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eFind Guide

eFind istheweb based public welfareinformation database.
Y ou must complete aweb based interactive training before access will be granted. Training can
be accessed at http://health.utah.gov/eol/training/efind.htm.

eFind Implementation and Training

Effective January 5, 2004, the eFIND data brokering system will replace the
screen scan process - the previous method used to search multiple databases to
verify digibility factors. eFind automates the screen scan process and displays
the information in auser-friendly format. Eligibility workerswill need to
complete the web-based interactive training before using e-FIND. The training
will take approximately 45 minutes to complete.

Key Points:

» The eFind site is https.//efind.dws.utah.gov--This site was effective January 5,
2004.

» eFind displays the following screen scan information:

SSA/SSI benefits and SSN verification.

Quarterly Wages.

HEAT records.

Utah New Hire Registry.

Ul Benefits and Reductions.

UWORKS actua enrollments.

Motor Vehiclesincluding NADA values.

ORS Income, ORS Payments, ORS Cooperation, ORS TPL
WNHS notices from PACMIS.

* eFind displays the following new information:

Household (Possible Household Members).
DRS File (National Food Stamp Disqualification Database).
Worker’s Compensation.

* It isrecommended that eFind training be completed individually at the eligibility
worker’s desk, as the training is interactive. Group training is optiona with the
recommendation that each trainee have access to a computer during the training.
The web-based training will be the sole source for instruction and should be used
in both individual and group trainings.


http://health.utah.gov/eol/training/efind.htm
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» The eFIND training is designed for eligibility workers. The training instructs
eligibility workers on how to log in to the system and complete a search. The
training does not address what to do with the information displayed except for the
Food Stamp Disqualification screen and Workman's Compensation screen.

* Eligibility workers may start using eFind once they have completed the required
training.

* Instructions have been created to help eigibility workers log into the system and
complete a search and also to instruct on retrieving a previous search.

USING eFIND - Instructions on using the eFind system.

HISTORICAL SEARCH - Instructions on retrieving a previous
search.

* In order to initiate a search on eFIND a case must be open, have aprogramin
received status, or have been closed within the last 90 days. This may affect the
up-front screening process of some offices/regions.

To complete avalid search, al household members must be
entered on the PACMIS case. ? eFind will search al household
members listed on the PACMIS case regardless of their specific
program participation codes (IN, OU, IA, DM, etc.)

Sear ch Disclaimer: Eligibility workers should be awarethat all
sear ches performed on the eFind system and the data found
will be electronically stored, along with the eligibility worker
ID and date of the search.

* Full searches on eFind should be limited to eligibility applications and reviews.
Targeted searches should be performed for aerts. Information retrieved using the
eFind system must be acted on regardless of whether or not it is viewed.

Targeted searches can be completed on:
* Social Security.

* New Hire.

* Recovery Services

* Unemployment Insurance

* UWORKS Employment Plan


http://health.utah.gov/eol/training/workbook/pdffiles/efind_login.pdf
http://health.utah.gov/eol/training/workbook/pdffiles/histsearch.pdf
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Using the eFind System

Introduction: In order for eFIND to complete a search, the PACMIS case must be open, in
received status or have been closed within thelast 3 months. Information in PACMIS (i.e.
socia security number) must be accurate to perform avalid search.

1. GototheeFind website.
https://efind.dws.utah.gov/DataBrokering/L oqin.jsp

2. Login tothesystem.

. Login name: HS mainframe.

. Password: HS mainframe password.
3. Enter the PACMIS case number and click on the Search PACMI S button.
4. Add parent’sname(s) in thealiasfield.

. An alias name can be added by clicking on the alias name field. More then one
alias name can be added by clicking on the Add More Alias Names button.

. To remove alias names after it has been added, click on the small square field to
the left of the first name. Click on the Remove Alias Name button on the bottom
of the screen.

. When Finished click on the Save Names and Exit button.

5. Add any known alias social security numbers.

. An alias social security number can be added by clicking on the alias social
security number field. More then one alias social security number can be added by
clicking on the Add More Alias SSN button.

. To remove alias social numbers after it has been added, click on the small square
field to the left of the first name. Click on the Remove Alias SSN button on the
bottom of the screen.

. When Finished click on the Save SSN and Exit button.

6. Select search options.

. Full Search — (default) —Use this for application and reviews.
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. Social security- targeted search.
. New Hire-targeted search.
. Recovery Services-targeted search.
. Unemployment-targeted search.
. Uworks-Employment Plan-targeted search.

NOTE:  Youmay select more then one targeted search.
7. View search results.
. Three tables are displayed:
= PACMIS Case Summary Table.
=  Search Summary.
= Customer Detall.

. A legend that explains the symbolsisincluded on the bottom of the search results
screen.

8. View interfaceresultsby clicking on the green check.
. It is not necessary to print results as your searches can be archived.

9. Chooseto Archive search results by clicking ARCHIVE RESUL TS from the menu
on theleft.

. Archiving isatool to allow storing search results in a separate list from the
current search list.

. Once archiving is completed, thiswill bring you to the search options screen.

NOTE: Itisnot necessary to archive searches as they are automatically saved.

10. Conduct a new search without archiving the previous sear ch by clicking NEW
SEARCH from the menu on the left.

11. Logout from the system by clicking LOG OUT from the menu on the left.
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Loginto eFind
Click on your desktop icon or enter the URL into your Internet address field.
https://efind.dws.utah.gov/DataBrokering/Login.jsp

PACMIS login and
password required for
access.
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the box to log into the
database.

Click the“Login”
button.
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Completea PACMIS eFind Search

The person must be open or must have been open on a PACMIS case within the past 90 days. If
no PACMIS caseis or has been open, you can register aFFC casein PACMIS for the foster child
and use that case number for your search whileitisin received (“RE") status.
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eFind maintains a historical list of
past searches and the type of search.
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Screen Display After a PACMI S Search

After the search of PACMIS is completed the display will look like this. From here you can
select the search criteria, add alias Social Security Numbers and alias names. Adding an diasis
necessary to search for a parents' information when the parent is not listed on the PACMIS case
number that you are using for the search.
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[ Ful [T Wator sk TANHS Notiees

I Spdal Searty [ Unemploym; I Houssholding

I hew Hire [ uwones Emalogmant Plan - T wages
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Click “ Start
Search” to launch
asearch of eFind
resources.
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Adding an Alias Social Security Number

1 hieps: Mefind, dws. utah.gov - Add Alias 55M - Microsoft Internet Explorer

Add Alias Sodal Sacurity Mumbers for:

Alias 55N

[ AddMoreslias SSM || Relnove slias 55M || Save SSMand Ewt |

/ Add the parent’ s Social \
Security number here when
necessary.

Save and Exit.

More than one alias Social
Security Number can be
added can be added.

Search will display the child’ s name, but will
indicate the alias SSN’ s that have been searched.

10
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Adding an Alias Name

A hitps:ifefind. dws.utah.gov - Add Alias Mames - Microsofl Internel Explorer

Add Alias Search Mames for:

[First name |MI Last Mame

o |

[ addmore Aligg Mames 1 \ Remove slias Namas | [ Save Names and Exit

Add the parent’s name here when necessary.
Save and Exit.
More than one alias name can be added.

11
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Sear ch Results Display

Use the scroll bar to view the entire results. A green check mark indicates that eFind has
information available. A red“ X" indicates no information was found. A question mark will be
displayed until eFind determinesif information is available. Click on the green check mark to
display the information.
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[ Log out when your search is compl eted. }
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Printing E-Find Report
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[ Print from Adobe Acrobat. J
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