Victoria Forms
Attachments/Evidence Collection Add-On
Enhance Victoria Forms’ Enterprise Forms Server with the Attachments / Evidence Collection
Add-On Module, which effortlessly handles the processing of attached images and files.
Staff, partners and clients can upload files directly from their computer, or can use a camera or
scanner to create image files. These files can be attached to any form that has this module enabled.

Custom Settings on a Form by Form Basis
Attachment of electronic files to an eForm is available as an option for any eForm supplied. This option
enables the attachment of pre-determined electronic file formats and set limits to their size (a ‘white list’), as
determined by the Administrator, limiting any risk to IT systems at the Council.
Each form can have predetermined attachment categories
(groups) set by an administrator, or the form can be
configured to allow applicants to organise their files into
groups themselves.

Evidence Collection: New Claims
For the New Claim process, documents or images required as evidence may be
attached to the HBCTR Claim Form itself and/or used in conjunction with an
Evidence Attachment eForm.
When the HBCTR Claim Form is submitted, a personalised Evidence Checklist is generated to help
the claimant assemble the appropriate verification documents in the hours or days following the
submission. These items can be submitted using the Evidence Attachment eForm straight from the
claimant’s home, without the need for customer service handling.

Indexing into EDRM Systems
Images can be stored alongside eForms in the eForms server, and can also be
exported to a document system as one package.
To assist indexing in the electronic document management system (EDRM), images may be
named and grouped into meaningful documents for exporting as separate PDF or Tiff files
(e.g. a bank statement PDF, a tenancy agreement PDF, etc.).
Straightforward configuration settings determine how attachments are collated, ordered and exported
to the EDRM system as a PDF or TIF image file.

Offline eForms
When used together with the Offline eForms Module, the system provides for automatic camera connection.
Multiple pages of documents may be photographed. When the camera is then plugged into the laptop, the
software automatically retrieves images from the camera and attaches them to the on-screen eForm.
When the system reconnects to the internet, the attachments are uploaded directly to the online system,
ready to be processed in the same way as an online form.

Customer Spotlight
Barnsley Metropolitan Borough Council
Barnsley is located in South Yorkshire and has a population of 235,000.
Barnsley receives high volumes of online form submissions – in excess of 3,000 applications
per month. A quick processing time is essential and the more application stages that can be
handled online, the simpler and more cost effective it becomes for staff to process each application.

Evidence Attachment eForm
On submission of all Barnsley’s eForms, a link to the Evidence Attachment eForm is provided, both in the
on-screen submission message and in the customers’ submission confirmation email.
This link to the form coupled with a personalised Evidence
Checklist has made the Evidence Attachment eForm one of
Barnsley Council’s most frequently received eForms, with
submissions accounting for around a quarter of all of
Barnsley’s received forms.
Where original documents are required, applicants are
instructed to bring documents to the Council offices to be
verified.
Staff members who process these original documents also
use the Attachment eForm to capture evidence, ensuring
that all evidence is indexed in the same way, alongside the
relevant claim form in Barnsley’s document system.

Customer Spotlight
Wyre Council
Nestled in North West Lancashire, Wyre Council serves over 105,000 residents.
Wyre Council pioneered the use of the Evidence Attachment form by pairing the facility to upload evidence
with their HBCTS custom letter, which is generated from data entered into the form. The letter offers
personalised guidance for the claimant on how to complete their claim completely online, freeing up valuable
staff resources.

“

Recently we had a day when we didn’t receive a single piece of benefits post
via the Royal Mail – absolutely unheard of! When we checked we found 21% of our
new claims are now being completed by claimants uploading their evidence.

”

Peter Mason
Head of Contact Centre, Wyre Council

Victoria Forms’ Attachment Module and Evidence Attachment eForm combination is becoming popular, in
line with an increase in Councils accepting electronic documents as evidence to support applications for
Council Services.
To find out how Victoria Forms can work for you, please contact us:

01284 701000
VicFormsSales@victoriaforms.co.uk
To find out more, please visit our website - www.victoriaforms.co.uk

