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Office of Self Sufficiency Programs 

Action Request 
Transmittal 

 

Belit Burke, Self Sufficiency Program Design 
Administrator 

 
Number: SS-AR-16-014 

Authorized signature  Issue date: 12/15/2016 
  Updated: 12/21/2016 
 
Topic: Other   
 
Subject: EDMS E-Coversheet Implementation 
 
Applies to (check all that apply): 

 All DHS employees  County Mental Health Directors 
 Area Agencies on Aging  Health Services 
 Aging and People with Disabilities   Office of Developmental 

Disabilities Services(ODDS)  Self Sufficiency Programs 
 County DD Program Managers  ODDS Children’s Intensive  

In Home Services  ODDS Children’s  
Residential Services 

 

 Stabilization and Crisis Unit (SACU) 
 Child Welfare Programs  Other (please specify):       

 

 
Reason for action: 
Some SSP branches have stated that the WEBM Coversheet process is more difficult 
and time consuming than the previous EDMS Scan Coversheet process. To improve 
the existing process, an Electronic Coversheet was developed to replace the WEBM 
Coversheet and the ATE stamps.  
 
Action required: 
Effective 12/15, discontinue the use of the WEBM Coversheet process. Transition from 

the WEBM Coversheet Process to the E-Coversheet process. Please read the 

following information on how to prepare and implement the E-Coversheet process.  

 

How to Prepare/Implement the E-Coversheet: 

1. Scanning staff (or all staff who submit documents to EDMS) need to click on the 

following link to install the remote scan link on their desktop and update the 

“Process_CASEINF” file. After a few moments of waiting, you will be prompted to 

enter your branch number. 
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         CASEINF-SSP-DE_installer.bat 
 

2. Enter your branch number and click okay.  

 

3. Review the updated Scanning and Support Tools QRG. We encourage 

managers to review the updated QRG with scanning staff to ensure the changes 

to the process are clear. 

 

With the new E-Coversheet, scanning staff will only need to capture: 

1) Prime number (can copy/paste from DHR); 

2) T number will be required if the head of household does not have an 

SSN. If a SSN exists, IRMS will populate the data from DHR; 

3) Case Number (F# or UCMS – can also copy/paste from DHR); 

4) Received Date; 

5) Doc Type (select dropdown); and  

6) Indicate whether the scan packet is considered ‘Secure’. Use the 
dropdown and select ‘Y’ if considered ‘Secure’ – leave unmarked and 
IRMS will add the scan packet to the general Case Information section 
of EDMS. 

 

IRMS staff will auto-populate the remaining data fields from DHR based on the 

customer data provided on the E-Coversheet.  

 

Prior to entering customer data into the E-Coversheet, it is important that 

scanning staff verify they are looking at the correct customer’s screen in DHR to 

protect data integrity.  

 

 

 

 

 

 

 

 

 

 

 

 

 

file://///wpdhsappl55/execute/CASEINF-SSP-DE_installer.bat
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-ar-16-014_scan_support_tool.pdf
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Look and feel of the E-Coversheet: 

 
 

 

 

4. We recommend scanning staff do a practice run of the new process together 

using a customer document that needs to be added to EDMS. Do not submit a 

test document – this is a live system.  

 

5. Once scanning staff are comfortable with the new process – your branch is ready 

to begin using the new E-Coversheet process as a part of normal business 

operations. 
 

Please note: Incoming customer documentation can be packaged and scanned 
together using the primary document category. You may continue to use a placeholder 
coversheet when an additional coversheet is required within a customer’s scan packet. 
 
For example, an application and supporting information used for an eligibility decision 
can be scanned together (an ongoing change and supporting information can also be 
scanned together). The primary document should be scanned first, such as the 
application, to ensure this form number is captured by IRMS, with the remaining 
supporting documentation to follow. If case management or legal documentation is 
also received and scanned with the application, a placeholder coversheet would be 
needed. Insert the placeholder coversheets during the QC process.  
 
 
 
 

A close-up of the 
data entry fields. 

Full view of the 
E-Coversheet. 

Form number is 
optional. Do not worry 
about this field. IRMS 
will key this information 
on the back-end.  

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-ar-16-014_placeholder_cover.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-ar-16-014_placeholder_cover.pdf
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Transmittal points of clarification: 
 
We understand that there are several points of confusion around the new E-coversheet 
process released Thursday December 15th, 2016 via transmittal SS-AR-16-014. Please 
see the clarification points below: 
 

 Options for ‘Placeholder Coversheets’:  

If you are finding that you need to use ‘placeholders’, there are a of couple options. 

1. If the document is already scanned as one file AND you have not converted to 
TIF, but you need to separate sections, you can do this by converting specific pages 
at a time.  Example, if the application was pages 1-20, you would select on the print 
to TIF pages 1-20. You would then select the page number for the next section and 
print to TIF.  Continue this process until all sections are separated in individual TIF 
files Once all the sections are converted, when you send the individual sections to 
EDMS, a coversheet will pop up for each.   

2. If it is already in TIF, you can use ATE to create separate documents into each 
section (NOT ideal). 

3. If you have not scanned yet, scan each section separately.   

There is more information regarding policy on the placeholder coversheets at: 
http://insidextra.dhsoha.state.or.us/caf/FieldBusinessProcedures/fbpm-i.html 

 
 Remote Scan Folders:   The new folders are named ‘Outbound_CASEINF-SSP-DE’ and 

‘Process_CASEINF-SSP-DE’. These are the new Remote Scan folders you will want to use 
going forward. 
 

 E-coversheet preview pane: When the coversheet pops up, there is a preview pane on the 
right side of the pop up.  The preview allows you to view 10 pages of your scan. If you 
attempt to view beyond the 10th page, you will receive an error message. 
 

 F# entry: Entry of the F# does not require the user to enter an ‘F’.  It is only required to 
enter the numbers after the ‘F’. 
 

 Scanning for multiple branches: Concerns have also been raised around scanning for 
different/multiple branches. As of now, the branch you are assigned to is automatically 
registered. We are currently working with OIS into options on how we can update the 
process to accommodate scanning for multiple branches. 
 

 “AS IS” indicator:  The final item that we are looking at adding is the addition of an “AS IS” 
dropdown in the e-coversheet data entry panel so that an annotation won’t be necessary.  

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-ar-16-014.pdf
http://insidextra.dhsoha.state.or.us/caf/FieldBusinessProcedures/fbpm-i.html
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There will be an ongoing Q&A added to the EDMS Training webpage next week. The 
training materials are all being updated (as appropriate) on the EDMS Training 
website. Please be aware of the edit dates on the training materials as it may take us a 
couple of weeks to have all the feedback incorporated into the various trainings. 
 
Thank you for all of your feedback as we continue to refine this new process!  
 
 
If you have any questions about this action request, contact: 

Contact(s): For procedural questions, contact Courtney Hill at 
Courtney.m.hill@dhsoha.state.or.us  
 
For EDMS system questions, contact HELP EDMS at 
EDMS.HELP@dhsoha.state.or.us 

 

mailto:Courtney.m.hill@dhsoha.state.or.us
mailto:EDMS.HELP@dhsoha.state.or.us

