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About FSFN User Guide 

The Florida Safe Families Network (FSFN) User Guides helps you understand the steps to 

complete your work in the FSFN system. This user guide does not cover every system feature 

built into FSFN, but describes the most commonly used functions to complete your day-to-day 

work in the FSFN application. This user guide, when used with Online Help and the How Do I 

Guides, helps you successfully use the FSFN system as a support tool in your important work 

of safeguarding the safety, permanence, and well-being of the children, families, and adults of 

Florida. 

 

The Intended Audience 

This user guide serves a wide audience of FSFN end users who include: 

¶ Adult and Child Protective Investigators 

¶ Financial Workers 

¶ Hotline Criminal Investigation (CI) Unit 

¶ Legal Workers 

¶ Ongoing Case Managers 

¶ Provider Management 

¶ Rev Max Specialists 

¶ Security Officers/Administrators 

¶ Supervisors 

¶ Support and Data Entry Staff 

 

Prerequisite Knowledge 

This user guide was developed with specific prerequisite expectations. Before reading this 

guide, read the following information. If you need to refer to additional User Guides, How Do I 

Guides, or other information, visit the DCF FSFN website (http://fsfn.dcf.state.fl.us). 

¶ You must have a working understanding of Florida Department of Children and Families 

Policies and Practices as related to the use and operation of FSFN. 

 
¶ You must have a working understanding of the basic FSFN navigation and functionality. 

See the Multi-Topic Basics User Guide and How Do I Guide. 

 
¶ If you are a supervisor, also see the Multi-Topic Supervisory User Guide and How Do I 

Guide. 

 
¶ Key tasks described in this guide start at the FSFN Desktop, unless otherwise noted. If 

you are unfamiliar with how to navigate to this page, see the User Guide for Multi-Topic 

Basics. 
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¶ The Search page referred to within this user guide is the Search page with four tabs: 

Person, Case, Provider/Organization, and Worker. This Search page is commonly 

called the Utility Search or Navigational Search. It is accessed primarily from the 

Desktop by clicking Search on the Banner or Utilities menu. Other search types may be 

referred to as data retrieval searches. These searches use different search functionality 

than the Utility Search. For example, the Person Search page provides a method to 

search for a person and retrieve person data that pre-fills into the page in which you are 

working. The Person Search page should not be confused with the Search page with 

the Person tab. 

 

Related Resources 

Visit the DCF FSFN website (http://fsfn.dcf.state.fl.us) for online access to additional resources 

that support FSFN system end users, including: 

¶ FSFN Project Information 

¶ Online Web-based Training (WBT) 

¶ User Guides 

¶ How Do I Guides (job aids) 

¶ Topic Papers (System Functionality Design) 

¶ Reference Data (Selection Values) 
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Case Book Overview 

The Case Book functionality in Florida Safe Families Network (FSFN) provides enhanced 

usability and streamlines the process of creating and accessing Case information. It provides 

an at-a-glance view of a familyôs involvement with the Department of Children and Families. 

The Case Book reduces the time to assess Case information in order to gather a more 

thorough picture of the family history. In addition, you can create certain pieces of work (case 

and participant specific) from the Case Book via the hyperlinks located in the Actions list box. 

The Case Book is of composed four primary panels: Left, Center, Right, and Case and 

Participant Actions list boxes. The Left, Center, and Right panels are divided into group boxes 

with summary information as well as hyperlinks to specific pages for additional details. The 

Case and Participant Actions list boxes on the far right of the page provides you quick 

hyperlinks to create some of the most common pieces of work for the case and participants. 

The Left panel displays three group boxes: Case Information, Active Participants, and 

Independent Living. On this panel, you can find information such as: Case type, open/re-open 

date, primary assigned worker, case address, active case participant names, Dates of Birth, 

dates of most recent Face-to-Face contacts, and Independent Living information. 

The Center panel contains a dynamic group box that displays information dependent on which 

type of work you selected. You can view information on Adoptions, Assessment and Planning, 

Assignments, Case Notes, Child Placement Agreements, Eligibility, File Cabinet, Intakes, 

Investigations/Special Conditions Referrals, Legal, Meetings, Placements, Service Request 

Authorizations, and Services. 

Additionally, you can access the Create Case Work, Case Note Search Criteria, and File 

Cabinet Search pages from hyperlinks above the center group box. 

The Right panel is composed of four group boxes: Medical/Mental Health, Education, 

Scheduled Legal Actions, Pending Diligent Search(es), and Adoption Information. Each group 

box includes relevant information for the case and participants. 

On the far right of the Case Book are the Case Actions and Participant Actions list boxes. From 

the Case Actions list box you can click the hyperlinks to create an Adult or Child Investigation, 

Case Note, Case Plan Worksheet, Diligent Search for Parent, FFA ï Ongoing, Judicial Review 

Worksheet, Legal Document, Present Danger Assessment, Progress Update, Safety Plan or 

Special Conditions Referral. From the Participant Actions list box you can click hyperlinks to 

create records for Child Placement Agreement, Education, Family Support, File Cabinet 

(upload image), Independent Living, Legal Record, Living Arrangement, Medical/Mental Health, 

Out-of-Home Placement, Placement Request, and Services. 

FSFN provides an enhanced print capability. When clicking the Print icon on the Banner, FSFN 

prints the entire contents of the Case Book, including information that is scrolled out of view. 

You can use this print feature to print a case summary, similar to a Face Sheet. 

The sections within this user guide further explain the Case Book functionality in FSFN. 
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About Case Book 

You use the Case Book to easily access and view pertinent case and participant information. 

The Case Bookôs at-a-glance view assists you in assessing information for a more thorough 

picture of the family history. Case Book provides a streamlined process of creating and 

accessing both Case and Person information. 

The Case Book presents a summary of case and participantsô information while providing you 

direct access via hyperlinks to many of the FSFN pages for viewing and updating information. 

You can create new pieces of work by using the Case and Participant Actions list boxes. 

FSFN also includes the Person Book, information at the Person level across the FSFN system, 

not bound by a FSFN Case. Collectively, the Case and Person Books simplify access to the 

information to support your work. See the Person Book User Guide for additional information 

(http://fsfn.dcf.state.fl.us). 

 

Composition 

The Case Book is composed of four primary panels: Left, Center, Right, and Case and 

Participant Actions list boxes. The panels include group boxes with summary information and 

hyperlinks to specific pages. The Case and Participant Actions list boxes provide you quick 

hyperlinks to create some of the most common pieces of work for the case and participants. 

Information presented on the Case Book is explained in further sections of this user guide. 



 
 
 

 
 
 
 

 
May 12, 2017 

Page 11 of 59  

 

 

 
 
 

The left panel provides: 

1. Case information and access to the Maintain Case page 

2. Active Case Participants information and access to their Person Management page 

3. Access to Independent Living pages 

The center panel contains a dynamic group box with information and access to: 

4. Adoptions, Assessment and Planning, Assignments, Case Notes, Eligibility, 

File Cabinet, Intakes, Investigations/Special Conditions Referrals, Legal, 

Meetings, Placements, Service Request Authorizations and Services pages. 

Additionally, you can access the Create Case Work, Case Note Search 

Criteria, and File Cabinet Search pages from hyperlinks above the center 

group box. 

The right panel contains: 

5. Medical Mental Health and Medical Mental Health Images information 

(appropriate security required) 

6. School information and access to the Education page 
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7. Scheduled Legal Actions and access to the Legal Record page 

8. Access to the Pending Diligent Search for Parent page 

9. Access to the Adoption Information and Adoption Subsidy Agreement Information pages 
 

 

Above the center group box are hyperlinks to access: 

10. Create Case Work, Case Notes Search Criteria, and File Cabinet Search 

On the FSFN Banner: 

11. Clicking the Print icon provides an enhanced print capability. It prints the entire contents 

of the Case Book, including information that is scrolled out of view. You can use this 

print feature to print a case summary, similar to a Face Sheet. 

The Case Actions list box provides hyperlinks to create: 

12. Adult Investigation, Case Note, Case Plan Worksheet, Child Investigation, Diligent 

Search for a Parent, FFA-Ongoing, Judicial Review Worksheet, Legal Document, 

Present Danger Assessment, Progress Update, Safety Plan and Special Conditions 

Referral 
 

1 

2 
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The Participant Actions list box provides hyperlinks to create: 

13. Child Placement Agreement, Education, Family Support, File Cabinet, Independent 

Living, Legal Record, Living Arrangement, Medical/Mental Health, Out-of-Home 

Placement, Placement Request, and Services. 

14. The Refresh button retrieves the most recent, up-to-date information and resets the 

default of the center dropdown back to Case Notes; the Close button returns you to 

either your FSFN Desktop or the Search page. 
 

10 11 

12 
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A prominent benefit of the Case Book is it enhances the usability and streamlines the 

process of accessing and creating Case and Person information. The Case Book is a single 

page with summary information, but also provides direct access to some of the most used 

pages within FSFN. Every group box contains hyperlinks for you to either access existing 

pages or create new pages. For example, in the Case Information group box, the case 

name hyperlink launches the Maintain Case page. 

If you are assigned to the case and accessed Case Book from your Desktop, the 

Maintain Case page displays in edit mode for updating data; otherwise, it is in 

view- only mode. 

The purpose of this user guide is to help you become familiar with Case Book functionality 

and its benefit to supporting your work. While this user guide references access to many 

FSFN pages through Case Book, it does not cover the specific details of those specific 

pages. For example, this user guide describes the information within the Case Information 

group box and that the hyperlink launches the Maintain Case page. Specific details of the 

Maintain Case page are not covered within this user guide. 

Review applicable User Guides and How Do I Guides for each page being 

accessed for more specific information via the DCF FSFN website   

(http://fsfn.dcf.state.fl.us). 
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Date Restriction 

Date Restricted functionality used on the Desktop is also employed for Case Book. 

Information contained within the various group boxes on the Case Book display based on 

specific date restrictions, mimicking the logic employed when the Desktop is in Date 

Restricted view. For example, only records created or updated within the last 12 months (1 

year) appear in the Scheduled Legal Actions group box. 

The center group box 

dynamically changes based on 

the selection made from the 

drop down. Specific to this 

group box only. If there is more 

history beyond the date 

restricted time frame, you see 

a note at the bottom right 

corner of the group box: ñMore 

history exists, please see the 

Desktop.ò 

The Case Book is designed to provide you a quick, at-a-glance view of the most current 

and relevant case and participant information. If you need historical information, you can 

access it from your Desktop or the Search (Utility) page by ensuring the Date Restricted 

check box is not selected. The Date Restricted check box is not available on Case Book. 

Case Book Date Restrictions 

Work Type Date Restriction 

Adoption Created/Updated within last 24 months 

Assessments and Planning Created/Updated within last 24 months 

Independent Living Created/updated within last 24 months 

Medical/Mental Health Created/updated within last 6 months 

Child Placement Agreement Created/updated within last 24 months 

Education Created/updated within last 6 months 

Scheduled Legal Actions All with a Scheduled Date but NO Completed Date 

Pending Diligent Searches for Parents All "pending" without an Outcome and associated Date 

Adoption Information Created/updated within last 24 months 

Case Notes Created/updated within last 3 months 

Assignments All open assignments 

Eligibility Created/updated within last 12 months 

File Cabinet Images or Files Created/updated within last 12 months 

Intakes Received within last 12 months 

Investigations and Special Conditions Referrals Created/updated within last 24 months 

Legal Created/updated within the last 12 months; 

No restriction for ñopenò records. 
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Meetings Created/Updated within last 12 months 

Placements, Living Arrangements, Private 
Adoptions, and Family Supports 

All currently open; regardless of created/updated date 

Any ended/closed and created/updated date within the 
last 24 months 

Service Request Authorization Create/updated within last 24 months 

Services All currently open; regardless of created/updated date 

Any ended/closed and created/updated date within last 

24 months 

 

Security Information 

FSFN restricts your ability to create, modify, and view specific information based on the security 

profile associated to the Login Profile you used to access FSFN. Specific security is applied 

across all information. For example, if you do not have authorization to access restricted cases 

without an assignment, FSFN does not allow you access to those cases, including Case Book, 

through Search. 

Additionally, your ability to create, modify, and view information may apply to a page based on 

specific criteria unique to the page. For example, while you are able to view Case Book, you 

can only create an Adult or Child Investigation from Case Book if you have an assignment to 

the case and accessed Case Book from the Desktop, in addition to having a Security Profile 

that allows you to create Child or Adult Investigations. 

Specific security for Case Book: 

¶ Information only displays in the Medical/Mental Health group box of Case Book if you 

have security to view Medical/Mental Health information. If you do not have security to 

view Medical/Mental Health information the Medical/Mental Health group box on Case 

Book will display the text ñSecurity does not exist.ò 

¶ If you are assigned to a restricted case, you must access Case Book from your 

Desktop. However, you cannot access Case Book for a restricted case from the Search 

(Utility) page, even if you have an assignment. 
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Accessing Case Book 

 
About Accessing the Case Book 

You can access Case Book from the FSFN Desktop whether the Desktop is in Case View or 

Participant View. Accessing Case Book from the Desktop is the fastest way to view case 

information when you have an assignment to the FSFN Case. 

You can also access Case Book from the Search (Utility) page on the Case, Person, 

Provider/Organization, and Worker tabs, where applicable. You should use the Search page, 

when you do not have an assignment to the case and are only viewing the case information. 

When you access Case Book from the Search page, you can only view the information, even if 

you have an assignment to the case. All the hyperlinks launch their respective pages, but those 

pages are in view-only mode as well. The Create Case Work hyperlink and the Case and 

Participants Actions list boxes do not display when the Case Book is in view-only mode. 

From the Search (Utility) page, if the FSFN Case is ñrestrictedò and you do not have 

the proper security, the Case Book does not display as a hyperlink; instead, it displays 

in plain text. ONLY when accessed from your Desktop and with the appropriate 

security profile for ñrestrictedò cases, does Case Book display as a   hyperlink. 

 

Key Tasks 
 

To access Case Book from the Desktop 

1. On the FSFN Outliner, click the Cases expando. 

2. Click the appropriate Case Book hyperlink. 

3. The Case Book displays. 
 

 



 
 
 

 
 
 
 

 
May 12, 2017 

Page 18 of 59  

 

 
To access Case Book from the Search page 

1. On the FSFN Banner, click Search. 

OR 

From the Utilities menu, click Search. 
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2. The Search page displays. 

3. From the Case, Person, Provider/Organization, or Worker tab, conduct a 

search to locate the appropriate case. 

For more information on searching, see the Search User Guide on the DCF 

FSFN website (http://fsfn.dcf.state.fl.us). 

 

 

Refer to the next step for information on the location of the Case Book hyperlink on the 

specific Search tabs. 

4. After you conduct the search and find the appropriate entity, expand the Outliner in the 

search results: 

a. On the Case tab, the Case Book hyperlink displays next to the Actions 

hyperlink, to the right of the Case Name hyperlink. 
 
 

 
b.   On the Person tab, click on the Person icon, and click on the Case Folder icon. 

The Case Book hyperlink displays next to the Actions hyperlink. 
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c. On the Provider/Organization tab, click on the Provider icon, click on the Prior 

History icon, and click on the Case Folder icon. 

The Case Book hyperlink displays next to the Actions hyperlink. 
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d. On the Worker tab, click on the Worker icon. 

The Case Book hyperlink displays next to the Actions hyperlink. 

 

 
5. Click the appropriate Case Book hyperlink. 

6. The Case Book displays. 

When you access Case Book from the Search page, you can only view the 

information, even if you have an assignment to the case. Although the hyperlinks 

launch the respective pages, those pages are in view-only mode. The Create Case 

Work hyperlink and the Case and Participants Actions list boxes do not display. 

 
 

If you are assigned to a restricted case, you access Case Book from your Desktop. 
However, you cannot access Case Book for a restricted case from the Search (Utility) 
page, even if you have a case assignment. Case Book does not display as a hyperlink 
on the Search page, but instead as plain black text. 

 
 














































































