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Overview

This job aid describes how to attach files, such as Word documents, PDF documents, audio files
(telephonic signatures) etc, in NC FAST.

Step-by-Step Instructions
Attaching Files to Active Case Evidence

1. Navigate to the Income Support or Insurance Affordability page. Click the Evidence
tab.

Note: For navigation steps to the Income Support or Insurance Affordability page,
refer to Searching for Cases job aid.

Income Support -

Primary20 years Member3 years

Eligibility Checks Compliance Participation Time Limits Case Details Events Administration

2. The Evidence Dashboard displays. Click the Verifications folder.
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Dashboard

Active Evide!

In Edit Evide:

nce

nce

Verifications

Issues

Evidence Dashboard

This page displays a list of all evidence types in a tree structure.

Household
Energy Benefit Emergency
MA Authorized Representative Exemption

3. The Verifications folder displays. Click the List Actions Menu then select Add Proof.

Note: If the evidence is not listed, click the All hyperlink.

Verifications
Qutstanding Al
Item for Verification
»  Work Registration
N Head of Household
(Identity)

Household Member
Identity

Citizenship

Openin New Tab Verify... C ﬁ ‘i':?:'

Evidence Type Participant Mandatory Due Date Status

Work Registration

Head of Household .

Household Member ] Verified
Household Member Verified s

4, The Add Proof pop-up appears. In the Attachment section, click the Browse button.
The computer directory will appear. Select the applicable file to upload then click

Save.
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Add Proof @ @

* required field

name in the field below.

~
e
Attachment -
Please specify a file to attach or enter a file location and/or reference.
Browse
e [Eome]
Location Reference
n Type
Comments
v
| |
Save ‘ Cancel ‘

Attaching Files to the Insurance Affordability Application Level

1. Navigate to the Insurance Affordability Application. Click the Administration tab.

Application Search X Person Search X x Insurance Affordability Application x

Insurance Affordability Application

Insurance Affordability Application

Application Date 515/2014
Preferred Contact  Not Recorded
Programs  Insurance Affordability

Home All Documents Clients Programs Timers Evidence Eligibility Checks Related Cases Tasks QOnline Data

2. The Notes page displays. Click the Attachments folder.
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Notes Notes
Attachments
| Subject Text Entered By Date
Communications
Interviews

Users

3. The Attachments page displays. Click the New hyperlink.

fay
Notes Attachments Nen. | C G @
Attachments
Description Date Status
Communications
»  Application PDF 515/2014 Active
Meetings
Meeting Minutes

4. The New Attachment pop-up appears. Click the Browse button. The computer
directory will appear. Select the applicable file to upload then click Save.

New Attachment @ ®

* required field

File | Browse... | Participant | v

Location | | Reference | |
Document Type | Letter ~ | Receipt Date | 6/13/2018 | E
Description
W
| Save I ‘ Cancel

Attaching Files to the Integrated Case Level

1. Navigate to the Income Support. Click the Case Details tab.
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Note: For Insurance Affordability, click the Contact tab.

Income Support -
Primary20 years Member3 years
Home All Documents Evidence Eligibility Checks Compliance Participation Time Limits Events Administration Online Data
L]

2. The Notes page displays. Click the Attachments folder.

Home All Documents Evidence Eligibility Checks Compliance Participation Time Limits Case Details
[ FRR—

>

Notes Notes
Case Participants
Subject Text
Applications
Programs

Related Cases

Communications

Attachments

Automatic Resource...

Grace Period [V

3. The Attachments page displays. Click the New hyperlink.
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Attachments
Description
»
»
»
»
b

Be.] ¢8O

Date Status
3/21/2018 Active
3/21/2018 Active ves
3/21/2018 Active oo
3/21/2018 Active vee
3/21/2018 Active ves

4. The New Attachment pop-up appears. Click the Browse button. The computer
directory will appear. Select the applicable file to upload then click Save.

New Attachment @ ®
* required field
File Participant | ~ |
Location | | Reference | |
Document Type | Letter A% | Receipt Date | 6/12/2018 | H
Description ~
L%

| Save | ‘ Cancel ‘
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