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JOINT WIOA BULLETIN NO. 02-23

TO: WIOA Partners and WDD Staff

FROM: Maricar Pilotin-Freitas, Administrator s,
Workforce Development Division

SUBJECT: Document Management Module in HireNet Hawaii

PURPOSE
The purpose of this bulletin is to provide guidance and instructions on the use of the Document

Management module in HireNet Hawaii. This module will allow for the transition from hard
copy participant files to paperless files stored securely in the HireNet Hawaii system.

BACKGROUND

The Document Management module will allow scanned documents to be captured and reviewed
online and stored securely in HireNet Hawaii’s system. This module will support
Wagner-Peyser, WIOA, Trade Adjustment Act, and any generic programs. The Document
Management module includes the ability to attach supporting documents to program
verifications and case notes, as well as tagging and retrieving documents associated with a
participant record.
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POLICY

American Job Centers (AJCs) are no longer required to maintain hard copy files of participant
information scanned into HireNet Hawait’s Document Management module. Furthermore,
documents scanned into the HireNet Hawaii system take the place of hard copy files for
verification, monitoring and audit purposes. Medical and disability documentation may be
uploaded into HireNet Hawaii only if necessary for eligibility. Once files are properly scanned
into the HireNet Hawaii system, paper records shall be destroyed (i.e., shredded) and any
documents that have been saved to a computer hard drive, desktop, removable media,
cloud storage or in any other environment shall be deleted immediately. Such records shall
only be maintained in the HireNet Hawaii system.

AJCs must ensure that all scanned documents are properly reviewed and meet the following
requirements;

e Complete and aligned
e Clear and legible

Documents uploaded into the HireNet Hawaii system must be current and be kept through the
program participation. Retention of records in the system will follow the USDOL guidelines.

AJCs must upload supporting documents into HireNet Hawaii in accordance with eligibility
guidelines and timeframes. AJCs must ensure that participant information is accurately reported
in the HireNet Hawaii system and that documents are uploaded for all fields that require
verification.

Document Management module privileges will be assigned based on the chart below:

T T

STAFF ACCESS LEVEL PRIVILEGE

Upload, View, Search, Edit, Download and
Delete documents

Upload, View, Search, Edit, Download

Admin Staff

AJC Supervisor documents; Submit requests for deletion of
documents

AJC Staff Upload, View, Search, Edit, Download
documents

Only under limited circumstances will staff be allowed to delete a document that has already
been saved to a participant’s file. The AJC Supervisor will review all requests for deletion and
will send all approved requests for deletion to Admin staff for follow-up using Attachment 3:
HireNet Hawaii Document Removal Form.
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PROCEDURES

Document Uploading
AJCs may upload documents by one of three ways:

e Scanning into a field in the WP/WIOA/TAA Application
¢ Scanning into the Documents (Staff) section
e Scanning into a Case Note

For the step-by-step process for uploading documents into the HireNet Hawaii system, please
refer to Attachment 1. HireNet Hawaii Document Uploading.

Document Titling

When uploading documents into HireNet Hawaii, it is IMPORTANT to follow the document
titling guidelines. As a result, documents will be easier to locate within the system, as well as
provide consistency.

When titling documents to be uploaded into the HireNet Hawaii system, please follow the titling
guidelines below:

1. Last Name of Participant
2. Underscore

3. First Name of Participant
4. Underscore

5. Document Type

Example: Thomas John SocialSecurityCard.pdf

EFFECTIVE DATE

This bulletin is effective immediately.

INQUIRIES

Inquiries regarding this bulletin may be directed to Mr. Jayson Muraki at (808) 586-8878.

ATTACHMENTS

Attachment 1: HireNet Hawaii Document Uploading
Attachment 2: HireNet Hawaii Document Search
Attachment 3: HireNet Hawaii Document Removal Form
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Attachment 1 - HireNet Hawaii Document Uploading

This attachment provides step-by-step instructions on the use the Document
Management module in HireNet Hawaii.

AJCs may upload documents by one of three ways:

¢ Scanning into a field in the WP/WIOA/TAA Application
¢ Scanning into the Documents (Staff) section
¢ Scanning into a Case Note

Option 1: Scanning into a Field in the WP/WIOA/TAA Application

Staff have the ability to scan, upload or link documents directly into specific fields in a
participant’s application.

* Social Security Number: 751037917 Edit SSN [/

* SSN Verify: [Verifyh Scan | Upload | Link |

« Social Security Card

Option 2: Scanning into the Documents (Staff) section

Staff have the ability to scan, upload, or link documents directly through the Documents
(Staff) section under a participant's General Profile.

H ) By Individual Profiles [ My Individual Plans |= Staff Profiles

[=] () Personal Profile @ ) Employment Plan Profile [ ) General Profile
General Information [ £ Training_Plan Profile Summary
Packoround [# [ Benefits Plan Profile Case Notes
Paths | Documents (Staff) |
Memo Identity Issues
Documents B (0 Case Management Profile

B () Search History Profile Case Summary

ment Profil Programs

B [ Cemmunications Profile Plan

Once on the Documents (Staff) section, click on the option you want to proceed with.
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Documents Available

Listed bedows a2 the documents avadable on the setected indnadual Click the View Link below Lo wew that particular item.
Show filtet Octions [$howieg 2 records|

Resvhs View: Jumamiy | Detaded

Cich » folmn Uoe B art D View Thumbinails

He daoument was found

Similar to scanning or uploading into a specific field in a participant’s application,
complete the necessary fields to scan or upload the document.

Document Association

If you would kke to categorize the assoctated document 1o a specific program, subcategory. application or verification document, please use the contigls in this section 1o da so.

Program: I Title | - Workforce Development [WIOA) = I < I Select WP/WIOA/TAA Program I
Application: I WIOA Application #1062373, Application Date 3/8/2019 = |c= OI Select appropriaie application l
Verificution them: | w104 - Date of Birth Veificatian - [ setect appropnate verificaton fiefa |
m"“k“ | Driver's License 'I “ I Select appropriate verification type I

Document Information

Document |I‘.-m:'-l-.'rns." .| * Select appropriate Document Description
Description:

"Document Tags: Do not enter Personal [dentifiable nformation

Eeywords that will  (Ph) into this field.
be indexed with Date of Birth Enter lags for document.
this attechment LG Specify Ihe type of document
nos = Press enter afler inserting each tag.
Tags are imporiant when searching for
] documents
User Accemsibles () Yes (@) No I Specify whether you want la allow the user (participant) access to this document |

Date Recelved: 12/1/2024 B| + | Enter the recewed date for the document l

1f laft blank, today's dats wiil be used.

Document Explres: < Check if you want the document to expire at a specific ame

Exp

Document Name | I - I Enter document name ]
{Optional):

Scan Options

S o l -]
Fixel Type: O sw® Gy O nGE s Select Black & Whae ([BW). Gray. o Color (nsm
Rasohution: I .I - —[ Select Document Resolutin
Seftings
[0 Show Source User Interface | Discad Blank Page
[ use Auto Document Feed ) oupler - [ Setect any accivonal setings for the seanpob |

O nsert new scaned image before current image
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After completing all the necessary fields, click on Scan Document.

Once you click on Scan Document, HireNet Hawaii will generate a preview and
thumbnail of the document for your review. To edit your document, use the icons
provided to edit your document. Once you make the necessary edits, click on Upload
Document to finish the uploading process.

Scanned Images

Taom Irtager ey
Odsd T
&
]
I Documen! preview will appear hese I |
Edchl vnage
Document thumbnail wil appear here |
WA 'R
: Use this option lo remove selected pages Fom scan
mu.lmm: | {Le, blank pages)
O oupley mioractve meisages

Option 3: Scanning into a Case Note

Staff will have the ability to scan or upload documents directly through the Case Notes
section.

To add a case note, click on Case Notes under the Staff Profiles section.
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=0 Bvipdividus Profifies B 7 My Individual Plaos E 7 Staff Profiles

& (0 Personal Profile # 7 Emulgvmnent Plan Profile B (5 Genernl Profile
General [nformation 8 7 Iupa.Plap Profle Summat
priv S —— ]
Activities B = Fiangal Plan Profls Adinities
Eaths Documents (Staff)
Hemo Identiy [ssucs
Documents El £ Case Maragement Profile

5 [ Search History Prohig Case Symmary

BB (> Seif Assessment Profile Pregrams

B 7 Commumcatnns Profile elan

Assessments
5 [ Report Profile
Tracking
Stalistcs
Cemined
Agsessmont
Lobor Exchanae

_ Activities Documents (Staff)

[Add New Case Note | Print Selecind Case Notes |

You curreantly have no saved case notes

Next, complete the Case Notes sections with the appropriate information. At the bottom
of the Case Notes, you are able to select whether you want to either upload or scan a
document with your Case Note. If you select “Scan a Document,” please refer to
Option 2 on how to complete the fields.

Case Note Attachment(s)

Listed below are the documents associated with this case note Click the View link below 1o view that particutar nem.

Results View: Summary | Detailed !
Chak 2 Gohuma LUe 10 port O view Thumbnaits

{ Ior | Eilter Critersa | Botiom

Uploaded and scanned documents with spaces in the document name may be incompatiole with some browsers. These spaces will be replaced with _ when saving the document 1n our system.

| Tt | Eilter Criteria | Botiom

| 1esa posument i Scan g ooaumen 1 |

Supported Fite Format

Muttiple decuments can be uplcaded simultanecusly, but must be selected ane-by-one.
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Attachment 2 - HireNet Hawaii Document Search

This attachment provides step-by-step instructions on how to search for documents
uploaded into HireNet Hawaii's Document Management module.

HireNet Hawaii allows staff to search for uploaded documents to participant’s case files.
To search for a document, following the step-by-step instructions below:

Navigate to the desired participant’s case file and go to the Documents (Staff) section.
Staff Profiles 2 General Profile - Documents (Staff)

=17 My_Individual Profiles [F My Individual Plans =l Staff Profiles

[=] () Personal Profile 8 [ Employment Plan Profila [E (] General Prefile
General Information Training Plan Profile Summary
Background [ [ Benefits Plan Profile Case Notes
Activities [ [7) Einangiat Plan i Activitieg
Bathg I Documents (Staff) I
Memo 1dentity Issues
Documents (& [ Case Management Profile

Search History Profile Case Summary

@ (O Self Assessment Profile Programs

Communications Profile Plan

On the next page, click on the “+ Show Filter Options,” to expand the filter search options.

Documents Available

tisted below are the documents available on the selecied Individual, Chick the View link belosy to view that particular item,

Results View: Summary | Detailed

Chek & column 12 10 Jor

Enter the desired filters for your search, then click on “Filter” at the bottom of the section.
Documents Available

Lisied below are the documents avaidable an the selected Indovidual. Click the View link below 1o view that particulas item.
B Hide filtes Oplions
Documant Filars

Genaral Criteria

csr

Oocumant Tags: | |

Status: @ Unexpired ) Expires Al

Speclfic Criterla

Lk L | None Selected - |
Application:

Verification Item:

Varification

Typa:

BB s



L ATTACHMENT 3

Hawaii Department of Labor & Industrial Relations
Workforce Development Division
830 Punchbowl Street, Room 329
Honolulu, Hawaii 96813
Fax: (808) 586-8822

HireNet Hawaii Document Removal Form

SECTION I: Staff Information

Request Date:

Division/Branch:

Staff Name:

Phone:

Email:

SECTION lI: Document Removal Information

Program Affiliation:

() Wagner-Peyser [1 WIOA Adult [J WIOA DW O WIOA Youth O TAA [JJVSG O NDWG

Participant Name:

State ID Number:

Document Name:

Document Type:

Document Upload Date:

Manager/Supervisor Date




