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Attached 
Files 

Christina Furst 
SSIS Quality Assurance Team 

What is “Attached Files?” 
Case file information comes in many forms, 
especially as technology changes. Workers need a 
way to keep all of that information in one place. 

What does that mean? 
 Attach different kinds of files to 

workgroup Chronology or a 
Person record. 

 Attached Files are saved with 
the rest of the data entered in 
SSIS. 

 Most of the Attached Files are 
viewable regardless of the 
software applications available 
on the workstation.* 

*Workstations will need a compatible application. For example, to 
open a PDF file, the workstation needs some type of PDF viewer. 
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What can be attached? 
 Text files (.doc, .rtf, .txt) 
 PDF files (.pdf) 
 Images (.bmp, .png, .jpg) 
 Scanned Items (.img, .pdf) 
 Audio (.mp3, .wav) 
 Video (.mp4) 
 PowerPoint (.pptx) 
 Excel (.xls) 
 Compressed files (zip) 
 There is no set list of file types at this time. 

Do NOT use this for data that is 
already recorded in SSIS on another 
screen or document. 

It is not a replacement for the the 
normal functions of SSIS. 

What does it do? 
 Add various file types to SSIS 
 Files can follow the workgroup or a Person 

record 
 View files as created in the original format 
 Save to a local drive 
 As long as you can save it, you can attach it 
 Files are encrypted and compressed 
 Other users with access to the workgroup or 

Participant can view the attached files 
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Where is it? 
Chronology  Participant 

Specifications 
 File size must be 5000kb/5mb or less 
 Files are read-only (no editing) 
 Files with a security lock on them cannot 

be saved, thus they cannot be attached 
Attaching files in Chronology does not

automatically display under the 
Participant 

 Imported SSIS Document Templates 
cannot be attached 

 Audio files – 10-15 
minutes 

 Image files –10 
separate images 

 Text files – 200 pages 
 Scanned files – 

depends on how the 
scans are stored 

 Video files - depends 
strongly on quality 
and format of the 
video 

File Size Limits 
5000kb or 5mb 
• Right-click on the local drive 

folder to change the
“View”. 

• Add the column “Size” to 
see the file information. 
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Things still in the works… 
 Print as a part of the 

Chronology Summary Report 
Chronology filter option 
 “Type” column in the 

Chronology grid 

How to use it…Step 1 
Save the file to the local drive 

Reminder!! 
Do NOT use this for data that is 
already recorded in SSIS on 
another screen or document. 
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Step 2 
Expand the Chronology or 
Participant node. 

Step 3 
Access the Action 
menu to find “New 
Attached File.” 

Step 4 
 The local drive folder displays. 
 Find and select the desired file (Click the 

“Open” button). 

Example file:  This is an audio file. 
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Done! 

Properties Screen 
Name of the file 
saved locally 

File Type Size in 
megabytes (mb) Date file was 

attached 

Memo box for notes 

To view the file… 

Change the File Name 

 The default “File” name is the title used on 
the local drive. 

 The field is editable in SSIS. 
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Save to the Local Drive 
 Save icon 
Action menu option “File 

Save As” 

When would this be used? 
-Viewing a file attached by a different 
user 
-Printing an attached file 
-Emailing an attached file 

How does this affect External 
Documents? 

 External Documents are 
unrelated to this 
functionality. 

 External Documents is a 
list of links or file paths. 

External Documents versus 
Attached Files 

External Documents 
 Links to an external 

file that is not 
stored in SSIS 

No direct 
relationship to a 
specific record 

Attached Files 
 Files are stored in 

SSIS 
 Follows a 

Workgroup or 
Participant record 
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 The edocs are 
managed by a 
separate
department. 

 The creators 
implemented a 
security lock that
prevents anyone 
(including SSIS)
from saving the 
documents. 

 However…several 
edocs no longer 
have the security
lock. 

What about 
edocs? 

Edocs 

 
External Documents 

Which edocs can be attached? 
This message indicates the
document is locked.* 

*A prompt will also display. 

This message displays on 
documents that can be saved. 

User Functions and Security 
No new user functions were added for 

attaching or viewing Attached Files. 
Any users who can view a workgroup 

and/or a Person can view and attach 
files. 

Attached Files is not viewable from the 
State Detail screen. 

Other agency users with Statewide Case 
Access can view Attached Files. 
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Intakes and Transitions 
 Files attached to an 

Intake Chronology do not 
display in the 
Assessment/Case 
Management workgroup 
Chronology. 

 The files are available in 
the Associated 
Workgroups node under 
the Intake. 

 Files attached to a 
workgroup Chronology
display when using the WG
Change Log node to
transition an Assessment or 
Case Management
workgroup. 

 Creating a new workgroup 
(e.g. open Assessment
workgroup and open Case 
Management workgroup)
does not retain Attached 
Files. 

Miscellaneous Information 
Agencies with a current Electronic 

Document Management System 
(EDMS)…SSIS is not an independent EDMS. 
The Attached Files function is not 
intended to replace an agency’s EDMS. 

Workstation performance…performance 
is dependent on the originating file type, 
but no significant problems have been 
noted. 

Agency Considerations 
 What kinds of files will workers attach? 
 Where are files usually stored, and do workers

have easy access to them (locally)? 
 Who should be attaching files? 
 What can/should be copied and pasted into

the editor versus what should be attached? 
 Which files should be attached to a Person 

record versus a workgroup Chronology? For 
example, should CPS pictures follow the 
workgroup or person? 
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Agency Policy and Procedure 

Agencies should develop policy and 
guidelines for workers regarding the 
usage of Attached Files. 

 Use the Agency Considerations as a 
starting point for this discussion. 

Troubleshooting 
An error message 
displays when trying 
to attach a file. 

 Talk to your IT 
department 
regarding a file that 
needs to be installed 
on the workstation. 

 Instructions for 
installation were 
emailed prior to 
version 13.3 release. 

Don’t Forget… 

Do NOT use this for data 
that is already recorded in 
SSIS on another screen or 
document. 
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Questions? 
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