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User 

¶ DCW Monitoring Specialist. 

¶ DCW Placement Services Supervisor. 
 
Process  
These Job Aid tables describe the actions needed to view the Visit Due List by assigned DCW 
Monitoring Specialist. 
 
Introduction 

¶ Columns in the table can be sorted or filtered using the icons to the right of each column 
heading.  

¶ The Visit Due List includes Licensed Providers that have: 
o Service Category of ‘OOH’ (Out Of Home) or ‘ADMIN’; Approval Type of ‘License’; 

Owner Agency of ‘PSU’; and Status of ‘Open’. 
-- OR --  

o Service Category of ‘CC’ (Child Care); Service Type of ‘DT’ (Day Treatment); 
Owner Agency of ‘PSU’; and Status of ‘Open’. 

¶ For DCW Monitoring Specialist, the list will automatically filter Monitoring Specialist by 
the worker.  The worker will not be able to change the filter. 

¶ For DCW Placement Services Supervisor, they will be able to view all Monitoring 
Specialists (column will be filterable).   

¶ The Visit Due List is based on the License Type and the Date of the Last Visit / Effective 
Date (whichever is most current): 

o If the License Type is ‘Probationary’ (regardless of Action Type), the Visit Due 
Date is every 30 days. Providers will appear on the list when they are within 10 
days of their Visit Due Date.  

o If the Action Type is ‘Initial’ and License Type is NOT Probationary, the Visit Due 
Date is every 3 months. Providers will appear on the list when they are within 30 
days of their Visit Due Date. 

o For all other License Type and Action Type combinations, the Visit Due Date is 
annual, based on Date of Last Visit / Effective Date. Providers will appear on the 
list when they are within 120 days of their Visit Due Date. 
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Access and View the Visit Due List 

Steps/Output Screenshot 

In the Left Navigation panel.  
 
1. Click Show Menu.   
 
This expands the Left Navigation 
panel.   
 
Note: The menu items displayed 
in the left navigation panel are 
dependent upon your security 
profile.  
 

 
 

2. Click Resource Queues. 
 
This expands the Resource 
Queues list.   
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Under DCW Monitoring Specialist 
in the Resource Queues:  
 
3. Click the Visit Due menu item.   
 
This opens the Visit Due List page.   

 
 

In the Visit Due List:   
 
4. A tally of the total number of 

Licensed Providers displays.   
5. Click the Search icon to search 

for a specific Provider. 
6. Click the Download icon to 

download the list to your 
computer as a CSV file. . 
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Navigating within the Visit Due 
List table:   
 
7. Use the Scroll bars at the right 

and bottom of the page to 
view additional Providers and 
columns in the list. 
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Filter the Visit Due List 

Steps/Output Screenshot 

Note: For the DCW Monitoring 
Specialist profile, the Specialist 
filter is set to the specific 
specialist and is not changeable. 
 
For a DCW Placement Services 
Supervisor, the list displays all 
Providers by DCW Licensing 
Specialist.   
 
Filter the Visit Due List by the 
specific DCW Monitoring 
Specialist. 
 
1. Click the Specialist drop-down 

arrow.  
2. Select the appropriate 

Specialist to view the 
Providers for that specific 
Specialist. 
  OR 

3. Select the Blank Space to view 
the Providers List for all DCW 
Monitoring Specialists. 
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To further assist with locating 
specific Providers, the columns in 
the table can be sorted or filtered 
using the icons to the right of 
each column heading. 
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Open the Provider Details record 

¶ Selecting the Provider ID will open the Provider record and automatically navigate to the 
Contacts/Visits, Notes, and Frameworks panel.   

 

Steps/Output Screenshot 

In the Licensed Providers table:  
 
1. Click the ID number link in the 

Provider ID column.   
 
 

 
 

The Provider Details page displays 
and navigates to the 
Contacts/Visits, Notes and 
Frameworks panel. 
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Return to the Visit Due List table. 
 
2. Click the Back to Workspace 

link or the Workspace – Visit 
Due List record tab to return 
to the list.   

 
 


