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About FSFN User Guide

The Florida Safe Families Network (FSFN) User Guides helps you understand the steps to
complete your work in the FSFN system. This user guide does not cover every system feature
built into FSFN but describes the most commonly used functions to complete your day-to-day
work in the FSFN application. This user guide, when used with Online Help and the How Do |
Guides, helps you successfully use the FSFN system as a support tool in your important work
of safeguarding the safety, permanence, and well-being of the children, families, and adults of
Florida.

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

e Adult and Child Protective e Ongoing Case Managers
Investigators ¢ Provider Management

e Financial Workers e Security Officers/Administrators

¢ Hotline Criminal Investigation (CI) Unit e Supervisors

e Legal Workers e Support and Data Entry Staff

Prerequisite Knowledge

This user guide was developed with specific prerequisite expectations. Before reading this
guide, read the following information. If you need to refer to additional User Guides, How Do |
Guides, or other information, visit the DCF FSFN Website (http://fsfn.dcf.state.fl.us).

¢ You must have a working understanding of Florida Department of Children and Families
Policies and Practices as related to the use and operation of FSFN.

e You must have a working understanding of the basic FSFN navigation and functionality.
See the Multi-Topic Basics User Guide and How Do | Guide.

e If you are a supervisor, also see the Multi-Topic Supervisory User Guide and How Do |
Guide.

o Key tasks described in this guide start at the FSFN Desktop, Case Book, or Person
Book, unless otherwise noted. If you are unfamiliar with how to navigate to these three
(3) pages, see the User Guides for Multi-Topic Basics, Case Book, and Person Book.

e The Search page referred to within this user guide is the Search page with four (4)
tabs: Person, Case, Provider/Organization, and Worker. This Search page is commonly
called the Utility Search or Navigational Search. It is accessed primarily from the
Desktop by clicking Search on the Banner or Utilities menu. Other search types can
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be referred to as data retrieval searches. These searches use different search
functionality than the Utility Search. For example, the Person Search page provides a
method to search for a person and retrieve person data that pre-fills into the page in
which you are working. The Person Search page is not to be confused with the Search
page with the Person tab.

Related Resources

Visit the DCF FSFN Website (http://fsfn.dcf.state.fl.us) for online access to additional resources
that support FSFN system end users, including:

o FSFN Project Information

e Online Web-based Training (WBT)

e User Guides

o How Do | Guides (Job Aids)

e Topic Papers (System Functionality Design)
¢ Reference Data (Selection Values)

Page 7 of 53
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File Cabinet Overview

The File Cabinet functionality in Florida Safe Families Network (FSFN) supports the storage
and categorization of case, participant and person/organization provider related digital
documents or images. You can upload Microsoft Word documents, Microsoft Excel
spreadsheets, and many of the common imaging file types such as, .pdf and .jpeg. If you have
paper documents or pictures, you can scan them using standard scanning software and
hardware, save the scanned image to a file, and upload the file.

You can use the Imaging page to categorize and upload the files. There are several ways you
can access the Imaging page and upload files. If you are assigned to a case, you can upload a
file from your FSFN Desktop or a Case Book. When uploading a file, you can select the case
and the specific case participant relevant to the file. You can create a case note or meeting,
even without an assignment, and attach images (files) to the specific case note or meeting.
Additionally, you can upload a photo of a person (e.g., a child’s photo) and attach it to the
person’s person management record. FSFN supports images in other work areas such as
Adoptions, Missing Child Report, and Out of County Services.

You can access and view uploaded documents and images several ways, depending on how
the files were uploaded, and your security access. For example, if you uploaded the files using
the Create Case Work page, then those files are accessible from the File Cabinet associated
with your assigned case within the Outliner on your Desktop. If the image was attached to a
Case Note, then you can view the image through the Case Note page as well. The viewing of
some images is controlled by your security profile. You cannot view files related to
Medical/Mental Health information if your security profile does not include that privilege.

FSFN includes a search function whereby you can enter specific search criteria for the images
you wish to locate. You can access the File Cabinet Search page from the Case Book or
Actions hyperlink for cases. You can also use the Provider File Cabinet search to search for
files uploaded to Person/Organization providers.

The sections within this user guide further explain the File Cabinet functionality in FSFN.

Page 8 of 53
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About the Imaging Page

You can use the Imaging page to categorize and upload files into the File Cabinet. The case
and case participant(s) you selected that are relevant to the uploaded document or image
display on the Imaging page in the Participant Details group box. FSFN captures the worker’s
name that created the Imaging page as well as the date and time the file was uploaded, which
is the date and time the Imaging page was saved (created).

Additional information can display in the Participant Details group box. For example,
the Case Note ID or the Meeting ID displays if the image is attached to a Case Notes or
Meeting page.

Specific information about the uploaded file displays in the Image Details group box, including
the date the document was scanned, the category and type, the file name and type, and your
comments about the image. Depending on the image category and type, as well as your
security profile, hyperlinks to view and delete the file can appear. The View hyperlink launches
the appropriate display page according to the file type. For example, if the photo is saved as
.bmp, a Microsoft Internet Explorer page displays the photo. If the file is a Microsoft Word
document (.doc), then the document is opened in Microsoft Word.

If you select ‘Other’ as the image type, you are required to enter a description in the
text field beside the Image Type field.
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Participant Details

Case: IEHUDA Gabwmvi Participants
Case id: 101492318
Worker: Robert C. Tihhvorm

Date Uploaded:

Image Details
Date Document Scanned: 00/00/0000

Image Category: |

Image Type:

vl
| v
File Name: |

Comments:

Security Information

FSFN restricts your ability to create, modify, and view specific information through the security
profile associated to the Login Profile you used to access FSFN. Specific security is applied
across information. For example, if you do not have authorization to access restricted cases
without an assignment, FSFN restricts your access.

Additionally, your ability to create, modify, and view information can apply to a page based on
specific criteria unique to the page. For example, while you are able to view uploaded files for a
case, you can only create the Imaging page from the Create Case Work page if you have an
assignment to the case.

Specific security protocols for the Imaging page include the following:

e You must have an assignment to the case to create the Imaging page from the Create
Case Work page.

e You can only upload an image from the Case Notes and Meeting pages if you are the
user or supervisor of the user, who created the case note or meeting.

¢ If you have the correct security, you can delete the file from the Imaging page. The
actual Imaging page cannot be deleted. You can delete the uploaded file, but the
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Imaging page remains and indicates the file was deleted. FSFN also tracks when and
who deleted the file.

e You must have security for Medical/Mental Health information to create or view an
image with the Medical Record category.

Upload File Formats

FSFN accepts the following file formats: .bmp, .jpg, .jpeg, .rtf, .doc, .xls, and .pdf.

The file name must be 50 characters or less, including the extension. The extension cannot be
missing.

The file size is restricted to 25 MB.

Files can be selected from your local computer or network drive.

Special Uses of the Imaging Page

Adoption Exchange System

FSFN File Cabinet functionality supports some special uses of the Imaging page. As part of
the Adoption Exchange System (AES), the Imaging page is used to manage photos used to
recruit adoptive parents. The ability to upload and view these photos is included within the
Adoption functionality. For more information on the AES and uploading photos, see the
Adoption Information User Guide on the DCF FSFN Website (http://fsfn.dcf.state.fl.us).

Out of County Services

The Out of County Services request process is another special use of the Imaging page. A file
can be uploaded as part of the request sent to the receiving county. For more information on
the Out of County Services and uploading files, see the Out of County Services User Guide on
the DCF FSFN Website (http:/fsfn.dcf.state.fl.us).

Create (upload) an Image (file) to the File Cabinet

About Creating the Imaging Page

If you are assigned to the case, you can create an Imaging page (upload a file to the File
Cabinet) that is associated to the case. When uploading a file, you can select one or more case
participants who are relevant to the uploaded file.

You can create the Imaging page from the Create Case Work page, which is accessed from
your Desktop or Case Book. You can also create the Imaging Page from specific pieces of
work: Case Notes, Meetings, Child Investigation, Present Danger Assessment (PDA), Safety
Plan, Legal Documentation, and Unified Home Study.
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From the Person Management page on the Additional tab, you can upload a photo if you are
assigned to the case, and the person is a case participant (active or inactive).

If you created a Case Notes or Meeting page, you can create an Imaging page that is attached
to either page. You do not need to be assigned to the case to create a Case Notes or Meeting
page. Additionally, if you are the supervisor of the user that created the Case Notes or
Meeting page, you can also attach an image to the case note or meeting as well.

For more information on uploading images to person records, case notes, and meetings, see
the Person Management, Notes, and Meetings User Guides on the DCF FSFN Website
(http://fsfn.dcf.state.fl.us).

FSFN accepts the following file formats: .bmp, .jpg, .jpeg, .rtf, .doc, .xIs, and .pdf. The
file name must be 50 characters or less, including the extension. The extension cannot be
missing. The file size is restricted to 25 MB.

You must have security to access Medical/Mental Health information to create or view
an image with the Medical Record category.

Key Tasks

To create an Imaging page from the FSFN Desktop
1. Onthe FSFN Banner, click Case Work.

1. From the Create menu, click Case Work.
FloridaSateramilies Network: @l o) @ d (2] (7]
Create Maintain _ Utiities Help
-
. -D2 Unit2
Provider Work i FSFN Messages and Links
|| HotineIntake  » rticipant View
NEXT DATA WINDOW: December 4th at 5pm - December 9th at 9pm
Service Referral
| information and Referral Pre-Pavment Authorization Report
Provider Inquiry » %l Actions  Case Book Pending Invoice Report
Gadde, Kiran Sumter 2634 Captal Circle North E ;
Aeer st Evant adde, Kiran Sumter apital Circle North Eas , FSEN Website
‘Worker Training » 2100742) Actions Case Book
——TwestganuruarTa/2013 Johnson, Robert Leon FL
b Providers Unit Messages and Links
b Workers
b Approvals
b Intakes
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The Create Case Work page displays.
2. Inthe Case Work Items group box, select the appropriate image category from the File
Cabinet drop down.
In the Cases group box, select the appropriate case.
4. Inthe Case Participants group box, select the appropriate participant(s), if applicable.

w

Select multiple participants by holding down the 'Ctrl' key.
5. Click Create.

Florida Sare Families Network Hand Book Print & Audit B SpellCheck 'y Help ?
Create Case ltems Cases
g Administration | [v] Coffee, Eighteen
i,Adoption | v
A Assessment and Planning |
i_ﬂChild Placement Agreement |
% Education |
" Eligibility |
Family Assessment | ~]
D File Cabinet Adoption Participants
Forms Credit Checks Sfiee, Eighteen (910001961) 07/01/2000
72 Investigation Education sffee, Seventeen (910001962) 07/01/2001 A
Employment sffee, Twenty (910001985)
fill] Legal E'“?I_Cab'"ﬂ Jffee, TwentyOne (910001986) 07/01/1997
) otline yda, TwentyOne (910002062) 06/01/1997
 MedicalMental Healtn Income/Eligibility yda, TwentyTwo (910002063) 08/01/1996
Bt Meeting Independent Living :a, Twenty (910002000) 08/07/1998
W Medical Records :a, TwentyOne (910002001) 08/01/1997
MCR Ongoing Services :a, Eighteen (910002004) 08/01/2000 v
Narrative &L'l: of County Services :a, TwentyTwo (910002180) 08/01/1996
er
i) Placement/Services Participant Documents
Service Request Authorization
B Pianning ¥]
FZ special Conditions Referral
2 vouthryoung Adutt [v]
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The Imaging page displays.

In the Participant Details group box, the Case Name, Case ID, and the
Participant Name(s) you selected on the Create Case Work page display. The
name of the worker that created the Imaging page, you in this instance, displays.
The Date Uploaded (creation date) displays after the Imaging page is successfully
saved for the first time.

6. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.

7. FSFN pre-fills the Image Category drop down from the Create Case Work page.

8. From the Image Type drop down, select the appropriate type.

The Image Category filters the Image Types.

9. Click Browse.

Hand Book (= Print ‘&, | Audt B | SpelCheck | Help ?

Participant Details

Case: Sarah Wainwright Participants
Case ID: 2100742 Micha Wainwright
Worker: Conn Corn

Date Uploaded:

Image Details
Date Document scanned: 05/13/2013

Image Category: | articipant Documents v
Image Type: | Social Security vl

File Name: | Browse... |

Comments:
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The Windows Explorer page displays.

10. Locate and select the image
(file) to upload from your
computer or network.

11. Click Open.
FSFN displays a

Validation Error dialog
box if the file name is
more than 50 characters,
the file extension
(format) is invalid or
missing, or if the file size
exceeds 25 MB.

12. The Imaging page displays

again with the file path and
name in the File Name field.

—~— g
()i | ) « Pictures » Public Pictures » DCF Pictures v |4 “! earch DCF Picture »
Organize v New folder S~ [ ©
¢ Favorites Pictures library ; 2
s, Arrange by older v
SR T
4 Libraries LSS ] :
D Docisnents Family Picture Father Children School Group
Picture Picture
o Music
&=/ Pictures
& My Pictures
Public Pictures
DCF Pictures \ d
Sample Pictures Social Security Toddler Picture Two People
M videoc 1
File name: Social Security - lA" Files (*.%) v
Open Cancel

13. In the Comments field, enter a description of the uploaded image file (up to 500

characters).
14. Click Save.
15. Click Close.

L=iP  Important: Confirm
the information and
selected file are correct
before saving. Once
you save the Imaging
page, you cannot edit
the data. You can
delete the file from the
page, but not the
actual Imaging page.
See the To delete an
Imaging page section
in this user guide for

= end o

o o o) oo e T

FSEN
Participant Details
Case Sarah Wainwright
Case D. 2100742
Worker. Com IV, Conn

Date Uploaded: 05/21/2013 7:04 AM

Participants
Micha Wainwright

Image Details
Date Document scanned [——
Image Category: I
image Type |
File Name:

v

Social Security.jpg View Delete

_Browse.._|

Comments:

| oo ] Close |

more information on deleting the file.

FSFN sends an automated email to the primary worker assigned to the case

when an Imaging page is saved. “An <Image Category — Type> was created in
the Case <ID> on <MM/DD/YYYY HH:MM AM/PM>".

January. 04, 2019

If you are the primary worker, FSFN does not send you an email.
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To create an Imaging page from the Case Book

1. Click the Create Case Work hyperlink.
OR
1. Inthe Participant Actions (Create Case Work) List Box, click the File Cabinet
hyperlink.

Florida Sare Families Network: HandBook . Print & Audt B SpelCheck %y Hep ?
. ok MedicaliMental Health
() Case Information Create Case Work Case Note Search Crieria Eile Cabinet Search = S se Action:
. Wainwrioht, Johh (Person ID:
Wainwright Sarah ( 210074 ICIsrnns_l v] ot oo Feised A
Bvesty ‘:m: W'mo‘:' QmHSn Conversion / NA 05/02/2013 9:.00 AM Psychotropic Meds: No; Adylt Inve n
HEea owE Laon E Date Entered: 05152013 1128 Al View Hstory A Date of Last Medical Exam ; ,
est¥2 Date of Last Dental Exam: ; Cose Hole
. gggrgl Funding Reviews CBC-Other; Federal-IV-E Foster Care 05/01/2013 v Chid vestigation
i Active Participants 10:00 AM R -
: 05/1 10:50 AM View H Diigent Search for Pare:
right 8 Mike Arthyr (Person :):sl‘e’fmered. 83A52013:£0-50 Yiew Hislory B Education ot rch for Parent
~ A ic P A
m_ l Independent Living Support; Mentoring; Wainwright, Andy (Person Special Cond#ions
Date of Birth: 08/27/1995 Age Post-Secondary Educational Support 0472072013 1:30 PIt 1D:2101380) School Name: : Current A\ Referral
7 Date Entered: 0472172013 9:15 PM View History e
Child Not Receiving Service Eduumnal support evaluated. Date Last Updated: 05/20/2013
AL B5 Post. socondary E.ducahot:m Support o:rzu/zma 153“0‘::": T pinvirght, Johh (Person N
Cawriont Tooy (Pecson Date Entered: 0422112013 11:56 P View History £:2101262) School Name: Tom
D:2101384) Educational support evaluated. [l scheduled Legat Actions
Date of Birth: 06/19/1969 Age: l Substance Abuse Mental Heath (SAMH) Substance Abuse Mental Health
4 " 2 (SAMH) 0472072013 9:30 AM Hearing - Advisory - intial
Date Entered: 04/30/2013 11:59 AM View History 0412772013 12:00 AM; Cartwright,
Parent Not in The Home Parent is not in abuse this week, as Tony (Person ID: 2101384); Date
Date of Last Contact: 04/04/2013 by failing to attend four of the last six classes and submitting a positive UA. My Last Updated: 04/19/2013 1:23 PM
last contact with the family was on 4/1... . Hearing - Advisory - initig! N,
Wainwright Andy (Person l nce A Mental H IMH) Substance Abuse Mental Health 0472772013 12:00 AM; Wainwright Participant Actions
D:2101380) S (SAMH) 0412072013 9:00 AM A . Create CaseWork):
Date of Birth: 04/20/1967 Age: Date Entered: 04/30/2013 11:17 AM View History ﬁlﬂ Pending Diligent Search(es)
4% Parent is not in abuse this week, as Education
Parent n The Home by failing to attend four of the last six classes and submitting a positive UA. My 0! I 1§
last contact with the family was on Apr... . 4/18/201 Ea upport

Dete of Lest Contect: OM1EI2013 Substance Abuse Mental Heath (SAMH) Substance Abuse Mental Health -
(SAMH) 04/1872013 5:00 P1 .&leﬁ

Wainwright, Johh (Person >t Date Entered: 04/22/2013 12:39 AM View History Secendent (WNQ
2101282 Parents are in a Treatment program. Program reports that parents are processing
ax
) Living Arrangement
;fj Independent Living :v‘chry ek stan level of prog willbe made b Adoption information 09 210, o
C?ﬂ‘“!&‘—(Ml Sl A Tt Case Field Visit - School/Daycare; Home Visit - Child's Current Wainwright, Johh(Person MedicalMental Heath
2L = Residence 0411972013 9:15 Al 2101282) o P
Date Entered: 04/22/2013 1:48 AM View History Date Last Updated: 04/19/2013
Conducted a field visit to the chid's school, then proceeded to the child’s current Wanwright, Micha(Person ID: Placement Request
residence due to chid not being at school. All hand written field and home vist  y  2101383) v
notes and pictures are attached. Date Last Updated: 04/19/2013 Services
—_ PP S SR

The Create Case Work page displays.
2. Inthe Case Work Items group box, select the appropriate image category from the File
Cabinet drop down.

If you clicked the File Cabinet hyperlink, FSFN pre-fills File Cabinet as the
image category on the Create Case Work page.

w

The case from the Case Book is the only case displayed in the Cases group box.
In the Case Participants group box, select the appropriate participant(s), if applicable.
Click Create.

o s
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Create Case ltems

Cases

§¥ Administration v Coffee, Eighteen
bAdoption v
A Assessment and Planning ~]
i_ﬂChiId Placement Agreement v
#¥) Education v
¥ Eligibility v
fH1 Family Assessment v
r_] File Cabinet .
Adoption Participants

Forms Credit Checks Sfiee, Eighteen (910001961) 07/01/2000
7E Investigation Education sffee, Seventeen (910001962) 07/01/2001 A

Employment sffee, Twenty (910001985)
fill] Legal E'"?I_Cab'"ﬂ Jffee, TwentyOne (910001986) 07/01/1997
) otline yda, TwentyOne (910002062) 06/01/1997

F Wedicalmental Healtn Income/Eligibility )da, Tweng'Two E91Dt}02063% 08/01/1996
Bt Meeting Independent Living :a, Twenty (910002000) 08/07/1998
W Medical Records :a, TwentyOne (910002001) 08/01/1997

MCR 8E?g;ngoienmcseeswices :a, Eighteen (910002004) 08/01/2000 v
Narrative Qutor ty :a, TwentyTwo (910002150) 08/01/1996
Placement/Senvices Participant Documents

Service Request Authorization

B Pianning ~]
VZ special Conditions Referral B2
72 Youth/Young Adult v

|

The Imaging page displays.

L=E®  |n the Participant Details group box, the Case Name and Case ID display
from Case Book. The Participant Name(s) you selected on the Create Case Work
page display. The name of the worker who created the Imaging page, you in this
instance, displays. The Date Uploaded (creation date) displays after the Imaging

page is successfully saved for the first time.

6. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.

FSFN pre-fills the Image Category drop down from the Create Case Work page.
LEEP  |f you used the File Cabinet hyperlink from Case Book, you need to select the

Image Category.
7. From the Image Type drop down, select the appropriate type.

The Image Category filters the Image Types.

8. Click Browse.
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Hand Book (  Print & = Audt B Spell Check s Help ?

Participant Details

Case: Sarah Wainwright Participants

Case ID: 2100742 Micha Wainwright

Worker: Conn Corn

Date Uploaded:

Image Details

Date Document scanned: 05/13/2013

Image Category: | Participant Documents v

image Type: | Social Security |

File Name: | Browse... |

Comments: -
[ 5w |

The Windows Explorer page displays.
9. Locate and select the image (file) to
upload from your computer or

network. -
. | | « Pictures » Public Pi » DCF Pi v | 49 W Seorch DCF Pictures »
10. Click Open. e e ] = -
Organize v New foider =S~ [ @
7% Favorites 4 Pictures library i T
DCF Pictures
FSFN displays a = [ : .
- . i G RS
Validation Error dialog g FamyPicre  FotherChiden School Goup
. . . = 3 & icture icture
box if the file name is more J ol
= Ficture
than 50 characters, the file £ My Pictures
. . J. Public Pictures ¥ A
extension (format) is Ji DCF Pictures R al
- - - - - . Sam, ictures Social Securi T Pictur Two P L3
invalid or missing, or if the Al o Y et
file size exceeds File name: Social Security v ke )
25 MB.

The Imaging page displays again with the file path and name in the File Name field.
11. In the Comments field, enter a description of the uploaded file image (up to 500
characters).
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12.
13.

Click Save.
Click Close.
. FSEN. Book (- : :
Important: Confirm v s Q@ O © 9
the InfOI'matIOFI and Case: Sarah Wainwright Participants
. Case D 2100742 Micha Wainwright
selected file are correct Worker Com IV, Conn

Date Uploaded: 05/21/2013 7:04 AM

before saving. Once

1 Image Details
you save the Im ag In g Date Document scanned:

page, you cannot edit S G | &

the data. You can image Type [ [
H Fiile Name Social Securty.jpg View Delete

delete the file from the I

page, but not the actual Comments

Imaging page. See the

To delete an Imaging
page section in this
user guide for more
information on deleting.

FSFN sends an automated email to the primary worker assigned to the case
when an Imaging page is saved: An <Image Category — Type> was created in the
Case <ID> on <MM/DD/YYYY HH:MM AM/PM>. If you are the primary worker,
FSFN does not send you an email.

To create an Imaging page from a Child Investigation

1.

w

From the Child Investigation page click the Upload Image hyperlink.
The Imaging page displays.

=i |n the Participant Details group box, the Case Name and Case ID display
from Case Book. The Participant Name(s) you selected on the Create Case Work
page display. The name of the worker who created the Imaging page, you in this
instance, displays. The Date Uploaded (creation date) displays after the Imaging
page is successfully saved for the first time.

In the Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.

FSFN pre-fills the Image Category drop down with Child Investigation

From the Image Type drop down, select the appropriate type.

The Image Category filters the Image Types. If the Imaging page is created
from one of the additional pieces of work within FSFN, the Image Category
defaults to the applicable Category and is disabled.

Click Browse.
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Florida Safe Families Network: Handiosk (7, | Brt 8wt B SetChed | Heb 7

Participant Details

Case Beatrica B Brown Participant
Cate © 8001640

Vikorkee Last Name, First Nome Mdde Nare

Date Uipioaded

image Detads y ~
Dete Docurnert Scanned 000000

Inape Category v

Image Type v

Fie Nome: Browse

Conmerants ~

¥
[ see | IS
The Windows Explorer page displays.
6. Locate and select the image
(file) to upload from your
compUter Or network ‘ H ‘V-';’,I . « Pictures » Public Pictures » DCF Pictures i vl‘, lSe:r:"J’C: Pictures -})
7' CIICk Open Organize v New folder =~ i ®
i Favortes " Pictiwes eary Aroa b ol
Bl Deskto, E| = i
ol e TV e
FSFN dlsplays a Y ‘ Family Picture Fath;ircsr’i:drm Sch::zltfrl:up
. . . o Music
Validation Error dialog & Pictures
box if the file name is more gy

). Public Pictures

I |. DCF Pictures h ¢ , J‘ - =
than 59 characters,. the file g o O S ot
extension (format) is R videos > S T -

File name: Social Security v ae [+ = 'J

invalid or missing, or if the
file size exceeds
25 MB.

The Imaging page displays again with the file path and name in the File Name field.
8. Inthe Comments field, enter a description of the uploaded file image (up to 500
characters.
9. Click Save.
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10. Click Close.
. FSEN. Book (7. ’
Important Conflrm Participant Details J 0 0 @ o
the |nf0rmat|0n and Case: Sarah Wainwright Participants
. ase D 0742 Micha Wainwright
selected file are correct ke ot s ’

Date Uploaded: 05/21/2013 7:04 AM

before saving. Once

H Image Details
you save the Imaging g SR —

page, you cannot edit ki Gy I v

the data. You can image Type I < |
. File Name Social Security.jpg View Delete

delete the file from the I

page, but not the actual Comments

Imaging page. See the

To delete an Imaging
page section in this
user guide for more
information on deleting.

FSFN sends an automated email to the primary worker assigned to the case
when an Imaging page is saved. An <Image Category — Type> was created in the
Case <ID> on <MM/DD/YYYY HH:MM AM/PM>. If you are the primary worker,
FSFN does not send you an email.

To create an Imaging page from a Present Danger Assessment (PDA)

1. From the PDA click the Upload Image hyperlink.
2. The Imaging page displays.

In the Participant Details group box, the Case Name and Case ID display
from Case Book. The Participant Name(s) you selected on the Create Case Work
page display. The name of the worker who created the Imaging page, you in this
instance, displays. The Date Uploaded (creation date) displays after the Imaging
page is successfully saved for the first time.

3. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.

FSFN pre-fills the Image Category drop down with Present Danger Assessment
(PDA)

LEEP  If you used the File Cabinet hyperlink from Case Book, you need to select the
Image Category.

4. From the Image Type drop down, select the appropriate type.

The Image Category filters the Image Types. If the Imaging page is created
from one of the additional pieces of work within FSFN, the Image Category
defaults to the applicable Category and is disabled.

Page 21 of 53

‘H January. 04, 2019




Florida Safe Families Network
(FSFN)

5. Click Browse.

Florida Sate Families Network:

Participant Details

Case Bestrice B Brown

Case © BU01640

Viorkee Last Namw, First Name Mode Nare
Date Lipidaded

Participant

image Detads
Date Docunent Scanned

Inage Category v

image Type v

e Nwoes Browse. |

Conmerants ~

Hentiock ) | Bt 8 | st B | Selched b 7

The Windows Explorer page displays.
6. Locate and select the image
(file) to upload from your

computer or network.

C 0. )| | « Pictures » Public Pictures » DCF Pictures
i

_ - | 45 ) Search DCF Pictures »

7' CIICk Open Organize v New folder = v @ -0
3 Favorites Pictures library s b et
DCF Pictures PSS!
4 Libraries it 3. t_‘
FSFN displays a " 0 Do Pasiyboms. e OMSe  oSolCos
. . . J‘ Music
Validation Error dialog = s
. . . = My Pictures
box if the file name is more e
. ~ 3 4 B
than 50 CharaCterS’ the flle ‘ g:\::::‘ures Social Security Toddlum woPeok ‘ |
extension (format) is B videos i ‘ i z
. . . . . File name: Social Security - JPJIFiks('.‘) : 'J
invalid or missing, or if the =

file size exceeds
25 MB.

The Imaging page displays again
with the file path and name in the File Name field.

8. Inthe Comments field, enter a description of the uploaded file (image), up to 500
characters.
9. Click Save.

January. 04, 2019
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10. Click Close.
. FSEN. Book (7. ’
Important Conflrm Participant Details J 0 0 @ o
the |nf0rmat|0n and Case: Sarah Wainwright Participants
. ase D 0742 Micha Wainwright
selected file are correct ke ot s ’

Date Uploaded: 05/21/2013 7:04 AM

before saving. Once
you save the Imaging D’(D[m;;wd —
page, you cannot edit ki Gy I =
the data. You can image Type | =l
delete the file from the Gl |5°°“”s"°“’“’” it R

page, but not the actual Comments

Imaging page. See the
To delete an Imaging
page section in this
user guide for more
information on deleting.

FSFN sends an automated email to the primary worker assigned to the case
when an Imaging page is saved. “An <Image Category — Type> was created in
the Case <ID> on <MM/DD/YYYY HH:MM AM/PM>". If you are the primary
worker, FSFN does not send you an email.

To create an Imaging page from a Safety Plan

1. From the Safety Plan click the Upload Image hyperlink.
The Imaging page displays.

In the Participant Details group box, the Case Name and Case ID display from
Case Book. The Participant Name(s) you selected on the Create Case Work page
display. The name of the worker who created the Imaging page, you in this
instance, displays. The Date Uploaded (creation date) displays after the Imaging
page is successfully saved for the first time.

2. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.

FSFN pre-fills the Image Category drop down with Safety Plan.

3. From the Image Type drop down, select the appropriate type.

The Image Category filters the Image Types. If the Imaging page is created
from one of the additional pieces of work within FSFN, the Image Category
defaults to the applicable Category and is disabled.
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4. Click
Browse.

Florida Sare Families Network

Participant Details

Beastrice B Brown

8001640

Last Name, First Name Mdde Noame

Case

Case ©
Worker

Date Ugpionded

image Detads
Dete Docunert Scanved

mape Category

HandBock ) Prrt B | pudt B | SoddOwk ) Heb ?

Parvcipant

mape Type

<

Fle Name

| Browse. |

Comemacts

The Windows Explorer page displays.

o

Click Open.

FSFN displays a
Validation Error
dialog box if the file
name is more than 50
characters, the file
extension (format) is
invalid or missing, or if
the file size exceeds
25 MB.

The Imaging page
displays again with the file
path and name in the File
Name field.

characters.

8. Click Save.

D

pLmA

o
r January. 04, 2019

)

&
)

Locate and select the image (file) to upload from your computer or network.

i i + Search DCF P,

OQ;‘[ |-« Pictures » Public Pictures » DCF Pictures « T4y | search OC = )
Organize v New folder =~ 0 e
i Favorites Pictures library Amangeby: Folder ¥

DCF Pictures
g TN O, e
w4 Libraries i = t#
- Family Picture Father Children School Group
Dacirments Picture Picture
& Music
&5 Pictures
& My Pictures
). Public Pictures |
. DCF Pictures = L
Ji Sample Pictures Social Security Toddler Picture Two People |

W Videac = picture -

File name: Social Security

In the Comments field, enter a description of the uploaded file (image), up to 500
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9. Click Close.
. ESEN, Book (- '
Important Conflrm Participant Details J 0 0 @ o
the |nf0rmat|0n and Case: Sarah Wainwright Participants
. ase 0742 Micha Wainwright
selected file are correct ke ot s ’

Date Uploaded: 05/21/2013 7:04 AM

before saving. Once
you save the Imaging D’(O[m;(‘wd —
page, you cannot edit ki Gy I =
the data. You can image Type | =l
delete the file from the Gl |5°°“"s““’“’” et ;R

page, but not the actual Comments

Imaging page. See the
To delete an Imaging
page section in this
user guide for more
information on deleting.

FSFN sends an automated email to the primary worker assigned to the case
when an Imaging page is saved. “An <Image Category — Type> was created in
the Case <ID> on <MM/DD/YYYY HH:MM AM/PM>". If you are the primary
worker, FSFN does not send you an email.

To create an Imaging page from a Legal Documentation

1. From the Legal Documentation page click the Upload Image hyperlink.
The Imaging page displays.

In the Participant Details group box, the Case Name and Case ID display
from Case Book. The Participant Name(s) you selected on the Create Case Work
page display. The name of the worker who created the Imaging page, you in this
instance, displays. The Date Uploaded (creation date) displays after the Imaging
page is successfully saved for the first time.

2. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.
FSFN pre-fills the Image Category drop down with Legal Documentation

If you used the File Cabinet hyperlink from Case Book, you need to select the
Image Category.

3. From the Image Type drop down, select the appropriate type.

The Image Category filters the Image Types. If the Imaging page is created
from one of the additional pieces of work within FSFN, the Image Category
defaults to the applicable Category and is disabled.
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4. Click Browse.

Florida Sare Families Network

Partcipant Details

Coze Beatrce B Brown

8001640

Last Name, Frst Name Mdde Name

Cate ©
Viorker
Date Lpioaded

image Detads
Dete Document Scarned

Image Category

Hard Bock | Aot B At B SOk ) b ?

Parucipant

mape Type

Fie Nome

Browse.. |

Comearts

The Windows Explorer page displays.

5. Locate and select the image
(file) to upload from your
computer or network.

J. « Pictures » Public Pictures » DCF Pictures

- | 4,! Search DCF Pictures »|

6. Click Open.
FSFN displays a

Validation Error dialog
box if the file name is more
than 50 characters, the file
extension (format) is
invalid or missing, or if the
file size exceeds

25 MB.

field.

pLmA
OV,

NS
ir January, 04, 2019

MYFLEAMILIES,

)

Organize » New foider =~ [ @&
7 Favorites Pictures library Arrangeby: Folder ¥
DCF Pictures
&8 Libraries ¥ g (3
[ Documents Family Picture Falh;y(hildren Schogl Group
icture Picture
J1 Music
= Pictures
= My Pictures
Ji Public Pictures & i ’
4. Sample Pictures Social Security Toddler Picture Two People ,‘
H Viden< > picture -
File name: Social Security Y. i M
l Open I Cancel

The Imaging page displays again with the file path and name in the File Name
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7. Inthe Comments field, enter a description of the uploaded file (image), up to 500
characters.
Click Save.

9. Click Close.
FSFN. ook () oot B Aude B S © 0

©

Important: Confirm e
the information and Case Sarah Wainwright Participants
selected file are correct e ot oo e e
before saving. Once s nmeesiiin
you save the Imaging D’tc‘m:t‘wd —
page, you cannot edit ki oy I 5
the data. You can image Type | |
delete the file from the Gl f“"‘s““’“’” hets Lt
page, but not the actual Comments
Imaging page. See the
To delete an Imaging
page section in this
user guide for more

information on deleting.

FSFN sends an automated email to the primary worker assigned to the case
when an Imaging page is saved. “An <lmage Category — Type> was created in
the Case <ID> on <MM/DD/YYYY HH:MM AM/PM>". If you are the primary
worker, FSFN does not send you an email. Access or Delete an Image (file)

To Create an Imaging page from a Child Placement Agreement Page

1. From the Child Placement Agreement Details Tab, click the Upload Document
hyperlink.
2. The Imaging pop-up page displays.

In the Participant Details group box, the Case Name and Case ID display from
Case Book. The selected Participant’s Name(s) displays on the Create Case
Work page. The name of the worker who created the Imaging page is displayed.
The Date Uploaded (creation date) displays after the Imaging page is successfully
saved for the first time.

3. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.
4. Enter the date document was signed in the Date Document Signed field.

The Date Document Signed is ONLY displayed when the imaging pop-up page is
launched from the Child Placement Agreement page. This is a required field.

FSFN pre-fills the Image Category drop down with Child Placement Agreement

Image Type defaults to either Behavior Management Plan or Care Precautions

Page 27 of 53
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based on the Type selected for the associated Assessment Details row.

5. Click Browse.

FSFEN. Print & | Audit B | SpellCheck “# Help ?

Participant Details

Case: HELEN SBMWNZIM Participants
Case id: 2676060 MEGHAN . SBMWNZM
Worker: Koriney _ [faw

Date Uploaded:

Image Details

Date Document r,m oo Date Document /000
scanned: 0 Signed: LI 0

Image Category: | Child Flacement Agreement L

Image Type: | Behavior Management Flan N

File Name: |
Comments:

Save Close

The Windows Explorer
page displays.

|, « Pictures » Publiipinyru » DCF Pictures - | O,I Search DCF Pictures 7}3 |

6. Locate and select the o o Non S s e
. . avortes p- t l.b
documents/image (file) to e B Argey. bode >
Bl Deskto, = & 7 . | a
upload from your computer or o v R
network. 3 Documents P e T
. J\ Music
Click Open. = Pictures o
. . £ My Pictures e
The Imaging page displays -~y Y
agaln Wlth the flle pa‘th and : Z;::‘:-:‘ures lSocialSe(utity Tod&‘l«Pidurt Two People )
name in the File Name field. - - mins ’
File name: Social Security - Elﬁls('-') N 'J

7. Inthe Comments field, enter
a description of the uploaded
file (image), up to 500
characters.
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8. Click Save.
Print & | Audit B | SpellChedk 7 Help ?

Participant Details
Case: HELEN SBMWNZM Participants
Caseid: 2676060 MEGHAN . SBMWNZM
‘Worker: Ifwvw, Kortney
Date Uploaded: 03/27/2017 6:04 FM

Image Details
Date Document Date Document
scanned: Signed:
Image Category: [
Image Type: 3 (v
File Name: DOC100616-10062016164214.pdf  VMiew Delete
Comments: This Tile ¢ gnature page for

ment
9. Click Close.
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To Create an Imaging page from a Person/Organization Provider Page

1. From any Person Provider or Organization Provider Page that you are currently
assigned to, select the upload image hyperlink from the actions panel.
2. The Imaging pop-up page displays.

Print & | Audit B | Spell Check “» Help ?

Provider Details
Provider Name:  Laila, Zywfo-Tszuuzi
Provider ID: 100169965
Waorker: Robert C. Tihhvorm
Date Uploaded:

Image Details
Date Document Scanned: 00/00/0000

Image Category:

Image Type:

I
l
File Name: |
Comments: |

v

4

In the Provider Details group box, the Provider Name and Provider ID
display. The name of the worker who created the Imaging page is displayed. The
Date Uploaded (creation date) displays after the Imaging page is successfully
saved for the first time.

3. Inthe Image Details group box, enter the date the image was scanned in the Date
Document Scanned field.
Select the Image Category from the drop down.
Select an Image Type from the drop-down.
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Click Browse. The Windows Explorer page displays.
Locate and select the documents/image (file) to upload from your computer or network.
Click Open.

The Imaging page displays again with the file path and name in the File Name
field.

21 Imaging -- Webpage Dialog *

Print & | Audit B | Spell Check ) Help ?

Provider Details
Provider Name: Laila, Zywfo-Tszuuzi
Provider 1D: 100169965
Worker: Robert C. Tihhvorm
Date Uploaded:

Image Details

Date Document Scanned: |'1U.|’1(]|"2(]10

Image Category: | Certificates and Training
Image Type: | Children's Medical Service (CMS) Training v |

File Name: [C:\Users\ChrisGOSSELINWPICtures\DCF  Browse...
Comments:

9. Inthe Comments field, enter a description of the uploaded file (image), up to 500

characters.
10. Click Save.
11. Click Close.
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Access or Delete an Image (file)

About Accessing the Imaging Page

You can access an Imaging page (uploaded files) from various access points within FSFN.
Files uploaded from the Create Case Work, Case Notes, and Meeting pages are viewable
from your Desktop or the Search page. They are listed on the Outliner, under Cases and File
Cabinet. You do not need to be assigned to the case to view Imaging pages from the Search

page.
L= |f the Image Category is Medical Record, the Imaging page does not display under

File Cabinet on the Outliner. It displays under Medical/Mental Health. You must have
security to access Medical/Mental Health information to access Medical Record images.

FSFN only displays Imaging pages that were created or modified within the last 24
months (2 years) on the Desktop or Search page. To access Imaging pages, you must
clear the Date Restricted check box on the Outliner.

In the center section of the Case Book and Person Book, you can access uploaded files for the
specific FSFN Case or Person. Files uploaded from the Create Case Work page display when
File Cabinet is selected from the Work drop down. Images attached to specific a case note or
meeting display when Case Notes or Meeting is selected.

Only Imaging pages that were created or modified in the last 12 months (1 year)
display on the Case Book and Person Book.

If the Image Category is Medical Record, the Imaging pages display in the
Medical/Mental Health group box on the Case Book and Person Book. Only Imaging
pages created or modified in the last 6 months display. You must have security to access
Medical/Mental Health information.

You can access Imaging pages that are attached to a case note or meeting on their respective
Case Notes or Meeting page. From the Actions List Box, the View Attached Images
hyperlink launches the Image History pop-up page. Images attached to the case note or
meeting are viewable.

If the image (photo) was uploaded from the Person Management page, it is viewable from the
Person Management page on the Additional tab or the Missing Child Report page. The
Current Photo, the most recently uploaded photo, is viewable from the Active Participants
group box on the Case Book or the Person Information group box on the Person Book.

For more information on accessing images within person records, the missing child report, case
notes, and meetings, see the Person Management, Missing Child Report, Notes, and Meeting
User Guides on the DCF FSFN Website (http://fsfn.dcf.state.fl.us).
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Based on the file type and the applications on your local machine, FSFN determines the
appropriate application to view the file. For example, if the uploaded file is a Microsoft Word
document (.doc), then FSFN opens the file with Microsoft Word. If the file is an image or
scanned document (e.g., .jpg), FSFN opens a Microsoft Internet Explorer page to view the
image.

If FSFEN is unable to open the appropriate application on your computer, a message appears
asking you to identify the application on your computer that you want to use to open the file. For
example, if you do not have Microsoft Word and the file type is .doc, you can select an
application from your computer that you know is able to open a .doc file.

Be aware that file compatibility issues can occur if users have different versions. If you
encounter a file that you are unable to access due to an incompatible format, contact the
user who loaded it or their office to assist. They can save the file in a format compatible to
your software version.

Once afile is uploaded and the Imaging page is successfully saved, the uploaded file
cannot be modified. However, depending on the file type and the application used to view
the file, you can save a copy of the file to your computer and modify the copy. If you need
to upload the modified file, you must create a new Imaging page.

If the image originated from the Mobile Data Capture Solution, the actual GPS
coordinates can display: Latitude, Longitude, Altitude and Timestamp. If these
coordinates are not available from the file, “not applicable” displays.

Key Tasks

To access an Imaging page from the FSFN Desktop

10. On the FSFN Ouitliner, click the Cases expando.
11. Click the Case Folder icon, then the File

Cabinet icon. ForidaiSare FamiliesNetwork: '$ ) C
12. Click the appropriate Image Category — Cieate: Mantin  Liites " Help
Type hyper“nk ConnCorn'sDasktop-D2Unit2
[¢| Date Restricted [ | Participant View
The Images display and are B W Tasks Catendar
W Cases
sorted by Category and Type The ) Adams. Adamss (1505061) Actions Case Book
In-.-eslzganon 05/05/2007 Gadde, Kiran Sumter 2634 Capital Circle North Eas , Webster, FL
Date Document Scanned and case =1 Saran(2100742) Aclions CaseBogk
.. . Investigation 04/M18/2013 Johnson, Robert Leon FL
participants display. b rused ruose
Intakes
. . . Adoption
If the Participant View check ﬁﬁ;_sz.f_,:m
. . # Education
box is selected, you need to click the ﬁa.;.i?nf_.-
. . J File Cabinet
appropriate Person icon before ® Coueaton - Oiher Essental School Recorcs
L. . . . 0411972013, Micha_ESE / t2013.paf, W ht, Micha;
CIICkIng on the Flle Cablnet Icon. £ Participant Documents - Child Resource Record
. . 04/02/2013, 02 - Hand writtes pdf, W L "
Only the Imaging pages that include e

" 0SM32013, Social Security jpg. Wainwright, Micha;

the specific case participant display.

* Participant Documents - Child Care - ReportsMoticesncidents
0410272013, 02 - Hand written note .pdf, Wainwright, Johh, Wainwright, Micha;

[;d Indepandant Living - Other Documants
0372612013, S_W hi_Case_\Visithiote doc, Wi ht, Johh; v
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Medical Record files display under the Medical/Mental Health icon.

The Imaging page displays.
13. In the Image Details group box, click the View hyperlink.

Hand Book (| Print '8, | Audit ‘B | Spel Check “y Help ?

Participant Details

Case: Sarah Wainwright Participants
Case ID: 2100742 Micha Wainwright
‘Worker: Corn WV, Conn

Date Uploaded: 05/21/2013 7:04 AM

Image Details

Date Document scanned:

Image Category: L
Image Type: EE rity v
File Name: Social Securty,'pgl View PpDelete

| S

Comments:

FSFN determines which application is appropriate to display based on the file
type.

Depending on the file type, the appropriate page displays.
14. When you are finished
viewing the image or file,
close the page.
You are returned to the
Imaging page.
15. Click Close.

“ \ ._ \' S
‘ . ¥ W0

Geographical Location of the IMAGE in Degrees

Latitude Not Available

Longitude Not Available I
Altitude ‘Not Available

Timestamp ©2013-05-13 00:00:00.0

<
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To access an Imaging page from the Case Book

1. On the Case Book, from the Work Type drop down above the center group box, select
File Cabinet.
The Imaging pages associated to the case display.

You can view the person photo, if available, by clicking the Current Photo
hyperlink in the Active Participants group box.

Florida Sare Famyilies Network: Hand Book ()| Prt & | Audk B | SpelCheck | Heb ?

\J Case Information

Wainwright, Sarah (2100742 [Fie cabinet ] Somati.iah Canoo B A
2101382)
Investigation; 04/18/2013; - Psychotropic Meds: No; 2 iy tion
Johnson, Robert; Leon FL \) Social Securty jpg Wainwright, Micha Date of Last Medical Exam: ;
N
051372013 Date of Last Dental Exam ; i ten
V| chid inv n

& Active Participants

R il reh for Paren
Date of Birth:  Age: 46 A 0412472013 | Education Diigent Search for Parent
Parent In The Home Wainwright Andy (Person Special Condtions
Date of Last Contact: ﬁ Case Notes-Case Notes 1D 2101380) School Name: ; Current /N Referral
Interview_SWainwright doc Grade:
Wainwright _Johh (Person 0472072013 Date Last Updated: 0572072013
D2101382) Wainwright,_Johh (Person v
Date of Birth: Age: 7 Eﬁ Case Notes-Case Notes 0. 2101382) School Name: Tom
Child Home Vist Photo 04192013.JPG ﬁlﬂ S o e s
u i
Date of Last Contact 0411872013 o
Hearing - Adv - Intial
Wainwright Wichy (Person [i§i Saselotes-Case Notes 04727/2013 12:00 AM; Cartwright,
D:2101383) Micha_Home Vist.pdf Tony (Person D: 2101384); Date
Current Phot 0411972013 Last Updated: 0411972013 1:23 PM
- Heariia. Acvisory - kil V| [Paricipant Actions
Case Notes-Case Notes 0472772013 12:00 AM; Wi ht,
Chiid M ,:m, oScnooI!\frsl pdf 2 vy {(Create CaseWork):
DMs i s Contat 0411972013 ﬁlﬂ Pending Diligent Search(es)
Education
Wainwright Sorah (Person 0-Other ntial 1 Recor 09“‘03'“ nden A
- 14/18/201 Eamdy Support
D2101381) Micha_ESE Assessment 2013.p4f Wainwright, Micha fantzon
Date of Birth: Age: 43 04/19/2013 Fie Cabin
Parent In The Home v
Date of Last Contact g Uestoosteeta Ingependent Living
tfing F !
H independent Living gsisrzqm%m“ b Adoption Information Living Arrangement
Cartwright I, Mike Arthur (Person D Wainwright, JohhiPerson D MedicalMental Heath
- B SosstitexCase totey it A | out-otHome Placement
Progress Report.pdf Date Last Updated: 04/19/2013
0411272013 Yainwright, Micha(Person : Placement Request
2101383 v
Services

Case Notes-Case Notes
s S_Wainwright_Vist doc

35 Meetings-Meetings

o Hedical/Mental Health

Date Last Updated: 04/19/2013

Only Imaging pages created in the last 12 months (1 year) display and are

sorted by the Date Document Scanned (newest to oldest). When two or more
Imaging pages have the same date, they sort alphabetical by Category and Type.
If the image is attached to a Case Notes or Meeting page, the appropriate page

ID is included in the hyperlink in parenthesis.

Scanned, and Participant Name(s) display, if applicable.

Below the Image Category — Type hyperlink, the File Name, Date Document

If you have security to access Medical/Mental Health information, Medical

Record images in the Medical/Mental Health group box on the Case Book can
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display. They do not display in the center group box.

2. Click the appropriate Image Category — Type hyperlink.
The Imaging page displays.
3. Inthe Image Details group box, click the View hyperlink.

Hand Book (- | Print ‘&, | Audt B | SpelCheck %y Help ?

Participant Details

Case: Sarah Wainwright Participants
Case ID: 2100742 Micha Wainwright
Worker: Corn IV, Conn

Date Uploaded: 05/21/2013 7:04 AM

Image Details

Date Document scanned:

Image Category: i
Image Type: (vl

File Name: Social Security jpg| View [Delete

Comments: Enter a description of the uploaded file

FSFN determines which application is appropriate to use to display the image
based on the file type.

Depending on the file type, the appropriate page displays.
4. When you are finished viewing the
image or file, close the page.
You are returned to the Imaging
page.
5. Click Close.

; :
RN %
& 3 -
¥ ’ ;
- e~
. ’
i -3

Geographical Location of the IMAGE in Degrees

Latitude Not Available

Longitude Not Available I
Altitude ‘Not Available '
Timestamp 2013-05-13 00:00:00.0
<
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To access an Imaging page from the Person Book

1. On the Desktop, from the Work Type drop down above the center group box, select File
Cabinet.
The Imaging pages associated to the person display.

You can view the person photo, if available, by clicking the Current Photo
hyperlink in the Person Information group box.

Florida Sare Families Network

i‘ Person Information + Medical/Mental Health
Mapucabt Micha (2101283) [Fie Cabinet v Medical Mental Heath (
> F’s“" IS’“ ""v ; "' ( 100742) Psychatropic Medications: No;
Date of Birth: 10/16/2004 s ocial Security jpg  Wainwright, Micha .
Age: & 0511372013 Cinically Diagnosed Disabilty: Yes;
SSN: 322-77-4354
Race: White E) 0-Other Essential | Records 100742) Medical lental Heath (Case D, v
Home Phone: (850)223-4312 Micha_ESE Assessment 2013.pdf Wainwright, Micha 100760}
Cell Phone: 041192013 oot abaaale P0e st atianas\Fan
Current Address: - Participant Documents-Chikt Care - RepodsMoticesincidents (Case I 2100742) ® taucation
Primary Residence <&/ "02-Hand wrtten note .pdf Wainwright, Johh, Wanwright, Micha Education Record (Case ID: 210074:
04/19/72013 - Present 04/02/2013 School Name: Tom Brown; Current
1521 Apalachee Pkwy Grade: Two
Tallahassee, FL, 32308 Date Last Updated: 057202013
~, Padicipant Documents-Chiki Resource Record (Case 1D 2100742}
</ 02-Hand written note .pdf Wainwright, Micha
04/02/2013
fﬁ independent Living-Other D nts ( 2100742)
S_Wainwright_Case_VistNote.doc Wainwright, Johh, Wanwright, Micha
02/26/2013 il scheduted Legal Actions
Hearing - A - Ingigl {

e s on 2isores

;\lv:s::galm oarrnjzou 5 . 0472772013 12:00 AM; Attorney: ; Date
5 3 1972013 4:29 PM

JENKS, AMY; Leon 1521 Apalachee Last Updated: 04/19/2013 4:29

Piwy , Talahassee, FL 32308

Yainwright rah { 2100742 ) 0
Iinvestigation; 04/18/2013;

Johnson, Robert; Leon FL

West, Kedy ( 2100761 ) Open v'%ja:?:no" lnlrommuon‘ o
Iinvestigation; 04/21/2013; ¥ )

FULLER, JOSHUA, Leon 1521 Date Last Updated: 04/19/2013
Apalachee Pkwy , Talahassee, FL A nn' Agreement (.
2100742

32308 Date Last Updated: 047212013

Imaging pages that display are associated to the person across FSFN Cases
in which the person is a participant; the specific Case ID is in parenthesis.

Only Imaging pages created in the last 12 months (1 year) display and are
sorted by the Date Document Scanned (newest to oldest). When two or more
Imaging pages have the same date, they sort alphabetical by Category and Type.
If the image is attached to a Case Notes or Meeting page, the appropriate page
ID is included in the hyperlink in parenthesis.

Below the Image Category — Type hyperlink, the File Name, Date Document
Scanned, and Participant Name(s) display.

If you have security to access Medical/Mental Health information, you can
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access Medical Record images in the Medical/Mental Health group box on the
Person Book. They not do display in the center group box.

2. Click the appropriate Image Category — Type hyperlink.

The Imaging page displays. Hand Book (| Print 2 | Audit B | Spel Check % | Hebp ?

Participant Details

3. Inthe Image Details group box, e e gt
click the View hyperlink. o tondes tiranors 114t
Image Details

Date Document scanned:

Image Category:

File Name: 02 - Hand written note .pdf] View |Delete

Image Type:

Comments:

FSFN determines which application is appropriate to use to display the image
based on the file type.

Depending on the file type, the appropriate page displays.
4. When you are finished viewing the image or file, close the page.
You are returned to the Imaging page.

5. Click Close.
—
(VS @ v uﬂu;u 14001 /Misacwia/CMZ3 Imaging dc-i,.m:.,i =6 S scan
Mar28 1307412 : 5 -
[
N \6
k».' by ‘-q\
\:;?: \ 5 /‘ .P
“ CLIENT PROGRESS NOTES
Last Name First Name l Counselor Unil Number Report Number !
Sones , “Dede ] B Bricf 00 OOD-XXDD | |
Date | Dot | WV -MD2de Sores 'A-éq_ \D . Sceke 4, |‘
Nisks | PV Dede odmida an J‘bbmk .
Obsorvekipn: Deode Socmed pParylons Noskead | N
Pwbn_a ot ek ey A WSvae
‘\'ﬁf‘q a .)SJ-‘) ) 25, mur-‘h-\ LAYO s US |
<) T ,
7 OVe, A S~ W v\
. Ly H :
L Dbl Jaeim oloe uhile g .
'« Dede N COad
ack i Jiadk in ) v Dl A ,
1 Z Yook a - wi%‘\'d h\‘n7 1 J
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To access an Imaging page from the Search page

1. Onthe FSFN Desktop, click Search on the Banner bar.
OR
1. On the Desktop, from the Utilities menu, click Search.

2. From either the Case or Person tab, conduct a search to locate the appropriate case or
person.

At the Case level, you can search for Images uploaded from Case Notes,
Meetings, Child Investigation, Present Danger Assessment (PDA), Safety Plan,
Legal Documentation, and Unified Home Study.

For more information on searching for a case or person, see the Search User
Guide on the DCF FSFN Website (http://fsfn.dcf.state.fl.us).

3. After the search is conducted, and the appropriate case or person is found, expand the
case or person in the search results.
4. Click the File Cabinet icon.

The Imaging pages display sorted by the Date Document Scanned. The
category, type, and case participants associated to the image display.

Images with the category of Medical Record display under the Medical/Mental
Health icon.

Investigation and Assessment Images can be searched as a sole search
category, or with other search criteria. Investigation and Assessment images are
associated with the Child Investigation page at the case level. Based on the
Invs/Assessment Number selected, the system returns any Image pages
associated with that Invs/Assessment Number. You are able to search solely by
Invs/Assessment number. This association occurs from the Child Investigation
page, whereby the user can attach multiple images.

Page 39 of 53
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print 2 | Audit B | SpellCheck 7 Help ?

Hand Book {~

Search Criteria —
Date Documert Scannect  Start Date: "MMWEDYYYY 1 gry page:  MMDDAVYYY

Caze Name: Mock, Mother
¥ Invsifssessment Number:

Image Category: ¥ image Type: v
Clear Fields

Images Returned
Datef Time Uploaded  Worker Name

Image Image Type File Name Parlicipant Name(s) Date Document
Category Scanned
124172012 1241072012 09:304M Worker, Mock

Income Yerification -
Home Study Document testfile doc

1272452012 120222012 10:004M Wiorker, MNew

Investigations Evidence filename jpg

5. Click the appropriate Image Category — Type hyperlink.
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Florida Safe Families Network Hand Book (| Print B Audt B | SpelCheck 7 Hep ?
Person Provider/Organization
Search Criteria
Last Hame: [wainwright First Name: | Case ;| Intake # County:| I~]
Date Restricted  [¥] Participant View Search Precision: @) m—
Low High
) Additional Search Criteria
Record 1to 4 of &
_Cases Returned
Investigation Status: Open M11!2008 cio: L, FL ~
() Wainwrioht Sarah (2100742)  Actons Case Baok
Investigation Status: Open 04/18/2013 Johnson, Robert Adting Supendisor CIO: . FL
Cartwright, Eric(2101469) Removal M 03/07/2002  Adtions _em?_&o_ﬂ_
4 Cartwrightil Mike Athur (2101386) Active M 08/27/1995  Actions Person Book
4 Cartwright, Tony (2101384) Active M 06191959  Adlions Person Book
4 wainwright Andy (2101380) Active M 04201967  Adlions Person Book
iwwwm m Eerson Bogk
bMopnon
IEASSlqnmanl
&) Education
o Eligibility
[JFite Cabinet
L] - al School R
u-mgrzms Micha_ESE 20139« i Micha;
E: men hil rce R
04/02/2013, 02 - Hand written note .pdf, Walnwﬂght Michal
Participant Documents - Social Securi
051312013, Social Securityjpg, Wainwright, Micha; W
ST Dadicinant Nacoamants Carinl Qaerihe
Close
The Imaglng page dlsplays. FSFN. Hand Book (- Print B Audt B | Spel Check %) Hep ?
Participant Details
H Case: Sarah Wainwright Participants
6. Inthe Image Details group box, e e el
1 H H Worker: Johnson, Robert
click the View hyperlink. B ate o

Image Details
Date Document scanned:

Image Category: = [
Image Type: I-.'.i. i ¢ Record |
File Name: 02 - Hand written note pdf | View [Dalete
Comments: Hand wrilten note

FSFN determines which application is appropriate to use to display the image
based on the file type.

Depending on the file type, the appropriate page displays.
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7. When you are finished viewing the image or file, close the page.
You are returned to the Imaging page.
8. Click Close.

—

J(’\.ﬂ st/ scfsdL11:14001 s Y|:3_|magﬁgdc " p-cl & scfzarnl %

1

Mar 28 1307:41a S p.2

§ g
& i \e
P ~y ‘ 6@«*\0
\n:» N
‘ CLIENT PROGRESS NOTES /

Last Name Unit Number Report Number l

First Name | Counselor
Sores , Dede | BBt 00 Oow-xxo | ||

O | ot | PV -TDodle Sores , e 10 - Sgakee 5
Nisks | PV MDede adoida aen )OONJ'\

Obsoroskipn . Deode soemed pPayions  \osked | !
A‘ana.Cx— puy -Cm-\—o»A o/\u-ﬁr«\o :‘\r
deovs a I Himes, O\ iy paNeryi oS

fove I r=~t2 v o\ 4

) Fhrrbk%
v o\ G [
« Dede in w-‘k\ w\«\%w ’CN
a.p]r L~ Jw\\*‘ i M___ |
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To access an Imaging page from the Provider Search page

1. Onthe FSFN Desktop, select the Utilities Drop Down and then select Provider File
Cabinet Search from the drop down.

2. The Provider File Cabinet Search Page opens.

Florida Safe Families Network

2 O O V)
Search Criteria

Provider ID Provider/ Organization Name: | First Name: | Type: [Both V]
Image Category: | V] image Type: | V]
Date Document Scanned: Start Date: J00/00/0000 End Date: [00/00/0000
Fiscal Agency Service Category.
[Amy Test Agency ‘Adoption
BIG BEND CBC EASTFA Do Not Use A Assessment & Evaluation ~
BIG BEND CBC FA Child Activity
Central Office Child Weifare Child Care
Childrens Home Society Client Education/Training
Childrens Network of SW Flori Clothing
ChildNet Inc Correctional Placement
ChildNet Palm Beach Counseling/ Therapy
Cnir for Fami and Child Enrich v |Food v
GBC of Brevard Foster Home
Hold down the 'Ciri" key for multi-selection up to 5 Fiscal Agencies ~ Hold down the 'Ctri' key for multi-selection
Images Returned
Provider Name (Provider 1D Status Parent Agency Image Category Image Type File Name Date Document Comments Worker Name
Scanned

®125% ~

The Type dropdown will default to Both.

3. Fillin the desired search information in the Search Criteria group box and select the
search button.

If the search yields more than 1000 results the user will receive an error

message and will need to refine the search criteria and search again.

‘K January 04, 2019
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Florida Sare Families Network: ) pint B Auit B %) telp 2
Search Criteria
Provider D: [ Provider Organization Name: [i*
imagecategory: [ [~] ImageType: | ]
Date Document Scanned: ~ Start Date: [00/00/0000  End Date: [00/00/0000

Fiscal Agency Service Category

[Amy Test Agency ‘Adoption
BIG BEND CBC EASTFA Do Not Use

First Name: [g* Type: [Both Iv]

ChildNet Inc

ChildNet Palm Beach

Cntr for Fami and Child Enrich
CBC of Brevard

Images Returned

Rows retumned: 30

Correctional Placement
o |Counseingl Therapy

Foster Home

Hold down the 'Cri key for multi-selection up to 5 Fiscal Agencies  Hold down the 'Ctri' key for multi-selection

A |Assessment &Evaluation A
BIG BEND CBC FA Child Activity
Central Office Child Welfare Chiid Care
Childrens Home Society Client Education/Training
Childrens Network of SW Flori Clothing

ciar s | _searn

Provider Name (Provider ID) Status  Parent Agency Image Cafegory Image Type File Name Date Document Worker Name
Scanned
Flippo, Geraldine Glenda . _ DZOGVIH, DEBRA
i Unified Home Study .
100138993, Active BIG BEND CBC EAST Unified Home Studi Home Study - Adoption signed homestudy.pdf 07/20/2017 INGLES A
Freedman. Genilza Oliveira ; ] )
Unified Home Study - | Hnzooh, Katrella Y
(i00175167 Adive  OurKids Inc Unified Home Stud Home Study - Adoption Freeman home studypdf  08/26/2017 Hnzooh_ Katrella Y
Fleming, Gail (100037191 Active DCF Child Welfare Unified Home Study Affidavits or Attestations Fleming pdf 041772017 Qzhxfoxz, Tamara
Fleming, Gail (100037191 Active ?I';‘r‘f’e”‘s Networkof SW \yified Home Study ;‘;’;‘Ifys“‘“y - FosterUnified ¢ emiing 145 par 040412017 Hxslvmztvo, Melissa
Fremmer, Greichen (100088686) ~ Acive  DCF Child Welfare Unified Home Study Afiidavits or Aftestations ~ ~OT24MBI001F.PDF 0212772017 IZMWZAAL_CAROLE
Field, Grace (100122533) Active  Kids Central, Inc Unified Home Study Home Study - Adoption ?B&”‘;;T“DVSECT'ON 0212012017 AEWARMHPR, DEBRAH
Field, Grace (100122533) Active  Kids Central, Inc. Unified Home Study Home Study - Adoption ;'gﬂ”;;T'UDYSECT'ON 0212012017 AT'FWW'M
E v
Field, Grace (100122533) Active  Kids Central, Inc. Unified Home Study Home Study - Adoption ;'SA”EEES;‘L;DYSECT'ON 0212012017 ‘w

®I125% -

4. To view the attached image, select the hyperlink in the desired Person Providers Image

Category.

5. The Imaging page displays.

6. Inthe Image Details group box, click the View hyperlink.

based on the file type.

7. Depending on the file type, the appropriate page displays.

8. When you are finished viewing the image or file, close the page.

9. You are returned to the Imaging page.

10. Click Close.

MYFLEAMILIES.COM

0@ .
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About Deleting an Imaging Page

The actual Imaging page cannot be deleted; however, the uploaded file can be deleted from
the Imaging page. The Imaging page remains and indicates that the file was deleted. FSFN
also tracks when and who deleted the file.

FSFN restricts the ability to delete files through your Login Profile (Security Profile). If you have
the correct security, a Delete hyperlink displays beside the View hyperlink after the Imaging
page is successfully saved for the first time.

The Delete hyperlink only displays if the Imaging page is accessed from your Desktop, Case
Book, or Person Book. If you access the Imaging page from the Search page, the Delete
hyperlink does not display.

Key Tasks

To delete a file from an Imaging page

1. From the Imaging page, select the Delete hyperlink.
The Validation Error dialog box displays the following message: “Do you want to delete
the Image from this record?”

2. Click Yes.
You are returned to the Imaging page.

3. Click Close.

When you delete a file, “lmage Deleted” replaces the File Name and who and
when replaces the description in the Comments.
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Hand Book {  Print & Audt B Spel Check 7] Hebp '?
Participant Details
Case: Sarah Wainwright Participants
Case ID: 2100742 Wainwright, Micha
Worker: Corn IV, Conn

Date Uploaded: 05/21/2013 2:48 AM

Image Details
Date Document scanned:
Image Category: |Part|c.|:ar1: Documents v
Image Type: IScc:aI Security v
File Name: ImageDeleted
Comments: [image was deleted by Corn, Conn on

05/21/2013 7:26 AM]

Save Close

PATAR),
) 2
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Search for an Image (file) from File Cabinet Search

About File Cabinet Search Page

The File Cabinet Search page enables you to search for specific uploaded files and images.
You can access the File Cabinet Search page from any Actions hyperlink associated with a
FSFN Case on the Desktop or on the Search page. You can also access the File Cabinet
Search page from the Case Book.

The search criteria options include the Image Category and Type and a date range for the
Date Document Scanned. The search criteria options include the Image Category and Image
Type, and a date range for the Date Document Scanned. If you do not enter any search
criterion, the results include all images associated to the case, except those with a Medical
Record category. The displayed images include those attached to a case note or meeting.
Additionally, the files uploaded from the Out of County Services page also display. Person
Management Photos and Adoption Photos are not included in the search results.

The search results display in a column format and include the Image Category, Image Type,
File Name, Participant Name(s), and Date Documented Scanned. The Date and Time the file
was uploaded (created), and the Worker Name, are sortable columns (blue headings). The
initial sort is by Date Document Scanned (newest to oldest). When two or more search results
have the same date, they sort alphabetical by Category and Type.

If the value of “Participant Documents” is selected for the Image Category, the available values
in the Image Type will display an option of “Inactive Value: Voluntary Protective Services
Agreement”.  Although the “Voluntary Protective Services Agreement” value has been
inactivated and can no longer be used for new images, it is still available on the File Cabinet
Search page so that users may continue to search for and view documents that were

associated with this Image Type prior to it being inactivated.

Also, when the “Participant Documents” value is selected as the Image Category, the previous
Image Type value of “Non-Judicial Services Agreement” has been changed, and now reflects

“Services Agreement”.

When you click the Image Category hyperlink, FSFN launches the Imaging page. In addition,

you can click the Worker Name hyperlink to email the worker.

You cannot delete images from the File Cabinet Search page.
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Key Tasks

To search for Imaging pages

You can access the File
Cabinet Search page from any
Actions hyperlink associated with a Select Action
FSFN Case on the Desktop or on O creats Case Hoto

() Case Note Criteria Search

the Search page. O Create Meeting

O create Assignment
O View Tasks Due

FSFN HandBook (= Print & = Audt B SpelCheck s Help ?

1. Click the Actions hyperlink

associated to the appropriate O create Alert
FSFN Case_ () case Transfer Request

2. The Actions pop-up page
displays.

3. Inthe Select Action group box,
select the File Cabinet Search
radio button.

4. Click Continue.

Florida Sale Families Network: Hand Book (| Print &,
[ Mote =
You can (= case information Create Case Work Case Note Search Crileria g Cabingl Search + Medicalilte
access the bt Saran (210073 [Fie Cabiet ~ Lot
. . Investigation; 0418/2013;
Participant D Social Securty Psychotropic Meds:
File Cabinet Johnson, Rabert; Leon FL O “socin Secartyipg. Wawright Micha A Date of Last Hedi

0511372013 Date of Last Dental

Search page

‘i‘ Active Participants m Case Notes-Case Notes

R S_Wainwright_Vist doc e
from Case S ato Age 45 . S Wainwrs i caucation
B k b Parent In The Home Wainwright, Andy (]

00 y Date of Last Contact: ﬁ Case Notes-Case Notes 1D: 2101380) Schog

. . Interview_SWainwright doc Grade;
Cllelng the Wainwright_Johh (Person 0472012073 Date Last Updated:

. . D:2101382} Wainwright, Johh

Date of Birth: Age: 7 Case Notes-Case Notes 1D 2101282) Schod
File Cabinet Child ] Home Visi Photo 04192013.JPG il

Date of Last Contact 041912013 B Scheduled
Search

hyperlink.

The File Cabinet Search page displays with the Case Name.

5. Inthe Search Criteria group box, select a category from the Image Category drop
down if applicable.

The Image Category filters the Image Types, which are only available if you
select a category.

6. From the Image Type drop down, select an image type if applicable.
7. Enter the Date Document Scanned Start Date and End Date, if applicable.
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The Start Date and End Date can be the same, but cannot be a future date,
nor can the End Date be prior to the Start Date.

8. Click Search.

The Clear Fields button removes any entered criteria.

Florida Safe Families Network | prine B, | Aude B | Help 2
Search Criteria
Cass Mame: Christmas, Mothar Cats documant Ecannzd: Start Date: [(000DOD0  Eng Date: [DOADDI00
image category: | % | image Typa: | [~ invsiassszzmant numper: | Ed
Images Returned
Image Categary Image Type Filz Name ParticipantMame(s) Date Document Date/Time Uploaded Worker Mame
Scanned

9. FSFN displays the Images in a tabular format in the Images Returned group box and
sorts by Date Document Scanned.

LEEP  |f the Image Type is "Other”, the associated text field displays as well.
The file name column is blank if the file is deleted.

10. Click the Date/Time Uploaded or Worker Name column heading to resort the table.
11. From the Image Category column, click the appropriate hyperlink to view the file.

You can click the Worker Name hyperlink to email the worker that uploaded
the file.
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I Florida Safe Famifies Network

Search Criteria
Czss Mame Chrisimas, Mothar Cate document ecannzd: Star Date: |DCI-UD~'DCIIII End Date: [D30070000
Image Calegory: |Pariicigant Documents %] image Typa: | %] invarasszssmant Number: | T~]

Images Returned

Image Category Image Type Filz Name Participantame(s) Date Document DateTime Uploaded  VWarker MNams

Scanned
Participant Documents  Other - Tagt Chrysamhamum.]pg BN 1070172016 10726/2016 3:27 PM QVMEH, AMY M
: Slstar;Chiiebmas, Grothar : :

&
3
)

i

AAND ¥
MYFLEAMILIES.COM
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Images (files) Attached to Case Notes and Meetings

If you created a Case Notes or Meeting page, you can create an Imaging page that is
attached to either page. You do not need to be assigned to the case to create a Case Notes or
Meeting page. Additionally, if you are the supervisor of the user that created the Case Notes
or Meeting page, you can also attach an image to the case note or meeting as well.

You can view Imaging pages that are attached to a case note or meeting on their respective
Case Notes or Meeting page. From the Actions List Box, the View Attached Images
hyperlink launches the Image History pop-up page. Images attached to the case note or
meeting are viewable.

For more information on attaching images to case notes and meetings, see the Notes and
Meeting User Guides on the DCF FSFN Website (http://fsfn.dcf.state.fl.us).
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Search for an Image (file) from the Provider File Cabinet Search

About Provider File Cabinet Search

The Provider File Cabinet Search page enables you to search for specific provider uploaded
files and images. You can access the Provider File Cabinet Search Page through the Utilities
drop down from the FSFN homepage.

From the Provider File Cabinet Search page, the user can search from Provider ID.
Provider Organization Name, Type, Image Category, Image type, and Date Document
Scanned. After a search is conducted the Images Returned Group box populates with the
search results. Search results are displayed in rows and can be sorted using the column
headers that are hyperlinks. No more than 1000 search results will be displayed; if more are
returned, a pop-up will inform the user to narrow the search and search again.

From a returned row in the Images Returned group box the user can access a number of
pages via hyperlinks. The Provider Name returned row displays as a blue hyperlink with the
Provider Name listed Last Name, First name (Provider ID) or Provider Name (Provider ID).
Clicking the Provider Name hyperlink launches the Person Provider or Organization
Provider page in view only mode. The Image category hyperlink (Home study, Certificates
and Training, Required Signed Documents, Provider Household Documents), when selected,
launches the corresponding imaging page in view only mode. Lastly the user can select the
Worker Name Hyperlink which launches the default email program on the user’s computer and
populates a new email with the Primary Worker’s email address.

Key Tasks

To conduct a Search in Provider File Cabinet

To access the Provider File Cabinet Search, select the Utilities Dropdown and
select Provider File Cabinet.

1. Fillin the desired search criteria in the Search Criteria group box and select the
Search button.

If more than 1000 results are returned the user will get a validation message
and must refine the search criteria.
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Search Criteria
Provider I Provider/ Organization Name: [f* First Name: [g* Type: [Both V]
Image Category: | [v] Image Type: | Lv]
Date Document Scanned:  Start Date: [00/00/0000  End Date: [00/00/0000
Fiscal Agency: Senvice Category:
Amy Test Agency Adoption
BIG BEND CBC EASTFA Do Not Use A Assessment & Evaluation A
BIG BEND CBC FA Child Activity
Central Office Child Welfare Child Care
Childrens Home Society Client Education/Training
Childrens Network of SW Flori Clothing
ChildNet Inc Correctional Placement
ChildNet Palm Beach Counseling/ Therapy
Chntr for Fami and Child Enrich v Food v
CBC of Brevard Foster Home:

Hold down the "Ctri" key for multi-selection up to 5 Fiscal Agencies  Hold down the 'Ctrl' key for multi-selection

Jezrbeice

Images Returned

Provider Name (Provider ID) Status  Parent Agency Image Category Image Type File Name Date Document  Comments Worker Name
Scanned
Flippo, Geraldine Glenda e DZOGVIH, DEBRA
Unified Home Study -
I Acive  BIG BEND CBC EAST Unified Home Stud Home Study - Adoption signed homestudy pdt 071202017 el o
Freedman, Genilza Oliveira - ~
fecdman, Acive  OurKids Inc Unified Home Study Home Study - Adoption Freeman home study pdf  06/28/2017 Hnzooh Katrella Y
Fleming, Gail (100037191 Active: DCF Child Welfare Unified Home Study Affidavits or Attestations Fleming_pdf 04/17/2017 zhxfoxz, Tamara
Eleming, Gail (100037191 Active: glrgr“d'e"‘s Network of SW Unified Home Study ?;rr:ileystudy - Foster Unified Fleming HS.pdf 04/04/2017 Hxslvmztvo, Melissa
Fremmer, Grefchen (100088686) ~ Actve  DCF Chid Weffare Unified Home Study Affidavits or Aftestations ~ ~OT24MGI001F PDF 0212712017 IZMWZAAL_ GAROLE
Field. Grace (100122533) Active  Kids Central, Inc. Unified Home Study Home Study - Adoption ;‘@"E”idsfmw SECTION 0312012017 AT'F"VARM”M
Field, Grace (100122533) Acive  Kids Central, Inc. Unified Home Study Home Study - Adoption POME STUDYSECTION.  ga0i0017 AT'FWARMHM
3 v
Field, Grace (100122533) Active  Kids Central, Inc. Unified Home Study Home Study - Adoption ;"?F"{”EEE%?DY SECTION 052012017 /w

Rows refurned: 30 | Close |

®125% ~

2. The Images returned group box populates based on the search criteria.

Select the Clear Fields button to clear all the fields in the Search Criteria group box.

4. Using the column header hyperlinks, the user can rearrange the Images returned based
on Provider Name (Provider ID), Parent Agency, Image Category, Image Type, and
Date Document Scanned.

5. The user can launch the Person Provider or Organization Provider pages by selecting
the name hyperlink in under the Provider Name (Provider ID) column.

6. The user can launch the imaging page by select the hyperlink in the Image Category
column.

w

7. By selecting the Worker Name, the user can open the default email program on their
machine with the To line of the email addressed to the Worker.
8. Select the Close button to close the page.
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