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1.1 Introduction 

The Person Provider Inquiry topic is used to document the initial inquiry when becoming a 

Person Provider ( i.e.,licensed or unlicensed foster parent, relative or non-relative caregiver, 

adoptive parent, initial licensing) in the Florida Safe Families Network (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 

userôs Intakes data area. The user then makes an acceptance decision. For inquires with the type 

of ñInvestigation,ò the provider will be assigned to a Default Worker. Once an inquiry is 

accepted by a user, a ñPerson Providerò record is created for the family based on the information 

gathered in the inquiry process. Please refer to PM02a- Person Provider for information on 

maintaining home providers.  
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1.2 Pages 

 Page - Person Provider Inquiry Search 1.2.1

 

1.2.1.1 Page Overview 

Navigation  

The Person Provider Inquiry Search page is accessed through the FSFN Create menu by 

selecting Create>Provider Inquiry>Person. The page is also navigated to by clicking the 

Add/Edit button on the Person Provider Inquiry page. 

Page Summary 

Searching FSFN first avoids duplicate person records and is the first step in the Person Provider 

Inquiry process. Information, such as name and address, is used to search the Person database to 

see if the person has had previous contact with the department. This includes a check of any 

previous abuse and neglect reports or any family services received. 
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Once a search has returned results, the user clicks the Select link and then the ñAdd 

Participant(s)ò button to choose the person to be a Person Provider Inquiry member. The person 

selected is then added to the list of participants stored in the ñAdd Participant(s)ò bucket. When 

all persons to be added have been selected, and the ñAdd Participantsò button is clicked, the 

selected persons then appear in the Participants box. The personôs name (Smith, Christian) is 

made a link in the Participants box, and if selected, the user is taken to the Person Management 

page of the person. If a search does 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 Inquiry by clicking the Delete link. The 

user can edit the participant information by clicking 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 supported 

using the (*) wildcard character; wildcard character cannot be 

the first character; user-entered or passed from the calling 

page; can be used as the sole search criterion; user-entered 

text box. Required if Person ID, SSN, Street (number), Street 

(name), City, other City, or Zip Code fields are blank. 

 First Name First name of the search participant; partial searches supported 

using the (*) wildcard character; wildcard character cannot be 

the first character; user-entered or passed from the calling 

page; user-entered text box. 

 Middle Name Middle name of the search participant; partial searches 

supported using the wildcard character; wildcard character 

cannot be the first character; user-entered or passed from the 

calling page; user-entered text box. 

 Person ID Specifies a unique person ID (FSFN generated person ID); 

user-entered text box or passed from the calling page; can be 
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used as the sole search criterion. When a person ID is entered, 

all other search criteria fields are disabled. 

 SSN: Specifies the social security number; user- entered text box or 

passed from calling page; can be used as the sole search 

criterion.  When a social security number is entered, all other 

search criteria fields are disabled. 

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

should include DOBs equal to or greater than the specified 

DOB Begin date. Derived from DOB on Person Management. 

MM/DD/CCYY; user-entered text box or passed from the 

calling page. Mutually exclusive with Age Range Begin and 

Age Range End range; only one range can be used to search. 

 DOB Range End Specifies the ending DOB of DOB range; search results 

should include ages equal to or less than the specified DOB 

End date. Derived from DOB on Person Management. 

MM/DD/CCYY; user-entered text box or passed from the 

calling page. Mutually exclusive with Age Range Begin and 

Age Range End range; only one range can be used to search. 

 DOB Search participantôs date of birth; MM/DD/CCYY; user-

entered text box. 

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

should include ages equal to or greater than the specified Age 

Begin. Derived from Estimated Age on Person Management 

module if not null; if Estimated Age is null, derived from 

calculated age based on DOB on Person Management. User-

entered text box or passed from the calling page. Mutually 

exclusive with DOB Range Begin and DOB Range End range; 

only one range can be used to search. 

 Age Range End Specifies the ending age of an age range; search results should 

include ages equal to or less than the specified Age Range 

End. Derived from Estimated Age on Person Management 
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page if not null; if Estimated Age is null, derived from 

calculated age based on DOB on Person Management. User-

entered text box or passed from the calling page. Mutually 

exclusive with DOB Range Begin and DOB Range End; only 

one range can be used to search. 

 Search Precision Scope of search precision; Low to High settings indicate an 

expanded or refined search based on the information entered 

in the name fields where High = exact match; default to 

Medium setting; user modifiable. 

 Additional Search 

Criteria Expando  

Expando; user-selected icon +/-; in expanded position, 

displays Additional Search Criteria group box; defaults to not 

expanded; user modifiable. 

Group Box Additional Search Criteria 

Field Gender Gender of the search participant; worker-selected drop down. 

 ID Specifies an ID number of a person recorded by authorized 

users in the Person Management module; worker-entered text 

box or passed from the calling page; can be used as the sole 

search criterion. 

 Street The street address of the search participant (the first field is 

used to enter the street number, the second field is used to 

enter the street name); partial searches will be supported using 

the * wildcard character; wildcard character cannot be the first 

character; can be used as the sole search criterion; user-

entered text box. 

 Unit Designator The unit designator and unit of the search participant (the first 

field is used to select the unit type, the second field is used to 

enter the unit information); user selected and user-entered text 

box. 
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  Building  The building of the search participant; user-entered text box.  

 PO Box The PO Box of the search participant; user-entered text box.  

  Route The Route of the search participant (the first field is used to 

select the route type; second field is used to enter the route 

number; third field is used to enter the box number associated 

with the route number); user-selected drop down and user-

entered text boxes. 

 City  The city of the person to be searched (drop down list box: 

City); user selected from drop down or user entered; can be 

used as the sole search criterion; required field when a street 

name is entered. 

 State The state of the person to be searched (drop down list box: 

State); user selected. 

 County  The county of the person to be searched (drop down list box: 

County); user selected from drop down or user entered; can be 

used as the sole search criterion; required field when a street 

name is entered. 

 Non-Florida 

County 

The Non-Florida county of the person to be searched. User 

entered. 

 Zip Code The zip code of the person to be searched; can be used as the 

sole search criterion; user-entered numeric field. 

 Country  The country of the person to be searched (drop down list box: 

Country); user selected from drop down. 

Link Select Adds the person to the list of participants stored in the ñAdd 

Participant(s)ò button. 
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  Allows user to select up to three people into the    

ñMerge (#)ò bucket. 

  Button Continue Data retrieval search - returns the user to the calling page, 

selected data returned to predefined fields on the calling page. 

 Close Exit page ï in data retrieval searches, no data returned to the 

calling page. 

 Search Initiates a search of the database based on the information 

entered in the search criteria structure. 

 Clear Fields Removes all user-entered information and restores page to 

enabled fields.  

 Create On data retrieval search page only; takes the user to create a 

person on the Person Management page. 

 Merge Navigate to the Person Merge page, carrying forward the 

person(s) selected in the ñMerge (#)ò to pre-populate the 

person(s) on the Person Merge page. 

 Merge (#) Display the number of persons selected via the Merge/Select 

Link. Referred to as the ñmerge bucket.ò 

 Add Participants Populates the selected, stored persons, into the Participants 

group box with a status of ñSearch Found.ò 

Group Box Participants When all persons to be added have been selected, and the 

ñAdd Participantsò button is clicked, the selected persons then 

appear in the Participants box. 

Fields Participant Name Name of added participant. 

 DOB DOB of added participant. 

 SSN SSN of added participant. 
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 Status Status of added participant. 

 

 

 

1.2.1.3  Background Processing 

¶ The IDs or textual information to be used in a data retrieval search will be passed to search 

through the applicationôs master structure. The calling page will fill the data that Search 

needs into this holder and then Search will read from here to obtain the data for its use.  

¶ One of the following elements is necessary on all searches: last name, person ID, SSN, Street 

(number), Street (name), City, other city, or Zip Code. If data is entered in the Person ID or 

SSN fields, all other criteria and additional criteria fields are disabled and blanked out. If 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 three letters of the name and the * is a wildcard character or AB*C*. A minimum of one 

character and one wildcard character may be used. The wildcard 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 Search button, 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 "1 to 25 of 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 time. If users want to see and print less information, the user 

must open fewer expandos; if the user wants to see and print more information, the user must 

open more expandos before invoking the Print command. 

¶ Data retrieval ñSearch Personò is a response page and therefore cannot be minimized. 

¶ All entered criteria are used to determine the appropriate result set. (Queries use the AND 

operator, not OR.) 

¶ If a search fails, a message box stating, ñNo matching data found for the criteria specified" 

will display. 

¶ All information pertaining to the search results will be displayed on the person outliner. 
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¶ The user may expand the outliner and click on items to display more detailed information. In 

the navigational search, the user may click on the lowest level of the outliner to open the data 

maintenance page permitted by their User Groupôs security profile. 

¶ When the user is finished on the Person Provider Inquiry Search page, the user may close the 

page by selecting the Continue or Close button. For a data retrieval search, the user will 

return to the topic page from which the search was called if Continue is clicked, and the data 

selected from the person outliner will display on the topic page in pre-defined fields. 

¶ The Create button on the Person Provider Inquiry Search Page is enabled only on data 

retrieval searches when a search returns no matching data. The button is disabled otherwise. 

Clicking on the Create button accesses the CM01: Person Management page in create mode. 

¶ Clicking the Selected People button accesses the Selected People page where all selected 

people are listed. 

¶ Display a Worker Icon next to the person record within the search outliner if the person 

returned from the search is also a worker. Person 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 process. If PERSON.cd_wrkr = óAô, then the person is also a worker and a worker 

icon should be displayed. 

¶ Sorting functionality: Alpha and DOB mutually exclusive drop down values ï sorts the data 

retrieved in either alpha or DOB order, defaults to Alpha.  

¶ When the ZIP code of the person to be searched is entered it becomes criteria used in the 

search. 

¶ The street fields have wildcard functionality. 

¶ The select/merge hyperlink is conditionally visible when person returned is not a worker. 

¶ The Merge button is conditionally enabled when contents of the ñMerge (#)ò bucket is either 

2 or 3. 

¶ After the search results have been returned and the merge bucket contains two or three 

persons, upon selecting the Merge button, navigate to the Person Merge page, carrying 

forward the person(s) selected in the ñMerge (#)ò to pre-populate the person(s) on the Person 

Merge page.  

¶ When the Merge button is clicked, selected people pre-fill  to the Person Merge page. On the 

Person Merge page, the user can clear a selected person and click the Continue button to 

return to the Inquiry Search page to select an additional person, or click  the Close button to 
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return to the Inquiry Search page with the merge bucket cleared 

1.2.1.4 Save Processing 

None 
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 Page - Create Person  1.2.2

 

 

1.2.2.1 Page Overview 

Navigation 

A worker   navigates to the Create Person page by clicking the Create button or the Unknown 

button in the Persons Returned group box on the Intake / Inquiry Search page. After a search, if a 

person has just been created, clicking the Edit hyperlink in the Participants group box will launch 

this page.   

For a newly created participant, this page is enabled for the user to enter demographic 

information pertaining to the participant. If the person had been found in the system, the user will 

update information using the Person Management record accessed via the Name hyperlink. 
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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, the user clicks the Create button to access this page. On this page, the 

user enters information regarding participants, including name, address, phone, gender, date of 

birth, estimated age, ethnicity, and race. Once the user has completed entering information 

pertaining to the participant, he/she clicks the Continue button to return to the Intake / Inquiry 

Search page. If the user needs to enter more information about that participant, he or she clicks 

the Edit hyperlink next to that participantôs name in the Participants group box to re-access this 

page for data entry.   

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

returned, the user will not be able to access the Create Person page pertaining to this person. 

Once the ñfoundò person is populated into the Participants group box on the Intake / Inquiry 

Search page, the Edit link will not appear next to the personôs name. All edits to ñSearch Foundò 

person and new ñsavedò records must be made in that personôs Person Management record. The 

ñEditò link will also not display for new person records that have been ñSaved,ò since all 

changes would need to be reflected on the Person Management page. New person records are 

considered saved once the Intake has been successfully saved for the first time, which moves the 

participantôs information from the Intake Participants table to the Person table in the FSFN 

database. If adding the SSN creates a duplicate, the Potential Person Match page opens. The 

system requires the user to expand the person to ñviewò the details. If the correct person is 

located, select a radio button and click ñContinueò to return the new person to the Intake Inquiry. 

If all duplicated records are viewed, you can create a new person.  

 

1.2.2.2 Page Information 

Group Box  Participant Information 

Fields Last Name Participantôs current last name; pre-filled from Intake / Inquiry 

Search page; not user modifiable; required for creating a person. 

 Suffix Participantôs suffix. User-selected drop down field. Not 

required. 

 First Name Participantôs current first name; pre-filled from Intake / Inquiry 

Search page; not user modifiable; required for creating a person.  
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 Middle Name Participantôs middle name; user-entered text field; not required. 

 Gender Participantôs gender; pre-filled from Intake / Inquiry Search 

page or user-selected drop down; not required. 

 DOB  Participantôs date of birth; pre-filled from Intake / Inquiry 

Search page or user-entered date field. Cannot be future dated; 

not required.  

 Estimated Age User-entered text field; not required; no default value; when a 

date of birth is entered, the system automatically calculates the 

age and updates the estimated age field accordingly. 

 SSN Participantôs social security number; user-entered numeric field; 

not required. 

 Race Participantôs Race; AFCARS and NCANDS values; user-

selected drop down; not required. 

 Ethnicity Participants Ethnicity; African American/Black, Arabic, Asian 

Indian, Cambodian, Chinese, Cuban, Declined, Eastern 

European, Filipino, German, Haitian, Hispanic/Latino, Hmong, 

Italian, Japanese, Korean, Laotian, Mexican/Chicano/Mexican 

American, Multi -Ethnicity, Other, Other Southeast Asian, 

Puerto Rican, Russian, Thai, Unable To Determine, Unknown 

and Vietnamese. User-selected drop down; not required.  

 SSN Participantôs social security number; user-entered numeric field; 

not required. 

Group Box Address  

Field Street/PO 

Box/Route  

Designates if the address is a PO Box,  Route, or Street; user-

selected drop down; required; defaults to null; if street is 

selected, route fields will be disabled and grayed out; if route is 

selected, street, unit designator and building fields will be 

disabled and grayed out. 
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 Street Address street number and street name; user entered number 

field and text field respectively; number field enabled and not 

required, text field enabled and required when Street/Route = 

Street. 

 Unit Designator Unit designator and number; user-selected drop down and user-

entered text field respectively; not required; no default value. 

  Building  The building name or number. User-entered text field. Not 

required.  

 Route (1
st
 field) List of Route Types; user-selected drop down; no default value; 

enabled and required when Street/Route = Route. 

 Route (2nd 

field) 

User-entered text field; no default value; enabled and required 

when Street/Route = Route.  

 Route (3rd field) User-entered text field; no default value; enabled and not 

required when Street/Route = Route. 

 FL City Address City; user is presented with a list of cities in Florida or 

defaults based on Zip Code value. User-selected drop down; not 

required; No default value. 

 City  Address city for those cities not found in Code 1. User-entered 

text field. 

 County  User-selectable drop down with a list of Florida Counties. Not 

required. 

 Non-Florida 

County  

User-entered text field; not required. 

 State US state of the address; defaults to FL; the list includes entries 

for 50 US states and 4 territories; user-selected drop down; not 

required. 



                                                                             Florida Safe Families Network

 

PM07 - Person Provider Inquiry       May 12, 2017 
Topic Paper  Page 21 of 103 

 ZIP Zip code of address. User entered, not required. 

 Country  Country of residence; defaults to United States; user-selected 

drop down list; not required. 

Group Box 
Phone  

Fields  Home Home telephone number; user-entered numeric field; not 

required. 

 Work Work telephone number; user-entered numeric field; not 

required. 

 Ext. Phone extension. User-entered text field; not required; no 

default value. 

 Cell Phone Cellular telephone number; user-entered numeric field; not 

required. 

 Contact Phone Telephone number; user-entered numeric field; not required. 

 Ext Phone extension. User-entered text field; not required; no 

default value. 

 Fax Fax number; user-entered numeric field; not required.  

 Email E-mail address of the person. User-entered text field. Not 

required.  

  Buttons Continue Returns the user to the Intake Inquiry Search window with the 

name of the person created carried forward with the appropriate 

Search status.  

 Close Standard Close processing.  
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1.2.2.3 Background Processing 

¶ After searching for a participant on the Intake / Inquiry Search page (and the participant is 

not found), the user selects the Create button to launch this page to create the participant. 

¶ When the user is 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. 

¶ If the user enters a future date in the DOB field, upon selecting Continue an error message 

is displayed telling the user ñDate of Birth cannot be greater than todayôs date.ò 

o If the user does not enter a nine-digit number in the SSN field, upon leaving the field, the 

hover tag becomes red, making the user enter a correct number (or the user can delete the 

value) in the field before entering other information. 

¶ If the user does not enter an eight-digit number in the DOB field, upon leaving the field, 

the hover tag becomes red, making the user enter a correct date (or the user can delete the 

value) in the field before entering other information. 

1.2.2.4 Save Processing 

¶ Standard Save processing. 
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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  
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 Page - Potential Person Matches  1.2.3

 

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 any time a user is 

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

or adding new person provider members. When the user clicks the Continue button on the Intake 

Participant page or clicks the Save button on the Person Management page, the Potential Person 

Matches page will display if  the user has entered 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 

have been met. A user 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. Alternatively, if the 
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new person created is not a match for any person listed on this page, the user can return to the 

Search page by clicking 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 match, a user can 

expand the person icon to view additional person information and related case or provider work. 

When an existing personôs information (one who is already saved to the database) is edited to 

reflect a new name or DOB and those changes result in the system identifying 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 changes are saved, the user is navigated to the Potential Person Matches Page to 

resolve the duplicate. An error message ñYou have entered name and/or DOB that it is a 

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?ò appears.  If the response is ñYes,ò the data is saved on the Person Management page and 

the system launches the Potential Person Matches page. At this point users have to use the Merge 

function to resolve the duplicates. If the response is ñNo,ò the user will return to the Person 

Management page without saving the data. 

In addition, the Person Management page displays when the information on an existing person is 

updated and may potentially be an exact match to another person. 

1.2.3.2 Page Information 

Group 

Box: 

Potential 

Matches 

Displays information on any person(s) already existing in the 

database who is an exact match for the person being entered.  

Fields: SSN Each person displays includes their SSN if known. When his or 

her SSN is a duplicate of another personôs SSN, the SSN will 

display as bold ñDuplicate SSNò on the Create Person page, but 

will display as normal text on the Potential Person Matches page 

that pops up when there is a Duplicate SSN detected. 

 Viewed The text of ñViewedò will display once user has expanded the 

item. (This action required only when the page is accessed due 

to a duplicate SSN). 

Buttons: Allow 

Duplicate 

SSN 

This button is visible only when this page is accessed for a 

newly created person whose SSN is the same as an existing 

personôs SSN. This button is conditionally enabled once every 

item has as status of Viewed. When clicked, the user is returned 
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to the Inquiry Search page with the new person in Participants as 

ñsearched not found,ò or the Person Management page with the 

new person saved. 

 Merge Person  This button is visible only when the page is accessed for an 

existing person. This button will launch the Person Merge page. 

It is enabled only when one of the potentially duplicate people is 

selected. 

 Continue This button is visible only when the page is accessed for new 

person. Returns the user to the Inquiry Search page, Person 

Provider Inquiry  page or Person Search page; selected data 

returned to predefined fields on the Inquiry Search page or 

Person Search pages, i.e., when the user selects a person from 

the Potential matches results list, this button links the person to 

an existing piece of work. 

 Close Returns the user to the Inquiry Search page, Person Provider 

Inquiry  page  or Person Search page, i.e., if the person created is 

not a match for any person listed on this page, this button adds 

the newly created person to the corresponding topic page. 

If selected when the page is accessed for a new person with an 

SSN that is a duplicate, user will receive a warning message 

ñPerson will NOT be created. Click ñYesò to continue without 

creating the person, or ñNoò to return to Potential Person 

Matches page and view all duplicate people, then select Allow 

Duplicate SSN button in order to create person.ò 

When the user responds ñYes,ò the Potential Person Matches 

page closes and returns the user to Inquiry/Person Search page 

without creating new person record; ñNo,ò closes the message 

and returns the user to Potential Person Matches page. 

1.2.3.3 Background Processing 

¶ Clicking the Continue button, the system adds the selected person to the list of Intake 

participants to be included in the newly created Intake. 

¶ The Close button simply returns the user to the Intake Inquiry page and the user is able to 

create a new person record. 
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¶ Display only exact match based 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 on the Person Management page.  

¶ Whenever there is a match on the SSN, return the record regardless of the search 

precision spells like feature for the name. 

¶ When creating an intake, if a user clicks the Close button on the page, set the search 

status as "Search Not Found." If a user selects a radio button beside a potential match and 

clicks the Continue button, set the search status to "Search Found.ò 

¶ If the Close button is clicked when the page is accessed with an SSN that is a duplicate, 

the user receives a warning message that the new person record will not be created, or an 

existing person not saved because they have not viewed all the duplicate people and 

clicked the Allow Duplicate button to return to the originating page. 

¶ The Allow Duplicate button is conditionally enabled once every item has as status of 

ñViewed.ò When clicked, the user is returned to the Intake Inquiry Search page with the 

new person in Participants as ñsearched not foundò, or the Person Management page with 

the new person record saved. 

1.2.3.4 Save Processing 

None 

1.2.3.5 CRUD Matrix 

Table Name Create Read Update Delete 

PERSON  X   
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 Page - Person Provider Inquiry 1.2.4

 

1.2.4.1 Page Overview 

Navigation  

Selecting the Provider Inquiry option from the FSFN Create menu allows the user to create a 

person provider in FSFN. 

The user searches for the potential provider, completes the intake participant information, and 

clicks the Continue button on the Person Provider Inquiry Search page. 

To navigate to a ñPendingò Person Provider Inquiry, the user clicks the My Intakes expando on 

the Desktop and then the Person Provider Inquiry hyperlink. 

Page Summary 

The Person Provider Inquiry page consists of the Header, the Member tab, the Basic tab, and the 

Actions and Text list box. The Header information displays the name of the family, the date 

when the inquiry is recorded in the system, the inquiry ID and the status of the inquiry.  
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The Member tab captures the initial information for the potential provider. To insert additional 

household members on the Member tab of the Person 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 Non-Household Member group box on the Member tab documents the contact information 

for non-household 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 from the Person Provider 

Inquiry page. 

The Basic tab captures further details of the potential provider. The user gathers the additional 

details regarding the inquiry, documents them on the Basic tab and selects an acceptance status 

for the potential providerôs inquiry.  

The Actions list box displays a hyperlink to launch the Unified Home Study page. (See the 

Unified Home Study User Guide or Unified Home study How Do I guide for detailed 

information.) The Text list box provides a Person Provider Inquiry Comments hyperlink for the 

user to document Person Provider Inquiry Comments relevant to the specific person provider. 

 

1.2.4.2  Page Information 

Group Box: Basic 

Fields: Family Name Name of the potential provider documented; displayed 

as the first and last name of Caregiver 1; system 

derived. 

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

system derived (creation date of the row in the Person 

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. 
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1.2.4.3  Background Processing: 

¶ If the menu selection is Create>Provider Inquiry>Person, then the page title bar reads 

Person Provider Inquiry. 

 

¶ In create mode, both the Family Name and Date fields are blank, the Inq ID is pre-filled 

with a sequential unique number by FSFN and the Status = ñPending.ò  Switching to the 

Basic tab pre-fills the Family Name field with name of Caregiver 1. 

 

¶ If on the Person Provider Inquiry or Person Provider page,  an  attempt is made to delete 

a non-household member who is included in a UHS, a validation message  displays 

stating that the person is included in a UHS and must be removed from the UHS 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 ñThe member identified as Caregiver 1 does not have a complete address. Please fill in 

all relevant address information.ò displays. To save the inquiry successfully, the user is required 

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

Upon save: 

o A row is created in the Person Provider Inquiry table. 

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

o A Person Provider Inquiry assignment row is created in the Assignment table. 

o The saved Person Provider Inquiry can be retrieved from the userôs Intakes expando. 

The Date field pre-fills with the creation date.  

If user decision is ñAccept:ò 

o Status changes to ñAcceptedò in the header group box. 

o A row is created in the Provider Organization table. The Provider_Org.cd_type field is 

filled based on value in Home_Inquiry.cd_inq_type (Inquiry Type). Refer to PM02: 

Person Provider for the actual mapping of values. The Provider_Org.Tx_Payee field is 

pre-filled 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. 
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o Row(s) are created in the Address (physical address) table for each of the home 

members. 

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

o A Provider assignment row is created in the Assignment table. 

o Person Provider Inquiry is frozen and is displayed on the userôs Providers tab under 

the Licenses icon. 

o If the user decision is ñAccept," enable and require the Reason drop-down values. 

If user decision is ñNot Accept:ò 

o Status - ñNot Acceptedò 

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_rqst_prenote='N' 

o If the user decision is ñNot Acceptò, enable and require the Reason drop-down values. 

A SSN is 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 X X   

PARENT_AGENCY X    

ADDRESS X    

PERSON X    

COUNTY_PERSON_CROSS_REF X    

PROVIDER_PART X    
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Table Name Create Read Update Delete 

PROVIDER_PART_STAT X    

ASSIGNMENT X X X  
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 Tab ï Member (Person Provider Inquiry) 1.2.5

 

1.2.5.1 Tab Overview 

The Member tab documents information for all household members of the family and non-

household members who have significant, routine contact with the family.   

The Household Member Name, Gender, DOB, Age, and Race display on the Member tab. The 

roles of the household members, for example, Caregiver 2, Father, or Daughter, identify their 

relationship to Caregiver 1.   

The Add/Edit button launches the Person Provider Inquiry Search pop-up page that allows the 

user to conduct a Search to insert additional household members into the Person Provider 

Inquiry. 

The Non-Household Member Name, DOB, Address, Home Phone, Cell Phone, SSN verified, 

Role, Description, and Action Link also displays on the Member tab. The roles of the non-

household member, for example, Uncle-Maternal, Paramour-Parent/Caregiver, or Other Non-

relative, identify their relationship to Caregiver 1.   
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The Insert button launches the Person Search page to search all non-household members of the 

household who have a significant caregiving role and routine contact with the child.  

1.2.5.2 Tab Information 

Group Box: Household Members  

Fields: Name:  Last and First name of the family member; 

system derived (passed in from the Participant 

Identification page; once saved, retrieved from 

Intake Participant table); view only. 

 Gender: Gender of the family member; (male, female); 

system derived (passed in from the Participant 

Identification page; once saved, retrieved from 

Intake Participant table); view only. 

 DOB: Date of birth of the family member; system 

derived (passed in from the Participant 

Identification page; once saved, retrieved from 

Intake Participant table); view only. 

 Age: Age of the family member, system derived 

from the member DOB. 

 Race: Race of the family member; system derived 

(passed in from the Participant Identification 

page; once saved, retrieved from Intake 

Participant table); view only. 

 Role: The role of the family member (in relationship 

to Caregiver 1); user-selected drop down; once 

saved, retrieved from Intake Participant table; 

required; editable. 

Group Box: Non-Household Members  

Fields: Name:  Last and First name of the family member; 

system derived (passed in from the Participant 

Identification page; once saved, retrieved from 
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Intake Participant table); view only. 

 DOB Date of birth of the member; system derived 

(passed in from the Participant Identification 

page; once saved, retrieved from Intake 

Participant table); view only. 

 Address Address street number and street name, city, 

State, ZIP code; captures the address for the 

non-household member from Person 

Management record. 

 Home Phone Home telephone number; user-entered numeric 

field; not required. 

 Cell Phone Cell telephone number; user-entered numeric 

field; not required. 

 SSN Verified Indication as to whether or not the SSN was 

verified. 

 Role The role of the non-household member (in 

relationship to Caregiver 1); user-selected drop 

down; once saved, retrieved from Intake 

Participant table; required; editable. 

 Description User entered; conditionally enabled and 

required if "Other" selected in Role column. 

Actions list 

box 

Unified Home Study Launches the Unified Home Study page; This 

is the home study used for Adoption, 

Emergency Placement, Initial License for 

Foster Home, Non-Relative Placement, Re-

License, and Relative Placement. 

  

Text list 

box 

 

Person Provider Inquiry 

Comments 

 

Clicking the Person Provider Inquiry 

Comments hyperlink launches a blank word 

document to document any applicable Person 

Provider Inquiry Comments. 
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Buttons: Save: Standard Save processing 

 Cancel: Cancel the Person Provider Inquiry. This 

button is only available before the Person 

Provider Inquiry is saved to the database. Once 

the Person Provider Inquiry is saved, it can no 

longer be canceled. 

 Close: This button is only available once the Person 

Provider Inquiry is saved for the first time; 

standard close processing. 

 Add/Edit: Accesses the Person Provider Inquiry Search 

pop-up page. 

 Insert Allows the user to insert non-household 

members on the Person Provider Inquiry page. 

 Delete Clicking the Delete hyperlink will remove the 

Non-Household Member record from the 

group box. 

1.2.5.3 Background Processing 

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

 

¶ User is required to select at least one person with a role of Caregiver 1. 

 

¶ User is required to select a role for each of the household members. 

 

¶ User is required to select a role for each of the non-household members. 

 

¶ Clicking the Add/Edit button accesses the Person Provider Inquiry Search pop-up page 

allowing the user to conduct the Person Provider Search and retrieve a household 

member(s).  

 

¶ Clicking the Insert button accesses the Person Search page allowing the user to conduct a 

person search and retrieve a non-household member(s). 
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¶ Clicking the Delete hyperlink removes the Non-Household Member record from the 

group box. 

1.2.5.4 Save Processing 

N/A 

1.2.5.5 CRUD Matrix ï Member Tab 

Table Name Create Read Update Delete 

HOME_INQUIRY     

INTAKE_PART X X X X 

PROVIDER_ORG     

PARENT_AGENCY     

ADDRESS  X X X 

PERSON  X   

COUNTY_PERSON_CROSS_REF     

PROVIDER_PART  X   
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 Tab ï Basic (Person Provider Inquiry Page) 1.2.6

 

1.2.6.1 Tab Overview 

The Basic tab displays information about the home, such as the address of Caregiver 1 and the 

phone information of Caregiver 2; both derived from the address of the person. The 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 referral, such as Newspaper or Radio in the Inquiry 

Information group box.  

After documenting the initial information, the user must decide whether to Accept or Not Accept 

this inquiry. The user documents the acceptance decision on the Basic tab.  Accepted Person 

Provider Inquiries become Person Providers and are assigned to the user to begin the Provider 

Management process described in the PM02a: Person Provider. For inquires with the type equal 

to ñInvestigation,ò the FSFN assigns the provider to a Default Worker.  

In the event the Person Provider Inquiry is not accepted, the Person Provider Inquiry is screened 
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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 from a Person Search.  

Unified Home Studies created as a part of the Person Provider Inquiry page, which are not 

accepted, are not available to copy over when creating subsequent Unified Home Studies, if the 

provider inquiry subsequently becomes a provider at a future date.  

When searching for a Person Provider Inquiry that is ñnot accepted,ò a user must conduct a 

Person Search, drill down on the Person icon, to confirm that the Person Provider Inquiry was 

not accepted. The user then drills down on the Person Provider Inquiry icon to launch the Person 

Provider Inquiry page. Once the Person Provider Inquiry page launches, the user accesses the 

Unified Home Study from the Unified 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 in 

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 home 

address of the participant with Role = Caregiver 1); view only. 

 Cell Cell phone of the Caregiver 1; system derived (using the home 

address of the participant with Role = Caregiver 1); view only. 

 

 Work Work phone of the Caregiver 1; system derived (using the home 

address of the participant with Role = Caregiver 1); view only. 

 

 Ext. Extension of the home phone number; system derived (using the 

home address of the participant with Role = Caregiver 1); view 

only. 

 

 Street Address of the home; standard system address format of three 
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lines, city, state, zip code, and county; system derived (from the 

home address of the participant with Role = Caregiver 1); view 

only. 

 

 Caregiver 2 Name of Caregiver 2 for the home; system derived (passed in 

from the Member tab; once saved, retrieved from the Intake 

Participant table); view only. 

 

 Cell Cell phone of the Caregiver 2; system derived (using the home 

address of the participant with Role = Caregiver 2); view only. 

 

 Work Work phone of the Caregiver 2; system derived (using the home 

address of the participant with Role = Caregiver 2); view only. 

 

 Ext. Extension of the work phone number; system derived (using the 

home address of the participant with Role = Caregiver 2); view 

only. 

 Primary 

Language 

The primary language spoken in the home; user-selected drop 

down; required field; editable. 

 Marital Status Marital status of the participant with Role = Caregiver 1; user-

selected drop down; not required when status is Pending or Not 

Accepted; editable; default = English. 

Group Box Inquiry Information 

Fields Inquiry Type  Type of Person Provider Inquiry; user-selected multiple select 

drop down; required field; editable. Values available for 

selection are: Adoption, Foster Care, ICPC, Investigation, 

Relative/Non-Relative, Service. 
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 Date of Initial 

Inquiry into 

Becoming a 

Foster/Adopti

ve Parent: 

This is the date when a prospective foster parent makes a 

commitment to the process. For example, it could be the date of 

an orientation session or the date the prospective foster parent 

signed up for pre-service training. 

 Primary 

Referral 

Source 

Primary referral source of the home interested in providing 

services; user-selected drop down; not required; editable. 

 

 Secondary 

Referral 

Source 

Secondary referral source of the home interested in providing 

services; user-selected drop down; not required; editable. 

 

 Description

  

Additional information on referral source; user-entered text box; 

not required; defaults to blank; editable. 

Group Box Worker 

Fields Name Name of the worker who accepts or not accepts the inquiry; 

system derived. 

 Acceptance 

Radio Buttons 

The user acceptance status for this inquiry (Accept or Not 

Accept); default = pending; user-selected radio button. 

 Reason When the user selects the Accept or Not Accept radio button the 

reason field becomes activated; user-selected drop down; 

required when Accept or Not Accept radio button is selected. 

Buttons Save Standard Save processing. 

 Cancel Cancel the Person Provider Inquiry. This button is only available 

before the Person Provider Inquiry is saved to the database. 

Once the Person Provider Inquiry is saved, it can no longer be 

canceled. 

 Close  Standard Close processing. 
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1.2.6.3 Background Processing 

¶ For the member selected as Caregiver 1 on the Member tab, that personôs name will pre-fill 

the Family Name field in the header information. 

¶ For the member selected as Caregiver 1 on the Member tab, that personôs home address will 

pre-fill the Home Information group box on the Basic tab. 

¶ When the user ñAcceptsò the Person Provider Inquiry, the Person Provider is automatically 

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 Save button. Save processing is also initiated 

when clicking the Close button, and then answering ñYesò when the system asks the user if they 

would like to ñSave changes before closing the window.ò 

 

If changes are made to the membersô roles on the Members tab and no member is selected as 

Caregiver 1, when the user clicks the Save button, the following message appears: ñAt least one 

member must be designated with a role of Caregiver 1.ò 

 

If changes are made to the membersô roles on the Members tab and there is more than one home 

member with the role of Caregiver 1, when the user clicks the Save button, the following 

message appears: ñMore than one member of the family has been identified as the Caregiver 1 in 

the household.ò 

 

When user ñAcceptsò the Person Provider Inquiry and Caregiver 1 does not have an SSN, the 

following message displays when the user clicks the Save button, ñSSN is required for Caregiver 

1.ò  

 

When user ñAcceptsò the Person Provider Inquiry and Caregiver 2 does not have an SSN, the 

following message displays when the user clicks the Save button, ñSSN is required for Caregiver 

2.ò  

1.2.6.5 CRUD Matrix 

Table Name Create Read Update Delete 
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HOME_INQUIRY X X X  

INTAKE_PART  X   
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 Page - Unified Home Study  1.2.7

 

 

(Partial View 1) 
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(Partial View 2) 

1.2.7.1 Page Overview 

Navigation 

To access the UHS in create, maintain, or view mode, the user selects the Unified Home Study 

hyperlink in the Actions list box on the Person Provider page. The Unified Home Study page 

launches.   

The user accesses the Unified Home Study template from the Text list box on the Unified Home 

Study page. 

After documenting the appropriate information on the Unified Home Study page, the user is 

ready to submit the UHS for supervisory approval by selecting the Approval hyperlink in the 

Actions list box. Once the supervisor approves the Unified Home Study page, it freezes along 

with the associated Unified Home Study template and is no longer editable.  

 

Page Summary 

The Unified Home Study page electronically documents a thorough and comprehensive family 

home study. Home study types include Adoption, Emergency Placement, and Initial License for 
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Foster Home, Non-Relative Placement, Re-License, and Relative Placement.   

The UHS is a progressive document and the Unified Home Study template builds over time 

using copy-over functionality.   

Associating the UHS with particular FSFN case allows users instant access to the UHS from the 

FSFN case using the Unified Home Study hyperlink on the Outliner. However, the UHS 

information is view-only, not user modifiable. Only users with an assignment to the Person 

Provider can modify the Unified Home Study page prior to approval, at which time the UHS 

freezes and no longer editable.   

Associating a FSFN case to the UHS does not create an assignment to the FSFN case for 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 text; 

display only. 

 Counselor 

Name 

Captures the Counselor Name of the user creating the Unified 

Home Study page. Plain black text.  

The Counselor Name will pre-fill and is displayed in plain text; 

Pre-fills with the counselor creating the page for which the 

Unified Home Study page was created as Last Name, First Name 

Middle Name . 

Link  Search Search Inquiry Function, Hyperlink. 

Upon selecting ñSearch,ò the system launches the Worker 

Search page and allows the user to change the worker identified 

in the ñCounselor Nameò field, if they are not assigned to the 

case, or for any other reason. 

Fields Purpose of 

Home Study 

Records the "purpose" of the Unified Home Study.  

User-selected drop down; enabled and required to initially save 

the Unified Home Study page; no default; please refer to the 
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Person Provider Inquiry Reference Data document for the 

applicable values. 

 Outcome Outcome of the Unified Home Study. 

User-selected drop down; enabled and required; no default; 

please refer to the Person Provider Inquiry Reference Data paper 

for the applicable values. 

 Completed 

Date 

Captures the date the Unified Home Study page itself received 

final approval, at which point the Unified Home Study page 

becomes disabled. Date field; displays MM/DD/YYYY 

Upon "final" approval of the Unified Home Study page the 

Completed Date field pre-fills with the date of approval; system 

derived; display only. 

Link 

Selections 

Actions:  

Links Approval Upon clicking the Approval hyperlink, the Approval History 

page opens for the user to begin the approval process and send 

the Unified Home Study to the applicable user for final approval. 

 Upload Image Upon clicking the Upload Image hyperlink, the Imaging page 

opens for the user to attach the applicable Images. The Upload 

Image hyperlink will only be displayed once the Unified Home 

Study has been saved successfully for the first time. 

 View 

Attached 

Images 

Upon clicking the View Attached Images hyperlink, the View 

Image History pop-up page opens and displays a link to view 

each of the Imaging pages that has been created, associated with 

the Unified Home Study. The View Attached Images hyperlink 

will only display once an image (at least one) has been uploaded 

to the Unified Home Study page. 
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Link 

Selections 

Text:  

Links Unified Home 

Study 

The system must generate a Home Study template based on the 

type of Home Study being created (i.e., Adoption Home Study, 

etc.) and not include data that is not relevant to that particular 

type of Home Study. This eliminates the number of pages that 

are printed. 

Buttons Save Standard Save processing. 

 Close Standard Close Processing. 

 

1.2.7.3 Background Processing 

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

Person Provider page, the following message displays, ñThe Person Provider must be 

saved before a home study can be created <Close>.ò 

 

¶ 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 UHS without 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 launches, the system refreshes the Provider 

Notes group box to pre-fill 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 launched, the 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 pre-fill with the applicable participants 12 years or older, included on 
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the Demographics tab with Caregiver 1, Caregiver 2, and the Additional Household 

Members group boxes until such time that the UHS is approved and frozen.  

 

¶ 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, participant identified as Caregiver 1, 2, or Other Household Members. 

 

¶ If the user is on the Unified Home Study page and attempts to delete a Non-Household 

Member inserted on the Background Check Information tab, a validation message 

displays that the participant is included on the Background Check Information tab and 

must be removed before being able to remove from the UHS. 

 

¶ Upon attempting to submit the UHS for approval, the system validates that the Home 

Evaluation Date Completed is documented. If not documented, the following validation 

message appears: 

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

 

¶ Upon attempting to submit the UHS for approval, the system validates that the Outcome 

is documented. If not documented, the following validation message appears: 

¶ The Outcome must be selected to submit the UHS for approval. <OK> 

 

¶ 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, if the Unified Home Study template has not been launched directly prior 

to clicking the Approve hyperlink, the following validation message appears: 

Á ñThe Unified Home Study template must be launched directly prior to 

approving the UHS.ò <OK> 

¶ Upon clicking the OK button, the system automatically launches the template without 

requiring the user to manually launch the template. 

¶ Upon attempting to submit the UHS for approval, the system validates that all required 

fields identified throughout this specification document are documented. If any required 

fields are not documented the following validation message appears: 

Á ñPlease enter data in the required fields [field name].ò <OK> 

¶ Once supervisory approval has been granted, the Unified Home Study page, as well as 
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the associated Unified Home Study template, becomes frozen. 

 

1.2.7.4 Save Processing 

¶ Save processing is initiated by clicking the Save button. Save processing is also initiated 

when clicking the Close button, and then answering ñYesò when the system asks the user 

if they would like to ñSave changes before closing the page.ò 

 

¶ Upon initial Save, if the Home Evaluation - Date Initiated entered is a future date the 

following validation message appears: 

Á ñThe Date Initiated cannot be a future date.ò <OK> 

¶ Upon initial Save, if Purpose of Home Study or Home Evaluation Date Initiated are not 

documented, the following validation message appears: 

Á ñPlease enter data in the required fields [field name].ò <OK> 

¶ Upon clicking Save, if the Date Completed entered is a future date the following 

validation message appears: 

Á ñThe Date Completed cannot be a future date.ò <OK> 

 

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   
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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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 Tab - Demographics (Unified Home Study) 1.2.8

 

(Partial View 1) 
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(Partial View 2) 

 

 

(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 non-household members involved with the family. In addition, it 



                                                                             Florida Safe Families Network

 

PM07 - Person Provider Inquiry       May 12, 2017 
Topic Paper  Page 54 of 103 

captures any Provider Notes documented for the Provider Record after the ñInitiated Dateò on 

the UHS. Finally, it provides an at-a-glance view of the children currently placed with the 

Provider or previously placed with the Provider within the last year (from the ñInitiated Dateò).  

The Home Evaluation ñInitiated Date,ò Home Evaluation ñCompleted Date,ò and the overall 

ñCompleted Dateò are used in conjunction with the ñDate of Initial Inquiry into becoming a 

Foster/ Adoptive Parent,ò captured on Person Provider Inquiry, to track and report time frames 

associated with the licensing process from the initial inquiry to licensure approval. 

The Home Evaluation ñInitiated Dateò is required when creating the Unified Home Study page 

in order to save it. The Home Evaluation ñCompleted Dateò is required for submitting for 

approval. The system runs an edit to ensure that the ñHome Evaluation Completed Dateò is 

entered.  

On the Demographics tab, the values for ñRelationship to Caregiver (if any)ò field are consistent 

with those currently captured in the ñRelationship to Caregiverò drop down on the Provider tab 

of the Out-of-Home Placement page. If the value is available, the field on the Out of Home 

Placement page pre-fills 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 created on or after the ñInitiated Dateò for the Provider. 

The user is able to insert Non-Household 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 

Information 

Case Information related to the associated FSFN Case (if 

applicable).  Currently, the Case Information group box in FSFN 

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. 

Sub Group 

Box 

Children 

Associated 

Captures the children associated with the Unified Home Study 

being documented (if applicable).  Currently, the Children 

Associated group box doesn't identify the Relationship to 
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Caregiver (if any) (if applicable).  This will now be captured (if 

applicable) when the Purpose is Relative 

Fields Names, DOB, 

Age 

Captures and displays this information; view only.  

 Relationship 

to Caregiver 

(if any) 

User selected drop down; enabled and required if Purpose is 

Relative Placement; pre-fills the Relationship to Caregiver (if 

any) drop down on the Out-of-Home Placement page when a 

placement is created for the specific child with this specific 

Provider (field is located on the Provider tab of the Out-of-Home 

Placement page). 

 Case ID Displays the ID of the selected case. 

Hyperlink  Search Search hyperlink that allows the user to search and select a case. 

 Case Name Displays the name of the selected case. 

 Intake/ 

Investigation 

ID 

Captures the applicable Intake/Investigation ID. 

User selected drop down; enabled but not required if a Case is 

searched and selected, otherwise disabled; displays all Intake 

and Investigation IDs linked to the selected FSFN Case. 

Group Box Contact 

Identifying 

Information 

 

Sub Group 

Box 

Caregiver 1 Contains Caregiver 1 Contact Information and the Caregiver's 

Name is the actual label of the group box. 

Pre-fills and displays the "Caregiver 1" Name as Last Name 

Suffix, First Name Middle Name. 

 Date of Birth Date of Birth for Caregiver 1 

Pre-fills with the Date of Birth from Person Management; 
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displays as MM/DD/YYYY 

 Viewed SSN 

Verification 

Indicates if the worker viewed the SSN verification; Radio 

Button. 

Yes/No user selection; enabled and the selection of one is 

required; no default 

 Address; City; 

County, Sate 

& Zip Code; 

Home Phone; 

Cell Phone; 

Work Phone; 

Fax; Email 

Address 

Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 1; Email Address displays as 

a hyperlink which will launch a new email using the 

workstationôs email client. 

 Work 

Schedule 

Work schedule of Caregiver 1. 

User entered alphanumeric text field; enabled but not required; 

250 characters 

 Primary 

Language 

Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 1 

 Race Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 1 

 Ethnicity Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 1 

 FL Residence 

Length 

Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 1 
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 Text Caption 

Heading 

Other States of Residence and approximate dates lived there: 

 State User selected drop down; enabled but not required. 

 Dates Captures the begin date and end date for the Caregiver's previous 

State(s) of residence.  

User entered date fields; enabled but not required; no default. 

 To Captures the begin date and end date for the Caregiver's previous 

State(s) of residence. 

User entered date fields; enabled but not required; no default. 

 State User selected drop down; enabled but not required. 

 Dates Captures the begin date and end date for the Caregiver's previous 

State(s) of residence. 

User entered date fields; enabled but not required; no default. 

 To Captures the begin date and end date for the Caregiver's previous 

State(s) of residence. 

User entered date fields; enabled but not required; no default. 

   

Sub Group 

Box 

Caregiver 2 Contains Caregiver 2 Contact Information and the Caregiver's 

Name is the actual label of the group box. 

Pre-fills and displays the "Caregiver 2" Name as Last Name 

Suffix, First Name Middle Name. 

 Date of Birth Date of Birth for Caregiver 2 

Pre-fills with the Date of Birth from Person Management; 

displays as MM/DD/YYYY 

 Viewed SSN 

Verification 

Indicates if the worker viewed the SSN verification; Radio 

Button. 
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Yes/No user selection; enabled and the selection of one is 

required; no default 

 Address; City; 

County, Sate 

& Zip Code; 

Home Phone; 

Cell Phone; 

Work Phone; 

Fax; Email 

Address 

Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 2; Email Address displays as 

a hyperlink which will launch a new email using the 

workstationôs email client. 

 Work 

Schedule 

Work schedule of Caregiver 2. 

User entered alphanumeric text field; enabled but not required; 

250 characters 

 Primary 

Language 

Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 2 

 Race Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 2 

 Ethnicity Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 2 

 FL Residence 

Length 

Demographic information; plain black text. 

Pre-fills with the applicable information captured on the Person 

Management record for Caregiver 2 

 Text Caption 

Heading 

Other States of Residence and approximate dates lived there: 

 State User selected drop down; enabled but not required. 
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 Dates Captures the begin date and end date for the Caregiver's previous 

State(s) of residence.  

User entered date fields; enabled but not required; no default. 

 To Captures the begin date and end date for the Caregiver's previous 

State(s) of residence. 

User entered date fields; enabled but not required; no default. 

 State User selected drop down; enabled but not required. 

 Dates Captures the begin date and end date for the Caregiver's previous 

State(s) of residence. 

User entered date fields; enabled but not required; no default. 

 To Captures the begin date and end date for the Caregiver's previous 

State(s) of residence. 

User entered date fields; enabled but not required; no default. 

Group Box Home 

Evaluation 

Captures the Home Evaluation Date Initiated and Home 

Evaluation Date Completed. 

 Date 

Completed 

Date the home evaluation was completed. 

Group Box Provider 

Notes 

Captures provider notes for the specific provider. 

The Provider 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. Upon re-launching 

the Unified Home Study page, this section will refresh up until 

the Unified Home Study is approved. 

Hyperlink  PNID 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. 

Fields Begin Date Contact begin date. 
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Displays the Contact Begin Date that is captured on the Provider 

Note. Plain text; pre-fills. 

 Date Entered Date the note was entered. 

Displays the Date Entered that is captured on the Provider Note. 

 Note 

Category 

Provider Note Category. Plain text; pre-fills. 

Displays the Provider Note Category captured on the Provider 

Note. 

 Note Type Provider Note Type; Plain text; pre-fills. 

Displays the Provider Note Type captured on the Provider Note. 

 Worker 

Creating Note 

Name of the worker that created the Provider Note; Plain text; 

pre-fills.  

Displays the worker that is captured in the Worker Creating 

Note field on the Provider Note. 

 Worker 

Making 

Contact 

Displays the worker that is captured in the Worker Making 

Contact field on the Provider Note. 

Group Box Other 

Household 

Members 

Captures other household members captured on the Person 

Provider Inquiry or Person Provider page, whichever page the 

Unified Home Study is created from. 

Other household members are persons not identified as 

Caregiver 1 or Caregiver 2. This section captures their name, 

role, race/ethnicity, gender, and their primary language; In 

addition, the user is able to identify if the SSN was verified or 

not. 

Fields Name of 

Member(s) 

Name of Members; Plain text; pre-filled. 

Pre-fills with the name of the other household member captured 

on the Person Provider Inquiry or Person Provider page, 

whichever is applicable. 



                                                                             Florida Safe Families Network

 

PM07 - Person Provider Inquiry       May 12, 2017 
Topic Paper  Page 61 of 103 

 Role Plain text; pre-filled. 

Pre-fills with the Role documented for the household member on 

the Person Provider Inquiry or Person Provider page, whichever 

is applicable. 

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

button. 

Yes or No; user selected radio button; enabled and the selection 

of 1 is required; no default. 

 Race/ 

Ethnicity 

Pre-fills with the Race and Ethnicity captured on the "Other 

Household Member's" Person Management record; displays as 

"Race-Ethnicity"; 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, 

separated by semi-colons. (R;R;R-E;E;E). 

 Gender Pre-fills with the Gender captured on the "Other Household 

Member's" Person Management record. 

 Primary 

Language 

Primary language spoken; Plain text; pre-filled. 

Pre-fills with the Primary Language captured on the "Other 

Household Member's" Person Management record 

Group Box All Children 

Currently 

Placed OR 

Exited within 

1 Year from 

Home 

Evaluation 

Date Initiated 

Displays all children that are currently in an Out-of-Home 

Placement with this Provider or who exited their placement with 

this Provider within 1 year from the Home Evaluation Date 

Initiated. 

This group box captures the demographics for the children that 

are currently placed or were previously placed with this 

Provider, whose placement was ended/discharged within 1 year 

of the Home Evaluation Date Initiated. 

 Name Name of the child; Plain text; pre-filled. 

The name field captures the first name and last initial ONLY for 

the children meeting the identified criteria. 
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 Date of Birth Plain text; pre-filled. 

Child's date of birth pre-fills from Person Management; displays 

as MM/DD/YYYY 

 Age Child's age based on their Date of Birth; Plain text; numerical. 

Pre-fills with the calculated age based on the child's Date of 

Birth which pre-fills from Person Management 

 Placement 

Type 

Plain text; pre-filled. 

For children currently placed with this Provider the Service Type 

pre-fills with the Service Type captured on the current Out-of-

Home Placement page; for children who exited placement with 

this particular provider within 1 year from the Home Evaluation 

Date Initiated, the Service Type captured will be from the Out-

of-Home Placement that was ended/ discharged from this 

particular provider. 

 Placement 

Begin Date 

Plain text; pre-filled. 

Pre-fills with the Placement Begin Date captured on the Out-of-

Placement page for either the child's current placement OR the 

child's most recent placement that was ended/discharged, 

whichever is applicable. 

 Placement 

End Date 

For children currently placed with this Provider the Placement 

End Date pre-fills with the Placement End Date captured on the 

current Out-of-Home Placement page; for children who exited 

placement with this particular provider within 1 year from the 

Home Evaluation Date Initiated, the Placement End Date 

captured will be from the Out-of-Home Placement that was 

ended/ discharged from this particular provider. 

 Race Plain text; pre-filled. 

Pre-fills with the child's race captured on Person Management; if 

multiple races are captured, each will be displayed and separated 

by a semi-colon. (R;R;R). 
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 Ethnicity Plain text; pre-filled. 

Pre-fills with the child's race captured on Person Management; if 

multiple ethnicities are captured, each will be displayed and 

separated by a semi-colon. (E;E;E). 

 Gender Plain text; pre-filled. 

Pre-fills with the child's gender captured on Person 

Management. 

 Primary 

Language 

Plain text; pre-filled. 

Pre-fills with the child's primary language captured on Person 

Management. 

 Client 

Characteris-

tics 

Indication if client characteristics are available on Person 

Management. Plain text; pre-filled. 

Pre-fills with a Y or N indicator based on whether characteristics 

are available on the child's Person Management record - 

Additional tab. 

Group Box Non-

Household 

Members 

Captures all non-household 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 on Non-Household 

Members are at the discretion of the Department. 

Fields Name Plain text; pre-filled. 

Captures the name of the non-household member identified on 

the Person Provider Inquiry or Person Provider page, whichever 

is applicable. 

 Date of Birth Plain text; pre-filled. 

Captures the date of birth of the non-household member from 

Person Management; displays as MM/DD/YYYY. 

 Address Plain text; pre-filled. 
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Captures the address for the non-household member from Person 

Management. 

 Home Phone Plain text; numerical; pre-filled. 

Captures the home phone for the non-household member from 

Person Management. 

 Cell Phone Plain text; numerical; pre-filled. 

Captures the cell phone for the non-household member from 

Person Management. 

Hyperlink  Delete Provides the ability to delete an incorrectly inserted person. 

Selecting the delete hyperlink will remove the person from the 

group box and removal will be saved once the user successfully 

saves the Unified Home Study page after having deleted the 

person. 

Button Insert Launches the Participant Select pop-up page. 

Upon selecting the Insert button, the system will launch the 

Participant Select pop-up page which contains all persons 

identified within the "Non-Household Members" group box on 

the Person Provider Inquiry or Person Provider page, whichever 

is applicable; each person displayed will have an associated 

check box for multi-selection. 
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 Tab ï Prior Intakes and Investigations/Referrals (Unified Home Study) 1.2.9

 

 

1.2.9.1 Page Overview 

The Prior Intakes and Investigations/Referrals tab of the Unified Home Study page captures all 

Prior Intakes and Investigations/Referrals for Caregiver 1, Caregiver 2, Other Household 

Members and Non-Household Members (Potential Background Checks) captured on the 

Demographics tab. 

 

1.2.9.2 Page Information 

Tab Prior Intakes 

and 

Investigations

Prior Intakes and Investigations/ Referrals 

Captures all Prior Intakes and Investigations/Referrals for 
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/ Referrals Caregiver 1, Caregiver 2, Other Household Members and Non-

Household Members (Potential Background Checks) captured 

on the Demographics tab; note that this tab works in the same 

manner as that which is on the Intake and Investigation/Special 

Conditions Referral pages relative to Investigations that weren't 

converted from FAHIS. 

Group Box Prior Intakes  

Fields Date Column header; pre-filled plain numerical text. 

Pre-fills with the Intake Received Date, not including the Time; 

system derived; display only. 

 Intake 

Number 

Column header; pre-filled plain numerical text. 

Pre-fills with the Intake Number of the Intake page; system 

derived; display only. 

 Intake Name Column header; pre-filled plain text. 

Pre-fills with the Intake Name selected on the Intake page; 

system derived; display only. 

 Intake Type Column header; pre-filled plain text. 

Pre-fills with the type of Intake (Adult, Child, or Special 

Conditions); system derived; display only. 

 Screening 

Decision 

Column header; pre-filled plain text. 

Pre-fills with the screening decision documented on the Intake 

page; system derived; display only. 

 Case ID Column header; pre-filled plain numerical text. 

Pre-fills with the Case ID of the linked FSFN Case; system 

derived; display only. 

 Finding Column header; pre-filled plain numerical text. 

Pre-fills with the most serious finding amongst all maltreatments 
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captured on the Intakes associated Investigation, if applicable; 

system derived; display only. 

 Investigative 

Sub-Type 

Column header; pre-filled plain numerical text. 

Pre-fills with the Investigative Sub-Type of the Intake system 

derived; display only. 

 Worker 

Safety 

Concerns 

Column header; pre-filled plain numerical text. 

Pre-fills with a Y or N based on if Worker Safety Concerns were 

flagged on the Intake page; system derived; display only. 

 Special 

Handling 

Column header; pre-filled plain numerical text. 

Pre-fills with a Y or N based on if the Special Handling check 

box is selected on the Intake page system derived; display only. 

Hyperlink  Action Column header; hyperlink. 

Clicking the ñViewò hyperlink launches the associated Intake 

page in view only mode. 

Group Box Prior 

Investigations

/Referrals 

 

Fields Intake 

Number 

Pre-fills with the Intake Number of the Intake linked to the 

Investigation; system derived; display only. 

 Case Name Column header; pre-filled plain numerical text. 

Pre-fills with the Case Name of the linked FSFN Case; system 

derived; display only. 

 Case ID Column header; pre-filled plain numerical text. 

Pre-fills with the Case ID of the linked FSFN Case; system 

derived; display only. 

 Intake Type Column header; pre-filled plain numerical text. 

Pre-fills wi th the type of Intake (Adult, Child, or Special 
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Conditions); system derived; display only. 

 Investigative 

Sub-Type 

Column header; pre-filled plain numerical text. 

Pre-fills with the Investigative Sub-Type of the Investigation; 

system derived; display only. 

 Finding Column header; pre-filled plain numerical text. 

Pre-fills with the most serious finding amongst all maltreatments 

captured on the Investigation page, if applicable; system derived; 

display only. 

 Status Column header; pre-filled plain numerical text. 

Pre-fills with the status of the Investigation/Special Conditions 

Referrals; system derived; display only. 

 Date Closed Column header; pre-filled plain numerical text. 

Pre-fills with the date the Investigation/Special Conditions 

Referral was closed, if applicable; system derived; display only. 

 Special 

Handling 

Column header; pre-filled plain numerical text. 

Pre-fills with a Y or N based on if the Special Handling check 

box is selected on the Investigation page; system derived; 

display only. 

Hyperlink  Action Column header; hyperlink. 

Clicking the ñViewò hyperlink launches the associated 

Investigation/Special Conditions Referral page. 

 

 

 

1.2.9.3 Background Processing 

¶ Upon clicking the Prior Intakes and Investigations/Referrals tab, the system 

automatically refreshes to update applicable information for those persons identified 
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as Caregiver 1, Caregiver 2, Other Household Members, and Non-Household 

Members included on the Demographics tab. 

1.2.9.4 Save Processing 

N/A 

1.2.9.5 Security 

If the user does not have the security to view ñSpecial Handlingò for Prior Intakes or Prior 

Investigations, the View hyperlink will not be available for selection.  
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 Tab ï Background Check Information (Unified Home Study) 1.2.9

 

1.2.9.1 Page Overview 

Participants documented as Caregiver 1, Caregiver 2, if applicable, any participant captured as an 

ñOther Household Memberò or ñNon-Household Memberò who are 12 years or older pre-fill the 

Background Check Information tab. 

Background checks for non-household members are at the discretion of DCF. The Insert button 

allows the user to pull in non-household members who do not automatically pre-fill the Criminal 

Background Check Request group box. Certain pieces of data that are 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 refreshed/re-launched, 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 for that participant is available until the user 

submits the background check request.  

When the background check is completed and a completion date is captured in FSFN, a ñViewò 

hyperlink displays for each participant in the Completed Background Checks group box. The 

information is available for viewing for 72 hours, at which point the information is purged and 

no longer available or displayed.  

The ñLast Background Checkò column reflects the date the last check was completed system 

wide.  

1.2.9.2 Page Information 

Tab Background 

Check 

Information 

 

1.2.9.3 Background Check Request and Results 

information. 

Provides the user with the ability to request background checks, 

document fingerprint results, view completed background 

checks and document any additional background checks 

completed and any clearance issues. 

Group Box Criminal 

Background 

Check 

Request 

Captures background check requests. 

Pre-fills with ALL  persons captured on the Demographics tab 

which are 12 years or older that are either the Caregiver 1,or 

Caregiver 2 or ñOther Household Membersò; each time the 

Unified Home Study is launched the system will refresh to 

include any additional persons that meet this criteria. 

Fields Request Type Radio Button. 

Radio button to identify the applicable type of purpose for the 

request - Emergency Placement or Planned Placement; currently 

captured in FSFN on the Unified Home Study pop-up page and 

defaults to Emergency Placement; the radio buttons will no 

longer default. 
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 Background 

Check 

question 

Column header; check box.  

Upon selecting the check box and clicking the Background 

Check Request button, the selected member name will be added 

to list of background check requests; the background check will 

be screened only upon selecting the Background Check box and 

clicking the Request Background Check button; once the 

Background Check is requested the óòStatusò of the Request is 

ñPendingò and the check box for that participant is disabled and 

grayed out; once the Background Check is completed the check 

box will become enabled once again and the ñStatusò of the 

Request is ñComplete.ò. 

 Name Plain text; pre-filled. 

The system   pre-fills the name of the person meeting the 

identified criteria or which was added via the Insert button. 

 Age Column header; numerical. 

The system   pre-fills the age of the person meeting the 

identified criteria, which is calculated from the Date of Birth on 

Person Management page, or which was added via the Insert 

 Last 

Background 

Check 

Column header; pre-filled. 

Date on which the last background check was completed for the 

member system wide, based on the Person ID; system derived. 

 Local 

Effective Date 

Column header; pre-filled. 

System derived from the ñLocalò Effective Date captured on the 

Background Screening pop-up page associated with the Person 

Provider page, if applicable; system runs an edit that checks to 

see that the person (by Person ID) has a Local Background 

Check Date that is within a year from the  current system date 

when they are submitting for approval. If not the system throws 

a validation message. The field will not pre-fill 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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Background Screening pop-up. Therefore, the edit check about 

the Local date field being within a year of the Initiate Date will 

not be enforced when the Unified Home Study is created from 

the Person Provider. 

 Fingerprint 

Results 

Received 

Column header; radio button. 

Yes and No radio button; user selected; enabled and required; no 

default, must select ñYesò or ñNoò. 

 Date 

Received 

Column header; date field. 

Date the fingerprint results were received, if applicable; enabled 

and required if ñYesò is selected to Fingerprint Results 

Received; displays as MM/DD/YYYY; no default; date cannot 

be a future date. 

 Fingerprint 

Status 

Column header; drop down. 

User-selected drop down; enabled and required if ñNoò is 

selected to Fingerprint Results Received; no default. 

Hyperlink  

 

Delete The Delete hyperlink only displays for those rows manually 

inserted by the user; Delete hyperlink does not display for rows 

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 row. If ñYes,ò the inserted row is removed; if ñNo,ò the 

user is returned to the Unified Home Study page and the row is 

not removed. Only once the user successfully saves the Unified 

Home Study page, after having removed the row, will the row be 

removed from the database; the Delete hyperlink is no longer 

displayed once the Unified Home Study is approved and 

becomes disabled. 

Button 

 

Insert The Insert button allows the user to pull in those members who 

do not automatically pre-fill, and request background checks for 

those persons; Background checks for non-household members 

are at the discretion of the Department but will pre-fill within the 
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group box for selection if 12 years or older; the Insert button 

launches the Participants Selection Pop-Up Page to select any 

additional persons that do not meet the identified criteria for pre-

filling; each person is displayed with an associated check box to 

allow for multi-selection on the Participants Selection Pop-Up 

Page. 

Button 

 

Request 

Background 

Check 

Upon selecting the check box for a person displayed and 

clicking the Request Background Check button, the request will 

be submitted and have a ñStatusò of ñPendingò; this is consistent 

with existing FSFN functionality. Submission occurs after 

system messages appear. 

Group Box Criminal 

Background 

Checks 

Completed 

Displays all background checks that have been completed within 

the last 72 hours, as with current functionality; the View 

hyperlink launches the Background Screening pop-up page to 

access the applicable background check information; after 72 

hours the information is purged as with current functionality. 

 Additional 

background 

checks not 

listed above 

[include name 

of check, 

(e.g., driving 

record, civil 

court) name 

of individual's 

screened and 

date of results 

Narrative text field. 

Alphanumeric narrative text field; enabled but not required; 

1500 characters. 

 Clearance 

Issues 

Narrative text field 

Alphanumeric narrative text field; enabled but not required; 

1500 characters. 
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1.2.9.4 Background Processing 

¶ If there are unsaved changes on the page and the user clicks the Request Background 

Check button, the user is prompted to save the page with this message ñPlease save 

the page.ò with a Close button. When the user clicks Close, the changes are not saved 

and the user returns to the Unified Home Study page. 

 

¶ The Background Check Request button is only enabled after at least one check box 

has been checked in the Background Check Request group box. Clicking this button 

places the participantôs name on the Background Check Listing page. When the user 

clicks Close, the user returns to the Unified Home Study page. 

 

¶ When the Background Check Request is clicked and the Emergency Placement radio 

button is selected, the user receives this message: 

o ñDo you certify that the following statements are correct? 

o The child is being placed as a relative placement. 

o Urgent/exigent circumstances exist for this child.  

o Placement will be made within the next 72 hours. 

o 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 day. (DCF considers fingerprints late after 10 days from the 

name based check. FDLE will consider the placement in violation after 15 

days).ò Followed by Yes/No buttons.  

Á If ñYesò is clicked, the background check requests for selected 

participants are created and request rows will be present in 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 participants are added to the Person Provider Inquiry page.  

Á If ñNoò is clicked the user returns to the Unified Home Study page and 

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

this child. 

 

¶ When the Request Background Check is clicked and the Planned Placement radio 

button is selected the user receives this message:  

o ñDo you certify that the following statements correct? 

o The reason for this request Is Not for the purpose of: Judicial Review, 

Adoption, Visitation, Baby-Sitter, Respite, or Licensing. 
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o 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.  

o If ñYesò is selected the background check requests for selected participants 

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

page.  

o If ñNoò is selected, the user will be returned to the Unified Home Study page 

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

child. 

 

¶ 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 

message: ñBackground Checks for the selected participants have been requested.ò 

o Upon clicking the Request Background Check button, prior to displaying the 

Emergency Placement pop-up page, FSFN will run edit checks to ensure the 

following data exists:  

o Participant has a Date of Birth documented. Estimated Age is not sufficient to 

meet this validation.  A Date of Birth must be documented. 

o County is documented on Caregiver 1ôs Person Management record for the 

current Primary Residence. 

Á NOTE:  Per the current design, the County pre-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 pre-fills from Caregiver 1 if the Background Check is 

requested from either Person Provider Inquiry or Person Provider 

pages. 

o Case ID is stored in the database 

Á NOTE: Per the current design, if the Background Check is requested 

from Person Provider Inquiry or Person Provider, this field is blank.  

Therefore, 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. 

o If the Date of Birth or County edit is not met, the following validation 

message is displayed: 

Á <Caregiver 1> must have a <item name> in order to submit a 

Background Check Request.  Please make the necessary updates. 

<OK> 
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Á Upon selecting the OK button the user is returned to the Unified Home 

Study page, Background Check Information Tab and the request is not 

submitted. 

o Soft edit that the participant has a Social Security Number or Citizenship ID 

documented on Person Management.  Therefore, if a Social Security Number 

does not exist but a Citizenship ID does, the edit is met. 

Á If the participant does not have a Social Security Number or 

Citizenship ID documented, the following ñreminder messageò will 

display: ñA Social Security Number is not required; however, it is 

strongly encouraged in order to retrieve the most accurate results as 

possible.  If known, please document the Social Security Number on 

the Basic Tab of Person Management.  Do you wish to continue 

without documenting the Social Security Number?ò <Yes><No> 

o If Yes is selected, the request will be submitted, message closed, and user 

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. 

¶ For order of messages, the hard edits will be checked and if not all have been met, the 

applicable validation message will be displayed.  Only if all the hard edits have been 

met will the system run the soft edit identified directly above. 

¶ 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 Screenings pop-up page, an error 

message displays when clicking the View hyperlink.  
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  Pop-up - Background Screening 1.2.10

 

 

1.2.10.1 Page Overview 

This page launches in view-only mode when the user selects the View hyperlink on the 

Background Check Information tab. 

Users must have the appropriate security to access the Background Screening pop-up page. 
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1.2.10.3 Page Information 

¶ Please see SM22: Background Checks for more information on the Background 

Screening page. 

1.2.10.4 Background Processing 

¶ N/A 

1.2.10.5 Save Processing 

¶ N/A 

1.2.10.6 Security 

If the user does not have the security to access the Background Screenings pop-up page, an error 

message displays when clicking the View hyperlink.  
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 Tab- Financial Security, Resources and Child Care Arrangement (Unified 1.2.11

Home Study Page) 
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