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QA Review Case Notes

*Job Class and Security User Group in FSFN

*Creating a Case Note without an RFA in an Open or Closed Case
*Search by Person or Case

*Create a Case Note

*Updating a Case Note or Creating a Case Note with an RFA in an Open Case
*Search by Person or Case
*Assignment to Case
*Create a Case Note or
*Update a Case Note

*End Assignment

*Updating a Case Note or Creating a Case Note with an RFA in a Closed Case
*Re-Open Case for Administrative Purposes
*Create a Case Note or
*Update a Case Note

Closing a Case



Job Class and Security Profile

 There are several Job Class and Security User Group
combinations that will allow users to complete the
activities described in this document. Try these
(specifically Assignment to a Case and Re-open Case
for Administrative Purposes) using your current FSFN
profile. If you get a Security error, follow local

security protocols for adding the following to your
FSFN profile:

— DCF Staff: DCF Program Specialist Job Class and DCF
Program Specialist Security User Group

— CBC Staff: Child Case Specialist Job Class and Child Case
Specialist Security User Group



Search by Person or Case



Search by Person

Log in to FSFN and Click “Search” icon; Select “Person” tab; Enter as much information
known on person; Click “Search”
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Search by Person

Click the Person icon to select the appropriate person
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i\ Barstow, Bubba (130000349, ALY 340 IMWER HARBOUR CIR | Tampa  Male, 014872000
i~ Barstow, Bull (130000548, &HAY 340 INMER HARBOUR CIR |, Tampa  hiale, 01492000
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Search by Person

Click the Case icon to view all cases associated with the person
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Search by Case

Log in to FSFN and Click “Search” icon; Select “Case” tab; Enter the Case Name (LN and
FN) or Case ID or Intake Number; Uncheck the “Date Restricted” box to begin search
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Search by Case

e Click the Case icon next to the desired Case to see casework activity

Florida Sare Families Network: Hand Book { print 5 Audit B = SpelCheck s Hep ?

Person Provider/Organization Worker

Search Criteria

Last Name: |l:luﬂa.1' First Name: Isave Caze ID:I Intake#:l County: b
[” Date Restricted [ Participant View Search Precision: Search

b Additional Search Criteria

Record 11013 of 13

Cases Returned
() Dollar, Save A (131004141} Accepted  Actions
Service Referral Status: Reopened 06/08/2011 PERLMAN, KEITH & DCF Program Specialist Ci0: ,,, FL
= I :cio-:
Investigation Status: Closed 02/06/2001
) I Actions
Investigation Status: Closed 02/15/2002
) I :cions
Investigation Status: Closed 08/28/2004
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http://160.131.225.249/flsacwis/CM10_UtilitySearch.do?action=OPEN&fromWhere=desktop

Create a Case Note



Create a Case Note

Click the “Actions” hyperlink next to the case in which the

note is to be ente_red;
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Create a Case Note

Select the “Create Case Note” radio button and click
“Continue”

ESEN

Select Action
% Create Case Note
" Case Note Criteria Search
" Create Meeting

" Launch Judicial Overview
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Create a Case Note

Enter the Contact Begin Date and Time and select “Case
Reviews” from the “Category” drop down box

Florida Sare Families Network

Case Note ch
Case Name: - Worker Creating Mote:  KEITH A. PERLMAN Worker Making Contact: KEITH A FERLMAMN Search
Caze Note ID: Wersion Numb; Date Entered: [ Other |
Note Information
Participants:
Contact Begin Date: |[OOF00/0000 |00:00 O ap O py
Contact End Date:  [00/00/0000 |00:00 7 am 7 pM
Category: bt
Type: o
Adult Investigation Hold dowen the 'Ctrl' key for mutti-zelection
Add Face-to-Face Contacts
b Request for Ac CtTre=tgation
Federal Funding Reviewsz
Invs/Azzezzment Mu Independent Living
i i |Legal
Worker Activity Code Special Conditions b
Narrative
“
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http://160.131.225.237/flsacwis/CM06_CaseNote.do?action=CREATE&fromWhere=secondaryLinkSearch&ID_CASE=2036529

Create a Case Note

Select the Review Type from the “Type” drop down box;
NOTE-when you select a Review Type, the “Request for
Action” section is automatically enabled

rlorida Sare Families Network

Case Note

Case Name: - Worker Creating Note:

Case Note ID: Verzion Number:

Note Information

Contact Begin Date; [00/00/0000 [00:00 ¢ ap ¢ pu

Contact End Date:  |00/00/0000 (00000 & s O pl

Category: Case Heviews

Type:

|Death Review
Ao QA-API Review
0A-CBC Baze Review
QA-CBC Case Review
QA-CPl Review
Worker Activky Codg QA-In Depth Review
QA-Other
QA-Side-by-Side Review
QA-Special Review

b Request fg

Inve/As=essment NuU

Narrative

KEMH A. PERLMAN Worker Making Contact: KEITH A PERLMAM Search

Date Entered: ™ other |

Participants:

Hold down the "Ctrl' key for multi-zelection
Add Face-to-Face Contacts



http://160.131.225.237/flsacwis/CM06_CaseNote.do?action=CREATE&fromWhere=secondaryLinkSearch&ID_CASE=2036529

Create a Case Note

Select the appropriate RFA(s), or select the “No Request for Action”; If you select an
RFA, the “Resolved” radio button is enabled and defaults to “No”; If the RFA is resolved,
click “Yes” and enter an explanation of the Resolution; If the RFA is resolved at a later
date, the case note will need to be updated to “Yes” and an explanation of the

Resolution must be entered upon resolution- See Updating a Case Note slide for more
details

rlorida Sare Families Network

Case Note i
Casze Name: - Waorker Creating Note:  KEMH A. PERLMAN Worker Making Contact: KEITH A PERLMAM Search
Casze Note ID: ersion Number: Date Entered: I Other

NHote Information

Participants:

Contact Begin 3 i~
o~
Date: 00/00O000 (0000 0 oA =
Contact End .
" : o~
Date: 00/00d0000 |00:00 0T Al P

Category: Caze Reviews w
Type: antl i LN | o\ down the "CrT key for mutti-selection

Add Face-to-Face Contacts
¥ Reguest for Action.

R a[ Action.

r o [00/0/0000T [ —
£ [ Mo Reguest for Acticn
e € no [OO//000 =
InweiAzsE nt Number:
Werker Activity Code: s
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http://160.131.225.237/flsacwis/CM06_CaseNote.do?action=CREATE&fromWhere=secondaryLinkSearch&ID_CASE=2036529

Create a Case Note

e Scroll down to the “Narrative” section and enter the Case Note text; Click
“Close”, and then “Yes” when asked if changes should be saved prior to
closing

TULE T g

A.
Participants: =
Contact Begin ,
i W (00000000 [000 gy py
Eggf‘df”“ 0001000 [0030 € ayy € piy
Category: ‘ Caze Reviews v |
Type: OALCEC Case Review % ok down the Cut key for muk-selection
Add Face-to-Face Contacts
& Request for Action.
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IV cafety Resobed: | ves (o | (/00/0000 Resolution |
™ FsPN Resobved: £ ves iNo | oo | I7 Mo Request for Actio
[™ Admin  Resoles = Resolut I
Invs/Asseszment Nughler:
Worker Activity Co v
Narrative

|
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http://160.131.225.237/flsacwis/CM06_CaseNote.do?action=CREATE&fromWhere=secondaryLinkSearch&ID_CASE=2036529

Update a Case Note



Update a Case Note

Click the “Narrative” Icon to display the Notes history;
click the hyperlink of the note you want to update

Narrative lcon

Search Criteria

Lazt Name: _ Firzt Name: - Caze ID:

[ Date Restricted [ Paricipant View Search Precizion:
Low High

b Additional Search Criteria

e

Cases Returned
o I o0 Acions
Investigation Status: Reopened 06/02/2011 PERLMAM, KEITH A DCF Program Specialist Ci0: |
ﬁRelated People
B |ntakes
1] Assignment
&%, Income/Eligibility
2 Investigation

Marrative
Case Reviews Note Hyperlink
QA-CBC Caze ReviewNy 06/02/2011 PERLMAM, KEMH A

Case Reviews

Death Review 06/02/2011 PERLMAN, KETH A
Case Reviews

Death Review 06/02/2011 PERLMAMN, KETH A
Case Reviews

Q4-CBC Caze Review 06/02/2011 PERLMAN, KEITH &
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Update A Case Note

Update the Note as Appropriate and click “Close”; Select
“Yes” when asked if you want to save changes

Florida Sare Families Network Hand Book (* prnt & Audt B SpelCheck s Hep ?

Note Information

Participants:

Contact Begin z

06/02/2011 |01:25 (™ o
Date: AN Py
Contact End 7
it 00/00/0000  [00:00 & o  pl

Category: Caze Reviews w |
Type: ,,QA'CEC Case Review M Hold down the "Ctrl' key for multi-zelection
Add Face-to-Face Contacts
= Request for Action.
Request for Action.

W safety Resolved: * ves ( nNo |0B/062011 Resolution: |TEst 1. U pdate the RFA

™ FsFN g o i

™ admin  F g f‘

Invs/Adssessment Number:

Worker Activity Code: : mv-:

Narrative
Test, Updated RFA, resolved... 2_ Update the Nar‘rat|ve
v
— e
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http://160.131.225.249/flsacwis/CM06_CaseNote.do?action=EDIT&fromWhere=desktop&ID_CASE=2036529&ID_CAN_EVNT=131003162&tabletLock=false&narrativeCaseItem=true

Assignment to a Case



Assignment to a Case
Search for the case to which you want to be assigned; Click
the Case Folder icon, Click the Assignment Icon, Click

the “Actions” hyperlink next to any active assignment

Florida Sare Families Network
Search Criteria
Firzt Mame: Eas&lﬂ:i

Last Mame: |

Intake #: - County:

[ Date Restricted [ Paricipant = ¢ precision:
Losw High

Yiew

b Additional Search Criteria
Record 110 1 of 1

Cases Returned
y | Gii Actions
Investigation Status: Open 03/22/2011 _o: S -
ﬁRelated People

B ntakes
Assignment
uf G onil  Action
Ongoing Services  Secondary : W _
viE] O i X
Child Investigations  Secondary 04292011 11:47 AM  05/05/2011 11:48 AM _
“

1#5] Rogers, Deborah H
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http://160.131.225.237/flsacwis/CM10_UtilitySearch.do?action=OPEN&fromWhere=desktop

Assignment to a Case

Select “Continue”

22


http://160.131.225.237/flsacwis/SM04B_CreateSecondaryLink.do?action=OPENSECONDLINK_ASSIGNMENT&fromWhere=startup&ID_CASE=100555966&ASSIGNMENT_ID_ASGN=107778835&ID_PRSN=null

Assignment to a Case

In the “Assignment Definition” box, select “Ongoing Services” from the “Type”
drop down box, “Case Management” from the “Responsibility” drop down
box and “Secondary” from the “Role” drop down box. In “Assignment Details”
box, click “Search” hyperlink. Ignore the “View By” and “Current Worker

Status” sections.

J O 0O © @

ggignment Definition
Caze

STERS
Ongoing Services
oo 1. Select These
Responzibility: Caze Management
Role: Secondary w
* \Workers for Unit © County " State
Current Worker Status
- End Assignment {* Do Mot Close
Assignment Details
Waorker: Search
For:
Participant:
ooooo Start Date: 06/07/2011 End Date:
10 e
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Assignment to a Case

Enter your name in the “Search Criteria” box, click
“Search,” Select the Radio Button next to the
appropriate name/user profile and click “Continue”

Florida Sare Families Network Print & | Audt B | SpelCheck 7 Heb ?

Search Criteria

Lazt Name: Iperln‘r&n Firzt Hame: |ke'rth Worker 1D !
Employee ID: I Begin Date: IUWUWDUUD End Date: IUWUWUUDU
User ID: I County: | w |
Search Precizion; [ im—
i i
Low High

Record1to2of2

Workers Returned
i ﬁ} PERLMAN, KEITH A (69294} Active

DCF Program Specialist (850)922-2195 KAR| ALBERS@DCFSTATEFLUS 200000 HEADQUARTERS ALBERS, KARI
" d} PERLMAN, KEITH A ({68294} Active

Acting Supervisor (850)922-2195 KARI ALBERS@OCE.STATEFL.US  20FSDO FAMILY SAFETY DATA
SUPFPORT Gaitanis, Jason A
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http://160.131.225.237/flsacwis/common/ModalFrame.jsp

Assignment to a Case

Click “Assign”

Hand Book (  Print & Audit B SpellCheck s Hep ?

Assignment Definition

Category: Caze

Type: | Ongoing Services b |

Responsibility: | Caze Management b |
View By

% \Workers for Unit County " State

Current Worker 5tatus
i~ End Azsignment % Do Mot Close

Assignment Details

Worker: KEITH A PERLMAM Search
For:

Participant: -

Start Date: 08/07/2011 End Date:

A=sign

Click Here

Cloze



End Assighment



End Assighment

Click Case Folder icon from FSFN desktop; Click
“Assignment” Folder; Click your name (hyperlink)
associated with your active assignment

Florida Sare Families Network: ( $ Cose Work m

Create  Maintain  Utilities  Help

=
~

KEITH A. PERLMAN's Desktop - 200000 HEADQUARTERS
v Date Restricted [ Paricipant View

T Ticklers
B 1y Tickiers
b Manual Ticklers
b Escalated Ticklers

= Cases

— I

Investigation 06/06/2011 PERLMAN, KETH A i
Miami, FL T
[ S Actions
investigation 03222011 [ N
ﬁRelated Feople
B ntakes
16| Assignment
' cesc=conian 0211212011 0130 PH [

i REENI -ctions
Cric estgstons
ERLMAN, KEITH A Actions
Ongoing Services  Secondary  06/07/2011 10:51 AM 200000
HEADQUARTERS 8509222185

F Clinihilite
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http://160.131.225.237/flsacwis/LOGON.do

End Assighment

Select the “End Assignment” Radio Button and
click “Close”; Click “Yes” when asked to save
changes before closing page

Florida Safe Families INetwork Wand Book (  Print B Audt B SpelCheck %y Hep ?

Assignment Definition

Category: Case

Type: Ongoing Services

Reszponsibility: Case Management Status

Role: Secondary { Open ¢ End Assignment

Assignment Details

Worker: KEIMH PERLMAN

Location: 200000 HEADQUARTERS

Aszigned By: PERLMAN, KEIMH &
Participant:
Start Date: 06072011 End Date:

2. Click Here Close
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http://160.131.225.237/flsacwis/CM02_WorkerAssignment.do?action=EDIT&fromWhere=desktop&current.KEY_ASSIGNMENT_ID_ASGN=131007606&CD_PRGRM_CODE=C

Re-Open a Case for
Administrative Purposes

*Note- It is only necessary to Re-Open a closed case to
enter a case note in the following circumstances:

e The case note includes an RFA (this will add the case to
your FSFN desktop), or

 The case note is being updated (it is not possible to
update a case note in a closed case)



Cl
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5‘:’; A |ﬁ, http: fiscfled1 11: 12001 /flsacwis/LOGON, do

Re-Open a Case

{Z Florida Safe Families Network - Windows Internet Explorer

V| | X |Google

k the Create menu item; select Service Referral

Recruitment Event

@ |Q - m '|> Amazon @ CHN - YouTube Facebook - E Weather - @ Games = &ﬁ Options Eile: i
Go gle ‘ v :’ Search v +|¢ E] v | Mare 3> — Signin -
o [@Florida Safe Families Metwork l_‘ o B f= - |=hPage v (0 Todls -

Flor oo o2 Families Network  FinancalWork § | Case Work ‘& | Provider Work == | Search Q| Refresh ‘2
" S

Print &,

Help "? | Logout (D

CasewWark -
Provider Work itop - NINIT001 A .
T P FSFN Messages and Links
Hotline Intake » arficipant fiew
Pre-Payment Autharization Report
Infarmation and Referal Pending Invoice Repard
Provider Inguiny  » ESFN Website

Cases
() AsSessment Child (8000020  Actions

Unit Messages and Links

Investigation 10/01/2010 JENKS, AMY Leon FL

() Available. Six (80000034  Actions

Service Referral 09/24/2010 JENKS, &MY Leon 2312 Magnolia Avenue |
Tallahazzes, FL 32211

() Baker. Jesse (8000002} Afions

Service Referral 09/24/2010 JENKS, AMY Leon FL

() Chester Fred D (3610023) Actions =

Investigation 07/27/2010 Worker, Jane D Social Bay 1317 Maple 3trest | Panama
City, FL 32401

() Flax Jenny 8 (1502785 1 Actions

Investigation 12/05/2010 JENKS, ANy Leon 180 Tall Fine Read ,
Tallahasses, FL 22301-1224

() Independent, Gne (8000001%  Actions

Service Referral 09/24/2010 JENKS, AMY Alachua FL

() Merge. Sibling Keep (8000040 )  Actions

Investigation 10/08/2010 JENKS, AMY  Alachua FL

() Prescoft Lichael ( 36068726}  Actions

Special Condition 05/25/2010 JENKS, &MY Leson FL

|£

Done

‘ﬂ Local intranet

# 100%

-
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Re-Open a Case

Enter all known information on the participant and click the “Search” button; all
matching results are returned within the “Persons Returned” group box; Click
the “Select” hyperlink next to the applicable person ; click the Add
Participants button; click “Continue” button.

A Intake Inquiry Search -- Webpage Dialog [z|

Slorida Safe Families INetwork Print 'E. | Audit ‘B | Spel Check ™| Source

Search Criteria

Last Mame: First Name: Middle Mame: Perzon ID: 1507727
Io: DOB Range Begin: DOB Range End: | DOB: [
Age Range Begin: Age Rangs End:
Search Precizion:
C 1 1 1
Low Med High

1
b Additional Search Criteria

Clear Fields

Persons Returned

L o
_________________ C//c,(«‘]

iSelect i\A. Angela (1507727) 1317 Winewood Blvd, New Port Richey Female, 0™

LOERre BN Participants (1) m

BT = =

Participants

Participant DOoB Status
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Re-Open a Case

In the “Intake Information” box, enter the current date and time, with AM/PM
designation in the “Date/Time Intake Received” box and select the applicable County;
In the “Participants” tab click the “Roles” hyperlink and select “Referral Name”; click
the Continue button to return to the Participants tab; Open the “Referral
Information” expando and select the Caller ID N/A checkbox

(= Intake - Windows Internet Explorer

3 Roles -- Webpage Dialog E|

Florida Sare Families INetwork Hand Book (  print 'S Audt %  SpellCheck y  Source

FSEN. Pt B Audt B Spel Chedk %y Sorce

Participant
Hame: A Angela

MNKSE, ANY Search Werker§ County |

v)

ntake Mumber Type

R"'T:| he Special Handing: |

Call Record Service Referral -

" Humber :

Initial

Roles
— Select Roles Description Code
Victim/Child Location BT TRGEET Decision
Investigations/Referrals O Child In Home (]
- r Household Member Hil

Intake Participants |

MNames PersonID  Gender DOB Estimated Race Ethnicity =R r ik I
A, Angela 1507727 Femsle  D&/24/1968 42 Vihite Other Reterraitiame i
r Non-Houzehold Member Li1]

r Parent/Caregiver PC

r Significant Other 0

AddiEdit ] Address Copy

Referral Information

~
Referral Infermation A4 ]
Last Name: [T e [ it tame: [ e
Report Method: Reporter Caller ID: I— |
r Reporter Requests Contact Reptme - | i ‘
e e v B e SO
Home Phone: l— Work Phone: I— Other Phone: I—

|

W
Y El oo T e ] Goee |

Done ER & Local intranet F100% -
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Re-Open a Case

Click the “Services” tab and from the “Services Referral” drop down box
select “Re-Open Closed Case For Administrative Purposes”; Enter a brief
narrative in the “Describe” text field; Click “Save”

{~ Intake - Windows Internet Explorer

Florida Safe Families Network Wand Book (  print B Audt B SpellCheck s Source

Intake Information

Referral Mame : A, Angela Worker : JENKS, ALY Ssarch Werker County : RT: Special Handling: |

Call Record Service Referral -
Date/Time Intake Receiued:lﬂﬁfﬂmuﬂ |  oam C opm Number - - Intake Number : TRE e

Prior Intakes and

Participants Relationship ’7 Services Victim/Child Location Investioations/Referals

Decision

Out-of-State Request v

. . |Diwer=ion

Specific Servicgp
He Specific Services |opp
ICPC-Priority
Qut-of-State Request
Relinquizhed Infant
Request from Adoptive Parent
Rule Violation
Supervizion Reinstated

Investigative Sub Typs:

arrative
Describe

Optizns: “ | E Refresh =

|Caone El 'ﬂ Local intranet: 100% -




Re-Open a Case

Click the “Decision” tab; In the “Decision” box select “Screen In”; Click the
“Create/Link Case” hyperlink; click “Yes” to the messages regarding saving and not

compromising reporter identity;

{= Intake - Windows Internet Explorer,

Florida Sare Families INetwork: Hand Book {  Print B Audit B SpellCheck Uy Source

Intake Information

Prior Intakes and

Participants Investigations/Referrals

Relationship Senices Victim/Child Location

Referral Hame - Worker : JENKS, ANY Search Worker County: | Alachua v| RT: | v Special Handling: [
. . N Call Record . . Service Referral -
DaterTime Intake Received : [J6/0212011 [0600 & ap € pig Number - Intake Number : TYPE )

Decision ’

Recommendation i)
Name: = screenn = zcreen Out & Pending Date/Time Decizion Made:
Reaszon:
Explain:

Decision 7
Name: S, AMY % =creenin " sereen Out ing Date/Time Decizion Made:
Reaso Screen In - Accepted for Services/Investigation b Create/Link Caze
Explain:
Primary Language: v ™ Interpreter Needed? [~ Law Enforcement Notified

Cl Unit Documentation
Background Summary:

v

Options: v E Rsfrazh

Done Sl .ﬂ Local intranet

H100% v
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Re-Open a Case

All Cases in which the intake participant is a case participant are displayed. Select the
applicable radio button and click the Link button, which only becomes enabled
after selecting an applicable radio button. Upon selecting the Link button the
Maintain Case page is displayed.

(= Search Case - Windows Internet Explorer

Florida Safe Famifies Network:

A, Fred (15015389 )

Investigation 02/26/2007 Moore, Student A 1317 Winewood Blvd New Pert Richey, FL  Pazco Closed
D, Fred (1502172 )

Investigation 02/26/2007 Moore, Student D 1317 Winewood Bivd Mew Port Richey, FL  Pasce Open

Done &J | ocal intranst H100% -




Re-Open a Case

Maintain Case page: Please note that the Status of the Case, which was previously closed,
now shows “Reopen”; Click the “Save” button; If a message regarding updating
participant addresses appears, select “No”; The case is now open and will display on
your desktop, listing you as the Primary Worker; You may now create or update the

Case Note

{= Florida Safe Families Network - Windows Internet Explorer

@;{ - |g, http: ffscflzd111: 12001 fFlsacwis/LOGON, do V| || X |G00gle | P~
@ |Q M m <|> 8| Amazon E‘ CHM - YfouTube Facebook ~ a ‘Weather - Games - H &ﬁ Options = File |
Go 3]8 | w | i’ Search ~ | EJ + | More 3 _ SignIn 9 ~

l_l fo - B - [rpage v {FTook -

ﬂf e [ @ Florida Safe Families Metwark

- '

ﬁﬂ'ﬂ:—s_f MEE:—/-_EHVWCID‘;‘_ Search :—/Q_ Refresh :—lﬁ Print |_E'_,: Help :—/?_ Logout :—/@_

Create  Maintain Utilities  Help

el

-

AMY JENKS's Desktop - UNIT001 2 .
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Closing a Case

*NOTE- You should only close a case that you have re-
opened in order to enter or update a case note. Do
not close a case that you did not re-open.



Closing a Case

From your FSFN desktop, click the Case Name hyperlink
of the case you want to close-this will take you to the

Maintain Case page

orida Safe Families Network - Windows Internet Explorer |:||E”z|
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Closing a Case

4

From the Maintain Case page click the “Closing History’
tab; From the Options drop down box select “Submit
Case Closure Request”; Click “Go”

(= Maintain Case - Windows Internet Explorer

Florida Safe Families Network: Hand Book { print & | Audit ‘B | Spel Check Ty Source
Case
Last/Provider: IA CLS Case Name: I Case ID: 150153% Status: Reopen ggg;:;;ﬁ-mscu-
First: IFFEEI Widdle Mame: I Open Date: 08/0272011 Program Code: Child

Participants Relationships Address Professional/Other Contacts |— Closing History

e —
Case History

Open Date Closed Date Reason

Merged Cases
Open Date Merged Date Former Case Mumber Reason

Actionz
Submit Case Closure Request

Delink Intake

Split Case

Create New Case after Finalization —
Cone Text & Lacal intranet F100% -




Closing a Case

Select the “Request for Closure” box and in the “Reason”
dropdown box select “Administrative Closure”; Enter a
brief “Closure Summary”;click the Save button.

2 Case Closure -- Webpage Dialog
Florida Safe Families Network

Basic Information
Caze Mams: A, Fred Case Number: 1501535 Open Date: 08/02/2011

Closing Information
Closure Status: Ho Request Closed Date: 2. Select

1. Click Here [T Aot Fo Closiie Reason: | v “Administrative
| v Closure”

I Check Here If Closing Checklist s Not Applicable Cloging Checklist:

Closure Summary
Deszcribe the closure process with the family and service providers and the famity’s plan for mesting future =ervics needs. Describs how any
behaviors or conditions judged to be at a level whers =afety iz not az=ured or risk of maltreatment iz a concern will ke managed or sufficisnthy
mitigated by cther resourcesizupports.

3. Enter
Summar

b Closure Denial Meszages

Options: | o G | 4. Select “Save”
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Closing a Case

This will return you to the “Case Closure” screen; The
“Closure Status” will say “Closure Requested”, Click
“Close”

A Case Closure -- Webpage Dialog

Florida Safe Families Network

Basic Information
Caze Nams: A, Fred Case Number: 1501539 Open Date: 06/02/2011

sing Information

Closure Status: Closure Requested Closed Date:

ai For Clesure Reazon: | Administrative Closure W

I Check Here I Closing Checklist i Not Applicable Clesing Checklist: | b

Closure Summary
Describe the closure process with the family and ervice providers and the familv’z plan for mesting future 2ervice needs. Describe how any
behaviors or conditions judged to be at a level where zafety iz not assured or rizsk of malttreatment iz a concern will be managed or sufficienthy
mitigated by other rezourcez/zupports.

Test

b Clogure Denial Mezzages

Options:| th |
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Closing a Case

A new row will be inserted in the Case History group box
with an associated “Pending” hyperlink. Once it passes
the necessary edits successfully the “Pending”

hyperlink will change to an “Accepted” hyperlink (takes
up to an hour)

= Maintain Case - Windows Internet Explorer

Florida Safe Families Network: 2 o %)




Closing a Case

Once the hyperlink shows “Accepted,” click the
“Accepted” hyperlink;

Florida Sare Families Network Hand Book ' print &  Audit
Case
Last/Provider: I- CLS Caze Name: I caze 0: NN Status: Reopen
First: — Middle Name: | Open Date: 06/02/2011  Program Code:
Participants Relationships Address Professional/Other Contacts
Case History
Open Date Closed Date Reason
06/02/2011 Adminiztrative Clozure Accepted
06/02/2011 06062011 Cle=ing Dizrupted Histarical
09/14/2008 09/3042008 Investigation Completed - Mo action needed Historical
08/15/2008 07M18/2008 Famity Requests Services Close Historical
04/26/2007 06/0442007 Investigation Completed - Mo action needed Histaorical
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http://160.131.225.249/flsacwis/SM04A_Case.do?action=EDIT&fromWhere=desktop&ID_CASE=2036529

Closing a Case

From the “Options” drop down box select “Approval” and
click “Go”

\Florida Safe Families Network

Print E | Audit B | SpelCheck % Hebp ? |

Basic Information

Caze Name: _ Case Number: _

Open Date: 08/02:2011
Closing Information
Closure Status: Closure Accepted Closed Date:
¥ Request For Closure Reazon: | Administrative Closure w
™ Check Here If Closing Checklist is Mot Applicable Cloging Checklizt: | bt
Closure Summary
Describe the closure process with the family and service providers and the family's plan for meeting future service needs. Describe how any
behaviors or conditions judged to be at a level where safety iz not assured or rizk of maltreatment iz a concern will be managed or sufficiently
mitigated by other resources/suppors.
Test
b Clogure Denial Meszages
Options: Save
1. Select Approval Aopraval

Closure Summary
Clozure Denial Report
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http://160.131.225.249/flsacwis/common/ModalFrame.jsp

Closing a Case

Select the “Approve” radio button and click “Continue”

Prnt & | Audt B | SpellCheck s Help '?

Document Information

cose. (N

Type: Caze Closure
Date: 06/07/2011

_Approval Decision

Supervisor Approval

“ou have completed and are about to approve this piece of work. Do you
wizh to route this work to the supervizor listed below for future approval? If
no, pleaze select "Other” to select the appropriate party.

Supervisor:

Approval History
Waorker Mame  Status  Date Action
KEMH A.PERLMAN Initial D8I0TI2011 11:34 AW Initial



http://160.131.225.249/flsacwis/common/ModalFrame.jsp

Closing a Case

Click “Close”

Florida Sare Families Network prnt £ | Audit B = Spel Check “ Hep ?

Basic Information
Caze Name:_ Case Numl}er:— Open Date: 06/02/2011

Closing Information

Closure Status: Closure Accepted Cloged Date:
~ Request For Closure Reazon: Administrative
I™ Check Here If Closing Checkiist is Not Applicable Closing Checklist:

Closure Summary
Describe the closure process with the family and 2ervice providers and the family’s plan for meeting future service needs. Describe how any
behaviors or conditions judged to be at a level where zafety is not azsured or risk of maltreatment is a concern will be managed or sufficienthy
mitigated by other rezources/suppors.

Test

b Clo=ure Denial Messages

Optinn5:| pdll GO Click Here Close
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http://160.131.225.249/flsacwis/common/ModalFrame.jsp
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