


MFIP - Education and Training Certificate of Attendance or Completion 


Class List or Schedule 


Credential 


Education Plan 


FAFSA (Free Application for Federal Student Aid) Report 


Financial Aid Award Letter or Fee Statement 


Financial Aid Information Form (DHS-2646) 


Grades or Transcript 


School Books or Supplies List 


Verification of School Attendance or Progress 


MFIP - Employment Authorization for Release of Employment Information 


(DHS-2146) 


Business Plan 


Cover Letter 


Employability Assessment 


Employment Plan 


Employment Plan Signature Page 


Employment Verification 


Injury Protection Program (IPP) 


Job Search Activity Log 


Layoff Letter, Notice, or List 


Pay Stub or Check Stub 


Professional References 


Resume 


Sample Application for Employment 


Union Statement 


Workers Compensation Record or Claim 


Worksite Agreement 
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Document Types and Document Names continued: 
 


EDS Document Type Document Name 


MFIP - Financial - Assets, Income Car Title 


Direct Deposit Form 


Title or Deed Paper 


MFIP - Financial - Authorizations, 


Purchase Orders, Payments 


Authorization 


Purchase Order 


MFIP - Financial - Bills, Expenses Bill or Bill Statement 


Bus Card Distribution Tracking Log 


Child Care 


Day Care Provider’s Statement 


Estimate or Quote 


Insurance (Car, Property) 


Invoice and Supporting Documents 


Lease Agreement 


Mileage Form or Log 


Receipts 


Transportation Support Request 


MFIP - Financial - Other Obligation Form 


MFIP - Financial - Taxes W-4 Form 


MFIP - Identity Birth Certificate 


Driver's License 


Immigration and Naturalization Document 


Permanent Resident Card 


State ID 
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Document Types and Document Names continued: 
 


EDS Document Type Document Name 


MFIP - Medical Assessor / Treatment Provider Report (DHS-4316) 


Chemical Dependency Evaluation 


Doctor’s Statement 


Health Insurance Card or Medicare Card 


Medical Document, Form, Record, or Report 


Physician Certification (DHS-1503) 


Psychological Document, Form, Record, or Report 


Request for Medical Opinion (DHS-2114) 


Social Worker Document or Statement 


MFIP - Other Battered Women’s Shelter Statement 


Landlord Statement 


MFIP - Program-Specific Case Transfer Checklist 


DWP/MFIP Child Care Transmittal, Request for     


Authorization 


DWP/MFIP Employment Services Referral (DHS-3166) 


DWP/MFIP Observation Checklist (DHS-3483) 


DWP/MFIP Status Update Form (DHS-3165) 


Extension Decision Form 


Family Stabilization Services (FSS) Eligibility 


Family Violence 


Family Violence Referral (DHS-3323) 


Family Violence Waiver Safety Plan 


Intake 


Referral 


Sanction Policy Case Review 


Uncompensated Work Experience 


Volunteer Transportation Referral Form 


MFIP - Social Security Social Security Administration (SSA) Letter 


MFIP - Veterans DD-214 Form 


 






EDS DOCUMENTS CHECKLIST

		EDS Document Type

		Document Name

		User Define Name



		MFIP - Appeals and Complaints

		Appeal

		



		MFIP - Consent, Release of Information

		Consent for Release or Exchange of Information
Consent to Share Wage and Employment Information
Data Privacy Form or Tennessen Notice
Rights and Responsibilities

		



		MFIP - Correspondence

		E-mail
Letter

		



		MFIP - Court and Legal

		Background Check or Criminal History Record
Court Document, Order, or Record

		



		MFIP - Education and Training

		Certificate of Attendance or Completion
Class List or Schedule
Credential
FAFSA (Free Application for Federal Student Aid) Report
Financial Aid Award Letter or Fee Statement
Financial Aid Information Form (DHS-2646)
Grades or Transcript
Verification of School Attendance or Progress

		



		MFIP - Employment

		Authorization for Release of Employment Information (DHS-2146)
Business Plan
Cover Letter
Employment Plan
Employment Plan Signature Page
Employment Verification
Injury Protection Program (IPP)
Job Search Activity Log
Layoff Letter, Notice, or List
Pay Stub or Check Stub
Resume
Union Statement
Worksite Agreement

		



		MFIP - Financial - Assets, Income

		Car Title
Title or Deed Paper

		



		MFIP - Financial - Bills, Expenses

		Bill or Bill Statement
Child Care
Day Care Provider’s Statement
Insurance (Car, Property)
Receipts

		



		MFIP - Identity

		Birth Certificate
Driver's License
Immigration and Naturalization Document
Permanent Resident Card
State ID

		



		MFIP - Medical

		Assessor / Treatment Provider Report (DHS-4316)
Chemical Dependency Evaluation
Physician Certification (DHS-1503)
Request for Medical Opinion (DHS-2114)
Social Worker Document or Statement

		



		MFIP - Other

		Battered Women’s Shelter Statement

		



		MFIP - Program-Specific

		DWP/MFIP Child Care Transmittal, Request for Authorization
DWP/MFIP Employment Services Referral (DHS-3166)
DWP/MFIP Observation Checklist (DHS-3483)
DWP/MFIP Status Update Form (DHS-3165)
Family Stabilization Services (FSS) Eligibility
Family Violence Referral (DHS-3323)
Family Violence Waiver Safety Plan
Intake
Sanction Policy Case Review
Volunteer Transportation Referral Form

		



		MFIP - Veterans

		DD-214 Form

		








 


Electronic Document Storage (EDS) Overview 
The Electronic Document Storage (EDS) functionality in WF1 allows users with appropriate privileges the 
ability to:  


• Add a document to EDS 
• View documents added to EDS 
• Edit tags and comments on documents 
• Delete documents from EDS 
• Copy a document between program sequences for the same person in the person record 
• Copy a document between program sequences to a 2nd person with matching MAXIS case 


number within a person record 
• Move a document between program sequences for the same person in the person record 
• Copy a document to another person from EDS Document Copy or Move  
• Move a document to another person from EDS Document Copy or Move  
• Copy a document between program sequences for the same person from EDS Document Copy or 


Move 
• Move a document between program sequences for the same person from EDS Document Copy 


or Move  
• Submit requests to configure the hierarchical (organizational) structure of EDS 


Add a Document to Workforce One 


Users with the appropriate privileges can upload a document at any point in the case management 
process by selecting the “Add Document” link from the left navigation menu. Inside the Add Document 
window, you will be able to select the applicable Program Sequence to associate with the document, 
the applicable EDS Document Types to relate to the document with similar characteristics, and then 
select to “Browse…” to a file to select for uploading.  


 


Select “Next” to view the additional required and optional fields for you to complete called “tags.” Tags 
allow users to find documents via search. Some tags will have default values assigned to them and some 
will require their values to be in a specific format such as a date, a number, or a currency value. You can 
also enter comments and a case note via the Document Add page. 
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Agency, Staff Associated, Document Name, and the Privacy Level fields must be entered prior to 
uploading the document into EDS.  


• The Staff Associated dropdown options are listed based on the active staff associated with the 
Agency related to the logged in user. 


• The Document Name is the pre-defined title of the document in EDS. It is associated to only one 
document type. The user can specify a user-defined document name to handle situations where 
a custom value is desired. 


• The User Defined Document Name field is used enter a custom value for the document name. 
• The Folder field provides additional groupings of documents for retrieval. Documents can be 


assigned to only one folder.  
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• The Privacy Level field determines if the document is available for users under the appropriate 
umbrella rules to view, or if it is only available to the currently assigned staff or users with the 
privacy privileges. Users with the appropriate privileges have the ability to set the indicator 
when adding the document. 


• Can Share With Person will indicate whether a document can or cannot be shared with a user. 
This just serves as a reminder to the user if they open the document and the person happens to 
be sitting next to him or her.  


• Received Date indicates when the document was received by the agency. 
• Document Date is available if a user would like to store a date that appears on the document 


that isn’t one of the other dates. 
• Signed Date is the date the document was signed. 
• Expiration Date is the expiration date of the document. 
• The Reasons for Collecting field gives the user a dropdown, multi-select list of reasons 


document was collected. 
• User Defined Date fields are dates that providers collect that are not captured elsewhere in 


WF1. 
• User Defined Tag fields further identifies a document and are used by the direction of each 


agency. 
• The School field identifies the school, college, or university associated with the document. 
• The Comments field communicates any additional information on the document. The comments 


save directly on the Document Tags and Comments page and are viewed by anyone that has the 
appropriate privileges. 


• The Case Note and Case Note Category documents client-specific information related to the 
document that are not formally captured elsewhere in WF1. This should be used to provide 
additional context, but not to indicate that a user uploaded a document as WF1 already keeps 
track of that. Notes entered in this textbox saves to the person’s Case Note Summary. 


Once you have completed the required tag fields, you must select the Upload button. You will receive 
confirmation that the document uploaded to EDS through a message stating, “Document saved.” 


View Documents Added to Workforce One 


Document Summary 
All of the documents added to Workforce One can be viewed within the person record under the 
Document Summary. The Document Summary allows users with the appropriate privileges to edit 
document tags, add comments to documents, delete documents from EDS, create a copy of a 
document, and move the document to another program sequence. Users with the appropriate privileges 
may access the Document Summary by navigating to a person record and selecting the Document 
Summary link in the left navigation menu. 
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The Document Summary will display all of the documents related to each program sequence in panels.  
If the program is E&T, the panel ordering is by application date descending, program ascending. If the 
program is SSB or VRS, the panel ordering is by program case ID descending. Each panel displays the 
program name, sequence number, case status and the columns for document name: user defined 
document name (with link to download document); EDS document type; uploaded date; format (of the 
document); comments added (yes or no); and actions (tags and comments, copy, move, and delete). 
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Edit Tags and Comments on Documents 


From the Document Summary page, select the Tags and Comments link to review the tags and 
comments associated with the document in EDS.  
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On the Document Tags and Comments page, select the “Edit Tags” button to update, add, or change the 
tags related to the document. You can also add additional Comments by selecting the “Add Comments” 
button.  You can download and view the document from this page by selecting the “View Document” 
button. To return to the Document Summary page, select the “Cancel” button. 


 


Delete Documents from EDS 


Users with the appropriate privileges can delete documents from EDS on the Document Summary page. 
Locate a document you want to delete on the Document Summary page and select the Delete link. A 
dialog box will appear notifying you that this action will permanently remove the document and the 
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action cannot be undone. You will also be required to list the reason why you are deleting the 
document. Enter your reason in the textbox provided and select the Yes button. (If you decide not to 
delete the file, select the No button to end the delete process.) Once you select “Yes”, a message will 
display “EDS document deleted” confirming the document has been deleted.   


 


Copy using Person Record in Document Summary 


Document Summary: Copy to a Different Program Sequence 
Users with the appropriate privileges may copy documents from one program sequence to another 
program sequence within the same person record. To copy a document, navigate to the “Document 
Summary” link in the left navigation menu while in the person’s record. Locate the document you want 
to copy and select the Copy link in the Action column.  
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The Document Copy page will display with labels or the following required fields to be completed: EDS 
Document Type with which you want to associate the document; Document Name related to the 
Document Type; and the Folder related Document Type. If the document will be copied to a program 
sequence that is the same as the current document, once you select the program sequence in the 
dropdown the default EDS Document Type/Document Name/Folder will auto-populate to the same as 
the copied document. Select the “Copy” button to complete the document copy process. You will 
receive confirmation that the document copied through a message stating, “Document copied.” 


 


You may confirm the document copied by opening the target program sequence panel that the 
document was copied to in the Document Summary.  
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Document Summary: Copy to a Different Person with a Matching MAXIS Case Number 
Users with the appropriate privileges may copy documents from one program sequence to another 
person’s record if they have matching MAXIS Case Numbers (2nd parent). To copy a document, navigate 
inside the person record to the “Document Summary” link in the left navigation menu. Locate the 
document you want to copy and select the “Copy” link in the Action column.  


The Document Copy page will display with the following required fields to be completed: EDS Document 
Type you want to associate the document with; Document Name related to the Document Type; and the 
Folder related Document Type. The Target Program Seq dropdown menu will display Program Sequence 
names for the current person record and the 2nd parent person with the matching MAXIS Case Number 
that you can choose from for your document copy. Once you make the rest of your field selections, you 
will be required to complete the Reason for Copy field with a statement for your reason for copying the 
document. Select the “Copy” button to complete the document copy process. You will receive 
confirmation that the document copied through a message stating, “Document copied.” 
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You may confirm the document copied by opening the 2nd parent’s Document Summary.  


Move using Person Record in Document Summary 


Document Summary: Move to a Different Program Sequence 
Users with the appropriate privileges may move documents from one program sequence to another 
program sequence in a person record. Users with add/update privileges for EDS can only move 
documents within seven days of when they added them. Users with manage privileges for EDS can move 
documents at any time. A word of caution: users are not allowed to move files that are attached to 
payments or authorizations.  


To move a document, navigate inside the person record to the “Document Summary” link in the left 
navigation menu. Locate the document you want to copy and select the Move link in the Action column.  
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The Document Move page will display with labels or the following required fields to be completed: 
Target Program Seq to move the file; EDS Document Type with which you want to associate the 
document; Document Name related to the Document Type; and the Folder related Document Type. If 
the document is going to be moved to a program sequence that is the same as the current document, 
the default EDS Document Type/Document Name/Folder will be the same as the copied document. You 
will be required to enter the reason why you are moving this document in the Reason for Move field. 
Select the “Move” button to complete the document move process. You will receive confirmation that 
the document moved through a message stating, “Document moved.” 


EDS Document Copy to a Different Program Sequence 


EDS Document Copy or Move 
Users with the appropriate privileges may access the EDS Document Copy or Move page by navigating to 
Manage Case and selecting “EDS Document Move/Copy” in the top navigation menu: 


 


The EDS Document Move/Copy link directs users to the EDS Document Copy or Move page. This page 
allows users to populate the source and target records IDs for the transfer of documents. With the 
appropriate privileges and program sequence case assignments, you can transfer documents between 
program sequences for one person or transfer documents from person to person. 
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• Enter the Record ID of the person from which you want to copy or move a document into the 
“Source Record ID”. 


• Enter the Record ID of the person (same or different person) into which you want to copy or 
move the document into the “Target Record ID”. 


• Select the “Next” button. 
 


A new page will display with the person record ID(s) names of both the Source Record ID and the Target 
Record ID along with the available program sequences. If the person records have multiple program 
sequences, a dropdown will appear that you can choose the proper program sequence to which you 
want to transfer documents. 


 
 
• On this page, select the correct “Source Program Sequence” that the document resides in for 


the source record ID and the “Target Program Sequence” into which you want to move or copy 
the document.  


• Select the “Next” button. 
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It is important to be aware that you can only move documents from the same programs; you are not 
able to move to different programs. Example: You cannot move a document from a person record WDU 
program sequence to a person record SSU program sequence. 


The next page will display the documents available in the source program sequence that can be 
transferred to the target program sequence. You have the option to copy or move each individual 
document. 


 


EDS Document Copy or Move: To Copy a Document from Person to Person 


• Note: VRS does not allow staff to copy documents from person to person. 
• When you select the “Copy” link inside the Action column, you will be prompted with a message 


that requires you to enter your reason for copying this document. Enter your reason and then 
select the “Ok” button. 


 


• You will see a message “Document copied” confirming the document was copied. The document 
information will remain on the screen because the original document still sits inside the source 
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record ID program sequence. You can do a move of the document at this point, change the 
record ID, or leave the page. 


EDS Document Copy or Move: To Move a Document from Person to Person 


• Note: You will not be allowed to move documents that are attached to an authorization or a 
payment. 


• When you select the “Move” link inside the Action column, you will be prompted with a 
message that requires you to enter your reason for moving this document. Enter your reason 
and then select the “Ok” button. 


 


• You will see a message “Document moved” confirming the document was moved. The 
remaining documents in the program sequence will display on the page or a message will 
display “No documents found for this program sequence.” 


EDS Configuration Summary 


EDS Configuration Summary is where users go to view the configuration settings for EDS in WF1, also 
known as taxonomy. Taxonomy allows the classification of information to make it easier to find later.  


Program Document Groups 
Users with the appropriate privileges may access the EDS Configuration Summary page by navigating to 
“References” in the top navigation menu and selecting “EDS Configuration”: 
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The EDS Configuration link directs users to the EDS Configuration Summary page: 


 


• The EDS Configuration Summary page displays the EDS Document Configuration for each 
program including all of the EDS document types, document names, and folders available. 


• If there are no panels to display, a message will display “No document groups found.” 
• You may refine results by selecting specific values from the EDS Document Types dropdown 


menu or by selecting the Select/Deselect link under the dropdown menu. You may additionally 
refine results by entering a complete document name in the Document Name field. Return 
results by selecting the “Filter Results” button.  


 


 


• Once you choose to “Filter Results”, only the programs that actually match the criteria will 
display panels open with EDS document types, document names, tags, and folders. All other 
panels will display closed. If you open a closed panel, a message will display “No results found.” 


• Clear your search results by selecting the “Clear Filter” button. 


Add Configuration Change Request 
Users can submit a request to change an aspect of the EDS configuration, or taxonomy, after he/she has 
viewed how the documents are organized in his/her program. The change request process starts 
through the Add Configuration Change Request button located on the bottom of the EDS Configuration 
Summary page. 
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A page will display with the changes you can request. You can request to add, remove, or rename an 
EDS document type, document name, folder, or a search tag. It is very important to complete each field 
on the EDS Configuration Change Request completely and thoughtfully because the requests are 
evaluated by the WF1 Team and then by the program administrators prior to being implemented in the 
EDS Configuration. If your request is similar to a value that exists in the configuration already for 
another program and it is approved by the program administrators, it will be added using the language 
in the existing value.  


 


Add/Remove/Rename Document Name Example 


• To Add a Document Name to the EDS Configuration, select “Add” from the Action dropdown 
and then select “Document Name” from the Request Type dropdown.  


• To Remove a Document Name to the EDS Configuration, select “Remove” from the Action 
dropdown and then select “Document Name” from the Request Type dropdown. 


• To Rename a Document Name to the EDS Configuration, select “Rename” from the Action 
dropdown and then select “Document Name” from the Request Type dropdown. 


Select the “Next” button.   


A page will appear requesting you to populate any or all of these fields: EDS Document Type, New 
Document Name, Rename Document Name, and Reason for Change.  
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The “EDS Document” type field will auto-fill with the current available EDS Document Types in the EDS 
Configuration. The “New Document Name” field will appear blank, allowing you to fill the field in with 
any text you want for your new document name. When you are renaming or removing a Document 
Name, the “Document Name” field will populate with related Document Name options that you can 
select once you populate the “EDS Document Type” field. The “Rename Document Name” field will 
appear blank, allowing you to fill the field in with any text you want for your renamed document name. 
The “Reason for Change” field is a textbox that requires you to justify your request.  


Select the “Save” button to submit to the EDS Change Request to the WF1 Team to review. Select the 
“Cancel” button to end the request and send you back to the EDS Configuration Summary page. 


Note: Making a request to add, rename, or remove an EDS document type, folder, or a search tag works 
like the document name example above. 
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