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DTA myWorkspace (MWS) Overview

In an effort to streamline business processes, enhance program integrity, improve client outcomes, and prepare
for a customer-centric integrated eligibility environment, the Executive Office of Health and Human Services
(EOHHS) and Department of Transitional Assistance (DTA) have initiated a comprehensive effort to identify and
implement near-term and long-term operational improvements.

The overall goals of this project include the following:

e Enhance program integrity and overall operating efficiency

e Improve the timeliness of processing of applications and improve customer experience
e Support the EOHHS vision for No Wrong Door for customer entry

e Create more time and capacity for staff to help families

e Strengthen and streamline verification processes

e Strengthen and streamline customer service activities

e Increase staff engagement and make a career at DTA exciting, attractive and fulfilling

As part of this effort, the Department is implementing an Electronic Document Management (EDM) system. DTA
myWorkspace (MWS) is the web-based application that DTA staff will utilize to view and route scanned
documents. The following sections detail how to access, assign and work tasks in the MWS application.
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MWS Business Process Workflow

The following diagram provides a high-level overview of the DTA myWorkspace business process. For more
detailed information on the business process and Department procedures, please see the published Field

Operations memos.
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Logging into MWS

MWS can be accessed through the following URL: https://service.hhs.state.ma.us/edm/.

Once a user has opened MWS in his or her internet web browser, the login page will be displayed. To access

MWS, complete the following steps:

1. Type inyour login ID, which is the same as your welid.
2. Type in your password.

8 MWS passwords require eight characters, including at least one number, one special character and one

capital letter.

See “Using Profile Edit” section for additional instruction on how to change your password. See “Using

Forget Password” to reset your password.
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For technical assistance, contact Customer Service using information found on the login page. Note that

you can reset your password through the “Forget Password?” function.
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Navigating MWS

MWS navigation consists of three main tabs, including:

o myWorkflows — This tab displays tasks that have been assigned to the user. It shows both tasks that are
waiting to be processed and tasks that have been completed during the day.

e Search Tasks — The Search Tasks tab allows the user to search through all the tasks within
myWorkspace. Users can use several criteria to narrow their search.

e Profile Edit — The Profile Edit tab allows users to change their password.

S O O

r

NOTE: While navigating MWS, do not use back and forth arrows in web browser. Only use buttons and

links within the MWS application.
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Using myWorkflows

Once you have successfully logged in, you will be taken to the myWorkflows tab, which allows users to monitor

tasks assigned to them.
The myMetrics box provides a summary of Active tasks.
The myWorkflow box contains 2 tabs, Active and Completed Today.

1. The Active tab shows a user’s tasks that need to be processed. By clicking on the “Folder ID” link, you
will be taken to the Task Summary page for more detailed information about the task.
2. The Completed Today tab displays all task completed by the user throughout the day.

The myMetrics box provides a summary of Active tasks.
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The following Information about each task is displayed on the myWorkflow box on the myWorkflows page.

e FolderID

e Task Category
e Document Type
e Release Date

e Date Received
e Office

e APID

e Last Name

e First Name

e Status

< i
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Using Search Tasks
The Search Tasks tab allows users to search for tasks regardless of the task status or office location.

Tasks may be searched on using combinations of the following criteria:

e Last Name
e First Name

e APID

e SSN

e Date of Birth
e FolderID

e Status

e Office

e Task Category

e Disposition

e Assigned To

e Received Date From/To
e Disposed Date From/To
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Using Profile Edit

The Profile Edit tab allows users to modify their password.

The steps for changing your password include:

Input your current password in the Current Password textbox.
Type in a new password into the New Password text box.
Type in the new password again to confirm in the Re-Enter New Password text box.

Click “Change Password” button.

Current Password: [ssssssssd| < 1
Mew Password: |nnuuu.. < D)
Re-Enter Password: |nnuuu.. 3
Change Password Reset
4

e R

: It is recommended that your Beacon and MWS passwords are the same, and that you change your

password in MWS each time you are prompted to change it in BEACON to assist staff in remembering the
password. The “Reset” button will clear out all information previously typed in the text boxes.
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Accessing and Reviewing Tasks
There are multiple ways to access and review tasks.

To access or review a task that has been assigned to you:

1. Click the myWorkflows tab.
2. Inthe myWorkflow box, click on the “Folder ID” of the task that you want to review.

3. The Task Summary page will be displayed.
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To view the document attached to a task assigned to you, first click the “Work Task” button at the bottom
of the screen to see the links to the documents. See “Viewing Documents” section for more information.

To access or review a task that has not been assigned to you:

1. Click the Search Tasks tab.
2. Enter search criteria.
3. Click “Search Tasks” button.

4. View results.
5. Click on the “Folder ID” of the task that you want to review.
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6. You will be taken to the Task Summary page.
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The Task Summary includes important information about the task and related document (s). The Task Summary
includes Workflow Information, including:

e Status (of the Task)
e Received Date

e Task Category

e Disposition

e Routing Notes

e Assigned To

e Office

e Notes

e Disposition Date
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Each document within a task includes Client Information and Document Information such as:

e C(Client Information

O First Name
Last Name
SSN
Date of Birth
AP ID

O O OO

e Document Information

o0 FolderID
Document Source
Document Size
Document Category
Document Type
Document Processed?
Document Notes

O 0O O0OO0OO0oOo
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Viewing Documents

Each task will include one or more documents. In order to view documents, look at the tabs, and click on the
hyperlink with the document’s name. You must click on the document name, not just on the tab.

The Document Information will be displayed.
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On the top of the document, the following document information will appear.

¢ C(Client Information
O First Name
O Last Name

0 SSN
0 Date of Birth
o APID
e Document Information
O FolderID
0 DocumentID
0 Document Source
0 Document Size
0 Document Category
0 Document Type
O Processed? (at the bottom of the page, ONLY if there is more than one document associated

with the task)
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Documents are displayed in PDF format and cannot be altered. To review the document:

1. Use the innermost scroll bar to scroll up or down.
2. Hover your mouse near the bottom of the PDF display.
3. Use the PDF toolbar to zoom in or zoom out.

r

The PDF reader allows users to save documents to their desktops or to any other drive.
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Completing a Task

After you have completed your review of the document and taken necessary action (entered information into
BEACON, for example) you will need to complete — or “dispose of” — the task:

1. From the Task Summary tab, click the “Work Task” button.

2. Review the document(s) by clicking on Document Tab (hyperlink with the document’s name).
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3. Click the “Disposition” drop-down at bottom of page, and select the appropriate disposition.
4. Click “Complete Task” button.

5. The Task Summary page will be displayed, showing the document as “Processed” and the "Document
Processed?” field will have a checkmark.
6. Click on the “Next Task” button to move to your next assigned task!
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Users may select from the following Disposition Codes from the Task Summary tab:

f

Duplicate — No Action Taken — This document was a duplicate of a document that was already
processed.

Forwarded to Another Agency — This document was designated for another agency and has been
delivered to that agency by TAO staff.

Processed — This document was processed and completed successfully by the user.

Returned to Client — This document was returned to the client, usually because of missing information.
Unreadable Image — This document could not be used due to legibility (not caused by poor scanning).
Unidentified — This document could not be associated with a client or purpose.

Note: In most cases, you will select the disposition type of “Processed”. By completing a task, a user is

indicating that all relevant information has been processed or acted upon (e.g. returned document to client,
forwarded to another agency).
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Completing a Task Containing Multiple Documents

There may be times when a task contains more than one document. Before disposing of the entire task, you
must “Process” each document. This safeguard ensures that the user has reviewed all documents prior to
disposing of the task.

1. From the Task Summary page, click the “Work Task” button.
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2. Review the first document by clicking on its name in the Document Tab (hyperlink with the document’s
name).
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3. Once you are finished reviewing the document, at the bottom of the page, check the “Processed?”
checkbox.
4. Click the “Save” button.

:will not
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5. Return to the Task Summary tab, where you are able to confirm which documents have been processed.
Determine this by reviewing the “Document Processed?” field. There should be a check symbol showing

the document has been processed.
6. Review the next document by clicking on its name in the Document Tab (hyperlink with the document’s
name).
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7. At the bottom of the page, check the “Processed?” checkbox.
8. Click the “Save” button.
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9. Return to the Task Summary tab, where you are able to confirm that all documents have been
processed. Determine this by reviewing the “Document Processed?” field for each document.
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10. Click the “Disposition” drop-down, at bottom of page and select the appropriate disposition.
11. Click “Complete Task” button.
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12. The Task Summary page will be displayed, showing the document “Status” as “Processed.”
13. Click on the “Next Task” button to move to your next assigned task!

-—
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Searching for New Tasks

Searching for new tasks allows users to see documents that need to be assigned in their local office (or other
local offices). To search for new tasks in an office, perform the following steps:

1. Click the Search Tasks tab.
2. Inthe “Status” dropdown, select “New.”
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3. Inthe “Office” dropdown list, select the office for which you are searching.
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4. Click “Search Tasks” button.

> -l

5. Review Task Results list.
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The Tasks Results list includes detailed information about each task, including:

e FolderID

e Task Category
e Release Date
e Date Received

e Office
e APID
e SSN

e Last Name

e First Name

e DOB

e Status

e Assigned To

e Envelope Info

Task Results may be sorted in ascending or descending order using the up and down arrows.

T >

f

criteria narrows the search.

Note: The more search elements you choose, the fewer results you will obtain. Adding more search
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Assigning a Task to Another User

New tasks must be assigned in order to be processed. Assigning tasks can happen in multiple areas of MWS.
To assign a task to another user from the Task Results list, complete the following steps:

1. Check the task that you want to assign by clicking in the checkbox.

2. Select the office of the user to whom you want to assign the task by using the “Select user by Office’
dropdown list.

3. Select the user to whom you want to assign the task by using the “Deliver to User” dropdown.

4. Click the “Deliver” button.

4
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To assign a task to another user from the Task Summary page or Document page, complete the following steps:

1. On the Task Results list, click the “Folder ID” hyperlink of the document you want to review and assign.
This will bring you to the Task Summary tab
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2. Atthe bottom of the page, select the office of the user to whom you want to assign the task by using the
“Select user by Office” dropdown list.

3. Select the user to whom you want to assign the task by using the “Deliver to User” dropdown.
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4. Add “Deliver Notes” if desired.
5. Click the “Deliver To” button.

After a task has been assigned from the Task Summary page or Document page, the Task Summary page will
appear, displaying the new assignment. To view notes, click the “View Routing Notes” hyperlink. A new tab or
pop-up window with the notes will appear.

> S
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Routing Tasks to Another Office

Users can update task information to route tasks to different offices. To update office information in a task that
has been assigned to you:

1. From the Task Summary page, click “Work Ta

2. Click the “Edit Task Information” button
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3. Select an office from the “Office” dropdown list.

4. Click “Update Task Information”.
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5. The new office location will be displayed after “Office”.

ELL

r

the task, and 2) change the task status to “New.” This should be used when a user wants to route a task to
another office, but doesn’t know the specific user to whom the task should be assigned.

Once the user has updated the office, he or she can use the “Change to New” button. This will 1) un-assign
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Editing Index Data on Documents

To edit index information associated with a document (because of a data entry error, for example) that has been
assigned to you, perform the following tasks:

1. From the Task Summary page, click “Work Task”

2. Review the document by clicking on its name in the Document Tab (hyperlink with the document’s
name).
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3. Click the “Edit Index” button near the top of the document.

4. Update the information in the fields that need to be corrected.
5. Click “Update Index”.
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6. The new indexing information will be displayed.
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Self-assigning a Task
All tasks must be assigned before they can be processed. Users can assign tasks to themselves using the “Self-
Assign Task” button.

1. From the Task Results list on the Search Tasks tab, click the “Folder ID” for the task that you want to
self-assign.
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2. From the Task Summary page, click “Self-Assign Task” button, located near the bottom of the page.

3. The Task Summary page will display that the “Status” has changed from “New” to “Assigned.”

O >
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Understanding the Status of a Task
During processing, a task will move through the following statuses. It is important to understand these statuses
in order to manage and prioritize work.

e New — This task has not yet been assigned.

e Assigned — This task has been assigned to a user.

e In Process — This task is presently being worked by a staff member. While “In Process,” other users may
view but not take any action on this task.

e Hold - This task was in process, but the user logged off MWS before it was completed. Other users may
view and re-assign the task when it is in the hold status.

e Processed — This task has been completed by a user.

m
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Separating a Task with Multiple Documents

There may be instances in which it is necessary to separate documents within a task. This is necessary when an
AP ID is mistyped, causing two documents (from different clients) to be linked within one task.

1. From the myWorkFlow tab, identify a task with multiple documents based on the Document Type.

2. Select the Folder ID of the task with multiple documents. This will open the Task Summary Page. This
page shows detailed information about both documents within the task.
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3. Select the button at the bottom center of the screen that reads “Separate Documents.”

>

4. A new tab will open that says Separate Documents.
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5. Check the box of the document you wish to separate.

6. Click Save.
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The task has now separated. The original document’s Task Summary should be displayed.

Executive Office of Health and Human Services Mass.f?mﬂ
- ]
Welcome to DTA MyWorkspace! January 17,
User: Shannon Montanez Offica Location: £

Status:Assigned Assigned To:Shannon Montanez
Received Date:01-15-2014 Offica:Hotyoke
Task Category:SNAP Application Nates:
Disposition: Disposition Date:
Routing Notes:

Assigned To Assigned By: A
Shannon Montanez Shannon Montanez
Shannon Montanez Shannon Montanez

Client Information Document Informatien
First Name: LASTV Folder ID: 3501214,
Last Nams: FIRSTY Document Souros: EDMC
SSN: 050-07-1214 Document Size: 385 KB
Date of Sirth: 05-05-1350 Document Category: SNAF Appiication
AP ID: 2801214 Document Type: SNAF Banefits Appiication

Document Processed?:
Document Notes:

B - — N —1 — |
A
Changs To New | | work Tast |
Logout DTA lylorkspace!
02014 Commonwealin of Massachuselis Bulld 3.5 Heo Sne Ponces Comans Sne Mo

7. When retuning to the myWorkflows tab, the newly separated task will be visible, with the Folder ID
beginning with MWS.

Executive Office of Health and Human Services

Welcome to DTA MyWorkspace!

Ussr: Shannon Montaner

Search Tasks
myMetrics:
myTasks (Assigned / In Process): 4
myTasks (Hold): O
orkflow:
Active (4
Folder 1D Task Category Document Type Release Date Diate Received Office
k] SMNAP Applicstion SMAP Banefits Application 11572014 Halyake
[ SMNAP Application Verifications VC-1 1/15/2014 Hahyoke
MWS-32084 SMAP Applicstion erifications WC-1 1/15/2014 Haolyake
3501218 SMNAP Application SMAF Banefits Application 1/15/2014 Hahyoke
= 2014 Commommealh of Massachusels Bulid 3.5
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Logging Off
After completing a session in MWS, a user should logout by clicking on the “Logout DTA MyWorkspace!” button,
which is found on all areas of MWS.
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Using “Forget Password”

If users forget their password, the “Forgot Password?” function helps them establish a new password. To reset
your password when you have forgotten it, complete the following steps:

1. Onthe login page, click “Forgot Password?”
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2. Enter your user name (welid).
3. Click “Submit.”
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4. Review confirmation.
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5. Go to your email inbox, and look for email from administrator. Note your “Password Reset Code,” which
you will use later in the process.
6. Click the provided hyperlink.

i

Your Password Reset Code: i Ybw3lcOw
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7. A new web page will be displayed. Enter the Password Reset Code displayed in the email you received.
8. Enter and re-enter your new password.
9. Click the “Reset” button.

You may now return to the login page, and log in with your new password!
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