
Attachment C

Electronic Document Management 
 
Scanning and Uploading WIA Documents to Connecting Colorado 
Organization of case management documents is greatly aided by Connecting Colorado’s scanning function. 
Correctly labeling each document assures fast and easy retrieval for the Case Manager and the Program 
Monitor.  To begin, save a document as a PDF to a designated location.  Documents can be accumulated in 
a file labeled with the Participant’s name.  To upload the document, access the Participant’s Applicant 
Information screen and choose the Scanning Menu option. 
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On the Scanning Menu screen, choose the Program, then the Upload option. Click on the link to the desired  
Document Category.  NOTE, the View option is used to retrieve a specified document. 
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Within each Category, the Case Manager chooses the appropriate Sub-Category 
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Within the Sub-Category, choose the correct document Type from the “drop-down” menu 

 

The document types available for each sub-category are listed on the next page.  As the result of a changes in 
policys/procedures, some of the types listed below may not display on the drop-down menu and other newly- 
defined services may be added.  
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Scanning and Uploading TAA Participant Documents to Connecting Colorado 
The TAA Document Types are specified in the drop-down list. In most cases, the document type will be 
a group of documents filed as a single document.  Use the Description field to distinguish by the date of 
service or the date the form was completed.  TAA desk aid 119 describes the documents that are to be 
uploaded to each document type.  A sample page from the desk aid is shown below this illustration. 
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https://www.e-colorado.org/FolderNav.aspx?ID=28382



