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1.1 Introduction

The Person Provider Inquiry topic is used to document the initial inquiry when becoming a
Person Providefi.e.,licensed or unlicensed foster parent, relative ofratative caregiver,
adoptive parent, initial licensing) the Florida Safe Families Netrnk (FSFN. Person searches
are conducted for all home members, and an initial inquiry record is created and saved as a
historical record of the documentation.

Upon initial saving, FSFN makes an automatic assignment to the user who created the Person
Provider Inquiry, resulting in the Person Provider Inquiry being displayed on the outliner of the
user 6 s | nt.ahkeserthdnaniakes aa aceeptance deciBmrinquires with the type

of filnvestigation the provider will be assigned to a Default \ker. Once an inquiry is

accepted by a userfiRerson Provid@record is created for the family based on the information
gathered in the inquiry proce$3ease refer teM02a Person Providefor information on

maintaining home providers.

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 7 of 103
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1.2 Pages

1.2.1 Page - Person Provider Inquiry Search

= 2fa £ . /o F1 [
Florida Safe Families Network: 8 ) Audt B ) Hep 7
Search Criteria
Last Mame: Hotter First Mame: Jenny Middle Mame: Person |D:
SEN: OB Range Begin: (00/00/0000 OB Range End: (00/00/0000 DOBE: 00/00/0000
Age Range Begin: Age Range End:

Search Precision:

b Additional Se&fh Criteria Med High

[ “scoron [ Ciea s

Record 1 to 18 of 18

Persons Returned
Select Merge ‘i‘ngil,wayne Person Book (100137232, AKA)2375 Mlinzm IW, Middleburg Male, 08/24/1248, Hispanic/Latino, SSN: 926-59-4540

Select Merge ‘i‘XLFGFI‘u‘, ANNA  Person Book (10267160, AKA)7501 857TMW ZEV , Apt #2981, Largo Female, 05/02/12€0, Unable To Determine, Duplicate S5N: 874-45-0813 |
Select Merge ‘i‘xfzwiz,Juan Perszon Book (100447798, AKA) Male, 02/18/1877, Mexican/Chicano/Mexican American
Select Merge ‘i‘XFGGVI,JENNIE Person Book (7864661, AKA) Female, 02/23/1874, Unknown, SSN: 490-23-83%1

Select Merge ‘i"IZFGSRVI,JEANCLAUDE Person Book (10483225, AKA)215 IZWVYZFTS W, Longwood Male, 02221267, Other, SSH: 408-32-0055
- TPFRSAVI WAYNF  Persnn Bonk (417407480, AKAIYO- CHARI IF CREFK MORI F HOME PARK 1217 NI XPRMTYRIW W Wanchuls Male  02/12/1858  lnable  ~

-

Participants
Participant Name DoB SSN Status
Kotter, Gabe 02/07/1966 Searched Mot Found Edit Delete

1.2.1.1 Page Overview

Navigation
The Person Provider Inquiry Search page is accessed througBRheCreatenenu by
selecting Create>Provider Inquiry>Person. The page is also navigatedlicking the

Add/Edit button on the Person Provider Inquiry page.

Page Summary

Searching FSFNrst avoids duplicate person recor@sdis the first step in the Person Provider
Inquiry process. Informatigrsuch as name and addrasaused to search the Persotattase to
see if the person has had previous contact with the deparffhénincludes a check of any
previous abuse and neglect reports or any family services received.

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 8 of 103
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Once a search has returned restitis,user clicks th8electink and then théAdd

Participant(s) buttonto choose the person to be a Person Provider Inquiry meffi®eperson
selected is then added to the | ist of partici
al |l persons to be added hdwe plmendrs 0s eblud d toend ,i sa
selected persons then appear in the ParticipantsTboxe p e r s &@mith,Christ@ajmse  (

made a link in the Participants box, and if selected, the user is taken to the Person Management
page of the persolif a searctdoes not return any matches, then the user can create this person

by clicking the Create button.

The user can remove a person from a Person Provider Inquiticking the Deletelink. The
user can edit the participant informationddigking the Edit link.

Participant information is passed to the Member tab of the Person Provider Inquiry page when
the user clicks the Continue button.

1.2.1.2 Page Information

Group Box Search Criteria

Fields Last Name Last name of the search participant; partial searches supy
using the (*) wildcard character; wildcard character canno
the first charactemserenteredor passed from the calling
page; can be used as the sole search critersamentered
text bok. Required if Person ID, SSN, Street (number), Str
(name), City, other City, or Zip Code fields are blank.

First Name First name of the search participant; partial searches sup)
using the (*) wildcard character; wildcard character canno
the first charactemyserenteredor passed from the calling
page;userentered text bax

Middle Name Middle name of the sedn@articipant; partial searches
supported using the wildcard character; wildcard characte
cannot be the first characteiserenteredor passed from the
calling pageuserentered text bax

Person ID Specifies a unique person ID (FSFN generated peBpn |

userentered text bowrr passed from the calling page; can t

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 9 of 103
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used as the sole search criterion. When a person ID is en
all other search criteria fields are disabled.

Specifies the social security number; ussttered text box ol
passedrom calling page; can be used as the sole search
criterion. When a social security number is entered, all otl
search criteria fields are disabled.

DOB Range Begil Specifies the starting DOB of DOB range; search results

DOB Range End

DOB

should include DOBs equal tw greater than the specified
DOB Begin date. Derived from DOB on Person Managern
MM/DD/CCYY; userentered text box or passed from the
calling page. Mutually exclusive with Age Range Begin ar
Age Range End range; only one range can be used to se:

Specifies the ending DOB of DOB range; search results
should include ages equaldoless than the specified DOB
End date. Derived from DOB on Person Management.
MM/DD/CCYY; userentered text box or passed from the
calling page. Mutually exclusive with Age Range Begin ar
Age Range End range; only one range can be used to sei

Search participantods ubert e
entered text bax

Age Range Begin Specifies the starting age of an age range; search results

Age Range End

PMO07 - Person Provider Inquiry
Topic Paper

should include ages equaldogreater than the specified Ag
Begin. Derived from Estimated Age on Person Managem
module if not null; if Estimated Age is null, derived from
calculated age based DOB on Person Management. Use
entered text box or passed from the calling page. Mutuall
exclusive with DOB Range Begin and DOB Range End re
only one range can be used to search.

Specifies the ending age of an age range; searglisrshould
include ages equal to or less than the specified Age Rang
End. Derived from Estimated Age on Person Managemer

May 12, 2017
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page if not null; if Estimated Age is null, derived from
calculated age based on DOB on Person Management. L
entered text box grassed from the calling page. Mutually
exclusive with DOB Range Begin and DOB Range End; c
one range can be used to search.

Scope of search precision; Low to High settings indicate ¢
expanded or refined search based on the informatitered
in the name fields where High = exact match; default to
Medium setting; user modifiahle

Additional Search Expandouserselected icon +/ in expanded position,

Criteria Expando

displays Additional Search Criteria group box; defaults to
expanded; user modifiable

Group Box Additional Search Criteria

Field Gender

ID

Street

Unit Designator

PMO07 - Person Provider Inquiry
Topic Paper

Gender of the search participant; worketected drop down

Specifies an ID number of a person recorded by authorize
users in the Person Management module; weskésredext
box or passed from the calling page; can be used as the
search criterion

The street address of the search particighetfird field is
used to enter the street numlibg secondield is used to
enter the street name); partial sfees will be supported usir
the * wildcard character; wildcard character cannot be the
character; can be used as the sole search critegen;
entered text box.

The unit designator and unit of the search particigaetf(rst
field is used to select the unit typlee secondield is used to
enter the unit information)serselected andserentered text
box.

May 12, 2017
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Link

Building

PO Box

Route

City

State

County

Non-Florida

County

Zip Code

Country

Select

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network

The building of the search participanserentered text box.

The PO Box of the search participamserentered text box.

The Route of the search participathte(firstfield is used to
select the route typsecondield is used to enter the route
number;third field is used to enter the box numbesasated
with the route number)jserselected drogown anduser
entered text baes

The city of the person to be searched (drop down list box:
City); userselected from drop down aserentered; can be
used as the sole search criterion; required field when a st
name is entered

The state of the person to be searched (drop down list bo
State);userselected

The county of the person to be searched (drop downdist t
County);userselected from drop down aserentered; can b
used as the sole search criterion; required field when a st
name is entered.

TheNon-Floridacounty of the person to be searcheder
entered.

The zip code of the person to be searched; can be used ¢
sole search criteriomiserentered numeric field

The country of the person to be searched (drop down list
Country);userselected from drodown.

Addsthepersorot t he | i st of parti
Participant (s)o button
May 12, 2017
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Button

Group Box

Fields

N

Continue

Close

Search

Clear Fields

Create

Merge

Merge (#)

Add Participants

Participants

Participant Name

DOB

SSN

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network
Allows user to select up to three people into the
AMerge (#)0 bucket.

Data retrieval searchreturns thauserto the calling page,
selected data returned to predefined fields on the calling |

Exit pagei in data retrieval searches, no data returned to
calling page

Initiates a search of the database based on the informatic
entered in theearch criteria structure

Removesll userentered informatioandrestores page to
enabled fields.

Ondata retrieval searghage only; takes theserto create a
person on the Person Managemnmeage

Navigate to thé>erson Merge pagearrying forward the
person(s) sel ect e dpopulate theh e
person(s) on the Person Merggge

Display the number of persons selected via the Merge/Se
Link. Referred to as thé rargebucket ©

Populates the selected, stored persons, into the Participa
group box with a .s¢d atus of

When all persons to be added have been selected, and tr
AAdd Participant s o b petsonsther
appear in the Participants box.

Name of added participant

DOB of added patrticipant

SSN of added participant.

May 12, 2017
Page 13 of 103



"f)

a3+ FL
\\"‘ Op

pEPAR;
wOEPART,

N

N a\p.\'b\

MYFLFAMILIES.COM Florida Safe Families Network

Status Status of added participant.

1.2.1.3 Background Processing

The IDs or textual informatioto be used in a data retrieval search will be passed to search
through the appl i.detdliogpdgs wilhiihteetdata thasSearchct ur e
needs into this holder and then Search will read from here to obtain the data for its use.

One of he following elements is necessary on all searches: last name, person ID, SSN, Street
(number), Street (name), City, other city, or Zip Cdtidata is entered in the Person ID or

SSN fields, all other criteria and additional criteria fields are disabiddlanked outf the

data is entered in these fields and then deleted, all other fields are enabled.

Partial searches on names can be supported in the form ABC* where ABC corresponds to the
first threeletters of the name and the * is a wildcard charast AB*C*. A minimum of one
character and one wildcard character may be.ddezlwildcard character can be used in all

name fields (Last Name, First Name, Street Number, and Street Name) in the same search.

When a search is initiated by clicking the @#abutton, the criteria entered are matched
against information in the person table to obtain the appropriate results.

Up to 25 search results will be displayed per page. If more than 25 results exist for a
particular search the page will display as "2%oof X (number.)

The Print function will print all expanded areas on the page, regardless of what is displaying
in the search page at the point in titi@iserswantto see and print less information, the user
must open fewer expandos; if the usantsto see and print more information, the user must
open more expandos before invoking the Print command.

1T Data retrieval ASearch Persono i s a response

1 All entered criteria are used to determine the appropriaté segy(Queries use the AND
operator, not OR.)

T I1f a search fails, a message box stating, N
will display.

1 Allinformation pertaining to the search results will be displayed on the person outliner.

PMO07 - Person Provider Inquiry May 12, 2017
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1 The use may expand the outliner and click on items to display more detailed informiation
the navigational search, the user may click on the lowest level of the outliner to open the data
mai ntenance page permitted by their User Gr

1 When te user is finished on the Person Provider Inquiry Search page, the user may close the
page by selecting the Continue or Close butfam a data retrieval search, the usér
returnto the topic page from which the search was called if Continclcled, and the data
selected from the person outliner vdlsplayonthe topic page in prdefined fields.

1 The Create button on the Person Provider Inquiry Search Page is enabled only on data
retrieval searches when a search returns no matchingith@tautton is disabled otherwise.
Clicking on the Create button accesses the CM01: Person Management gagé&imode.

1 Clicking the Selected People button accesses the Selected People page where all selected
people are listed.

1 Display a Worker Icon next tdvé¢ person record within the search outliner if the person
returned from the search is also a workarson is determined to be a worker by reading
PERSON.cd_wrkr where PERSON.id_prsn = the Person ID of the record returned from the
search proces§ PERSON. cd _wr kr = 6A6, then the person
icon should be displayed.

1 Sorting functionality: Alpha and DOB mutually exclusive drop down vailussrts the data
retrieved in either alpha or DOB order, defaults to Alpha.

1 When the ZIP codef the person to be searched is entered it becomes criteria used in the
search

1 The street fields have wildcard functionality.
1 The select/merge hyperlink ¢éenditionally visible when person returnechist a worker.

1 The Merge button is conditionalyna bl ed when contents of the
2 or 3.

1 After the search results have been returned anchéingebucketcontainstwo or three
persons, upon selecting the Merge button, navigate ®dson Merge pagearrying
forwardtheperso ( s) sel ect ed i npopulatethefpdson(s) entherson 6 t o
Merge page

1 When the Merge button is clicked, selected peppédill to the Person Mergeage On the
Person Merg@age the user can clear a selected persorchckithe Coninue button to
return to the Inquiry Seargrageto select an additional person,ahick the Close button to

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 15 of 103
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return to the Inquiry Search page with thergebucketcleared
1.2.1.4 Save Processing

None

PMO07 - Person Provider Inquiry
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1.2.2 Page - Create Person

Florida Safe Families Network int & | Audit B | SpellCheck x| Help ?

Participant Information

Last Mame: Kotter Suffix: - First Mame: Abe Middle Mame:
Gender: Male - DoB: 12/25/1888 Estimated Age: SSN:
Race: - Ethnicity: -
Address
Street/PO -
Box/Route:
. Uinit o
Street: | | Designator: - | Building
PO ’7
Baox:
Route:
FL City:  County: *  Mon-Florida County:
City: | State: FL = ZIP: Country: United States -

Phone
Home: Work: Ext: Cell: Contact: Ext:
Fax: E-Mail: |

1.2.2.1 Page Overview
Navigation

A worker navigatsto theCreate Person page clicking the Create buttoar the Unknown
buttonin the Persons Returned group box onlttiake / Inquiry Search pagafter a search, if a
persorhas just been createdicking the Edit hyperlink in théarticipants group box will launch
this page.

For a newly created participant, this pagenabled for theiserto enter demographic
information pertaining to the participatitthe person had been found in the systemugerwill
update informatiomising thePerson Management recadcessed via thidamehyperlink

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 17 of 103
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Page Summary

After searching for a participant on the Intake / Inquiry Search page, if a participant is not found
and needs to be created, tlserclicks the Create button to access thegye On this page, the
userenters information regarding participants, including name, address, phone, gender, date of
birth, estimated agethnicity,and raceOnce theuserhas completed entering information
pertaining to the participant, he/stiecks the Continue button to return to the Intake / Inquiry
Search pagdf the userneeds to enter more information about that participandy ke clicks

the Edit hyperlink next to that paactesschispant 6s
pagefor data entry.

If the userconducts a person search from the Intake Inquiry Search page, and a match is

returned, theiserwill not be able to access the Create Person page pertaining to this person

Once thdfoundd person is populated into the Paigignts group box on the Intake / Inquiry

Search page, the Edit Ilink will nm®barch&qumear ne
person and nevisavedr ecor ds must be made in thaTheper son

AEdito link will also notdisplay for new person records that have i&aved since all

changes would need to be reflected on the Person Managementipageerson records are

considered saved once the Intake has been successfully saved for the first time, which moves the
partc i pant 6s i nformation from the I ntake Partici
databaself adding the SSN creates a duplicdble Potential Person Match page opens. The
system requires the user t o e xcprectpersoenise per son
located, select a radio button aslitkiCont i nue o to return the. new pc¢
If all duplicatedrecordsare viewed, you can create a new person.

1.2.2.2 Page Information
Group Box  Participant Information

Fields Last Name Par t i currpnalast ndrse; piidled from Intake / Inquiry
Search pagejot user modifiablesequired for creating a persc

Suffix Parti ci p.&Jsetséestedsdrop downxieldNot
required.

A

First Name Partici pant 0 s prefiled froenrntakef Inquisy
Search page; not user modifiable; required for creating a p¢

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 18 of 103
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Group Box

Field

Middle Name

Gender

DOB

Estimated Age

SSN

Race

Ethnicity

SSN

Address

StreetPO
Box/Route

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network

Partici pant 6 s-emeredtdxt field; noaregeirec

Par ti ci pa n{filedfrony latakd /dnquiry Searach
pageor userselected drop down; not required

Partici pant 0 dilledfeom mtake fInqbiry r t |
Search page or usentered date field. Cannot be future date
not required

Userentered text field; not required; no defardtue; when a
date of birth is entered, the system automatically calculates
age and updates the estimated age field accordingly.

Participant 6s s o c-enteled nsimedafield
not required.

Participant 6s NCANDS,valuasFuSek RS
selected drop down; not required

Participants Ethnicity; African American/Black, Arabic, Asia
Indian, Cambodian, Chinese, CubBeclined,Eastern
European, Filipino, German, Haitian, Hispanic/Latino, Hmoil
Italian, Japanese, Korean, Laotian, Mexican/Chicano/Mexic
American,Multi-Ethnicity, Other, Other Southeast Asian,
Puerto Rican, Russian, Thai, Unable To Determine, Unkno
and Vietnamse Userselected drop down; not required.

Participant 6s s o c-énteled nsirecafield
not required.

Designates if the address i®® Box, Route or Streetuser
selected drop dowmequired; defaults toull; if street is
selected, route fields will be disabled and grayed out; if rout
selected, street, unit designator and building fields will be
disabled and grayed out.

May 12, 2017
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Address street nunelb and street name; user entered numbe
field and text field respectively; number field enabled and n
required, text field enabled and required when Street/Route
Street.

Unit Designator Unit designator andumber;userselected drop dowanduser

Building
Route (£'field)
Route (2d
field)

Route (3d field)

FL City

City
County
Non-Florida

County

State

PMO07 - Person Provider Inquiry

Topic Paper

ertered text field respectively; not required; no default value

Thebuilding name or numbebserentered text fieldNot
required.

List of Route Types; useselected drop down; no default valu
enabled and required wh&treet/Route = Route.

Userentered text fieldno default value; enabled arefuired
when Street/Route = Route.

Userentered text fieldno default value; enabled andt
requiredwhen Street/Route = Route.

Address City; user is presented with a list of cities in Floride
defaults based on Zip Code value. Uselected drop down; nc
required; No default value.

Address ty for those cities not found in Code Userentered
text field

Userselectable drop down with a list of Florida Countidst
required.

Userentered text field; not required.
US state of the address; defaults to FL; the list includes ent

for 50 US states and 4 territorieserselected drop dowmot
required

May 12, 2017
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Group Box

Fields

Buttons

ZIP

County

Phone

Home

Work

Ext.

Cell Phone

Contact Phone

Ext

Fax

Email

Continue

Close

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network

Zip code of address. User entered, not required.

Country of residencealefaults to United Statesserselected
drop down list; not required.

Home telephone numbarserentered numeric fieldjot
required.

Work telephone number; essentered numeric field; not
requred.

Phone extension. Usenteed text field; not required; no
default value.

Cellular telephone numbauserentered numeric field; not
required.

Telephone number; asentered numeric field; noequired.

Phone extension. Usenteredext field; not required; no
default value.

Fax number; useentered numeric field; noequired.

E-mail address of the persddserentered text fieldNot
required.

Returns the user to the Intake Inquiry Search window with t
name of the person created carried forward with the approg
Search status.

Standard Close processing

May 12, 2017
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1.2.2.3 Background Processing

1 After searching for a participant on the Intake / Inquiry Search page (and the participant is
not found), theuserselects the Create button to launch this page to create the participant.

1 When theuseris finished entering information pertaining to a new participant on this
page, he/she selects the Continue button to return to the Intake / Inquiry Search page and
populate the participant into the Participants group box.

1 If the userenters a futureate in the DOB field, upon selecting Continue an error message
is displayed telling theseri Dat e of Birth cannot be great e

o If the userdoes not enter a nirgigit number in the SSN field, upon leaving the field, the
hover tag becomagd, making the user enter a correct number (ousleecan delete the
value) in the field before entering other information.

1 If the userdoes not enter an eigbtgit number in the DOB field, upon leaving the field,
the hover tag becomes red, making the user enter a correct dateusertta delete the
value) in the field before entering other information.

1.2.2.4 Save Processing

i Standard Savprocessing

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 22 of 103
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1.2.2.6 CRUD Matrix

Table Name Create Read Update Delete
INTAKE_PART X X X

ADDRESS X X X
PMO07 - Person Provider Inquiry May 12, 2017
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1.2.3 Page - Potential Person Matches

Florida Sare Families Network print 'S, | Audit ‘B = Spell Check “» | Help ‘?

FSFM has determined that there are similar people to the perzon you are creating/updating.
Plzase check the list below for the participant prior to creating a new person, or updating the existing person. false

Potential Matches

lvwrpyvi, Jennifer Person Book (1005009841109 MY 39gs HG, Okeechebee Femsle, 12/12/1984, Other, SSN: 406-
OF 45 2168

v Viewed

4 Basic Person Information

& Related People

%§ Merged Persons

& ntakes

2 Investigation

ta Provider

[)Cases

Person Provider Inguiry Not Accepted

Allow Duplicate SSN | Confinuz

1.2.3.1 Page Overview

This page displays all of the people that are potentially an exact match to a new person being
entered in the system. The Potential Person Matches page is displayed anysame a

attempting to add a new person to FSFN when creating an intake, addirogge participants,

or adding new person provider members. Whenusiegclicks the Continue button on the Intake
Participant page or clicks the Save button on the Person Management page, the Potential Person
Matches page willlisplayif theuserhas en¢red a name that is an exact match for other

person(s) in the system. If a DOB or SSN is entered along with the name, the Potential Person
Matches page will only display if an exact match based on the Name, DOB, and/or SSN criteria
havebeen met. Aise can select a person from the Potential Person Matches results list then

click the Continue button to link the person to an existing piece of work. Alternatifvitlg

PMO07 - Person Provider Inquiry May 12, 2017
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new person created is not a match for any person listed on this pagseiten reéurn to the
Search page bglicking Close and the new person is added to the corresponding topic page.

To determine if any person listed on the Potential Person Matches page is a msécbam
expand the person icon to view additional person information and related case or provider work.

When an existing personé6és information (one wh
reflect a new name or DOB and those changes result in ttegrsigentifying the person to be a

duplicate of another person, the system will notify the user that they have just created a potential
duplicate. If the changese saved, the usiernavigatedo the Potential Person Matches Page to

resolve the duplicatéAn errorme s sage fAYou have entered name an
potential duplicate of another person/other people, if you continue with saving, the Potential

Person Matches Page will launch in order for you to resolve the duplicate. Do you want to
Save®appears. If the responsdiisy e the data is sa&ed on théPersorManagemenpage and

the system launches the Potential Person Matoags At this pointusershave to use the Merge

function to resolve the duplicates. If tressponsé sNo, fithe userwill return to the Person

Management page without saving the data.

In addition thePerson Management page displayegen the information on an existing person is
updatedandmaypotentially be an exact match to another person.

1.2.3.2 Page Information

Group Potential Displays information on any person(s) already existing in the
Box: Matches database who is an exact match for the person being entere
Fields: SSN Each person displays includes their SSN if knoWimenhis or

herSSN is aduplicateof another perso 6 s , tReSI$N will
display asholdit Du p | i coart thee Cie&8eNPerson page, b
will display as normal texdn the Potential Person Matches pe
that pops up when there is a Duplicate SSN detected

Viewed The text of AViewedo wilthe d
item. (Thisaction required only when the page is accessed d
to a duplicate SSN).

Buttons: Allow This button is visible only when this page is accessed for a
Duplicate newly created person whose SSN is the same as an existing
SSN p er s on dhés buBt@ M .conditionally enabled once every

item has as status of Viewed. When clicked, the user is retul

PMO07 - Person Provider Inquiry May 12, 2017
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to the Inquiry Searctpagewith the new person in Participants
Asear ched roaRerddin@anagdément pagéh the
new persorsaved

Merge Person This button is visible only when the page is accessed for an
existing person. This button will launch tRerson Merge page
It is enabled only when one of the potentially duplicate peopl
selected.

Continue This button is visible only when the pageaiccessed for new
personReturns thaiserto thelnquiry Searchpage Person
Provider Inquiry pager PersorSearctpage selected data
returned to predefined fields on timguiry Searchpageor
PersorSearch pages, i.e., when terselects a persdnom
the Potential matches results list, this button links the persor
an existing piece of work.

Close Returns thaiserto thelnquiry Searchpage Person Provider
Inquiry pageor PersorSearchpage i.e., if the person created
not a match formy person listed on this page, this button add
the newly created person to the corresponding topic. page

If selected when the page is accessed for a new person with
SSN that is a duplicate, user will receive a warning message
APerson willd. NCTibé& diNeabdDet
creating the person, or fANO
Matchespageand view all duplicate people, then select Allow
Duplicate SSN button in order to create pergon

Whentheu s e r r e s ,ptherPdtentiaReYsensMatches
pageclosesand returs theuser to Inquiry/Person Searphge
without creating new persaecord Nd} doses themessage
and returs theuser to Potential Person Matcheege

1.2.3.3 Background Processing

1 Clicking the Continue buttgrthe sysem adds the selected person to the list of Intake
participants to be included in the newly created Intake.

1 TheClosebutton simply returns the user to the Intake Inquiry page and the user is able to
create a new perseacord

PMO07 - Person Provider Inquiry May 12, 2017
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Display only exact matchased on First and Last Name fields on the Intake Inquiry
search page and the Person Management page.

Only the first 25 search results will displayed oa Berson Managemepdge.

Whenever there is a match on the SSN, return the record regardlessesritte

precision spells like feature for the name.

When creating an intake, ifuserclicks the Close button on the page, set the search
status as "Search Not Found." liserselects a radio button beside a potential match and
clicksthe Continue buttgrset the search status to "Search Faund

If the GQose button ilickedwhen the page is accessed with an SSN that is a duplicate
theuser receiveawarning message that the new perssgordwill not be created, oan
existing person not saved because they have not viewed all the duplicate people and
clickedthe Allow Duplicate button to return to the originating page.

The Allow Duplicate button is conditionally enabled once every item has as status of
fiViewed 0 When cicked, the user is returned to the Intake Inquiry Sepagfewith the
new person i n Parti ci panPersonBlanagénsestpagéhh e d
the new persorecordsaved

1.2.3.4 Save Processing

None

1.2.3.5 CRUD Matrix

Table Name Create Read Update Delete
PERSON
PMO07 - Person Provider Inquiry May 12, 2017
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1.2.4 Page - Person Provider Inquiry

5 Cafa F3 tiae Noaf
Florida Safe Families Network o) Pt B | audt & %) Hep 7
Basic
E:rr'r“':’ Kotter, Jenny Date:  10/22/2012 IngID: 150003192 Status: Pending
e
* | |nified Home Study
Household Members
Name Gender DoB Age Race Role
Kotter, Gabe Male 02/07/1966 47 Caregiver 2 A
Kotter, Jenny Female 02/07/1966 47 Caregiver 1 -
Add/Edit Person Provider Inguiry
= Comments
Non-Household Members
Name Date of Birth  Address Home Phone Cell Phone S5N Verified Role
4 m 3
o] cose

1.2.4.1 Page Overview
Navigation

Selecting thé’rovider Inquiryoption from the FSFN Create menu allows the user to create a
person provider in FSEN

The user searches for the potential provider, complletemitake participant information, and
clicks the Continue button on the Person Provider Inquiry Search page.

To navigate to a nPe n dhe usgralickBhe MydntakeseRpamiorand e r
the Desktopandthenthe Person Provider Inquirwpedink.

Page Summary

The Person Provider Inquiry pagensistof theHeader, the Member tab, the Basic, taihd the
Actions and Text list baxThe Header information displaytke name of the family, the date
when the inquiry is recorded in the system, the inquiry ID and the status of the inquiry.

May 12, 2017
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The Member tab captures the initial information for the potential proviadeinsert additional
household members on the Member tathefPerson Provider Inquiry page, the user clicks the
Add/Edit button, searches and selects a person, or creates a new person, whichever is necessary,
and then documents the required potential provider information.

The NorHousehold Member group box on thlkeember talllocuments the contact information
for nonhousehold members, the role they have in relationship to the person provider family, and
can be added to the Unified Home Study (UHS) if it is accessed froRetlen Provider

Inquiry page.
The Basic tab captures further details of the potential provitheruser gathetfie additional

detailsregarding the inquirydocuments theran the Basic tab and selects an acceptance status
forthepot ent i alngupyr ovi der 0s i

The Actions list box displays a hyperlink to launch the Unified Home Study [fee tlie
Unified Home Study User Glg or Unified Home study How Do | guide for detailed
information) The Text list box providesRerson Provider Inquiry Commerttgperlink for the
user to document Person Provider Inquiry Commisiévant to the specific person provider.

1.2.4.2 Page Information

Group Box: Basic

Fields: Family Name Name of the potential provider documented; display
as the first and lastameof Caregiverl; system
derived.

Date: The date on which the inquiry was initially saved;

system derived (creation date of the row in the Pers
Provider Inquiry table).

Inq ID: A unique identifier of the inquiry; system assigned
during initial inquiry process.

Status: The status of the inquiry; (Accepted, not Accepted,
Pending); system derived (from the user acceptance
status), Pending is the default.

PMO07 - Person Provider Inquiry May 12, 2017
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1.2.4.3 Background Processing:

1 If the menu selectionms Create>Provider Inquiry>Person, then the page title bar reads
Person Provider Inquiry.

1 In create modeboth the Family Name and Date fields are blank, the Inqg ID i$ilwe
with a sequenti al uni que number SWiyt ¢IBIFMINg at
Basic tab prdills the Family Name field with name &aregiver 1.

1 If on the Person Provider Inquiry or Person Provider pageattemptis madeto delete
anon-householdnember who is included in a UHS, a validation messdigplays
statingthat the person is included in&S and must be removed frometfyHS before
being able to remove from the Person Provider Inquiry or Person Provider page.

1.2.4.4 Save Processing

If the address information entered on the Create Person page is not complete for Caregiver 1, a

message fiiThe member | dmetrhave d coneptbte addreBase fdlopi ver 1
al |l rel evant add rsels saveithe inquiry suzdessfally, thé uset is eequired y

to fill in the Street, City, County, and Zip fields.

Upon save:

o Arow is created in the Person Provider Inquéalyle.
o0 Row(s) are created in the Intake Participant table for each of the home members.
0 A Person Provider Inquiry assignment row is created in the Assignment table

o The saved Person Provider I nquiexpgndocan be
The Date field prefills with the creation date.

If user decisions AAccepto

o Status changes f#\ccepted in the header group box.

o Arow is created in the Provider Organization talblee Provider_Org.cd_type field is
filled based on value in Home_Inquiry.adq_type (Inquiry Type)Refer toPMO2:
Person Providdior the actual mapping of valueBhe Provider_Org.Tx_Payee field is
prefilled with the name of Caregiver 1.

o A-row is created in the Address table using the physical address for Caregiver 1.

o Row(s)are created in the Provider Participant table for each of the home members.

PMO07 - Person Provider Inquiry May 12, 2017
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o Row(s) are created in the Address (physical address) table for each of the home
members.

o0 Row(s) are created in the Person table for each of the home members.
0 A Provider assignmembw is created in the Assignment table.

o Person Provider Inquiry is frozen and i s
the Licenses ican

ol f the user decision is fiAcecedeywntvalues. enabl e

If user decisions fiNot Accef:0

o Status fiNot Accepted
o Row(s) are created in the Person table for each of the home members.
o A provider_org row is inserted when a Person Provider Inquiry is accepted.

o Set Provider_org.cd_pmnt_mthd="C' (Check), Set Provider_org.cd_prenote_stat="N'
(No Request), Set Provider_org.fl_rgst_prenote="N"'

ol f the user decision is fANot Alovoeajudsd, ena
A SSNis no longer required to create the home inquiry participant.

1.2.4.5 CRUD Matrix
Table Name Create Read Update Delete

HOME_INQUIRY X X

INTAKE_PART

PROVIDER_ORG

PARENT_AGENCY

ADDRESS

PERSON

COUNTY_PERSON_CROSS_REH

X[ X| X| X| X| X

PROVIDER_PART

PMO07 - Person Provider Inquiry May 12, 2017
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Table Name Create Read Update Delete
PROVIDER_PART_STAT X
ASSIGNMENT X X X
PMO07 - Person Provider Inquiry May 12, 2017
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1.2.5 Tab i Member (Person Provider Inquiry)

' o €afn £4 fiac Nof [ r
Florida Sare Families Network ) Pt B, | Audt B %) Hep 7
Basic
Family . . ey . = . i
Name: Kotter, Jenny Date: 10/23/2013 Ing ID: 150003192 Status: Pending
.
* | |nified Home Study
Household Members
Name Gender DoB Age Race Role
Kotter, Gabe Msle 02/07/1986 47 Caregiver 2 -
Kotter, Jenny Female 02/07/1966 47 Caregiver 1 -
—
Add/Edit Person Provider Inguiry
= Comments
Non-Household Members
Name Date of Bith ~ Address Home Phone Cell Phone SSN Verified Role
. . 232 Third St Tallshassee, - =
{ I ! -
Barbarino, Tony 01/01/1922 FL, 32399 es (® Mo Uncle-Maternal
4 n 3
[“seve ] cese

1.2.5.1 Tab Overview

TheMember tab documents information for all household members of the family and non
household members who have significaattine contact with the family.

TheHouseholdMember Name, GendddOB, Age, and Race display on the Member Tdie
roles of the busehold members, for example, Caregiver 2, Father, or Daughter, identify their
relationship to Caregiver 1.

The Add/Edit button launches the Person Provider Inquiry Seapehppagehatallows the
user to conduct a Search to insert additional Hmldememberito the Person Provider
Inquiry.

The NonrHousehold Member Name, DOB, Address, Home Phone, Cell Phone, SSN verified,
Role, Description, and Action Link also displays on the MembefTiaé roles of the nen
household member, for example, Unblaternal, ParamotiParent/Caregiver, or Other Non
relative identify their relationship to Caregiver 1.

PMO07 - Person Provider Inquiry May 12, 2017
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Thelnsert button launches the Person Sepage to search all ndrousehold members of the
householdvho haveasignificantcaregiving role andoutine contact with thehild.

1.2.5.2 Tab Information
Group Box: HouseholdVlembers

Fields: Name:

Gender:

DOB:

Age:

Race:

Role:

Group Box: Non-Household Members

Fields: Name:

PMO07 - Person Provider Inquiry
Topic Paper

Last and First name of the family member;
system derived (passed in from the Participe
Identification page; once saved, retrieved frc
Intake Participant tableyiew only.

Gender of the family member; (male, female
system derived (passed in from the Participe
Identification page; once saved, retrieved frc
Intake Participant table); view only

Date of birth of the family member; system
derived(passed in from the Participant
Identification page; once saved, retrieved frc
Intake Participant table); view only

Age of the family member, system derived
from the member DOB

Race of the family member; system derived
(passed in from # Participant Identification
page; once saved, retrieved from Intake
Participant table); view only

The role of the family member (in relationshi
to Caregiver 1); useselected drop down; onc
saved, retrieved from Intake Participant table
required; editable

Last and First name of the family member;
system derived (passed in from the Participe
Identification page; once saved, retrieved frc

May 12, 2017
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DOB

Address

Home Phone

Cell Phone

SSN Verified

Role

Description

Actions list  Unified Home Study
box

Text list Person Provider Inquiry
box Comments

PMO07 - Person Provider Inquiry
Topic Paper

Florida Safe Families Network

Intake Participant table); view only

Date ofbirth of the member; system derived
(passed in from the Participant Identification
page; once saved, retrieved from Intake
Participant table); view only

Address street number and street name, city
State, ZIP codecaptures the address for the
non-household member from Person
Management record

Home telephone number; usamtered numeric
field; not required.

Cell telephone number; usentered numeric
field; not required.

Indication as to whether or not the SSN was
verified.

The role of the notmousehold member (in
relationship to Caregiver 1l)iserselected drop
down once saved, retrieved from Intake
Participant table; required; editable

User entered;onditionally enabled and
required if "Other" selected in Role column

Launches the Unified Home Stuggge; This
is the home study used fAdoption,
Emergency Placement, Initial License for
Foster Home, NoiiRelative Pacement, Re
License, and Relative Placement

Clicking the Person Provider Inquiry
Comments hyperlink launches a blank word
document to document any applicable Persc
Provider Inquiry Comments.

May 12, 2017
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Buttons: Save:

Cancel:

Close:

Add/Edit:

Insert

Delete

1.2.5.3 Background Processing

Florida Safe Families Network

Standard Savprocessing

Cancel the Person Provider Inquiihis
button is only available before the Person
Provider Inquiry is saved to the dataha3ace
the Person Provider Inquiry is saved, it can r
longer be canceled.

This button is only available once the Persor
Provider Inquiry is saved for the first time;
standard close processing.

Accesses the Person Provider Inquiry Searc
pop-up page.

Allows the user to insert nemousehold
members orthe Person Provider Inquiry page

Clicking the Delete hyperlink will remove the
Non-Household Member record from the
group box

1 User is allowed to select only one person with a role of Caregiver 1.

T

PMO7

User is required to seleat least one person with a role of Caregiver 1.

User is required to select a role for each ofitheseholdnembers.

User is required to select a role for each of themmmsehold members.

Clicking the Add/Edit button accesses the Person Provider Inquiry Searalppgmame
allowing the user to conduct tiRerson Provider Search and retrieve a household

member(s).

Clicking the Insert button accesses the Person Search iagmg the user to conduet
person search and retrieve a fimusehold membés).

- Person Provider Inquiry

Topic Paper
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1 Clicking the Delete hyperlink removes the Nblousehold Member record from the

group box.

1.2.5.4 Save Processing

N/A

1.2.5.5 CRUD Matrix i Member Tab

Table Name

Create

Read

Update Delete

HOME_INQUIRY

INTAKE_PART

PROVIDER_ORG

PARENT_AGENCY

ADDRESS

PERSON

COUNTY_PERSON_CROSS_REH

PROVIDER_PART

PMO07 - Person Provider Inquiry
Topic Paper
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1.2.6 Tab 1 Basic (Person Provider Inquiry Page)

' 5 Cafa £ iac Nef ’ |
Florida Safe Fanilies Network ) pant B | Audt B | 2 0
Basic
Family . . ey . = . i
Name: Kotter, Jenny Date: 10/23/2013 Ing ID: 150003192 Status: Pending
Home Information ) o Unified Home Stody
~ R X Caregiver . Timary -
Caregiver 1: Kotter, Jenny o Hotter, Gabe Language: English -
Home: Cell: Marital Status: -
Cell: Work  Ext:
Work:  Ext:
Street/Route: 357 Gladville Way Unit Designator: Building:
City: Tallahazzee County: Leon State: FL ZIP: 32399 Country: United States
Inquiry Information Worker
Inquiry Type: Foster Care - Name: Miller, Hanoy A
Cate of Initial Inguiry into Becoming a Foster/Adoptive C Accept T Net Accept O Pending Text:
Parent: [10/01/2013 Resson: W Ferson Provider Inguiry

Primary Refemrsal Comments
Source:

Secondary Refemal

Source:

Desoription:

[“seve ] cose

1.2.6.1 Tab Overview

The Basic tab displays information abthe home, such as the address of Caregiver 1 and the
phone information of Caregiver 2; both dedveom the address of the persdie primary

language spoken in the family defaults to English and the user selects a marital status. The user
documents the Inquiry Type, the Date of Initial Inquiry into becoming a Foster/Adoptive Parent,
and the Primary Referral Source of the refertathss Newspapeasr Radioin thelnquiry
Informationgroup box.

After documenting the initial information, the user must decide whethecdeptor Not Accept

this inquiry. The user documents the acceptance decision on the Basikdedpted Person

Provider Inquiries become Person Providers and are assigned to the user to begin the Provider
Management process described inRiW02a: Person ProvidefFor inquires with the type equal

t o Al nv,etBetFEFRNadsigns the provider to a Default Worker.

In the event the Person Provider Inquiry is not accepted, the Person Provider Inquiry is screened

PMO07 - Person Provider Inquiry May 12, 2017
Topic Paper Page 38 of 103
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out and the associated Person Provider Inquiry and the Person Provider Inquiry Comments
template, if completed, can be viewed under the individual name ffeensan Search.

Unified Home Studies created as a part of the Person Provider Inquiry page, which are not
acceptedarenot available to copgverwhen creating subsequent Unified Home Studies, if the
provider inquiry subsequently becomes a provateafuture date

When searching for a Person Provider |l nquiry
Person Search, drill down on tRerson iconfo confirmthat the Person Provider Inquiry was

not acceptedlhe usethendrills downon the Person Pvaler Inquiry icon to launch the Person
Provider Inquiry pageOnce the Person Provider Inquiry page lausctieeuser accessdke

Unified Home Study from th&nified Home Study link in the Actions list box

1.2.6.2 Tab Information

Group Box Home

Fields Caregiver 1  Name of Caregiver 1 for the home; system derived (passed
from the Member tab; once saved, retrieved from the Intake
Participant table); view only

Home Home phone of the Caregiver 1; system derived (using the
address of thparticipant with Role = Caregiver 1); view only

Cell Cell phone of the Caregiver 1; system derived (using the hor
address of the participant with Role = Caregiver 1); view.on|'

Work Work phone of the Caregiver 1; system derived (using the h
address of the participant with Role = Caregiver 1); view.onl

Ext. Extension of the home phone number; system derived (usin
home address of the participant with Role = Caregiver 1); vie
only.

Street Address of the home; standard system addi@snat of three

PMO07 - Person Provider Inquiry May 12, 2017
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Caregiver 2

Cell

Work

Ext.

Primary
Language

Marital Status

Florida Safe Families Network

lines, city, state, zip code, and county; system derived (from
home address of the participant with Role = Caregiver 1); vie
only.

Name of Caregiver 2 for the home; system derived (passed
from the Member tab; onaaved, retrieved from the Intake
Participant table); view only

Cell phone of the Caregiver 2; system derived (using the hor
address of the participant with Role = Caregiver 2); view.on|

Work phone of the Caregiver 2; system derivedn@she home
address of the participant with Role = Caregiver 2); view.on|’

Extension of the work phone number; system deriveth@uthe
home address of the participant with Role = Caregiver 2); vie
only.

The primary language spoken in the hooeerselectedirop
down; required field; editable

Marital status of the participant with Role = Caregiveuser
selecteddrop down; not required when status is Pending or N
Accepted; editablejefault = English.

Group Box Inquiry Information

Fields Inquiry Type

PMO07 - Person Provider Inquiry
Topic Paper

Type of Person Provider Inquiryserselectednultiple select
drop down required field; editable. Valuesvailable for
selection areAdoption,Foster Care, ICPQnvestigation,
Relative/NonRelative, Service

May 12, 2017
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Date of Initial
Inquiry into
Becoming a
Foster/Adopti
ve Parent:

Primary
Referral
Source

Secondary
Referral
Source

Description

Group Box Worker

Fields Name
Acceptance

Radio Buttons

Reason

Buttons Save

Cancel

Close

PMO07 - Person Provider Inquiry
Topic Paper

Florida Safe Families Network

This is the date when a prospective foster parent makes a
commitment to the process. For example, it could be the dat
an orientdion session or the date the prospective foster parel
signed up for preservice training

Primary referral source of the home interested in providing
servicesuserselecteddrop down; not required; editable

Secondary referral source of the home interested in providin
servicesuserselecteddrop down; not required; editable

Additional information on referral sourceserenteredext box;
not required; defaults to blank; emliie

Name of the worker who accepts or not accepts the inquiry;
system derived

The user acceptance status for this inquiry (Accept or Not
Accept);default = pending; useselected radio button

When the user selects the Accept or Not Accept radio buttor
reasa field becomes activated; usslected drop down;
required when Accept or Not Accept radio button is selected

Standard Savprocessing

Canel the PersoRrovider Inquiry.This button is only available
before the Person Provider lngy is saved to the database.
Once the Person Provider Inquiry is saved, it can no longer |
canceled.

Standard Closprocessing

May 12, 2017
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1.2.6.3 Background Processing

1 Fortheme mber selected as Caregiver 1 oddllthe Mer
the Family Name field in the header information.

1T For the member selected as Caregiver 1 on th
prefill the Home Information grop box on the Basic tab.

1 WhentheuserfiAccept® the Person Provider Inquiry, the Person Provisiautomatically
assigned to a Default Worker, if the Inquiry Type is Investigation.

1.2.6.4 Save Processing

Save Processing is initiated by clicking on the SavehuBave processing is also initiated
whenclicking the Close button, and then answeriitYgsO when the system asks the user if they
would like tofiSave changes before closing the window.

| f changes are made to t he memmerissélecteddas es on
Caregiver 1, when the usglickst he Save button, the foll owing n
member must be designated with a role of Care

| f changes are made to the membertsabonelmme s on
member with the role of Caregiver 1, when the atieks the Save button, the following

message appears: fAMore than one member of the
the househol d. o

When usefiAccept® the Person Providenduiry and Caregiver 1 does not have an SSN, the
following message displays when the udaakst he Save button, ASSN 1 s
1.0

When usefAccept® the Person Provider Inquiry and Caregiver 2 does not have an SSN, the

following messge displays when the usgickst he Save button, ASSN is
2.0
1.2.6.5 CRUD Matrix
Table Name Create Read Update Delete
PMO07 - Person Provider Inquiry May 12, 2017
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HOME_INQUIRY

INTAKE_PART

PMO07 - Person Provider Inquiry
Topic Paper
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Florida Sare Families Neftwork

General Information

Qutcome:

Spell Check “# | Help

- Purpose of Home Study:
Provider ID: Counselor Name: Dienger, Leah Search e Date:
De hi Prior Intakes and Background Check Ererral S Narrative Family Attachments to the Actions:
= nformation ssessmen nified Home Study
TR e Informati A t Unified Home Study
Approval
Case Information
Children Associated Case Search Cass
Names DOB  Age Relationship to Caragiver(if any) 1D Name:
Intake/Investigation ID:I hd
Text:
Unified Home
Study
Contactildentifying Inf +
Ivwrpvi, Jennifer Zoyirgglm, Diane F
Date of Birth: 12/15/19584 Date of Birth: 07/09/1554
viewsd SSN verfication: () ves () No Viewsd 58N Verfieation: () ves () No
Address: 108 MY §9gs HG Address:
City: Okeechobes City:
County, State & Zip Code: Okeechobee, FL 34972-2105 County, State & Zip Code: FL
Home Phone: (863)897-9168 Home Phone:
Cell Phone: (863)261-3897 Cell Phone:
‘Work Phone: ‘Work Phone:
Fax: Fax:
Email Address: Email Addrass:
‘Work Schedule: ‘Work Schedule:
Pricnan: | - Ennlich Primnary |
(Partial Viewl)
PMO7 - Person Provider Inquiry May 12, 2017
Topic Paper Page 44 of 103




FD""‘“?

S
=, T
NSO
:) g
’r Q’
“Ew AND T . .
MYFLFAMILIES.COM Florida Safe Families Network
Primary Language: Englizh Primary Language:
Rate: Whits Race: White ~
Ethnicity: Other Ethnicity: Unable To Determine
FL Residence Length: 3 Years - 9 Months FL Residence Length: 0 Years - 10 Months
Other States of Residence and approximates dates lived thers: Other States of Residence and approximate dates lived thers:
State:| || Dates: [00/00/0000 1, [00/00/0000 State:| || Dates: [00/00/0000 1, [00/00/0000
State:| [ 7] Dates: [00/00/0000 | T, [00/00/0000 State:| [ ] Dates: [D0/00/G000 | T, [DO/00/000D
Text:
Home Evaluation
Unified Home
Date Initiated: |10/20/2015 Date Completed: |00/00/ 0000 Study
Provider Notes
FNID Begin Date Date Enterad Mate Category Mote Type ‘Worker Creating Note  Worker Making Contact
Other Household Members
This inciudes biological children
Name of Member(s) Role SSN Verified Race/Ethnicity Gender Primary Language v

(Partial View2)

1.2.7.1 Page Overview
Navigation
To access the UHS in create, maintainview mode, the user selects the Unified Home Study

hyperlink in the Actions list born thePerson Providgpage.The Unified Home Study page
launche.

Theuser accessthe Unified Home Studyemplate from the Text list baxn the Unified Home
Study page.

After documening the appropriate information on the Unified Home Study pdgeusers
ready to submit the UH®r supervisoy approvalby selecing theApproval hyperlink in the
Actions list box Once the supervisor approves the Unified Home Study ftdgeezesalong
with the associad Unified Home Study templasad is no longer editable.

Page Summary

The Unified Home Study page electronicallycuments thorough and comgnensivefamily
home studyHome studytypes include Adoption, Emergency Placemany InitialLicense for

PMO07 - Person Provider Inquiry May 12, 2017
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Foster Home, NoilRelative Placement, Reicense, and Relative Placement.

TheUHS is a progressive documentdthe Unified Home Study templabeiildsovertime
usingcopy-over functionality.

Associating the UH®iith particular FSFN casallowsusersnstant acces® the UHSfrom the
FSFNcase usinghe Unified Home Study hyperlink on the Outlinétowever, the UHS
information is viewonly, not user modiéible Only users with an aggiment to the Person
Providercan modify the Unified Home Study page prior to approval, at which time the UHS
freezes and no longer editable.

Associating a FSFMase to the UHS does nokate an assignment to the FSgase br the user
creating the UHS.

1.2.7.2 Page Information

Group Box General Information

Fields Provider ID  Captures the Provider ID for the Person Provider record, for
which the Unified Home Study is being created. Plain black 1
display only.

Counselor Captures the Counselor Name of the user creating the Unifie
Name Home Study pagePlain black text.

The Counselor Name will pridl and is displayed in plain text;
Prefills with the counselor creating the page for which the
Unified Home Study page waseated as Last Name, First Nai
Middle Name .

Link Search Search Inquiry Function, Hyperlink.

Upon selecting fASearch, 0 th
Search page and allows the user to change the worker ident
i n the ACouns el oarend assigned tofthe e
case, or for any other reason.

Fields Purpose of Records the "purpose” of the Unified Home Study

Home Study Userselected drop down; enabled and required to initially sa

the Unified Home Study page; no default; please refer to the

PMO07 - Person Provider Inquiry May 12, 2017
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Link
Selections

Links

Outcome

Completed
Date

Actions:

Approval

Upload Image

View
Attached
Images

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network

Person Provider Inquiry Reference Data docurfarthe
applicable values.

Outcome of the Unified Home Study.

Userselected drop down; enabled and required; no default;
please refer to the Person Provider Inquiry Reference Data |
for the applicable values.

Captures the date the Unified Home Study page itself receiv
final approval, at whiclpoint the Unified Home Study page
becomes disable@ate field; displays MM/DD/YYYY

Upon "“final" approval of the Unified Home Study page the
Completed Date field prélls with the date of approval; systen
derived; display only.

Upon clicking the Approval hyperlink, the Approval History
page opens for the user to begin the approval process and ¢
the Unified Home Study to the applicable user for final apprc

Upon clicking the Upload Image hypief, the Imaging page
opens for the user to attach the applicable Images. The Uplc
Image hyperlink will only be displayed once the Unified Hom
Study has been saved successfully for the first time.

Upon clicking the View Attachetinages hyperlink, the View
Image History poqup page opens and displays a link to view
each of the Imaging pages that has been created, associate
the Unified Home Study. The View Attached Images hyperlir
will only display once an image (at least phas been uploader
to the Unified Home Study page.

May 12, 2017
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Link Text:

Selections

Links Unified Home The system must generate a Home Study template based ol

Study type of Home Study being created (i.e., Adoption Home Stuc
etc.) and not include data thatnot relevant to that particular
type of Home Study. This eliminates the number of pages th

are printed.
Buttons Save Standard Savprocessing
Close Standard Close Processing.

1.2.7.3 Background Processing

T

If the user attempts to launch the Unified Home Study page prior to initially saving the

Person Provider page, the foll owing messag

saved before a home study can be created

Edits on the Unified Home Study page for the Date Completed and Outcome fields are
part of the approval process and required prior to submitting for supervisory approval.
This allows users to save the Bhvithout receiving validations messages. Users only
receive validation messages for these required fields when they attempt to submit this
page for supervisory approval without entering data into them.

Each time the Unified Home Study page launchessyatem refreshes the Provider
Notes group box to prill all applicable Provider Notes associated to the Person
Provider record from the Date Initiated until such time that the UHS is approved and
frozen.

Each time the Unified Home Study page is laudghiee Demographics tab automatically
refreshes to include the applicable Caregiver 1 and 2 and all applicable Additional
Household Members until such time that the UHS is approved and frozen.

Each time the Background Check Information tab is selected, the system automatically
refreshes the tab to pfi#l with the applicable participants 12 years or older, included on

PMO07 - Person Provider Inquiry May 12, 2017
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the Demographics tab with Caregiver 1, Caregiver 2, and the Additional Hxdiseh
Members group boxes until such time that the UHS is approved and frozen.

1 Caregiver 1 & 2, and Other Household Members, automatically refresh when re
launching the UHS if information has changed, such as correction to the name, date of
birth, particimnt identified as Caregiver 1, 2, or Other Household Members.

1 If the user is on the Unified Home Study page and attempts to deleteldddsehold
Member inserted on the Background Check Information tab, a validation message
displays that the participargt included on the Background Check Information tab and
must be removed before being able to remove from the UHS.

1 Upon attempting to submit the UHS for approval, the system validates that the Home
Evaluation Date Completed is documented. If not documetitedollowing validation
message appears:

1 You must enter a Home Evaluation Date Completed. <OK>

1 Upon attempting to submit the UHS for approval, the system validates that the Outcome
is documented. If not documented, the following validation messagarappe
1 The Outcome must be selected to submit the UHS for approval. <OK>

1 Once the UHS has been submitted for approval to the Supervisor (or applicable user),
upon attempting to approve the UHS by clicking the Approve hyperlink within the
Actions section, ithe Unified Home Study template has not been launched directly prior
to clicking the Approve hyperlink, the following validation message appears:

A fiThe Unified Home Study template must be launched directly prior to
approving the UH® <OK>

1 Uponclicking the OK button, the system automatically launches the template without
requiring the user to manually launch the template.

1 Upon attempting to submit the UHS for approval, the system validates that all required
fields identified throughout this specificationaiment are documented. If any required
fields are not documented the following validation message appears:

A fPlease enter data in the required fields [field naimapK>

1 Once supervisory approval has been granted, the Unified Home Study page, as well as

PMO07 - Person Provider Inquiry May 12, 2017
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the associated Unified Home Study template, becomes frozen.

1.2.7.4 Save Processing

1 Saveprocessing is initiated by clicking the Save buttSave processing is also initiated
whenclickingt he Cl ose button, and then answering
if they would |Ii ke to ASave changes before

1 Upon initial Save, if the Home Evaluatieate Initiated entered is a future date the
following validation message ppars:
A fThe Date Initiated cannot be a future datOK>
1 Upon initial Save, if Purpose of Home Study or Home Evaluation Date Initiated are not
documented, the following validation message appears:
A fPlease enter data in the required fields [field nairedK>
1 Upon clicking Save, if the Date Completed entered is a future date the following
validation message appears:

A fiThe Date Completed cannot be a future dat@K>

1.2.7.5 CRUD Matrix

Table Name Create | Read Update | Delete
CASE_MASTER X

EPISODE X

LINK_PART X X X X
CASE_PART X

INTAKE_PART X

PROVIDER_PART X

PERSON X

PMO07 - Person Provider Inquiry May 12, 2017
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Table Name Create | Read Update | Delete
PERSON_ETHNICITY X
ADDRESS X
ORG_WORKER_ROLE X
HOME_INQUIRY X X X
HOME_INQUIRY_NH_MBRS X X X X
PROVIDER_ORG X
HOME_STUDY X X X
HOMESTUDY_ATCHMNT X X X
HOME_STUDY_OTHR_MBRS X X X X
HOME_STUDY_CAREGIVER X X X
HOME_STUDY_HSHLD OTHER BILL X X X X
HOME_STUDY_MNTHLY_HSJLD EXPNS X X X X
BCKGCHCK_ SCREENING X
BCKGCHCK_REQUEST X X X
BCKGCHCK_LISTING X X X
DOC_NARRATIVE X X X
IMAGING_MGMT X
CODE_DESC X
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1.2.8 Tab - Demographics (Unified Home Study)

(5 T Ll _ =

Florida Sare Families Network Print 'S, Spell Check % | Help “?
General Information
| Provider 1D: Counselor Name: Dienger, Leah Search Purpose o Home Study: putcome G Date:
. . ger, I_ :
De Eivife Prior Intakes and Background Check Rglsr::::;:?sl gﬁ;ucr.'m d Narrative Family Attachments to the Actions:
Lemog Investigations/Referrals Care Arrangement Assessment Unified Home Study roproval
Case Information A
Children Associated Case Search Cass
Names DOE  Age Relationship to Caregivar(if any) D: Mame:
Intake/nvestigation 1D: I hd
Text:
Unified Home
Study
Contactldentifying Information
Ivwrpvi, Jennifer Zoyirgglm, Diane F
Date of Birth: 12/18/1984 Date of Birth: 07/09/1954
Viewsd SSN Verification: (@) ves () No Viewed SSN Verification: (@) ves () No
Addregs: 109 MV 89gs HG Address:
City: Okeechobee City:
County State & Zip Code: Oksechobee, FL 34972-2105 County, State & Zip Code: FL
Home Phone: (863)897-3168 Home Phone:
Cell Phone: (863)261-3997 Cell Phone:
‘Work Phone: ‘Work Phone:
Fax: Fax:
Email Address: Email Address:
Wark Schedule: | Waork Schedule: | v
Primany | - Ennlish. Pricnany |
(Partial View 1)
PMO07 - Person Provider Inquiry May 12, 2017
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e ETEry CEngUay . EngnE
Race: White

Ethnicity: Cther
FL Residence Length: 3 Years - 9 Months
Other States of Residence and approximate dates lived there:

State:l - Dates: [00/00/0000 T4 |00/00/0000
State:l - Dates;|clummnnc| Tg|uum0mnnn

Frifany Canguage.
Race: Whits

Ethnicity: Unable To Determine
FL Residence Length: 0 Years - 10 Months
Other States of Residence and approximate dates lived there:

state: | [%] Dates: [00/00/0000 _ 1 [00/80/0000

State: Dates: [DD/00/0000 T [D0/00/0000

Home Evaluation

Diate Initiated: |1DQDF2015

Provider Notes

Date Completed: IEIEI."GGM[JDEI

ENID Begin Date Date Entered Note Category MNote Type ‘Worker Creating Note  Worker Making Contact
Other Household Members
This includes biological children
Name of Member(s) Role SSN Verified Race/Ethnicity Gender Primary Language
v
(Partial View 2)
All Children Currently Placed OR Exited within 1 Year from Home Evaluation Date Initiated
Other Children Placed in the Home (by the Department or Other Agency)
First Name/ Date of Placement  Placement  Placement . Primary Client
Last Initial Only Bith 9%  Type  BegnDae EndDate = 2° Binnicity  Gender | nquage  Characteristics
Non-Household Members
Name Date of Birth Address Home Phone Cell Phone Action
el .

(Partial View 3)

1.2.8.1 Page Overview

The Demographics tab of the Unified Home Study page captures the Caregiver(s), additional
household members, and rRbausehold members involved with the family. In addition, it

PMO07 - Person Provider Inquiry
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{+]

”n'b

A2

Ty

captures any Provider Notes documéerdedaten Dh
the UHS. Finally, it provides an-atglance view of the children currently placed with the
Provider or previously placed with the Provid

The Home Eval uatoi tdro miel dcivtaid @@aed |,o@ra ¢hd ov@al t e
ACompl eted Dateo are used in conjunction with
Foster/ Adoptive Parent, o6 captured on Person
associated with the licensing pess from the initial inquiry to licensure approval.

The Home Evaluation Alnitiated Dateodo is requi
in order to save it. The Home Evalwuation ACom
approval. Thesystemmus an edit to ensure that the fAHome
entered.

On the Demographics tab, the values for ARel a
with those currently captured in the ARelatio
of the Outof-Home Placement page. If the value is available field on the Out of Home

Placement page piféls from the UHS when the particular child is placed with this specific

Provider.

The Provider Notes section provides the user with easy access to all Provider Notes that have
been creat edl mint ioat ead tkat e¢dchef odir t he Provider.

The user is able to insert N¢tousehold Members, who need to be included on the UHS, on the
associated Person Provider Inquiry page or Person Provider page.

1.2.8.2 Page Information

Tab Demographics

Group Box Case Case Information related to the associated FSFN Case (if
Information  applicable). Currently, the Case Information group box in F¢
doesn't capture the Relationship to Caregiver (if any) or
applicable Intake/ Investigation ID. These fields will now be
included within the Case Information group box.

SubGroup Children Captures the children associated with the Unified Home Stut
Box Associated being documented (if applicable). Currently, the Children
Associated group box doesn't identify the Relationship to

PMO07 - Person Provider Inquiry May 12, 2017
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Fields

Hyperlink

Group Box

Sub Group
Box

Names, DOB,

Age

Relationship
to Caregiver

(if any)

Case ID
Search
Case Name

Intake/
Investigation
ID

Contact
Identifying
Information

Caregiver 1

Date of Birth

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network

Caregiver(if any) (if applicable). This will now be captured (i
applicable) when the Purpose is Relative

Captures and displays this informatieew only.

User selected drop down; enabled aeguired if Purpose is
Relative Placement; pifdls the Relationship to Caregiver (if
any) drop down on the Owif-Home Placement page when a
placement is created for the specific child with this specific
Provider (field is located on the Provider talited Outof-Home
Placement page).

Displays the ID of the selected case.
Search hyperlink that allows the user to searchsefett a case.
Displays the name of the selected case.

Captures the applicable Intake/Investigation ID.

User selected drop down; enabled but not required if a Case
searched and selected, otherwise disabled; displays all Intak
and Investigation IDs linked to the selected FSFN Case.

Contains Caregiver 1 Contact Information and the Caregiver
Nameis the actual label of the group box.

Prefills and displays the "Caregiver 1" Name as Last Name
Suffix, First Name Middle Name.
Date of Birth for Caregiver 1

Prefills with the Date of Birth from Person Management;

May 12, 2017
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Viewed SSN
Verification

Address; City;
County, Sate
& Zip Code;
Home Phone;
Cell Phone;
Work Phone;
Fax; Email
Address

Work
Schedule

Primary
Language

Race

Ethnicity

FL Residence
Length

PMO07 - Person Provider Inquiry
Topic Paper

Florida Safe Families Network

displays as MM/DD/YYYY

Indicates if the worker viewed the SSN verificati®adio
Button.

Yes/No user selection; enabled and the selectiomeis
required; no default

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:
Management record for Caregiver 1; Email Address displays
a hyperlink which will launch a new email using the

wor kstatilemmos email ¢

Work schedule of Caregiver 1

User entered alphanumeric text field; enabled but not require
250 characters

Demographic information; plain black text.

Prefills with the applicable information captured on therson
Management record for Caregiver 1

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:
Management record for Caregiver 1

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers
Management record for Caregiver 1

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:
Management record for Caregiver 1

May 12, 2017
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Sub Group
Box

Text Caption
Heading

State

Dates

To

State

Dates

To

Caregiver 2

Date of Birth

Viewed SSN
Verification

PMO07 - Person Provider Inquiry

Topic Paper

Florida Safe Families Network

Other States of Residence and approximate dates lived ther

User selected drop down; enabled but not required.
Captures théegindateand end date for the Caregiver's previ
State(s) of residence

User entered dafeelds; enabled but not required; no default
Captures the begitateand end datéor the Caregiver's previou
State(s) of residence

User entered date fields; enabled but not required; no defaul
User selected drop down; enabled but nquired.

Captures the begitateand end datéor the Caregiver's previou
State(s) of residence

User entered date fields; enabled but not required; no defaul
Captures the begitateand end datéor the Caregiver's previou
State(s) ofesidence

User entered date fields; enabled but not required; no defaul

Contains Caregivez Contact Information and the Caregiver's
Name is the actual label of the group box.

Prefills and displays the "Caregiver 2" Narag Last Name
Suffix, First Name Middle Name.

Date of Birth for Caregiver 2

Prefills with the Date of Birth from Person Management;

displays as MM/DD/YYYY

Indicates if the worker viewed the SSN verification; Radio
Button.

May 12, 2017
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Address; City;
County, Sate
& Zip Code;
Home Phone;
Cell Phone;
Work Phone;
Fax; Email
Address

Work
Schedule

Primary
Language

Race

Ethnicity

FL Residence
Length

Text Caption
Heading

State

PMO07 - Person Provider Inquiry
Topic Paper

Florida Safe Families Network

Yes/No user selection; enabled and the selection of one is
required; no default
Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:
Management record for Caregiv&rEmail Address displays as
a hyperlink which will launch a new email using the

wor kstationbés emai l client.

Work schedule of Caregiver 2.

Userentered alphanumeric text field; enabled but not require
250 characters

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:
Management record for Caregiver 2
Demographignformation; plain black text.

Prefills with the applicable information captured on the Pers:
Management record for Caregiver 2

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:
Managenent record for Caregiver 2

Demographic information; plain black text.

Prefills with the applicable information captured on the Pers:

Management record for Caregiver 2

Other States of Residence and approxirdates lived there:

User selected drop down; enabled but not required.

May 12, 2017
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Group Box

Group Box

Hyperlink

Fields

Dates

To

State

Dates

To

Home
Evaluation

Date
Completed

Provider
Notes

PNID

Begin Date

PMO07 - Person Provider Inquiry

Topic Paper
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Captures the begin date and end date for the Caregiver's pre
State(s) of residence.

User entered date fields; enabled but not required; no defaul
Captureghe begin date and end date for the Caregiver's pre
State(s) of residence.

User entered date fields; enabled but not required; no defaul
User selected drop down; enabled but not required.
Captures the begin date and end date foCtregiver's previou:
State(s) of residence.

User entered date fields; enabled but not required; no defaul
Captures the begin date and end date for the Caregiver's pre
State(s) of residence.

User entered date fields; enabled but not requiredefauilt.

Capturesthe Home Evaluation Date Initiated and Home
Evaluation Date Completed.

Date the home evaluation was completed.

Captures provider notes for the specific provider

TheProvider Notes display all notes linked to the Provider
Record which were created on or after the Initiated Date
captured in the Home Evaluation group box. Upelaumching
the Unified Home Study page, this section will refresh up unt
the Unified Home &idy is approved.

Column header; hyperlink

Captures the Provider Note ID and displays it as a hyperlink
which will launch the Provider Note page in view only mode.

Contact begin date.

May 12, 2017
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Date Entered

Note
Category

Note Type

Worker
Creating Note

Worker
Making
Contact

Group Box Other
Household
Members

Fields Name of
Member(s)

PMO07 - Person Provider Inquiry
Topic Paper

Florida Safe Families Network

Displays the Contact Begin Date tletaptured on the Provide
Note Plain text; préills.
Date the note was entered.

Displays the Date Entered that is captured on the Provider N

Provider Note Categorylain text; prefills.

Displays the Provider Not€ategory captured on the Provider
Note.

Provider Note Type; Plain text; pfidls.
Displays the Provider Note Type captured on the Provider N

Name of the worker that created the Provider NBtain text;
prefills.

Displays the worker that is captured in the Worker Creating
Note field on the Provider Note.

Displays the worker that is captured in the Worker Making
Contact field on the Provider Note.

Captureother household members captured on the Person
Provider Inquiry or Person Provider page, whichever page tt
Unified Home Study is created from.

Other household members are persons not identified as
Caregiver 1 or Caregiver 2. This section captures theiena
role, race/ethnicity, gender, and their primary language; In
addition, the user is able to identify if the SSN was verified o
not.

Name of MembersPlain text; prefilled.

Prefills with the name of the other household memiagtured
on the Person Provider Inquiry or Person Provider page,
whichever is applicable.

May 12, 2017
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Role

SSN Verified

Race/

Ethnicity

Gender

Primary
Language

Group Box All Children
Currently
Placed OR
Exited within
1 Year from
Home
Evaluation
Date Initiated

Name

PMO07 - Person Provider Inquiry
Topic Paper
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Plain text; prefilled.

Prefills with the Role documented for the household membe
the Person Provider Inquiry or Person Provider page, whiche
is applcable.

Indication as to whether or not the SSN was verified; Radio
button.

Yes or No; user selected radio button; enabled and the sele(
of 1 is required; no default.

Prefills with the Race and Ethnicity captured on tkher
Household Member's" Person Management record; displays
"RaceEthnicity"; Furthermore, if multiple races or ethnicities
are displayed, all races will be displayed, separated by semi
colons, a dash, and then all ethnicities will be displayed,
sepaated by semcolons. (R;R;RE;E;E).

Prefills with the Gender captured on the "Other Household
Member's" Person Management record.

Primary language spoken; Plain text;-filed.

Prefills with the Primary Language captured thee "Other
Household Member's" Person Management record

Displays all children that are currently in an @fHome
Placement with this Provider or who &®d their placement with
this Provider within 1 year from the Home Evaluation Date
Initiated.

This group box captures the demographics for the children tl
are currently placed or were previously placed with this
Provider, whose placement was ended/digggw within 1 year
of the Home Evaluation Date Initiated.

Name of the child; Plain text; pféled.

The name field captures the first name and last initial ONLY
the children meeting the identified criteria.

May 12, 2017
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Date of Birth

Age

Placement
Type

Placement
Begin Date

Placement
End Date

Race

PMO07 - Person Provider Inquiry
Topic Paper
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Plain text;prefilled.

Child's date of birth préills from Person Management; display
as MM/DD/YYYY

Child's age based on their Date of Birth; Plain text; numericg

Prefills with the calculated age based on the child's Date of
Birth which prefills from Person Management

Plain text; prefilled.

For children currently placed with this Provider the Service T
prefills with the Service Type captured on the current-Gfut
Home Placement page; for children who exited placement w
this particular provider within 1 year from the Home Evaluatic
Date Initiated, the Service Type captured will be from the Ot
of-Home Placement that was ended/ discharged from this
particular provider.

Plain text; prefilled.

Prefills with the Placement Begin Date captured on theddut
Placement page for either the child's current placement OR -
child's most recent placement that was ended/discharged,
whichever is applicable.

For children currently placed withighProvider the Placement
End Date prdills with the Placement End Date captured on tt
current Owof-Home Placement page; for children who exitec
placement with this particular provider within 1 year from the
Home Evaluation Date Initiated, the Placetend Date
captured will be from the Owdf-Home Placement that was
ended/ discharged from this particular provider.

Plain text; prefilled.

Prefills with the child's race captured on Person Managemet
multiple races are captured, each willdigplayed and separate
by a semicolon.(R;R;R).
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Group Box

Fields

Ethnicity

Gender

Primary
Language

Client
Characteris
tics

Non-
Household
Members

Name

Date of Birth

Address

PMO07 - Person Provider Inquiry
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Plain text; prefilled.

Prefills with the child's race captured on Person Managemet
multiple ethnicities are captured, each will be displayed and
separated by a seroolon. (E;E;E).

Plain text; prefilled.
Prefills with the child's gender captured on Person
Management.

Plain text; prefilled.

Prefills with the child's primary language captured on Persor
Management.

Indication if client characteristics are available on Person
ManagementPlain text; prefilled.

Prefills with a Y or N indicator based on whether characteris
are available on the child's Person Management record
Additional tab.

Captures all notousehold members which may or may not
require a background check completed for purposes of the
Unified Home Study being documented and ARE persons in
FSFN. Please note that background checks onHNmrsehold
Membersare at the discretion of the Department.

Plain text; prefilled.

Captures the name of the nbausehold member identified on
the Person Provider Inquiry or Person Provider page, whiche
is applicable

Plain text; prefilled.

Captures the date of birth of the Aleousehold member from
Person Management; displays as MM/DD/YYYY.

Plain text; prdfilled.
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Home Phone

Cell Phone

Hyperlink  Delete

Button Insert

PMO07 - Person Provider Inquiry
Topic Paper

Florida Safe Families Network

Captures the address for the #wmusehold member from Persi
Management.

Plain text; numericalpre-filled.

Captures the home phone for the #imusehold member from
Person Management.

Plain text; numerical; prélled.

Captures the cell phone for the Aoousehold member from
Person Management.

Provides the ability taelete an incorrectly inserted person.

Selecting the delete hyperlink will remove the person from tr
group box and removal will be saved once the user success
saves the Unified Home Study page after having deleted the
person.

Launcheghe Participant Select pap page.

Upon selecting the Insert button, the system will launch the
Participant Select pepp page which contains all persons
identified within the "NorHousehold Members" group box on
the Person Provider Inquiry or Person Ridev page, whichever
is applicable; each person displayed will have an associated
check box for multiselection.
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1.2.9 Tab i Prior Intakes and Investigations/Referrals (Unified Home Study)

FHorida Safe Famifies Network Print 'E, | Audit ‘B | Spell Check 3| Help ?

General Information

. . - Di Leah Purpose of Home Study: Qutcome .
Provider 10: Counselor Mame: Dienger, Leal Search I_r;i_.H Completed Date:

c Financial Security
S Prior Intakes and Background Check - =t Narrative Family Attachments to the
[ETEE RIS Investigations/Referrals Information RS:?;" :‘ﬁ;r‘? ;g"g:::d Assessment Unified Home Study

Prior Intakes

Actions:

Approval

) Investi-  Worker -
Date r:ﬂ‘;';r Intake Name Intake Type Sg;ﬁ:rl'gf Case ID Finding gatve  Safety ﬁ'ﬁ:ﬁ; Action
Sub Type Concems
01/09/2012 2012-005431-D1 lediker, Couriney Ellen Child Intake ~ Screen In 2716222 Mo Indicater In-Home M M View
11102011 2011-255087-D1 lediker, Clayton Warren Child Intake Screen In 2716222 No Indicator In-Home N M View
D5/26/2008 2008-404417-D1 Fnknown, Unknown Child Intake Screen In 100143827 Mo Indicator  Institutional M M View
DS/06/1988 1998-051711-D1 PVWU, JENNIFER Child Intake ~ Sereen In 33205456 See Abuse Report N N View
Text:
Prior Investigations/Referrals \Unified Home
Investigative - Date Special Study
Intake Number Case Name Case ID Intake Type Sub Type Finding Status i Handling Action
2012-005431-01  hewrpvi, Courtney 2716222 Child Intake In-Home Mo Indicator CLOSED  02/22/2012 M View
2011-255087-01  hewrpvi, Courtney 2718222 Child Intake In-Home Mo Indicator CLOSED 120302011 M View
2010-256000-01  hvwrpvi, Courtney 2716222 Child Intake In-Home Werified CLOSED  02/04i2011 N View
2008-404417.01 SXSROWHDLIOWHLEGS  unnqg3057  Child Intake  Institutional Mo Indicator ~ CLOSED  07/23/2008 M View

WZBXZIY, Unknown

1.2.9.1 Page Overview

The Prior Intakes and Investigations/Refertals of the Unified Home Study page captuaks
Prior Intakes and Investigations/Referrals for Caregiver 1, Caregiver 2, Other Household
Members and Noilousehold Members (Potential Background Checks) capturédteon
Demographics tab.

1.2.9.2 Page Information

Tab Prior Intakes  Prior Intakes and Investigations/ Referrals
and o Captures all Prior Intakes and Investigations/Referrals for
Investigations

PMO07 - Person Provider Inquiry May 12, 2017
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Group Box

Fields

/ Referras

Prior Intakes

Date

Intake

Number

Intake Name

Intake Type

Screening

Decision

Case ID

Finding

PMO07 - Person Provider Inquiry
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Caregiver 1, Caregiver 2, Other Household Members and Nt
Household Members (Potential Background Checks) capture
on the Demographics tab; note thas tab works in the same
manner as that which is on the Intake and Investigation/Spe:
Conditions Referral pages relative to Investigations that wer:
converted from FAHIS.

Column header; prélled plain numerical text

Prefills with the Intake Received Date, not including the Tim:
system derived; display only.

Column header; prélled plain numerical text

Prefills with the Intake Number of the Intake page; system
derived; display only

Column header; prélled plain text.

Prefills with the Intake Name selected on the Intake page;
system derived; display only.

Column header; prélled plain text.

Prefills with the type of Intake (Adult, Child, or Special
Conditions); system derived; display only.

Column header; prélled plain text.

Prefills with the screening decision documented on the Intak
page; system derived; display only.

Column header; prélled plain numericatext.

Prefills with the Case ID of the linked FSFN Case; system
derived; display only.

Column header; prélled plain numerical text.
Prefills with the most serious finding amongst all maltreatme
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Hyperlink

Group Box

Fields

Investigative
SubType

Worker
Safety
Concerns

Special

Handling

Action

Prior

Investigations

/Referrals

Intake
Number

Case Name

Case ID

Intake Type
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captured on the Intakes associdtedestigation, if applicable;
system derived; display only.

Column header; prélled plain numerical text.

Prefills with the Investigative Suli'ype of the Intake system
derived; display only.

Columnheader; prdilled plain numerical text.

Prefills with a Y or N based on if Worker Safety Concerns wi
flagged on the Intake page; system derived; display only.

Column header; prélled plain numerical text.

Prefills with a Y or Nbased on if the Special Handling check
box is selected on the Intake page system derived; display ¢

Column header; hyperlink.

Clicking the AVi ewo

page in view only mode.

hyper |l

Prefills with the Intake Number of the Intake linked to the
Investigation; system derived; display only.

Column header; prélled plain numerical text.

Prefills with the Case Name of the linkét5FN Case; system
derived; display only.

Column header; prélled plain numerical text.

Prefills with the Case ID of the linked FSFN Case; system
derived; display only.

Column header; prélled plain numerical text.

Prefills with the type of Intake (Adult, Child, or Special
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Investigative
SubType

Finding

Status

Date Closed

Special
Handling

Hyperlink  Action

Florida Safe Families Network

Conditions); system derived; display only.
Column header; prélled plain numerical text.

Prefills with the Investigative Suli'ype of the Investigation;
system derived,; display only

Column header; prélled plain numerical text.

Prefills with the most serious finding amongst all maltreatme
captured on the Investigation page, if applicable; system der
display only.

Column header; prélled plain numerical text.

Prefills with the status of the Investigation/Special Condition
Referrals; system derived; display only.

Column header; prélled plain numerical text.

Prefills with the date the Investigation/Special Conditions
Referral vas closed, if applicable; system derived; display on

Column header; prélled plain numerical text.

Prefills with a Y or N based on if the Special Handling check
box is selected on the Investigation page; system derived,;
displayonly.

Column header; hyperlink.

Clicking the fAViewo hyperl:i
Investigation/Special Conditions Referral page.

1.2.9.3 Background Processing

1 Uponclicking the Prior Intakes and Investigations/Referrals tiad system
automatically refreshes tgpdateapplicable information for those persons identified

PMO07 - Person Provider Inquiry
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as Caregiver 1, Caregr 2, Other Household Membeesyd NonHousehold
Members included on the Demogragshtab.

1.2.9.4 Save Processing
N/A
1.2.9.5 Security

If the user does not have the security to vigecial Handlingfor Prior Intake or Prior
Investigations, the Mw hyperlink will not be available for selection.
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1.2.9 Tab 1 Background Check Information (Unified Home Study)

a Unified Home Study -- Webpage Dialog - ‘ P

Florida Sare Families Wetiwvork

General Information

) Purpose of Home Study: Outcome: .
Provider ID: 87106 Counselor Name: QVMPH, AMY W Search I Date:
i _— Financial Security . ) P
Tz Prior Intakes and Background Check T e TE Marrative Family Attachments to the lons:
=i Investigations/Referrals Information T AETTETET Assessment Unified Home Study |
Criminal Background Check Request A
RequestType: () Planned Placement @) Emergency Placement
Back- Last Local Fingerprint Dare
ground MName Age Background Effective Result R Fingerprint Status Action
Check? Check Date Received
ZY¥LGG DENNIS 40 O ves O No [o0/000000 |
[0 Z¥vLGG KELLY 41 O ves O no [o0/000000 |
Text:
[“inseri ] “foquest ackproun Check | !
Unified Home Stu

Criminal Background Checks Completed

Criminal Records have been checked by the caregiver(s), all adults and other persons living in the home as required. This may also include background
checks for other individuals (Visitors, other individuals who may have supervised contact with the child{ren)):

Name Action

Additional background checks not listed above
[include name of check, (e.q. driving record, civil
court) name of individuars screened and date of
results.

Clearance issues:

1.2.9.1 Page Overview

Participants documented as Caregiver 1, Caregiver 2, if applicable, any participant captured as an
iOt her Househol HoMsmibhed @ dMe mbeo® wh ofil the e

Background Check Informaticab.

Background checks for ndmusehold members are at the discretion of DCF. The Insert button

allows the user to pull in nemousehold members who do not automaticallyfiirhe Criminal

Background Check Request group bOertain pieces of data thate necessary for processing
background checks are not required when submitting the request. The system will verify the data
is captured and only once the validations are met will the Emergency Placement validation

prompt be displayed.
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Once the page is refreshedla@nched, updates made to participant records in FSFN update the

UHS.

After manually inserting a participant on the Background Check Information tab, the user is able
to delete the inserted person. The Delete hyperlink &irgarticipant is available until the user
submits the background check request.

When the background check is completed

hyperlink displays for each participant in the Completed Background Checks goaufhieo
information is available for viewing for 72 hours, at which point the information is purged and
no longer available or displayed.

The fALast Background Checkod column ref/

wide.

1.2.9.2 Page Information

Tab Background
Check
Information

Group Box Criminal
Background
Check
Request

Fields Request Type

PMO07 - Person Provider Inquiry
Topic Paper

1.2.9.3 Background Check Request and Results
information

Provides the user with the ability to request background che:
document fingerprint results, view completed background
checks and document any additional background checks
completed and any clearance issues.

Captures background check requests.

Prefills with ALL persons captured on the Demographics tal
which are 12 years or older that are either the Caregiver 1,0l
Caregiver2oil Ot her Househol d Memb
Unified Home Study is launched the system will refresh to
include any additional persons that meet this criteria.

Radio Button.

Radio button to identify the applicable type of purpose for the
request- Emergency Placement or Planned Placement; curre
captured in FSFN on the Unified Home Study jupppage and
defaults to Emergency Placement; the radio buttons will no
longer default.
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Name

Age

Last
Background
Check

Local
Effective Date
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Column header; check box.

Uponselecting the check box and clicking the Background
Check Request button, the selected member name will be a
to list of background check requests; the background check
be screened only upon selecting the Background Check box
clicking the Requst Background Check button; once the
Background Check is request
APendingo and the check box
grayed out; once the Background Check is completed the ct
box will become enabled onceaag n and t he A
Request is ACompl ete. 0.

Plain text; prefilled.

The system peélls the name of the person meeting the
identified criteria or which was added via the Insert button.

Column header; numerical.

The system pre-fills the age of the person meeting the
identified criteria, which is calculated from the Date of Birth ¢
Person Management page, or which was added via the Inse

Column header; prélled.

Date on which the last backgrouddeck was completed for the
member system wide, based on the Person ID; system deriv

Column header; prélled.

System derived from the ALO
Background Screening pajp page associated with ther§n
Provider page, if applicable; system runs an edit that checks
see that the person (by Person ID) has a Local Background
Check Date that is within a year from the current system da
when they are submitting for approval. If not the system thro
avalidation message. The field will not gii# if the Unified
Home Study is created for the Person Provider Inquiry page
because the Person Provider Inquiry page does not have the
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Fingerprint
Results
Received

Date
Received

Fingerprint
Status

Hyperlink  Delete

Button Insert
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Background Screening pap. Therefore, the edit check abour
the Local dat field being within a year of the Initiate Date will
not be enforced when the Unified Home Study is created fro
the Person Provider.

Column header; radio button

Yes and No radio button; user selected; enabled and require
default must seleciYesd or fiNOO.

Column header; date field

Date the fingerprint results were received, if applicable; enal
and required if AYesoO is se
Received; displays as MM/DD/YYYY:; no defauttate canat
be a future date.

Column header; drop down

Usersel ected drop down; enabl
selected to Fingerprint Results Received; no default.

The Delete hyperlink only displays for those rawanually
inserted by the user; Delete hyperlink does not display for ro
automatically populated by the system.

Upon clicking the Delete hyperlink a validation prompt is
displayed asking if the user is sure they want to delete the
selected & otwhe lifndiefretsed r ow
user is returned to the Unified Home Study page and the rov
not removed. Only once the user successfully saves the Uni
Home Study page, after having removed the row, will the rov
removed from the databe; the Delete hyperlink is no longer
displayed once the Unified Home Study is approved and
becomes disabled.

The Insert button allows the user to pull in those members w
do not automatically préll, and request background checks fc
those persons; Background checks for-hoosehold members
are at the discretion of the Department but wilHuievithin the
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Button Request
Background
Check

Group Box Criminal
Background
Checks
Completed

Additional
background
checks not
listedabove
[include name
of check,
(e.g., driving
record, civil
court) name
of individual's
screened and
date of results

Clearance
Issues

PMO07 - Person Provider Inquiry
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group box for selection if 12 years or older; the Insert button
launches the Participants Selection RhpPage to select any
additional persons that do not meet the identified criteria for
filling; each person is displayed with an associated checkdoo
allow for multi-selection on the Participants Selection Rgp
Page.

Upon selecting the check box for a person displayed and
clicking the Request Background Check button, the request
be submitted san do fh aivPee nad i MYt
with existing FSFN functionality. Submission occurs after
system messages appear.

Displays all background checks that have been completed w
the last 72 hours, as witlurrent functionality; the View
hyperlink launches the Background Screening-pppage to
access the applicable background check information; after 7
hours the information is purged as with current functionality.

Narrative text field

Alphanumeric narrative text field; enabled but not required;
1500 characters.

Narrative text field

Alphanumeric narrative text field; enabled but not required;
1500 characters.
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1.2.9.4 Background Processing

1 If there are unsaved changes on the page and the user clicks the Request Background
Check button, theusapr ompt ed t o save the page with
the page. o0 with a Close button. When the
and theuserreturns to the Unified Home Study page.

1 The Background Check Request button is only enabled afisast oneeheck box
has been checked in the Background Check Request group box. Clicking this button
pl aces the participantds name on the Back
clicks Close, theiserreturns to the Unified Home Study page.

1 When tle Background Check Request is clicked and the Emergency Placement radio
button is selected, the user receives this message:
o AiDbo you certify that the foll owing st a
o The child is being placed as a relative placement.
o Urgent/exigent circumances exist for this child.
o Placement will be made within the next 72 hours.
0 The requestor understands that if placement is made, fingerprints of the person
being checked (including biological parents) need to be submitted to FDLE
the next business dajpCF considers fingerprints late after 10 days from the
name based check. FDLE will consider the placement in violation after 15
days)o Followed by Yes/No buttons.
A If fivesdis clicked, the background check requests for selected
participants are createddrequest rows will be prasein the
Background Request Listing page. The page refreshes and the Request
Background Checks button is disabled. The Request Background
Check button is enabled if additional participant(s) are selected or
additional participnts are added to the Person Provider Inquiry page.
A If iNoois clickedtheuserreturns to the Unified Home Study page and
no changes are saved and a background request is not generated for
this child.

1 When the Request Background Check is clicked an®mened Placement radio
button is selected the user receives this message
o iDo you certify that the foll owing sta
0 The reason for this requdstNotfor the purpose of: Judicial Review,
Adoption, Visitation, BabySitter, Respiteor Licensing.
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The requestor understands that if placement is made fingerprints of the person
being checked (including biological parents) need to be submitted to FDLE?
Followed by Yes/No buttons.

If iYesDis selected the background check requests fectl participants

are created and request rows are present in the background request listing
page.

If ANoOis selectedthe userwill be returned to the Unified Home Study page

and no changes are saved and a background request is not generated for this
child.

1 When the user clicks the Background Check Request button, the background check is
submitted to the Background Requesting Listing page, and the user receives this
messagei Background Checks for the selected

o

Upon clcking the Request Background Check button, prior to displaying the
Emergency Placement payp page, FSFN will run edit checks to ensure the
following data exists

Participant has a Date of Birth documentestimated Age is not sufficient to
meet thisvalidation. A Date of Birth must be documented.

County is documented on Caregiver 106s

current Primary Residence.
A NOTE: Per the current design, the County-fills with the County
from the Maintain Case page if the Background Check is requested
from either Maintain Case or the Child or Adult Investigation pages.
The County prdills from Caregiver 1 if the Background Gtieis
requested from either Person Provider Inquiry or Person Provider
pages.
Case ID is stored in the database
A NOTE: Per the current design, if the Background Check is requested
from Person Provider Inquiry or Person Provider, this field is blank.
Therebre, this edit will not be enforced when requesting a background
check from the Unified Home Study page whether it is launched from
Person Provider Inquiry or Person Provider.
If the Date of Birth or County edit is not met, the following validation
messagés displayed:
A <Caregiver 1> must have a <item name> in order to submit a
Background Check Request. Please make the necessary updates.
<QOK>
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A Upon selecting the OK button the user is returned to the Unified Home
Study page, Background Check Information &ald the request is not
submitted.

o0 Soft edit that the participant has a Social Security Number or Citizenship 1D
documented on Person Management. Therefore, if a Social Security Number
does not exist but a Citizenship ID does, the edit is met.

A If the parttipant does not have a Social Security Number or
Citizenship I D documented, the foll
di splay: AA Soci al Security Number
strongly encouraged in order to retrieve the most accurate results as
possble. If known, please document the Social Security Number on
the Basic Tab of Person Management. Do you wish to continue
without documenting the Social Secu

o If Yes is selected, the request will be submitted, message closed, and use
returned to the base page.

o If No is selected, the request will not be submitted, message closed, and user
returned to the base page.

1 For order of messages, the hard edits will be checked and if not all have been met, the
applicable validation message Mak displayed. Only if all the hard edits have been
met will the system run the soft edit identified directly above.

1 Regardless of where the Background Check Request is submitted from, the edits
should be enforced from a single source.

1.2.9.5 Save Processing

N/A

1.2.9.6 Security

If the user does not have the security to access the Background Screeningpgp, an error
message displays when clicking the View hyperlink.
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1.2.10 Pop-up - Background Screening

& Background Screening

=

€| http://scflzd111:13001 /1 rmon/ModalFrame.jsp

Florida Safe Families Network

Print & | Audit B | SpellCheck 0y Help 7

Background Check Information

Intake Name: child eight. assign Case Name: Child Cne. Assign Badeground Chedk Request Date:

12/01/2012
Intake Mumber: 2012852889 Case ID: 2001840 Request Type:
Program Type: County: Bay - Status:
Participant Demographic Information
Mame: testforty man DOB:  01/01/2008 Gender:  Male SSN: 234235345 Race: Asian
Screening
Document Type: Date Completed:
View JIS Screening
File Mame: File Create Date: Repost Date:
Complete Background Check
[ & Chedk C Chedk C Date: 12/01/2012 1217 FM Completed By: JENKS, AMY

[ cio-e |

http://scflzd111:13001 fflsacwis/commen/MedalFrame.jsp

@ Internet | Protected Mode: On

1.2.10.1 Page Overview

This pagelaunchesn view-only modewhen theuser selects the View hyperlink on the
Background Check Information tab.

Usess must have the appropriate security to access the Background Screeniuny ege.
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1.2.10.3 Page Information

1 Please see SM22: Background Checks for more information on the Background
Screening page.

1.2.10.4 Background Processing
1 N/A
1.2.10.5 Save Processing

1 N/A

1.2.10.6 Security

If the user does not have the security to access the Background Screeningpgp, an error
message displays when clicking the View hyperlink.
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1.2.11 Tab- Financial Security, Resources and Child Care Arrangement (Unified

Home Study Page)

(PartialView 1)
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