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1 About ARC

Advice, Referrals and Case Management (ARC) is the system developed for Family and Child Connect
services to manage information and advice, referrals, assessments, case management and reporting.
ARC integrates tools and performance reporting to streamline the capture of reliable data for
evaluating the outcomes achieved for vulnerable children and families.

Throughout this manual, those data fields which are critical for reporting and evaluation purposes
are marked with *.

1.1 Logging into ARC

1. Type the URL https://srs-gld-families.infoxchangeapps.net.au into the browser

2. Login using your unique username and password. For first time access, refer section Logging In
for the first time.

e You have 4 attempts to enter the correct username and password
e Onab5™unsuccessful attempt you will be blocked from logging in for a period of 1 hour
The News section will keep you informed of any software updates or system outages

Details of support options are listed in the Need help using ARC? Section.

supporting =
families ) Infoxchange

Advice Referrals and Case Management Login to your account

Thes

Poveword

About ARC News Need help using ARC?

Manual gty b hare o ecce



https://srs-qld-families.infoxchangeapps.net.au/
https://into/
https://into/

1.2 Logging in for the first time

When you log in for the first time, you may be asked to change your password. We recommend that you
change your password to something easy to remember. Do not write down your password.

When logging in the first time, you will also be asked to update your security questions and email
address, this will help identify you within the system and allow you to reset your password if required.
You will be prompted to update these preferences each time you login until you complete these
items. Refer to User Preferences for an outline of the security preferences available.

1.3 Navigating ARC

supporting IFS Training 1
- & i sl e

Once you have logged into ARC, the Home page displays as the default view.
Each screen within ARC comprises 3 areas :

e Pages -6 options on the left-hand side
e Tabs-appear across the top for each Page
o Workspace area - the central area.

Pages are grouped according to theme :

Home page: Range of worker tools + Enquiry form

Persons page: Search for clients and manage client records

Days page: Enter or view data related to a particular day/date

Cases page: View and access Case Summaries

Reports page: Define and run various reports

Admin page: User preferences, documents and coordinator functions

Each Page has multiple Tabs. Tabs allow the user to carry out particular functions within the selected
Page.



The diagram below is a useful reference for understanding the process (start to finish) for using ARC in
supporting vulnerable children and families.

Receive Referral: /Referral received from :
Phone - another service within ARC
Email - familysupportreferral online

In person : Home page, Referrals tab

- . /
g

Respond : Accept Referral

~

Create Enquiry

For Response Types 3 and 4

Create Person record

Notes must be recorded throughout
to capture time spent on activities. Add

Relationships for
Create Case Summary family members

(ensure Persons are added)

Record Date of consent to engage with
your service (on the Case Summary)

Complete Assessments

SDM Safety Assessment

(outcomes only)

Make Referral to another service

Close:

Case Summary - Closure date
Consent (on Person record if used )

Key Worker (on Person record) - End date




1.4 Viewing Prior Records

Data in ARC should not be deleted unless it was incorrectly entered. If information is no longer current
or work has been completed, record the date that record ceased being correct or was completed (the
‘end date’). This will close the record, but not delete it. It will be retained and able to be viewed from
the View Prior section. A new record is simply created to record the current / new activity.

This View Prior feature occurs throughout ARC - the screenshots below provide an example of how it

appears.

In Screenshot 1, you can see the View Prior button appears against Cases / Case Summary : this
indicates that this Person has a current Case Summary and previous closed Case/s.

To view the previous records, simply click the View Prior button - the ‘closed’ records will display, as

shown in Screenshot 2.

To hide the closed records, simply click the View Prior button again.

Screenshot 1

FaCC Training 1

supporting
families

Home

Persons Person / Alias:

Beverley Banana
Relationships:

Person
|l Briana Banana
Byron Banana

Profiles

No profiles exist

B £ Recent List
Beverley Banana

Cases

Description
Case Summary
Banana Family

Address:

No address exists

No contacts exist

Relationship
Mother
Brother

Role Workgroup

FaCC Training 1

Phone & other contacts:

Beverley Banana remale, DOB: 01/01/2000 (Age 16 yrs)
Search pIcHEY Notes Supports Alerts Consent Referrals Plans Tasks

Primary Name

Create new relationship
pos

01/04/1981
02/01/2005

Comments

Create new profile

‘ Create new Case Vlew Prior

Start Last Update

05/05/2016 05/05/2016

Create new address
Create new econtact

Screenshot 2

FaCC Training 1

supporting
families

Home

Persons

Beverley Banana remale, DOB: 01/01/2000 (Age 16 yrs)

Search [pUICIEY Notes Supports Alerts Consent Referrals Plans Tasks

Parson / Akss:
Days Beverley Banana Primary Name

Relationships: Create new relationship
Person Relationship DOB Comments
Briana Banana Mother 01/04/1981
Byron Banana Brother 02/01/2005

B & Recent List Pri

ofies
Beverley Banana Cranta naw; profile

No profiles exist
cace o)
Description Role Workgroup Start Last Update
Case Summary
Banana Family FaCC Training 1 05/05/2016 05/05/2016
Prior Case
Description Role Workgroup Start End
Case Summary
Banana Family Referred Child FaCC Training 1 15/03/2016 01/05/2016
Address:
No address exists




1.5 Toggle for access to Person records

On the lefthand side of your screen, underneath the Pages, there are 3 toggle options to display recent Person
records :

e Recent List : displays the 10 most recent Person records you have accessed
e My List : displays the Persons for which you are listed as a Key Worker
e Team Managed : displays the Persons where Team Managed has been selected as Key Worker.

Simply:

|
L

1. Clickthe toggle icon to select your required display

2. Click onthe blue name to open that Person record

3. Clickthebox & .to expand or hide records

supporting

supporting supporting | | supporting families

families families families

Home

Home
Persons

Persons

Persons Persons

£ Recent List

James Anderson < My List < Team Managed
Connor Turner James Anderson Connor Turner
Oscar Baker

£ Recent List

1.6 Logging off

Log off via the log outicon on the top at the far right of the screen. Simply click to log out. Users should
log out as soon as they have completed their work within ARC.

suppomng FaCC Training 1 A Coordinator (Coordinator
families Beverley Banana remale, DOB: 01/01/2000 (Age 16 yrs)
Search [N Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents
Person / Alias: IR © Case Summary Bne
Beverley Banana Primary Name Aption | Banana Family |
Relationships: =
i Create new relationshin_ I el Role StartDate  EndDate 4
Porson Relationship o8 St Beverfey Banana 05/05/2016 Vs
Briana Banana Mother 01/04/1981
Byron Banana Brother 02/01/2005 Referral  Family Strengths and Worries  Closure
~ o
o o A
_ M- oeofiles st * Original Referral Disability Service ~

10



1.7 Access to more than one workgroup

In ARC, each service is set-up as a separate workgroup. For some organisations, staff may work across
anumber of servicesi.e. access isrequired for more than one workgroup. Where this is required, each
worker only needs one log in to ARC with ‘multiple workgroup access’ enabled by the Infoxchange
Support Desk. This provides the most efficient access for the worker and the most economic use of
available licenses.

With ‘multiple workgroup access’ enabled, simply click the Change Workgroup icon, as shown below,
in the top right of your screen to select the workgroup you require.

supporling FaCC Training 1 A Coordinator (Coordinator)
families Beverley Banana remale, DOB: 01/01/2000 (Age 16 yrs) .
Home Search [PEZUEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Py 2
SN Person / Alias: O Case Summary [2]7)

Beverley Banana Primary Name

Description [ Banana Family ]

e o o ior
P CaBet:pe Itok: & person Role Start Date End Date +

Person Relationshi poB c ts
a o ommen Beverley Banana 05/05/2016 V.
Briana Banana Maother 01/04/1981

Byron Banana Brother 02/01/2005 Referral Family Strengths and Wormes  Closure

B & Recent List Py Original Referral
e  Create nev oot bl
Beverley Banana Create new profile

* Original Referral  Disability Service v/
fi §
No profiles exist Source

The workgroup options you have available will display. Simply select the radio button for the required
workgroup and click OK.

My Workgroups x

Select to change to another workgroup

C FaCC Training 1
® IFS Training 1

@ow this window after every login m

Tick the checkbox on this screen to display your workgroups options on each log in. If not checked, you
will be logged in to the workgroup you last exited. Access to your other workgroups is available via the
Change Workgroup icon.

1.8 Concurrent edit warning

Should two workers be concurrently editing / updating a record, the following message will appear:

This record has been updated by another user while you were
editing it.

Updated by on 16/02/2016 09:40:31.661835 AEST

Please choose one of the following action to proceed:

® Apply my changes anyway (the other user's changes will
be overwritten)

O Discard my changes and redisplay (load changes made by
the other user)

Select the required option, then click Continue.

11



1.9 Forgotten password

After you have logged in for the first time and have completed your preferences, the ‘Forgot your
password?’ link on the landing page can be of great help.

If you haven’t set up your User Preferences, you will need to contact an ARC Coordinator within your
service or call the Infoxchange Support Team to reset your password.

1. Click Forgot your password in the log-in section on the ARC landing page.

Login to your account

Username |

Password

2. Enteryour username and the email address registered with your user profile and select
Submit Step 1

5‘%3?{.22 o ¢ Infoxchange

To reset your password you have to follow 3 simple steps.

Step 1 of 3 - Please fill the form below
Enter your usemname and the registered emal address recorded in your SRS/SHIP user preferences

At the completion of Step 1 a reset key will be sent to your registered email address

Usemame firstname lastname
Email address adnan@email com
Submt Step 1 | Cancel |
-~
€ Infoxchange

An email containing a reset key is sent to the registered email address.

3. Copy the reset key from your email and paste it into the Reset Key field, answer the security
question and select Submit Step 2, as shown below:

To reset your password you have to follow 3 simple steps.

Step 2 of 3 - Please fill the form below

An email was sent to you with your reset key. If you do not receive the email, check the junk / spam folder in your email
program.

Enter the reset key in the form below and enter your response 10 the security question. This must match the response
you entered in your user preferences

Note: If there is no security question below you have not completed your preferences and will not be able 1o use this
password reset function. Please contact your administrator or contact SRS Support

Reset Key 1304bb16ac I

zere
1 five (= te se?
Security Question What are the last five(5) characters of my dnvers license’

seeumy H:?S{)On

Sutmit Step 2 | Cancel |

12



5.

Enter your new username and password

Note: Your password must:

e be atleast 8 characters long
e contain 1 upper case letter

o 1 lower case letter

e 1 number

e be different to your current password.

Select Submit Step 3

To reset your password you have to follow 3 simple steps.

Step 3 of 3 - Enter your new password

Your reset key and secuny question have been vakdated You may now reset your password
Ploase select  secure DasSwoOrd You Shousd not GiSCIose yOur PRSSwOrd 10 other peopie

Pa3swords need to comply with the following rutes

Must contan at least § characters.

Must contam 3t least 1 uppercase letier 1 lower - Case ketier and 1 number
1t cannot De the same a3 your Curment password

New password wenssnnennd

Confiem password assnsesenne

Select Login Page and enter your new password.

supporting
families

YOur password was changed successfully'

To reset your password you have to follow 3 simple steps

© Infoxchange

13



2 Home Page
2.1 My List

The My List tab is used to view the list of Persons you have been allocated as a Key Worker.

The Cases/ Case Summary to which you have been assigned as a Case worker is displayed on the
Cases Page. (Simply use the Apply Filter button to refine the search for your Cases).

From the Home page, select the My List tab :

"~ supporting  FaCC Training 1 "A Coordinator (Coordinator)

E € - =
families Advice, Referral and Case Management (ARC) - Training = 8 &
Team List My Actions Team Actions Referrals Service Directory Enquiry
Open Between: Start date | 05/05/2016 TH End date | 05/05/2016 |TH Hide Team Managed: [] Profile Status: Please select v e
Given Name | Family Name Worker Role Key Worker Started Key Worker Ended First Contact® Most Recent Contact® Number of Contacts®  Time Since Last Contact®  Current Plan
Beverley Banana 05/05/2016 0 No
1t01oft BB
* Includes all recorded contacts with FaCC Training 1 (does not incdude file notes).

B & Recent List
Beverley Banana

The following options can be used to customise your view:

e Clickthe calendaricon and alter the Start date and End date to filter data by date.

You can exclude those clients managed by the entire Workgroup by clicking the Hide Team
Managed box.

Profile Status (if used by your service) will be displayed if selected - click Go.

To sort the list of persons, click on the Given Name or Family Name blue column headings.
Click Export List to export the data currently displayed to a Microsoft Excel spreadsheet.
Clicking on the Person’s name will open the Person record.

2.2 Team List

The Team List tab on the Home page is used to view the list of Persons allocated within your
Workgroup.

NOTE : The Case workers allocated to Cases / Case Summary must be viewed from the Cases Page.

supporﬁnv. FaCC Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E 4
My Ust QLIQJREY My Actions Team Actions Referrals Service Directory Enquiry
Open Between | 05/05/2016 78 and | 05/05/2016 ~8 Key Worker please sele V] Show Last worker [ Alerts [] Profile Status  please select... v (2]
Waor s Given Family . X Key Worker Key Worker First Most Recent Number of Time Since Last Current
Key Wocker T pme Name Workes Role Started Ended Contact® Contact* Contacts® Contact* Plan
A Beverley Banana 05/05/2016 0 No
Coordinator
A User Lisa Apple case worker 05/05/2016 05/05/2016  05/05/2016 2 0 Yes
B £ Recent List

Peter Potato B Janet Cherry Team Leader 05/05/2016 05/05/2016  05/05/2016 1 0 Yes

Beverley Banana Coordinator
B Jennifer Mango Team Manager 05/05/2016 05/05/2016 05/05/2016 2 0 No
Coordinator
B Susanna  Celery Team Manager 05/05/2016 0 No
Coordinator

The following options can be used to customise your view:

e By clicking the calendar icon and altering the displayed date range you can filter data by date.

e You can show additional details such as Last Worker, existing Alerts and Profile Status by
clicking the options at the top of the form.

e To sort the list of Persons, click on the Worker Name, Given Name or Family Name blue
column headings.

o Click Export List to export the data currently displayed to a Microsoft Excel spreadsheet.

e Clicking on the Person’s name will open the Person record.

14



2.3 My Actions

The My Actions tab provides a quick way for you to check on any tasks, alerts, plans, document, reviews
and any other actions that have been allocated to you.

From the Home page, select the My Actions tab.

My Actions lists all of your actions and tasks that are due shortly or those that are overdue. Overdue
tasks are highlighted with a pink background.

A Coordinator (Coordinator)

supporting FaCC Training 1

families Advice, Referral and Case Management (ARC) - Training = 8 &
My List Team List IYTID) Team Actions Referrals Service Directory Enquiry
b Due Date Between: Start date | 10/03/2016 }‘F End date | 02/06/2016 |T% [ Calendar View [2]
Days
Cases Due Date | Time Action Type Workgroup Persan Description Details
RQPOITS 05/05/2016 01:00 PM Task FaCC Training 1 Beverley Banana For review of Actions and identify any new issues Go to Task
e 1totoft BE
NOTE: This list shows all actions you are responsible for. This may include actions associated with your work for another workgroup (other than the one for which you are currently logged
B T Recent List on). To view the details of these actions you will need to change to that workgroup.

Beverley Banana

The following options can be used to customise your view:

e By default, the system displays actions that are due in the next four weeks or were due in the past
six weeks that are yet to be completed or closed. To alter the period you are viewing, enter dates into
the Start date and/or End date fields, or use the calendar icon to specify a period. Click Go.

e To sortthe list of tasks, click on the Due Date or Action Type blue column headings.
e Clicking on the Person’s name will open the Person record.

e Goto Taskdirects you to the individual action.

2.4 Team Actions

The Team Actions tab is used to view the list of actions within your Workgroup.
From the Home page, select the Team Actions tab.

supporﬁng FaCC Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training = o @
Ve ot
My List Team List My Actions Referrals Service Directory Enquiry

Due Date Between: Start date \ 10/03/2016 |TH End date | 02/06/2016 | Calendar View L2
Due Date | Time Action Type Worker Person Description Details
09/05/2016 08:00 AM  Task A User Jeffery Mushroom Meeting with Child Safety Go to Task
Joanne Mushroom
Tanya Mushroom
09/05/2016 09:00 AM  Task G User Barry Beetroot Pediatric Assessent Go to Task

Belinda Beetroot
Betty Beetroot
Brac Beetroot

B £ Recent List
Beverley Banana
Peter Potato

06/05/2016 10:30 AM Task G User Barry Beetroot Meeting at School Go to Task
Belinda Beetroot
Betty Beetroot
Brac Beetroot

The same features for navigating and customising My Actions can be applied to this tab.

15



2.5 Service Directory

The Service Directory tab provides access to search the SRS Service Seeker Database, a product
maintained by Infoxchange, independent to ARC. If you wish to have your organisation listed in the SRS
Service Seeker Database, go to the following url http://www.serviceseeker.com.au/.

If you require help using this feature, click the Help © icon or contact the Infoxchange Help Desk.

1. From the Home page select the Service Directory tab

supponing FaCC Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC) - Training = 0 &

2. Enter Keywords to be used in the search such as ‘youth’ or ‘aged care’. You can enter multiple
Keywords to be used in your search. For example, if you would like to locate youth services that
provide accommodation in a particular suburb, enter ‘youth accommodation’ and the name or
postcode of the suburb. You can also separate search terms with commas such as ‘youth,
accommodation’.

3. Click Search or press Enter

Your search results from Service Seeker will be displayed. Each entry includes an extract of the
service description from Service Seeker. To view the full Service Seeker details of the agency within
a new browser tab, click the 'More Information' link. This link will also display a map showing the
service location.

4. Youcanclickonthe starto add a service to ‘Favourites’. Once you have done this the star becomes
yellow.

5. Onceyou have flagged a favourite you can also add comments to the record. Do this by clicking the
pencilicon. After you save the comment, it will be available to all members of the workgroup.

Additional Notes:
e Toclear the search parameters, click Clear.

e Ifyour search returns more than 20 results, you will need to refine your search criteria.

Search Hints:

If you wish to search for an exact phrase, include the phrase in double inverted commas eg. "homeless
youth". Normally the search will look for any of the key words you use in your search parameters. e.g.
Searching for homeless youth you will return matches that have either 'homeless' or 'youth' in their
description.

If you want your search results to require particular words, add a '+' symbol to the word. e.g. +thomeless
+youth will return only those services that have 'homeless' and 'youth'in their description.
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3 Enquiries

The Enquiry form is the first point of data capture (including time spent) in ARC. This has been
specifically designed to accommodate queries/enquiries received about the potential for providing
support to vulnerable children and families e.g. telephone calls, emails or in-person interactions, and
to recognise web (online form) referrals received (by email).

There are important fields which must be completed on this form in order to be reflected in the
performance data for your service.

3.1 Create an Enquiry

1.

From the Home Page, select the Enquiry tab. A list of enquiries recorded within the last 30 days
displays.

supporting FaCC Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E o -
[ My Uist Team List My Actions Team Actions Referrals Service Directory [T

G
Enquiry Date | Worker Person Type Status Prionty Notes
05/05/2016 10:20 am A User Child Safety Officer Professional Closed Normal Father and care giver
05/05/2016 09:43 am B Coordinator Health Officer Community Closed Normal ACTIVE ENGAGEMENT
05/05/2016 09:43 am € User Child Safety Officer Professional Closed Normal ACTIVE ENGAGEMENT
B © Recent List 05/05/2016 09:43 am € User Disability Officer : Normat

:f‘_':;"::':‘:_“”“" 05/05/2016 09:42 am G User School Teacher Professional Closed Normal ACTIVE ENGAGEMENT

05/05/2016 09:40 am A User Child Ssfety Officer Professional Closed Normal Child Safety referral
1to6of 6 20

To create a new enquiry, select New Enquiry.
To modify an existing enquiry, simply click on that row from the list view.

The fields marked with * are mandatory.

New enquiry details @
Time and Date 11:08 am Thu 27/06/2019
Worker A Cocrdinatar &
Channe! O phone O Email Ol person O Fex O Web Form

Enquarer ::]

Enguiry sbout O Self © Other
Enquiry Frem  ® Community O Professions!

Name

Notes

Status | Pending v
Suburb of famiy
* Do any Parsons identfy as indigenous O Yes ONe
* Referred from v
Consent given for referral in O Yas ONe
Presenting Concems [ Child wellbeing
O Parenting Siills
] Domestic & Famdy Violence
[ Housshold relatiombips incdhuding confict betieen parent/s and child/ren
[ Socal and/er community support network
O Housing. food. dathing, budgetng or basic household resources
[J Child Physical health including health conditions, disabilty
[J Parecr/Carer physical heskth inchuding heskh conditions, disability
[J Chilé mental or emotional health including amxdety, depression or self-harm
(] Parert/Carwr mental or emations’ health inchading anxiety. deprernion or sef-harm
L] child akcohol and/or drug misuse
L] Parser/Carer Alkcohsl and/or drug misuse
[ child sexual abuse
1 Famiby law / custody issues
[ Other
Priority  Norm v
Responze type v

* Yotal ume (in minutes)

Last Updiated

Important: all fields should be completed accurately as possible as many of these fields are used for
reporting purposes.
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3.  Record how the enquiry was received by selecting a Channel

4. Enter details about the Enquirer — the person making the enquiry e.g. member of community,

principal, professional, self.

Note: It is not mandatory to record a name.

5. Torecordthe name of the Person /s of concern (whom the enquiry is about), select the Add Person
button on the Enquiry screen. Record the name of the person/s whom the enquiry is about in the

Associated person fields.

New enquiry details

Time and Date 4:30 pm Tue 02/08/2016

Worker E user =
Channel ® Phone () Email ) In person( Fax () Web Form
Enquirer =]

Enquiry about Self® Other

Enquiry From ® Community () Professional

Name | Bruce Q
Assocated person 5]
Name | Person (first name) of Concem (surname) Q

6. Enter the Suburb * of the family
7. Select avalue for Do any Persons identify as indigenous? *

8. Select avalue from the Referred from * list

* Referred from | Eo—
A

Prescribed entity
Consent given for Child Safety - Regional Intake Service (RIS)
referral in Child Safety Service Centre (CSSC)
Corrective Services
Disability Service
Education - State School
Education - Non-State School
Heaith - CYMHS
Health - Public Hospital
Health - Private Hospital
Health - General/Private Practitioner
Health - Community Health
Housing Service
Police
Police Referral Service
Specialist service providers
Aboriginal and Torres Strait Islander - Family Wellbeing (ATSI-FW)
Family and Child Connect (FaCC)
Intensive Family Support (IFS)
Not a prescribed entity
Community/Friend/Family
Domestic & Family Violence Service
Early Childhood Education and Care Professional
Educational/Employment Service
Elders
Housing/Homelessness Service
Mental Health Service
Neighbourhood Centre
Psychologist and Counsellor
Self-Referral
Sexual Assault/Abuse and Trauma Service
Youth Service
Other - Government
Other - Non-Government

Presenting
Concerns

9. Record if consent has been provided for
10. Select enquiry Status:* from 3 available options :

e Pending (new Enquiry)
e Responding (in progress, being actioned by someone in your service)
e (Closed (finalised/complete)

11. Add Notes to reflect the nature of the enquiry
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12. Indicate the Presenting Concerns (multi-select available)
13. Select the Priority (defaults to Normal) — this is used as prescribed by your service.

14. Select the Response type * from the list

——————

1 - Information, resources, advice

2 - Specialist support service recommended

3 - Supported Referral

4 - Active engagement

Incomplete/Inappropriate Enquiry

Unable to locate

Reported to Child Safety - Significant risk of harm
Already working with Child Safety

Not Applicable

Response type is mandatory * when the Status is set to Closed.

15. Record time spent on enquiry in the Total time (in minutes) * field.

16. Select Save.

When a Response Type of 3 - Supported Referral or 4 — Active engagement is selected, the Status
must be Closed in order to save the Enquiry.

When an Enquiry is Closed with a Response Type of 3 - Supported Referral or 4 — Active engagement,
the following prompt will appear :

-
Message from webpage

'.\ Please ensure that you now create a new Case Summary

Additional Notes:
e Tocancelan Enquiry before it is saved, simply click on the Enquiry tab at the top of the page.

e To view Enquiries prior to the 30 days displayed, use Show Filters to define the criteria for your
search.
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3.2 Create Person record from an Enquiry

1. To create a new Person record from an Enquiry, enter the person’s name in either the Enquirer
section (for self-referral) or in the Associated Person section and select the icon.

2. If there is no record displayed, select Create Person on the right hand side of the screen. This
will open the Add New Person screen as a new tab. Refer section Add a Person for more
information on creating a Person record.

supporting  eCC Tralning 1 ¥ Cooeany .
famities Advice, Referral and Case Management (ARC) - Training "o |

Wyt T Unl My Actons  Team Acmss  Befermah  Sesves Dvecry (SRR

3.3 Locate an existing Enquiry

1. To ascertain if there is an existing Enquiry in progress, you can review the Show List view or, if
you open a new Enquiry form, enter the person’s name in the Enquirer or in the
Associated Person section and select the icon.

2. If the Person has an existing Enquiry record, it will be shown on the right hand side of the

screen. You may choose to add additional notes to this existing Enquiry, or continue with the

new Enquiry, as appropriate. Any additional time must be added to the existing total, so it
reflects the cumulative amount.

Note: It is not possible to access Enquiry records form the Person record.

suppoﬂing FaCC Training 1 B Coordinator (Coordinator:
families Advice, Referral and Case Management (ARC) - Training = Y

Home | My List Team List My Actions Team Actions Referrals Service Directory [SLIVY
‘ Show Ust I P w Enquery

New enquiry details

Time and Date 4:48 pm Tue 02/08/2016
Worker B Coordinator & Worker Enquiree

0 Rocert tist Channe! L) Phone © Email ) In parsoni Fax () Web Form

Peter Potato

m B Coordinatar Margene

Enquirer [E] N Ttoloft
Enquiry about © Self @ Other
® Comm Professional
s o o No persons matches to your search,
Name | Margene Q et
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3.4 Using the Enquiry List

1. From the Home Page, select the Enquiry tab. A list of enquiries recorded with the last 30
days displays. Each of the columns may be used to sort displayed data — shown by the blue
arrow.

supportlng FaCC Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E s

Home | My List Team List My Actions Team Actions Referrals Service Directory (=LY | Menu

Parsons Show Filters | New Enquiry
Days
Cases Enquiry Date | Worker Parson Type Status Priority Notes
Reports 05/05/2016 10:20 am A User Child Safety Officer Professional Closed Normal Father and care giver
Admin 05/05/2016 09:43 am B Coordinator Health Officer Community Closed Normal ACTIVE ENGAGEMENT
05/05/2016 09:43 am E User Child Safety Officer Professional Closed Normal ACTIVE ENGAGEMENT
© £ Recent List 05/05/2016 09:43am  C User Disability Officer Professional Responding Normal
Dirvey oy Do 05/05/2016 09:42am G User School Teacher Professional Closed Normal ACTIVE ENGAGEMENT
05/05/2016 09:40 am A User Child Safety Officer Professional Closed Normal Child Safety referral
1to60f6 HE
2. Select the Show Filters button to define the required parameters (ie. date, Status, Worker

etc) for the enquiries you wish to display.

FaCC Training 1 A Coordinator (Coordinator)
Advice, Referral and Case Management (ARC) - Training E o -
My List Team List My Actions Team Actions Referrals Service Directory JU01aY

supporting
families

Apply Filters Hide Filters | New Enquiry

Cases Enquity Date | Worker Person Type Status Priority Notes
Reports 05/04/2016 (7
= vl ™ vl v
Admin 05/05/2016 |58 — = — =
az 05/05/2016 10:20 am A User Child Safety Officer Professional Closed Normal Father and care giver
Recent List
B‘e’vedey Banana 05/05/2016 09:43 am B Coordinator Health Officer Community Closed Normal ACTIVE ENGAGEMENT

Use the Apply Filters, Clear Filters and Hide Filters buttons to change your searches and to return
to the default view.
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4. Person Detalls

4.1 Searching for a Person
To maintain the accuracy of your data by ensuring duplicate records for Persons are not created, you
can only add new Person records after you have completed a search.
There are 2 ways you can search for a Person :
1. via the Persons page, using the Search tab; or

2. using the Family name search box on the bottom left of the screen.

supporting  FaCC Training 1 A Coordinator (Coordinator
families Advice, Referral and Case Management (ARC) - Training = o -

amily name ale O Female O Intersex O Unknown 8 Fuzzy

A quick way to access existing Person records you have recently accessed is to select them from your
Recent List on the lefthand side of your screen.

Fuzzy searching allows you to search for clients with names that are a close match, or sound similar,
to the one you typed. It is highly recommended to always do Fuzzy searching because of the variety in
the way people spell names. For example a search of ‘Doe’ will also pick up ‘Dough’.

The system is capable of wildcard searching. A wildcard is a character (either * or %) that can be used
as a substitute for characters in a search, which greatly increases efficiency and flexibility. For example,
%ke returns a list of all persons where the last two letters in his or her name is ‘ke’.

ARC recognises the * and % characters as wild cards. The * and % are both available to be used for
wildcard searching and their use is identical and down to personal preference.

Some example wildcard searches include:

e %son will search for names endingin “son”
o William™* will search for names starting with “William”

® %tin% will search for names with “tin” somewhere in the name, including at the
beginning or end.
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4.2 Add a Person

1. On the Persons page, Search tab, enter the criteria for the person you are searching for.
Click Search.

supporting FaCC Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC) - Training E o -
Persons Search By: ®Name( ldentifier O Address O Phone O DOB (2]
Days
Cates Given name Family name | Pas% Male O Female () Intersex () Unknown 8 Fuzzy m
Reports
No mstches to your search
Admin

Tip: 1f you ore not sure about the spofling try using the % symbol an » wildcard

B £ Rocent List

If there is no record found, ‘No matches to your search’ message will be displayed.
2. Click Add new Person to create a record.

3. The Add New Person form is displayed.
Complete as much information as possible.
Gender and Aboriginal and Torres Strait Islander status are mandatory fields (¥*).
If the exact date of birth is unknown, select a year only and tick the year estimated

checkbox.

Add New Person = 2]
Given Name  Betty
Middle Name
Family Name White =
*Gender O Male O Female O Gender diverse/other O Unknown
Date of Birth  dd mm Yyyy

O year estimated

*Identifies as O Aboriginal
O Torres Strait Islander
O Both
O Neither
O Unknown
O Unspecified

Identifies as (J Australian South Sea Islander
Country of birth
Preferred Language
0 Culturally and Linguistically Diverse

Comments

Primary diagnosed disability

Secondary diagnosed v
disability

Person Identifier
ICMS ID
Date of Death  DD/MM/YYYY 8 (dd/mm/yyyy)

Last Updated
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For recording Aboriginal and Torres Strait Islander identity:

e Unknown -the person does not know their status
e Unspecified —the person does not wish to specify their Aboriginal and/or Torres Strait

Islander status.
4. Select the Save button or select the = icon in the top right of the form.
5. The Person record is created —the Details tab is the default view.
'7::7:1'-‘:' 'P.é:'\ehls.:ix’assuonfru-t Female, DOB: 21/04/198%5 (Age 34 yrs) oy

g RN S A AR P Ovas
“ proties S
i s =
=
g e o o
e s e O A
Addross m Tarres Sirat Intender
o R
Phose & other contact: [ <reate e eenmtont | P
- Ur e
it
SO 4103 K s S e s
ST
bt Linemet
R S
........
nnnnn A mgreeed Raokls v
i g iy 2
—
e o
e et e

Person Identifier / Person ID :

The system-generated Person Identifier number can be found by hovering over the Person name on

the Details tab, as shown below, or from the Edit Primary Details form, as shown above.

supporting
families

FaCC Training 1
Penelope Passionfruit remale, DOB: 21/04/1985 (Age 34
Search pEENE Notes Supports Alerts Consent Referrals Plans

View Primary Details

Persons

Create new alias

Comments

Primary/Alias

Penelope Passionfruit Primary Name

Relationships:

Create new relationship

No relationship exists
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The following sections step though completing the segments on the Details tab.
4.3 Create Alias

1. From the Person page, Details tab, select Create new alias.

supportin
fgmiliesg

l'aCC_Iraining 1
Carissa Carrot Female, DOB: 14/04/2006 (Age 10 yrs)

Search [PDEENNY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Days Carlsss Carrot Primary Name
Given Name |
S Relationships: e ——
Reports No relationship exists
- Family Name |
i [ .
N profiles exist Sex () Male() Female
B & Recent List 1
Cen o Cases i
Beverley Banana No Cases exist
Peter Potato Last Updated
Address: Create new address Save
No address exists
Phone & other contacts:
No contacts exist
Ky Workers:
This person has no assigned key workers
2. Record relevant details in the Add New Alias form. Select Save.

3. To modify the Alias, click on the Alias name and the Edit Alias Details form will display on
the right hand side.

4, Update the details and select Save.

supporting
families

FaCC'Tralning 1
Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

PEEIY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Person / Alias: Edit Alias Details =0
Carissa Carrot Primary Name

e Prnesas Alss Gwentame [Process |

- = Py @
PSR Fclationships: oo
. Family Name

No refationship exists

Admin

Profiles

B  Recent List No profiles exist Comi
Carissa Carrot gl |
vy Baana Cases
Per Potato No Cases exist

Last Updated A Coordinator, FaCC Training 1
05/05/2016 12:04:51 AEST

No sddress exists

Phone & other contacts:

No contacts exist

Adress:

Key Workers:

This person has no assigned key workers

Export Details




4.4 Create Relationships

1.

2.

From the Person page, Details tab, select Create new relationship.

supporting
f:milles

FaCC.TraInIng 1
Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Search oSENHY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Person / Alias: Search for related person: e

Days Carissa Carrot Primary Name Given neme [

Princess. Alias
romiyrome[ |

Relationships:
vid Sex O MaleO Female

C

Reports
e No relationship exists

Admin
Fi
Profiles gt
B & Recent List No profiles exist n m

Carlssa Carrot
i
Peter Potato

No Cases exist

Address: Create new address

No address exists

Phone & other contacts:

No contacts exist

Key Workers:
This person has no assigned key workers

Search for the related person — enter either name and gender. Click Go. If no
records are found, select Add new person.

supporting  FaCC Training 1
families Carissa Carrot female, DOB: 14/04/2006 (Age 10 yrs)
Home 2 Detalls 0

Supports Alerts Consent Referrals Plans Task:

ments Documents

Person / Alias: Search for related person: (7]
Carissa Carrot Primary Name Given name | Charles |
Princess Alias

Family name Lcmro: ]

Sex ® Male () Female

Relationships: Create new relatiocnship

No refationship exists

A
profiles i
B £ Recent List No profiles exist -m

Carissa Carrot

Admin

Beverley Banang Cases Create new Case Results
Peter Potato NO Cases exist No matches to your search.
Address: Tiptlf you are not sure about the spelling try using the % symbol

Crente new address [EERERERERSwS
No address exists Fi 5% would return both johnstone and johnson.

Phone & other contacts:

No contacts exist

Key Workers:
This person has no assigned key workers

Complete record as outlined in the preceding section Add a Person . Click Save.

The Edit Relationship form will display.

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Search EoSEYEY Notes Supports Alerts

Consent Referrals  Plans

Tasks

Assessments  Documents

Person / Alias: Edit Relationship =20
Cartssa Carrot Primary Name R Charles Carrot
Princess Alias ed 4
= Is Carissa Carrot's ~
T Relationships: —
No relationship exists Start Date | 05/05/2016 |8
Admin -
profiles i I _
B & Recent List No profiles exist Comments
Cartssa Carrot
Beverley Banana Cases Create new Case
Peter Potato

No Cases exist Last update

Address:

No address exists

Phone & other contacts:

No contacts exist

Key Workers: Create new key workes
This person has no assigned key workers
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5. From the drop-down list, select the required relationship type.
In this example, Charles Carrot is Carissa Carrot’s Father.
Select Save.

Note: the start date for a relationship may be Date of Birth or it could be the start date of care
(e.g. foster care).

Edit Relationship 20

Related person Charles Carrot

is Carissa Carrot's

>

Start Date |Brother

Brother in Law

End Date |Child

Colleague

Counsellor

Cousin

Co-worker

Ex-partner

Family Day Carer B
Family Day Child

Father in Law

Flat mate

Foster Carer

Foster Child

Friend

Friend - care recipient
Friend - volunteer carer
Grandchild

Grandparent

Great Nephew

Great Uncle

Guardian

Half Brother

House mate

Husband

Kinship Carer

Kinship Child

Kith 27

Comments

Last update

6. The relationship is now shown on the Person’s Details tab.

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Home EEETTE T Details TIES

Supports Alerts Consent Referrals Plans Tasks Asse

Persons

Person / Alias:
Days Carissa Carrot Primary Name
Princess Alias
Relationships: Create new relationship
Person Relationship DOB Comments
Charles Carrot Father 01/01/1981

You can access Charles Carrot’s Person record by clicking on his name.
Carissais displayed in the Relationships on his record. .

supporting  FaCC Training 1
families Charles Carrot male, DoB: 01/01/1981 (Age 35 yrs)

Search G Notes Supports Alerts

Consent Referrals Plans Tasks Assess|

Persons

I person / Atias:
Days Charles Carrot Primary Name
Relationships:
Reports Person Relationship DOB Comments
Adimin Carissa Carrot Daughter 14/04/2006

If you click the relationship value, the Edit Relationship screen opens if you need to edit /
update.

Note : The Person record you have open displays in the top section of your screen, above the tabs.



45 Create Profile

Two profile templates are available in ARC : Child Profile + Report to Child Safety.

The use of these Profiles is entirely at the discretion of service providers — please refer to procedures

required by your service.

supporting
families

FaCC Training 1

Charles Carrot male, poB: 01/01/1981 (Age 35 yrs)
Search PEEIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Person / Alias: ] Create new profile ®0e
Charles Carrot Primary Name Profile
Relationships: Child Profile
Create new refationship Report to Child Safety
Person Relationship Dos Comments
Carissa Carrot Daughter 14/04/2006
Profiles Create file
B £ Recent List e
Charles Carrot No profiles exist
Carissa Carrot
e | Tuees
Peter Potato No Cases exist
Address: Create new address
No address exists
Phone & other contacts:
No contacts exist
Key Workers: Create new key worker
This person has no sssigned key workers
Exort et

These records are not included in any departmental reporting.

4.6 Record Address

Multiple current addresses (such as home, postal or respite) can be recorded for a Person. However,
at any one time, a Person can only have one primary address.

A single address can be associated with multiple related persons.

1. Select Create New Address. The New Address Details form will appear to the right of screen.

supporting
families

FaCC Training 1
Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)
Search LCIEY Notes Supports Alerts Consent Referrals Plans Tasks

Assessments Documents

Person / Alias: New Address Details: Be
o o e s =
Revots Relationships: I—
Person Relationship DOB Comments Suburb |—
Admin
Charfes Carrot Father 01/01/1981 State QLD [v|
FoSenin  proties rosose|
;:.::,L‘-: (,g;l::w No profiles exist Country i Avstralia
eter Potata. Cases comments
No Cases exist |
Address: Address type  Home v
No address exists ey Al G T e
Phone & other contacts: v o
No contacts exist Current Address? @ Yes() No
Key Workers: Others who live at this address(tick):
Person Relationship Current Address Primary
This person has no assigned key workers Address Type Address
Charles Carrot  Father ]
IB dn:sh
e . Last update
2. Record the address, including Street, Suburb and Postcode.
3. Select the Address type.
4. Update the Primary and Current address status (Yes/No) as relevant for that Address type.
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The address can be recorded, where relevant, to related persons by ticking the checkbox, in
the Others who live at this address box.

Select Save. The Primary address is indicated by the green tick.

To edit the address, select the address blue text - the Edit Address Details form will open.
To view address in Google maps, select the icon.

supporting FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Search Juclil) Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Person / Alias: B hrg Edit Address Details 2O
Carissa Carrot Primary Name 1
Princess Alias Srsec] 12 rist Averie =
Relationships: Creste new relationship —
Person Relationship poB. Comments Suburb | MOUNT ISA
Charfes Carrot Father 01/01/1981 State QD (v
B & Recent List Profi e
rofiles
Carissa Carrot Create new profile Postcode | 4825
Charles Carrot No profiles exist a 7,;\ e —
Beveriey Banana Cases ountry | Australia
peter Potato | create new Case Comments
No Cases exist
Address: s e wome 9]
= Locality Type hments Primary Address? @ Yes(O No
Current Address? @) Yes() No
Phone & other contacts: _cmat econtact
Tl B Others who live at this address(tick):
No-cantacts exist Person Relationship Current Address Primary
Key Workers e
Charles Carrot Father 4 v &
This person has no assigned key workers Home b

Last update A Coordinator, FaCC Tralning 1

05/05/2016 12:13:32 AEST

Note: When you start typing the Suburb, a list of possible options will appear.

When you select the State, the Postcode will be populated automatically, assuming the Suburb
is recognised. In the case where a suburb has multiple postcodes, the post code will need to be
manually entered.

When a Primary Address has been recorded (it displays with a green tick beside it) and you click
on Create new address to record additional address types, a warning will show on the New
Address Details form, as below.

New Address Details: i) 2]

Another address Is currently registered as the primary address
Please confirm whether or not this Is the new prmary address

Street

Suburb

State QLD [=
Postcode
Country Australia

Comments

Address type  Home >
Primary Address? © Yes® No
Current Address? @ Yes No

Others who live at this address(tick):
Person Relationship Current Address Primary

Address Type Address
Charles Carrot  Father r
Patricla Parsnlp  Mother &
Last update

Simply record the required information, noting that this will not be the Primary Address for
that Person. Click Save.




The Details tab will display as follows :

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)
Search PEGHE Notes Supports Alerts Consent Referrals Plans Tas
Persons lias:
Person / Alias:
Name Primary/Alias Comments
Carissa Carrot Primary Name
Princess Alias
Reports x 5
Relationships:
Person Relationship DOB Comments
B £ Recent List Charles Carrot Father 01/01/1981

Carissa Carrot )

Tomas books  Profiles
No profiles exist
Cases
No Cases exist
Address: Create new address

Street Locality Type Comments lastUpJate

" 12 First Avenue MOUNT ISA QLD 4825 Home 02/03/2017 Q

172 Golf Drive QUILPIE QLD 4480

Home For school holidays 02/03/2017

9

Phone & other contacts:
No contacts exist
Key Workers:

This person has no assigned key workers

Create new econtact
Create new key worker
Export Details

4.7 Create Phone & other contacts

A Person can have multiple electronic contact records such as phone, email and mobile. Other
contacts such as an emergency contact or workers at external agencies can also be associated with

the person record.

1. Click Create new econtact. The Edit Contact Details form will appear on the right of screen.
supporting  FaCC Training 1 A Cof
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)
Search PAEENEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents
Person / Alias: Edit Contact Details: =
Name Primary/Alias Comments .Conm[
Carissa Carrot Primary Name
Princess Alias *Contact type v
Reports ]
Relationships: Safety Issues
A Person Relationship DOB Comments Comments
C Recent List Charles Carrot Father 01/01/1981
Carissa Carrot Start Date | 02/03/2017 |7
fromms S i e
No profiles exist End Date [—4‘ B
Cases DR Trek Cae Current econtact? @ Yes( No
No Cases exist Last update
Address: =
Street Locality Type Comments Last Update
12 First Avenue MOUNT ISA QLD 4825 Home 02/03/2017 Q
172 Golf Drive  QUILPIE QLD 4480 Home For school holidays QaL20
Phone & other contacts:
No contacts exist
Key Workers:
This person has no assigned key workers
2. In the Contact field, record the telephone number, email address etc.
3. Select a Contact type from the drop down menu.

Selecting Emergency Contact will display a yellow alert icon against that contact.
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If there are safety issues regarding use of a contact, by ticking the Safety Issues box, an
orange alerticon will show against that contact.

Add Comments as relevant and useful.
Enter the Start Date by using the calendar icon.
If this is the current contact for the client set Current econtact? to Yes.

Select Save.
To modify the Contact details, click on the Contact and the edit screen will display on the

right hand side. Update the details and select Save.
To cease a contact, enter an end date and Save. This will display in the View Prior view.

Contact Type Comments Last

Phone & other contacts:

Update
A 4789 4789 Phone (Hm) Relevant comments here 02/03/2017
carrot@carrot.com.au Email Accessed by both Charles and 02/03/2017
Carissa
0444 478 789 Emergency For Charles 02/03/2017

Contact
Prior contacts
Contact Type Comments Last Update
ccarrot@telstra.com Email 02/03/2017

Additional Notes: A user with Coordinator access level is able to delete a Contact record.

4.8 Assign Key Workers

A Person can have one or more Key Workers associated with them. Key workers can be members of your
service (workgroup) or people from external organisations working with the family e.g. a doctor, a
counsellor. Note: Persons external to your workgroup do not have access to ARC - their name is simply
entered for information purposes only.

When you create a new Key Worker, you have the option to record useful comments about the role of
the key worker and his or her responsibilities.

1.
2.

o v~ w

Select Create new key worker. The Edit Key Worker form will appear on the right of screen.
Select the Key Worker from the drop down list.

To record a key worker external to your service, select ‘Other, please specify:’ from the bottom
of the Key Worker list. Then enter their name, role and organisation details.

Add Role and Comments as required.
In May be viewed by, select Workgroup.
The Start Date defaults to today’s date.

Select Save. To modify the details, click on the Key Worker name - the edit screen will display
on the right hand side. Update the details and select Save.
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supporting £aCC Training 1 . )
families Penelope Passionfruit remale, boB: 21/04/1985 (Age 34 yrs)

m Search IR Notes Supports Alerts Consent Referrals Plans Tasks Assessments  Documents

View Primary Details Edit Key Worker 17}
Person / Alias: Creste new alias Key Worker  Other, please specify: [v]
Name Primary/Alias Comments Name | Dr Karl
Workgroup | Central Plaza Medical C
-m:- Relationships: Create new relationship 1
Role | Famdy GP
=F+} Relationshiy pos Comments
B & Recent List 4 Comments | 4567 8900
Penelope Passionfrult Daughter 17/02/2014
Paul Passionfn Husband 02/06/1985
- May be viewed by () Workgroup ® Cluster
profies:
Start Date | 27/06/2019 [TF
No profiles exist
Cases End Date
No Cases exist Current Key @ Yes() No
Worker?
Address: Create new address Last update A Coordinator
27/06/2019 12:29:56 AES
Street Locality Type Comments Last Update OV A L2 TR
+ 17 Trinity Lane CAIRNS QLD 4870 Home 27/06/2019 Q [ ove
5 Tropical Drive PORT DOUGLAS QLD 4877 Home For Penelope's Mum, Betty - most weekends 27/06/2019 Q@
Phone & other contacts:
Type Comments Last Update
Phone (Hm) Don't leave messages 27/06/2019
Mobite 27/06/2019
4548 7891 Emergency Contact For Betty, Penelope’s Mum 27/06/2019
Key Workers:
Worker Workgroup Role
K User FaCC Training 1
Dr Karl Central Plaza Medical Centre Famaly GP 4567 8900
Family name search

To close a Key Worker, click on the record to open the Edit Key Worker form, then :

(a) Select No for Current Key Worker?
(b) Click Save. The End Date auto-populates to today’s date upon Save.

TIP

Key worker (allocated on Person > Details) will display on the My List and Team List tabs on the Home
Page.

Case worker (allocated on a Case Summary) displays on the Cases Page.

Simply click on the Show Filters button to choose the worker you wish to display Cases for. Refer to
Sections 5.3 and 5.5 for more information

5 Cases/ Case Summary

The Case Summary represents the case for the family.

A Person can only be associated with one open Case Summary at any one time.
Case Summaries can be created in two ways:

e from the Persons page - outlined in Section 5.1 below, or

e from the Cases page — outlined in Section 5.2 below.

5.1 Create a Case/ Case Summary from Persons page

1. From the Persons page, Details tab, select the Create new Case button.

2. Select Case Summary from the Case type list. Click Create.
The form will open in the right-hand side of your screen.
Complete as outlined in Section 5.3 below
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supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Home i Notes Supports Alerts Consent Referrals Plans

Tasks Assessments Documents

Person / Allas: Create new Case Be
5 S conaneme GBSE [Case Summa ‘VD
Cases FYicess Alias type __ [l
i  create new relationshp
Reports e Create new relationship
Admin Person Relationship DoB Comments
Charles Carrot Father 01/01/1981
B & Recent List profi
roies [t ren e
Carissa Carrot Create new profile
Charles Carrot No profiles exist

Beverley Banana C
R Cses

No Cases exist

Address: Create new address

Street Locality Type Comments
" 12 First Avenue MOUNT ISA QLD 4825 Home 9
172 Golf Drive QUILPIE QLD 4480 Home  For school holidays 9

5.2 Create Case/ Case Summary from the Cases page

1. From the Cases page, select the Create New Case Summary button.
The Case Summary form will open in the right-hand side of your screen.

Complete as outlined in Section 5.3 below - particularly Step 11 : add Persons.

supporting FaCC Training 1 . B Coardinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E & &

Home Case Summary

Persons [
Records 20(z] @ Case Summary 20

Days

* Description
c Date of
Case Status  Referral v consentto  Closure Please save record to assodiate chents
Description Creation
Worker | Date Date engage with Date
the service Referral | Famidy Strengths and Worries Closure
fomio MUser Open 04/07/2016 18/07/2016 01/08/2016 i= Original Referral
8 & Recent List * Original Referral | please select... -
Peter Potato 1to1of1 1’51 s urce
B This Referral
* Referral Date (for =
this service)
*Case Creation date | 02/08/201€ |T&

5.3 Complete Case Summary details

The Case Summary form comprises 3 sub-tabs:
- Referral : captures mandatory data about the referral
- Presenting Concerns : as reported by the referrer

- Closure : captures mandatory data upon completion of your work with the family.
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The mandatory fields are marked with an asterisk * .

O Case Summary e

* Description l I

Referral Presenting Concerns Closure
Original Referral

* Original Referral | please select... v
urce

This Referral

* Referral Date (for {:]1

this service)
*Case Creation date | 02/03/2017 |7

* Is the referrer a O Yes(O No
prescribed entity

* Referral Source v|

Name of referring l I
agency

Agency contact | |

name

Agency contact

details

Consent given for () Yes() No
referral in

Referrer has () Yes(O No
provided consent
for their information
to be provided to
the client

Other Referral Details

Primary Household I
suburb

Postcode

Has a cultural O Yes () No() Not applicable
consultation taken
place

If the mother is :] =8
pregnant, and there
are concerns for the
unborn child, what
is the due date?

Has the mother (O Yes(O No
provided consent

Service Response
Case Worker | A Coordinator v/

Previous Family O Yes (O No

Date of consent I:]_?

to engage with

the service
Documents Please save before attaching any
ocuments.
Last update

The first 6 data fields must be completed in order to save the record.

1. In the Description field (at the very top of the form), record the reference for the family in
accordance with the procedures of your service.

The Referral sub-tab captures key data in 4 sections :
- Original Referral
- This Referral
- Other Referral Details
- Service Response



2. Record the Original Referral Source * details.

The Original Referral Source is the first place the family was referred from (e.g. Police may
refer a family to a Child Safety Regional Intake Service, who then refer to an IFS. The Original
Referral Source is Police).

3. In This Referral section :
Enter Referral Date (for this service) * — the date this referral was received by your service.

4, Enter Case Creation Date* — this defaults to today’s date (can be backdated).

5. Complete Is the referrer a prescribed entity by indicating Yes or No.

6. Select the Referral Source* from the drop-down list —where you have received this referral
from.

This Referral

* Referral Date (for | 23/01/2019 ]-'-‘
this service) ~ 2

————
*Case Creation date | 25/01/2019 ] ]

L * Is the referrer a @ Yes () No J
|___prescribed entity

* Referral Source ||

Prescribed entity

Child Safety - Regional Intake Service (RIS)
Child Safety Service Centre (CSSC)
Corrective Services

Disability Service

Education - State School

Education - Non-State School

Health - CYMHS

Health - Public Hospital

Health - Private Hospital

Health - General/Private Practitioner

Health - Community Health

Housing Service

Police

Police Referral Service

Specialist service providers

Aboriginal and Torres Strait Islander - Family Wellbeing (ATSI-FW)
Assessment and Service Connect (ASC)
Family and Child Connect (FaCC)

Intensive Family Support (IFS)

This Referral

* Referral Date 11/06/2019 &
(for this service)

*Case Creation 18/06/2019 T
date

* Is the referrer a () Yes(®) No
prescribed entity

* Referral Source

Community/Friend/Family

Domestic & Family Violence Service

Early Childhood Education and Care Professional
Educational/Employment Service

Elders

Housing/Homelessness Service

Mental Health Service

Neighbourhood Centre

Psychologist and Counsellor

Self-Referral

Sexual Assault/Abuse and Trauma Service
Youth Service

Other - Government

Other - Non-Government

Note: If the Referral Source* is either Child Safety — Regional Intake Service(RIS) or Child Safety Service
Centre (CSSC), then extra mandatory fields will display to record the specific Child Safety Service
Centre and the Type of referral.

7. Select Save.



8. You will be prompted to complete the Presenting Concerns sub-tab.

Message from webpage X

At least one Presenting Concern must be entered

Refe Presenting Concerns D
Child wellbeing

Parenting Skills
[[] Domestic & Family Violence

[V Household relationships including conflict between
parent/s and child/ren

[V Social and/or community support network

[[JHousing, food, clothing, budgeting or basic household
resources

Child Physical health including health conditions,
disability

[[]Parent/Carer physical health including health conditions,
disability

[C] Child mental or emotional health including anxiety,
depression or self-harm

[[]Parent/Carer mental or emotional health including
anxiety, depression or self-harm

[] child alcohol and/or drug misuse
E]}Parent/Carer Alcohol and/or drug misuse
[] child sexual abuse

[C] Family law / custody issues

[Tl other

Last update A Coordinator, FaCC Training 1
27/06/2019 12:38:03 AEST

Complete the relevant check boxes and Save.
9. Return to the Referrals sub-tab and complete remaining fields for the This Referral and
Other Referral Details sections.

This Referral

= Referral Date (for this 25/06/2019 [#
service)

=Case Creation date 27/06/2019 [T
* 1s the referrer a @ Yes (O No
prescribed entity

~ Referral Source  Education - State School

[«

Name of referring Northern Cairns Primary School
agency

Agency contact name = Mr Percival

Agency contact details | 4566 1234

Consent given for () Yes() No
referral in

Referrer has provided [®lves O No
consent for their
information to be

provided to the client

Other Referral Details
Primary Household CAIRNS
suburb

Postcode 4870

Has a cultural O Yes O No O Not applicable
consultation taken place

If the mother is £
pregnant, and there are
concerns for the unborn
child, what is the due
date?

Has the mother provided (O Yes () No
consent




Note : If the referrer is not a prescribed entity, and Consent given for referral in is not completed or
No, the following message will appear :

”
Message from webpage &

RECORD NOT SAVED.

4 ,l:\ The following fields are incomplete:
* Consent is a requirement when the referrer is not a prescribed entity.
The following field is incomplete or set to no: Consent given for referral
in

These fields must be complete before the record is saved.

10. Select Save.

11. Attach the relevant Persons to the Case Summary by selecting the icon at the top of the form.

@ Case Summary me

* Description Passionfruit

Person Role Start Date End Date

Penelope Passionfruit 27/06/2019

Referral Presenting Concerns Closure

12. This will open the Person Search and Select pop up box.
Select the Search radio button, enter the client’s name in the white box, click Go.

Note: If you Create new Case Summary from the Person page, Details tab, you can use the related
button to identify relevant family members participating in the Case.

Tick the checkbox for those Persons to be added to the Case Summary and click Save.

@ Case Summary = O Case Summary 12
* Description = Passionfruit * Description  passionfruit
Person Role  Start Date End Date -+ Person Role _ Start Date End Date +
A Person Search and Select P4 d Person Search and Select P4

O Team List

4 Patsy Passionfruit F 17/02/2014
) Related

_|Penelope Passionfruit F 21/04/1985
Fuzzy Paul Passionfruit M 02/06/1985 O

Patsy Passionfruit F 17/02/2014
Paul Passionfruit M 02/06/1985

PR O Recent
< o ® Search
N

PASS3%

mmo @Emeo

TIALE

Click Save.

This populates the Person section on the Case Summary.

Click the red crayon for each Person to assign their Role - the Edit association details box will display.
Click Save.
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@ Case Summary 122

* Description Passionfruit

Person Role  Start Date End Date

Patsy Passionfruit 27/06/2019 s )
Paul Passionfruit 27/06/2019

Penelope Passionfruit 27/06/2019 ,‘

Referral | Presenting Concerns  Closure
Original Referral

* Original | Education - State School v
Referral Source

Person Role Start Date End Date 4
Patsy Passionfruit 27/06/2019 V4
Pau| Edit association details

Pen|

Person Patsy Passionfruit

Refd LCILY Please select...
- Carer/parent
Orif ot Date | Referred Child
Other
Re B bk Primary Carer
% nd Date | —
Thi
* K Comments ‘
(for
*g Last update A Coordinator, FaCC Training 1

27/06/2019 12:49:32 AEST

The Start Date reflected in the Person section defaults to today’s date.

It can be manually changed to align with the Case Creation Date (if this is set to a date other than
today’s date) by clicking on the red crayon icon for each Person.

The Person section will display as follows :

O Case Summary B2e

* Description = Passionfruit

Person Role Start Date End Date B
Patsy Passionfruit Referred Child 27/06/2019 f
Paul Passionfruit Carer/parent 27/06/2019 f
Penelope Passionfruit Primary Carer 27/06/2019 f

Referral  Presenting Concerns Closure
Original Referral

* Original | Education - State School V]
Referral Source

This Referral

* Referral Date ' 25/06/2019 %
(for this service)

*Case Creation 27/06/2019 [TH
date

13. The Service Response section of the form contains two very important fields.




14.
15.

16.

Service Response

Case Worker | please select... -
Previous Client Yes ) No
Date of consent to T

engage with the
service

Documents [EEE,

There are no files associated with this document
To upload, click the up

and drop files here

d button or in newer browsers drag

Firstly, in the Case Worker field, select the Case worker responsible for this family case from
the drop-down list. The value defaults to the worker creating the Case Summary. If a worker
hasyetto be allocated to this Case Summary, select Please select at the top of the drop-down
list. This will show as blank in the Case worker column on the Cases Page.

Refer Managing Cases for more information.
Click Save.

Secondly, Date of consent to engage with the service* is the date the family consented to
work with your service. This field is very important for reporting purposes.

Typically, this will be obtained some time after you have created the Case Summary.

A scanned copy of the signed consent form, together with the pdf of the referral and other
documents relevant to the Case, can be attached as documents to the Case Summary.

Select the Browse / Select and Upload button or ‘drag and drop’ to attach the required
documents.

5.4 Close a Case/ Case Summary

The accurate closure of the Case/Case Summary is very important for reporting purposes. Closing a
Case Summary means you have finished working with the family. Complete the following steps to

close a Case/Case Summary :

1.

Open the Case Summary by :

a) selecting it from the Details tab (on the Persons page) or
b) from the list displayed on the Cases page.

Open the Closure sub-tab.
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@ Case Summary e

* Description | Carrot Family

Person Role Start Date End Date

Patricia Parsnip Carer/parent 02/03/2017 V4
Charles Carrot  Carer/parent 02/03/2017 Va
Carissa Carrot Referred Child 02/03/2017 V4

Referral Presenting Concer€ "Closure ’

Exit referrals / links
with other agencies

Closure date i

Reason for case | please select... vl
summary closure

Closure checklist
Procedure Review
|_| Active Engagement procedure followed

[T Rreferrals sent and uploaded (if appropriate)
[] Case review for non-engaged families

O Approval to close

Data Collection
I Case notes completed

["]Relevant documents uploaded
[CJKey worker ended
["] outstanding tasks completed

Feedback
|| Feedback to referrer

[] Feedback to family regarding referral outcome
Last update A Coordinator, FaCC Training 1
02/03/2017 16:36:00

3. Use the Exit Referrals/Links with other agencies text box to record any relevant details.

4. Enter a Closure Date*
This updates the End Date for each Person in the Case Summary.

This End Date displays against the Case Summary on their Persons page, Details tab.

NOTE : If the Closure Date is changed after the initial Save, you will need to manually change the End
Date (in the Person display at the top of the form) by clicking the red crayon.

5. Complete the Reason for case summary closure* from the list of values available (can only
select one).

Please select... v
Please select... A

Referral to another service

Referred - ATSI Family Wellbeing

| Referred - CALD/Migrant support service

| Referred - Counselling - Financial
Referred - Counselling - Relationship/Family
Referred - DFV Service
Referred - Disability Service
Referred - Drug and Alcohol Service
Referred - Education - Early Childhood Education and Care
Referred - Education - school support
Referred - Emergency relief/Financial support
Referred - Employment and training services
Referred - Family and Child Connect
Referred - Family Support (not IFS)
Referred - Health - CYMHS
Referred - Health Visiting Program
Referred - Housing and homelessness service
Referred - Intensive Family Support
Referred - Medical - Allied Health v
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5. Complete the Closure checklist - Procedure Review, Data Collection and Feedback sections
as appropriate, in accordance with your service procedures.

5.5 Managing Cases from the Cases Page

The Cases Page displays key information for managing and monitoring Cases within your service.
There are a number of features which may enhance operational efficiencies.

FaCC Training 1
Advice, Referral and Case Management (ARC) - Trainin

Case Summary

supporting
families

Persons 2 ( Show Filters ) Create New Case Summary
Days -
Case Date of
Case Referral 3 consent to  Closure
Reports Description i ricer SISt Date | gr;:uon engage with Date
i the service
Admin Baetroot
Family G User Open 05/05/2016 05/05/2016 05/05/2016 =
< Recent List Referral
Carissa Carrot Conrok A
Patricia Parsnip b Open 01/05/2016 05/05/2016 05/05/2016 &=
Beverley Banana Family Coordinator
Charles Carrot Cherry
Peter Potato Family Coordinator OPeN 05/05/2016 05/05/2016 =
Referral
Initial =
Referral C User Open 05/05/2016 05/05/2016 =
Mango =
Family E User Open 05/05/2016 05/05/2016 - —
Bansna s A Closed  01/03/2016 15/03/2016 01/05/2016 =
Family Coordinator N
Banana A —
Family Coordinator Closed 02/05/2016 02/05/2016 03/05/2016 =
8 g
Fox Family ¢ ovor Closed 15/02/2016 17/02/2016 29/02/2016 12/04/2016 i=
’R‘;i'ggf"‘ A User Closed  05/05/2016 05/05/2016 05/05/2016 05/05/2016 =
Referral for
Apple A User Closed 05/05/2016 05/05/2016 04/05/2016 05/05/2016 =
family
1 to 10 of 10 @A

a) Order by column

The display of Cases can be actioned from each column — simply click the column to activate as the
display and click again to change the direction of the display.

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training|

Home Case Summary

persons Recorts| 201%]
— o case Referral Conn :Doar:;::l to  Closure
Reports Description Worker Status &?:W" engage with Date
the service
Admin Beetroot
Family G User Open 05/05/2016 05/05/2016 05/05/2016 =
B £ Recent List Referral
Srdnadtinide carrot A
Patricia Parsnip S Open 01/05/2016 05/05/2016 05/05/2016 -
Beverley Banana Family Coordinator
Charles Carrot Cherry "
Peter Potato Family Open 05/05/2016 05/05/2016 =
Rofora  Coordinator
Initial [ —3
Referrsy  CUser Open 05/05/2016 05/05/2016 =
:':,:““‘,3 E User open 05/05/2016 05/05/2016 =
S A Closed  01/03/2016 15/03/2016 01/05/2016 i=
Family Coordinator /03/. / L irio
Banana A =
Family Coordinator Closed 02/05/2016 02/05/2016 03/05/2016 i=
B =
Fox Famlly Coo o ror Closed 15/02/2016 17/02/2016 29/02/2016 12/04/2016 i=
::é';::f’“ A User Closed 05/05/2016 05/05/2016 05/05/2016 05/05/2016 =
Referral for
Apple A User Closed 05/05/2016 05/05/2016 04/05/2016 05/05/2016 =
family
1to 10 of 10 53]




b) Apply filters

Specific tailoring of displayed information can be achieved through the use of the Show Filters
feature.

Select your desired parameters for one or a number of columns, click Apply Filters.

Clear Filters — will clear the previous values and enable to tailor a new search.

FaCC Training 1
Advice, Referral and Case Management (ARC) - Training

Case Summary

supporting
families

Records| 20[v

Aovly Fitecs ] Clor Fllers ] bide Fiers

Date of consent
5 = Description S‘a::(s, Status | Referval Date 1 3:: Creation to engage with  Closure Date
eports service
o e — ol — Y —
el Ll — —
Carissa Carrot Beetroot
Patricia Parsnip Family G User Open 05/05/2016 05/05/2016 05/05/2016 =
Baverley Banana Referral
St S i Open 01/05/2016 05/05/2016 05/05/2016 =
Peter Potato Family Coordinatar =
Cherry
: B s
Family Open 05/05/2016 05/05/2016 =
Referral Coordinator
;“;;'m | Cuser Open 05/05/2016 05/05/2016 =
:‘;,;;g'; E User Open 05/05/2016 05/05/2016 =

c) Create new Case Summary

You can create a new Case Summary directly from the Cases page.

Click Create New Case Summary and the form will open on the right of the screen

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Home Case Summary

e ————
Persons Records 20'_!] Show Filte < [Oeale New Case Summary b ’¢ Case Summary e
T — =
Days

* Description I ]

Cases Date of

Referral | Presenting Concerns Closure
consent to

SeDUris Case engage Original Referral
Admin Case Referral Creation with the Closure * Original Referral | please select... v
Description Worker Status | Date Date service Date Source
£ Recent List Books A This Referral
Carissa Carrot Open 02/03/2017 02/03/2017 =+ geferral Date (for =
Family Coordinator : 2 =
Thomas Books this service)

Carmol  kuser  Open  28/02/2017 02/03/2017 10/03/2017 | S cmatonda) 02/05/2017 [

Family
* 1s the referrer a (O YesO No

1to 2 of 2 results B ‘Pm':rb;d si’:rjg =

Complete the six mandatory data fields (marked with *) and click SAVE.

d) View associated records

The *= icon on the list view of the Cases Page opens a short-cut to Notes, Supports,
Assessments and documents associated with the Case Summary.

NOTE: Plans and Referrals must still be accessed from the Persons page.
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The individual forms can be opened by clicking on the date link.

supporting FaCC Training 1
families Advice, Referral and Case Management (ARC) - Trainin

Home Case Summary

hereons Records | 20(7] RTINS Associated Racords  Fiver | croate vew |
Days
Y Case List Date Record Type Notes
Cases — Date of © 05/05/2016 Assessmens
case Referral consent to  Closure SOM Family
— Description o,  Status Date 1 S engage with Date B
the service aation!
Admin s @ sesement
R Family G User Open 05/05/2016 05/05/2016 05/05/2016 ‘Assessment]
C.;r paiusie z"’:" - @ 05/05/2016 Support Brokerage Pediatric Assessment for Barr.
Patricia Parsnip o Open 1/ = 05/05/2016 Support  Emergency Groceries
Revesiiy Rarian. Family Coordinator o =
Charles Carrot Cherry B s= @ 05/05/2016 Note Consult with PCPP.
Peter Potato Family Codediviator OPen 05/05/2016 05/05/2016 =
Referral @ 05/05/2016 Note Intake Home Visit Completed
I o Guser Open 05/05/2016 05/05/2016 = g 05/05/2016 Note REFERRAL CREATION
:‘;:%3 E User Open 05/05/2016 05/05/2016 = 1to70f7 i)
Banana A
ey Coordinator Closed  01/03/2016 15/03/2016 01/05/2016
Banana A
oty Coordinator Cl0sed  02/05/2016 02/05/2016 03/05/2016
Fox Family 2. oo Closed 1 12/04/2016 =
IRItwoOM A User Closed 05/05/2016 05/05/2016 05/05/2016 05/05/2016 i=
Referal for =
le A user Closed  05/05/2016 =
family
1to 10 of 10 R

=

The i button provides a snapshot of the relevant data pertaining to that record.

Associated Records

Date Record Type Notes

o Workers / Workgroups
G User, FaCC Training 1

Information

o * Date of A t: 05/05/2016 A t for Barr...

o 05/05/2016 Support Emergency Groceries
Relief

o 05/05/2016 Note Consult with PCPP
o 05/05/2016 Note Intake Home Visit Completed
(i) 05/05/2016 Note REFERRAL CREATION

1to7of 7

The display of records can ordered by clicking each column — with the arrow indicator appearing.

Associated Records

Record Type Notes

o 05/05/2016 Assessment
[SDM Safety
Assessment]

o 05/05/2016 Assessment
[SDM Family
Risk
Evaluation]

(3} 05/05/2016 Support Emergency Groceries
Relief

o 05/05/2016 Support Brokerage Pediatric Assessment for Barr...

o 05/05/2016 Note REFERRAL CREATION

o 05/05/2016 Note Intake Home Visit Completed




The Filter button enables you to define the parameters for your search.

Associated Records ¢ Filter | “reate New

From: Q'ﬂ Record: Please select... |v|
o: | i3 m @

Date 1 Record Type Notes
o 05/05/2016 Assessment
[SDM Safety
Assessment]
o 05/05/2016 Assessment
[SDM Family
Risk
Evaluation]
0 05/05/2016 Support Emergency Groceries
Relief
o 05/05/2016 Support Brokerage Pediatric Assessment for Barr.
o 05/05/2016 Note REFERRAL CREATION

The Create New button enables you to select a record type to create a new record.

Associated Records [ Filter | Create New |

Date Record Type Note
(3} 02/03/2017 Note o v
Alert
1t61or] 12K
Assessment

SDM Safety Assessment
Referrals and Plans do not disple

view / action these from the Per SDM Family Risk Evaluation

Document

The Persons attached to the Case Summary are automatically included in each form. If the particular
record only pertains to one Person, simply uncheck the box for the other Person/s listed.

This note is associated with (tick):

Cedric Cucumber

Craig Cucumber VI
Carla Cucumber ]

6 Record Consent

The Program Guidelines for Family and Child Connect services outline the circumstances regarding
consent and information sharing. It is acknowledged that managing confidentiality and privacy is
primarily addressed through the policies and practices exercised by each service. The department
requires funded services have their own consent and privacy statements, which they can upload to
ARC.

In ARC, Consent can be captured in two places:

A. On the Case Summary, Referral sub-tab
— Date of Parent/Carer consent to engage with the service

—this field is used for reporting purposes; and

B. In the Consent tab on the Person record.
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To record consent:

The Date of Parent/Carer consent to engage with the service must be recorded on the Case
Summary - Referrals sub-tab.

Service Response
Case Worker | K User v

Previous Family O YesO No

Date of consent | 19/12/2018 |&

to engage with
the service

/1
\

This field is used for reporting purposes for your service.

2. If required by the procedures determined for your service, consent may then be updated on
Person records (on Persons page > Consent tab). Click Create New Consent.

Enter Start date and Review date of consent (if applicable).
Enter consent provided by selecting Yes against Consent to engage with the service.
Enter any Notes applicable to the consent.

o v e w

If the consent is associated with more than one family member, select the appropriate family
members from the This consent is also associated with section

7. Select Save.

FaCC Training 1
Penelope Passionfruit Female, DOB: 21/04/1985 (Age 34 yrs)
9

8. Afterthe initial Save, an area on the form appears to enable you to upload the signed consent form
by selecting Browse / Select & Upload button or drag and drop the file into the blue portion on the
form.

Scanned copy [ Browse. |
(Max File Size: 5 MB)
There are no files associated with this document

To upload, click the upload button or in newer browsers drag
and drop files here.

Check the procedures for your service : it may be determined more efficient to save the consent from
the family on the Case Summary as a central record, rather than on individual Person records.

9. Once the documents have been uploaded, select Save.
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7 Add Notes

Notes (located in the Persons page, Notes tab) are important for capturing time spent by the

worker/s.
The definitions for each category of Activity length * are:

e Contact: direct time spent with the client
e (Case Work: time spent on behalf of the client

e Travel: other travel undertaken with or on behalf of a client (including travel to meetings with

clients, without them in the car).

1. From the Person page, select the Notes tab.

2. Click Create New Note.

supporting FaCC Training 1
families Carissa Carrot Female, DOB: 14/04/2006 (Age 10 yrs)

Worker / Type

F User Contacted family to arrange intial meeting
Phone

Notes

B Coordinator CREATED CASE SUMMARY
File Note

Activity Date | 03/08/2016 (T8

« Worker/s & F User, FCC Training 1 %

* Actrity Type | Phane (=l

1ta Case Summary | Carrot Family [<]
Notes va
Contactad family to arrange iInfial meeting
Service provded
# Child / Family
# Health / Counselling
* General Support/ Counselling / Advocacy
# Domestic and Family Violence (DFV)
* General/ Parsonal Support
* Financial/Employment
= FaCC Services
Create referral
Client transfer to another service
Warm handover
V| Stakeholder meeting / liaiscn
Satety planning
& Other
Reported to
Child Safety (RIS)
Child Safety (CSSC)
Consultation with [ PCPP
DFV Consultation
Cultural Consultation
Disabiity Support
Practice Consultation
Other
This note is also associated with (tick):
Charles Carrot Father v
Patrica Parsnip Mother v
Activity Length  Contact Case Work  Travel
o
May be edited to 06/08/2016
Last update & Coordinator, FaCC Traning 1
Family name search =
3. Enter Activity Date of note (can be backdated).
4, Add Worker/s. The worker will default to the user entering the data. Additional workers can

be added by selecting the icon. External workers can be added to the note to record their

attendance. (Persons external to your service do not have access to ARC.)
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5.

w ® N o

10.

11.

12.

* Worker/s e A User FaCC Training 1 % * Worker/s @ A User FaCC Training 1 %

Additional workers Sddticnal werkers
Workgroup: ——
‘ — External Organisation... z
Workgroup: | £4¢c Training 1 =
N Organisation:  apc Family Matters
Worker: Please select =
— Worker:  Michael Melon
Role: s
Role:  gpecialist|
(ndd ] cose |

Select the relevant Activity type from the list. E.g. Client meeting or Home visit.

Centre based
Accommodation support
Appointment
Client meeting
Drop In
Group Work
Informal interaction

External
Phone
Home visit
Meeting
In-home Support
Transport

Other
Case coordination
Correspondence
File Note

The Case Summary field will display the active Case Summary for this Person.
Record any relevant comments in the Notes box.
The check boxes for Service provided offer a short-cut to record the nature of the activity.

Select if the details of the Note have been Reported to Department of Child Safety (CSSC)
or Department of Child Safety (RIS) by selecting the tick boxes.

Reported to
[ Child Safety (RIS)

[~ Child Safety (CSSC)

Indicate if there has been consultation with other professionals in the conduct of this activity.

Consultation with ™ PCPP

™ DFV Consultation
Cultural Consultation
Disability Support
Practice Consultation
I Other

If the note is associated with other persons in ARC that are associated/related to the
client select the person from the This note is also associated with section. Refer section
Create Relationships for more information on creating relationships.

Enter the time spent with or on behalf of the client in the Activity Length* field.
Enter minutes only.

Contact: direct time spent with the client
Case Work: time spent on behalf of the client
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e Travel: other travel undertaken with or on behalf of a client (including travel to meetings with
clients, without them in the car)

13. Select Save to save the note. Notes will become locked/uneditable after 3 days of saving.

14. Select Save Final to lock the note.

Edit Note Details 2e

Activity Date | 03/08/2016 |i#

= Worker/s & F User, FaCC Training 1 X
* Activity Type | Phone E]
Case Summary | Carrot Family [+

Notes v a
Contacted family to arrange initial meeting

Service provided
# Child / Family

# Health / Counselling
# General Support/ Counselling / Advocacy
* Domestic and Family Violence (DFV)
# General/ Personal Support
# Financial/Employment
= FaCC Services
[F] create referral
[T Client transfer to another service
7] warm handover
[¥] stakeholder meeting / liaison
[] safety planning
# Other

Reported to
[7] child safety (RIS)

[Z] child safety (CSSC)

Consultation with [C] pcPp
[C]DFV Consultation
[T Cultural Consultation
[T Disability Support
[T Practice Consultation

] other
This note is also associated with (tick):
Charles Carrot Father ¥
Patricia Parsnip Mother )

Activity Length Contact Case Work Travel
20 mins

May be edited to 06/08/2016

Last update B Coordinator, FaCC Training 1
03/08/2016 08:46:30




Additional Notes:
A user with Coordinator access level is able to delete a Note record that is not locked.

A user with Coordinator access is able to unlock a locked Note.

Note Details @ | || NetsDetalls .

S Activity Date 21/02/2017

Vi ate

ty 21/02/2017 Worker/s Worker Two, FaCC - UAT Service
Worker/s Worker Two, FaCC - UAT Service
Work group FaCC - UAT Service

Work group FaCC - UAT Service Activity Type Client meeting

. Case Summary Carrot Business
Activity Type Client meeting

Notes
Case Summary  Carrot Business Discussed some things
Notes Al.lﬂ associated  Carmine Carrot, Mother
Discussed some things m'f".
, Activity Length Contact Case Work  Travel

Also associated  Carmine Carrot, Mother 23 mins
withe Edit locked &

=02 s 24/02/2017
Activity Length

2/ 2 Contact Case Work Travel
Unlock for Days
23 mins
Unlock reason = =
Edit locked Remove record from incorrect person
24/02/2017 G Remove record from Incorrect workgroup
A Edit inappropriate or incorrect information in text fields
Last update Worker Two, FaCC - UAT Service Last update Edit incorrect dates
21/02/2017 15:50:55 AEST Edit to other non-text fields
Other

Simply click the blue unlock icon, then...

1. Enterthe number of days you wish the record to be open for (it
will automatically re-lock after this time)

2. Select an Unlock reason Note 1

3. Click Save.

TIP: Notes are not able to be grouped or flagged with a particular Case / Case Summary. To assist with easily
identifying which notes pertain to a particular Case Summary, the use of simple CAPITALS upon the creation
and closure of the Case

Search Details Id&Y Supports Alerts Consent Referrals Plans Tasks Assessmen

Notes [riter | creste e note JX

Activity Date |  Worker / Type Notes

22/07/2016 G User CLOSE CASE SUMMARY
File Note
12/07/2016 G User ..insert details...
Client meeting
05/07/2016 G User ...insert details...
Appointment
04/07/2016 G User ...insert details...
Client meeting
28/06/2016 G User Met with family - secured consent. Very positive meeting.
Client meeting
20/06/2016 G User Contacted Patricia to arrange initial meeting
Phone
15/06/2016 G User CREATE CASE SUMMARY
File Note

1to70of7
Export Notes
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8 Assessments

8.1 Record Assessments

Assessments are recorded in the Persons page, Assessments tab.

The Assessments available are:

NOTE :
page.

SDM Safety Assessment (outcomes only)

Note: Family Risk Evaluation is no longer being used in FaCC

Useful documents relating to Assessments can be found in the Documents tab on the Admin

On the Persons page, select the Assessments tab

Select Create New Review and choose the assessment you wish to create.

supporting FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Home Search Details Notes Supports Alerts Consent Referrals Plans Tasks EEELENUERIER Documents

Create New Review L2

No Reviews to display SDM Safety Assessment
SDM Family Risk Evaluation

Persons Reviews

B & Recent List
Canissa Carrot
Patricia Parsnip
Beverley Banana
Charles Carrot
Peter Potato

Additional Notes :

e Auser with Coordinator access level is able to delete an assessment record that is not locked.

e Assessments will lock (not be able to be edited) 42 days after the record is first saved. This
is shown at the bottom of the form — May be edited to dd/mm/yyyy
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8.2 Complete SDM Safety Assessment

Note: The SDM Safety Assessment in ARC is only capturing the outcome of the assessment
for reporting purposes, not the actual assessment.

1. Select SDM Safety Assessment from the Create New Review list
2. Enter Completed* date (can be backdated).
3. The Worker/s field will default to the user entering the Assessment into ARC. If additional

workers were involved in the Assessment, select the icon to add the relevant worker/s

from the drop down list. To delete workers, selectthe icon

4, Select Assessment Stage*: /nitial for entry assessment, Subsequent for a review and
Closing for exit assessment

5. Record details for :
- Safety Decision* and

- Date of Assessment*.
6. Record any notes in the Comments box.

7. Associate the Assessment with relevant family members by selecting the
appropriate person/s in the This review is also associated with (tick): section.

8. Select Save to save a draft, or Save Final to lock the assessment.
9. After saving, you can attach documents to this assessment.
Edit Review Details A2
Completed 03/08/2016 7=

= Worker/s & B Coordinator, FaCC Training 1 %

* Assessment| SDM Safety Assessment
Name

Case Summary Carrot Family [=
* Assessment  [njtial ||
Stage =
= Safety Decision | please select... v
= Date of | 53

Assessment | conditionally Safe

Comments Unsafe

This review is also associated with (tick):

Charles Carrot Father v

Patricia Parsnip Mother v
May be edited to 14/09/2016

Last update




O Plans

A Planis a structured intervention program and the Plans tab enables you to create and maintain

a case plan for a family.

A family can have multiple plans, if this is required for the specific needs being addressed by
your service. Each plan can have multiple actions enabling the identification and recording of

issues, goals, actions and outcomes.

9.1 Create Plan

1. On the Persons Page, select the Plans tab

2. Click Create New Plan. The Edit Plan Details form will appear.

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Search Details Notes Supports Alerts Consent Referrals JEUN) Tasks Assessments Documents

Persons Plans
No Plans to display
Edit Plan Details =217}
Date 1 05/05/2016 (T8 :::L‘k;’;h" is also associated with Review date L f
B £ Recent List iCveaight & :'r:x;:";a:r’ T Chaie Cerrot Lo d . ] “
Carnissa Carrot r =] Last update
Patricia Parsnip Description ‘ i
ey
Peter Potato
3. Enter the Date* and Review date (if required) by using the calendar icon.
4, In the Description field, record the name of your plan in line with the procedures of your
service.
5. The Oversight field will default to the user entering the Plan. If additional workers are

involved in the Plan, select the icon to add the relevant worker/s from the drop down list.

To delete workers, select the icon

6. In the This plan is also associated with section, select the family members involved in this

Plan (as for the Case Summary).

7. Click Save. Once the planis saved, you are able to add Actions.

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Search Details Noles Supports Alerts Consent Referrals [ZENF Tasks Assessments Documents

Plans m Create New Plan
Date | Review Date Worker Work Group Description
05/05/2016 17/08/2016 A Coordinator Carrot Support Plan
o
1to1of1
Edit Plan Details e
B O Recent List Date | 05/05/2016 |78 This plan is also associated with Review date u/us/zoxs ?"T
Carissa Carrot (tick): e
Patricia Parsnip A Coordinator, FaCC |
. Charles Carrot Fath, Close date
Beverley Banana Oversight & Training 1 % = N v %
Charles Carrot Last update A Coordinator, FacC
Peter Potato Description | Carrot Support Plan Training 1
05/05/2016 14:44:15
Actions Create New Action
No Actions to display
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9.2 Create new Action within a Plan

1. On the Edit Plan Details form, select Create New Action.

supporting FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Search Detalls Notes Supports Alerts Consent Referrals LIELHY Tasks Assessments Documents

Plans e ] et e i
Date | Review Date Worker Work Group Description
05/05/2016 17/08/2016 A Coordinator Carrot Support Plan
i ]
1tol1of1
Edit Plan Detail =2}
B O Recent List Date | 05/05/2016 |55 This plan is also associated with Review date | 17/08/2016 |[FH
Carissa Carrot L (tick): <
Patnaoa Parsnip A Coordinator, FaCC -~ s
- harles Fi Close date
Baiatiy Bines Oversight & i Charles Carrot ather 4 [
Charles Carrot f Last update A Coordinator, FaCC
Peter Potato Description L,(:','E‘,El,‘!”,mip,‘fni‘ Training 1
05/05/2016 14:44:15
No Actions to display
Edit Action Details
Date : Domain Goal W a Actions va
05/05/2016 |7 Please select.. v
Review date i Concerns and Worries va
Closed date
=
; Strengths and Resources  w g, Outcome X Comments on Quicome W .4,
- Goal not Goal fully
Oversight & achieved schieved WA
A Coordinator, FaCC 1 © )S )
Training 1 R
Last update Service @
Order: [0 |
[Dciee
2. Enter the Date and Review date (if applicable).
3. The Oversight field will default to the user entering the Action. If additional workers are

involved with this Action, select the icon to add the relevant worker/s from the drop down

list. To delete workers, selectthe icon

4. Select the Domain from the list box.
5. Enter details for the Concerns and Worries, Strengths and Resources, Goal and Actions.
6. To Add a Service to the Action, select the icon. This will open the Service Directory where

the user can search the Service Seeker database or select from the list of Favorite services to
reflect the involvement of an external service with this Action. To remove a Service from a

plan, selectthe icon.

Note: The adding of a Service is for information purposes only. The external Service does not
have access to ARC.

7. To change the order in which the Actions appear in your Plan, highlight the Action in the Plan
and enter the required position in the Order field in the bottom right corner of the screen.

8. Select Save.

9. To record a Referral from the Action, select the icon nextto the Service (note, a Service must

be added to the Action, as outlined in the steps above, for this icon to appear). This will take
the user to the Referral form within the Referrals tab. Refer Managing Referrals

10. To record another Action, click Create New Action — the details screen will display. Complete
as above and Save.
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11. To print the plan, select Print View and print. The template includes signature blocks for your family
and your service for use in accordance with the procedures of your service.

An example of a Plan with Actions is shown below :
The highlighted Action is the one which displays in the bottom of the screen.

Edit Plan Details 20
Date \ 05/05/2016 | This plan is also associated with Review date l 17/08/2016 |
7 (tick): —
* Oversight A Sk Charles Carrot Father V! Close date il

Training 1 R

Last update A Coordinator, FaCC
Description | Carrot Support Plan Training 1

05/05/2016 14:46:29

Actions Create New Action

Date/Worker Domain, Strengths, Concerns/Worries Goals Actions Review/Close

05/05/2016 Domain: ...enter details here.. |...enter details here.. Review:
~ 1ator Family Safety Closed:
Concerns and Worries:

...enter details here..

Strengths:
...enter details here..
Service:
05/05/2016 Domain: ...enter details here.. |...enter details here.. Review:
A Coordinator  Material Wellbeing Closed:
o) i= Concerns and Worries:
i ...enter details here..
Strengths:
...enter details here..
Service:
05/05/2016 Domain: ...enter details here..  ...enter details here.. Review:
A Coordinator  Health Closed:
= Concerns and Worries:
ks ...enter details here..
Strengths: -
...enter details here..
Service:
Edit Action Details U=
Date Domain Goal W a Actions v a
05/05/2016 |8 Health ﬂ ...enter details here.. ...enter details here..
Review date == Concerns and Worries va
B ...enter details here..
Closed date
-
Strengths and Resources w a Outcome x CONUBEICS O O e va
* Oversight & ...enter details here.. :’:,:‘e:‘;; C::L‘L‘E; NA
A Coordinator, FaCC 100000 (@)
Training 1 %
Last update Service @
A Coordinator, ——
FaCC Training Order: [Q J >
1
05/05/2016
14:46:25

&S Within an Action, the icon with the yellow cross provides a short-cut to record a
New Note H
N St Note, Support payment and/or Task directly from the Plan.

' \E\_iaff& This is a particularly useful, time-efficient feature.
Order: |0 When each Action within a Plan is created, it is numbered “0” — displayed in the

bottom right of your screen. You can change the order in which your Actions are
arranged in your Plan by using this box to assign the order you want for each
Action.
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Additional Notes:

When using plans for the first time, it is recommended to keep the plan relatively simple - create a
new action for each different issue.

If you are conducting joint case management, it is possible to allocate multiple / different workers
for the plan oversight or as the responsible worker for a specific action. The Review Date will
prompt a task in the worker’s My Tasks tab.

-

You can allocate an external worker to a Plan and/or Action by clicking the "™ blueicon

- this is for information purposes only as they do not have access to ARC.

A closed action can be viewed by clicking View Prior Action. This is required if you wish to print all
actions associated with a plan.

9.3 Close an Action within a Plan

1
2
3.
4

From the Persons Page, select the Plans tab.
Select appropriate Plan from the Plans list to open the Edit Plan Details form.
Select appropriate Action against the plan to open the Edit Action Details form.

Indicate the Outcome achieved based on the scale of 1 to 5 and record ant notes in the
Comments on Outcome box provided.

Enter a Closed date and select Save (update any comments as applicable).

9.4 Close Plan

1.
2.
3.

From the Persons page, select the Plans tab.
Select appropriate Plan from the Plans list to open the Edit Plan Details page.

Enter a Close Date and select Save.

Note: Actions should be closed prior to the Plan being closed - refer the preceding section. As
shown below, a Closed Action will show as View Prior.
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families

Plans

Prior Plans
Date |
05/05/2016

B O Recent List
Carissa Carrot
Patrica Parsnip

PPOTOTE THCC TG Y

_Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

‘Search Details Notes Supports Alerts Consent Referrals IELIY Tasks Assessments Documents

Mo current Plans to display

Review Date Worker

17/08/2016 A Coordinator

Edit Plan Detalls

[ Fiter | Create New Ptan | view #o

Work Group Description
Carrot Support Plan

1tolof1

2o

1
05/05/2016
15:04:21

Famiy name search
—

Beverley Banana Date | 05/05/2016 | This plan is also associated with Review date | 17/08/2016 |
Charles Carrot - (tick):
Peter Potato = oversight & A Coordinator, FacC Charles Carrot Father v Close date | 05/05/2016 |

Training 1 %

T Last update A Coordinator, FaCC

Description | Carrot Support Plan | Traming 1
05/05/2016 15:04:21
Actiony Create New Action

Date/Worker Domain, Strengths, Concerns/Worries Goals Actions Review/Close

05/05/2016 Domain: ...enter details here.. |...enter details here.,  Review:

A Coordinator  Family Safety Closed:

Cab ] Concerns and Worries:

oo ...enter details here.,
Strengths:
...enter details here..
Service:

05/05/2016 Domain: ...enter details here.. ...enter details here.,  Review:

A Coordinator  Material Wellbeing Closed:

1= Concerns and Worries:
bt ...enter details here..
Strengths:
...enter details here..
Service:
Prior Actions

Date/Worker Domain, Strengths, Concerns/Worries  Goals Actions. Review/Close

05/05/2016  Domain: wenter details here.. ...enter details here.. Bou

A Coordinator  Meaith \"m

= Concerns and Worries:

=7 ...enter details here..

Strengths:
..enter details here.,
Service:

Edit Action Details s
Date Domain Goal W a Actions va
Esxos:‘zaxb ) Health [¥]  ..enter details here.. enter details here.,

Review date Concerns and Worres va
* ..enter details here.,
o5 e ate
05/05/2016 |58
gthe a0 w g Outcome 3 Comments on Outcome va
- Goal not Goal fully

Oversight & .-enter details here., bovd | iehioved WA
A Coordinator, FaCC 1I00000s O
Training 1 X
Last update Service @

A Coordinator, —~—
FacC Training Order: [0 ]

(5o Jooee

9.5 Delete an Action within a Plan

Deleting an Action within a Plan should only occur in the circumstance where the actionis a

duplicate or was incorrectly entered.

Note: This action is irreversible therefore should be completed with caution.

1.

2
3.
4

From the Persons page, select the Plans tab.

Select appropriate Plan from the Plans list to open the Edit Plan Details form.

Select appropriate Action against the plan to open the Edit Action Details form.

Select Delete. The Action will now be deleted.
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10 Support / Brokerage

10.1 Create Support / Brokerage Payment

1. From the Persons page, select Supports tab.
2. Click Create New Support / Brokerage.
supporting FaCC Training 1 8 Coof

Peter Potato Male, DOB: 15/05/2005 (Age 11 yrs)
Search Details Notes EILILLEY Alerts Consent Referrals Plans Tasks Assessments Documents

families

Edit Support/Brokerage Details

08
)

Date 03/08/2016 &

* Worker/s & B Coordmator, FaCC Training 1 %

Support type

Amount $ "gmergency Relef
Brokerage

Payment | Approval

Provider Name
* Service Type  Please select
Expenditure type ) Goods () Services
Brokerage code
Method of payment  please select
Payment date

Last update

Save

3. Enter Date* for recording Support request. This can be backdated.

4. The Worker/s field will default to the user entering the Support details.
To add more workers, select the icon. To delete workers select the icon.

5. Select Support type* : Emergency Relief or Brokerage.
Emergency Relief — for a family’s immediate need e.g. baby formula, nappies, food. Brokerage
—for specialist goods and/or services that contribute to the overall needs and wellbeing of the
child and family as part of their Support Plan.

6. Enter the financial/dollar Amount* for the support provided.
7. Record description in the Details box, e.g. nature of and reason for support.
8. In the Payments sub-tab, complete the Provider Name, Service Type*, Expenditure type

(goods or services), Brokerage code, Method of payment and Payment date*.

The use of these fields is as prescribed by the procedures of your service.

9. Select Save. The Support record will appear in a list on the left-hand side of the screen.
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supporting
families

Home Search Detalls Notes EILLILEY Alerts Consent

FaCC Tralning 1
Peter Potato male, DoB: 15/05/2005 (Age 11 yrs)

Referrals Plans Tasks Assessments Documents

Persons
Support/Brokerage Create New Support / Brokerage (<X )]
Days Date | Worker / Type Details Amount
Cases 03/08/2016 B Coord: Medical $120.00

Brokerage

Brokerage

(i}
_ xmn [

B & Recent List
Peter Potate
Carissa Carrot
Thom

03/08/2016 B Coordinator

Brokerage

Participation in After School Care - FOC $0.00
Medical supplies $40.00

Total: $160.00
1to30f3

Edit Support/Brokerage Detalls

03/08/2016 T

B Coordinator, FaCC Training 1 R

Potato Family [=1
Brokerage v

120.00

,w/yam Export Support / Brokerages

Detais
Medical Assessment

Payment | Approval
Provider Name Family Central Hospita!
* Service Type = Health assessments and treatment
Expenditure type ® Goods() Services
Brokerage code
Method of payment  please select

Payment date i

Last update B Coordinator, FaCC Training 1
03/08/2016 09:04:18

[ v

B Coorg

[«

Additional Notes:

e Auserwith Coordinator access level is able to delete a Payment record

e Supportrecords can be printed by selecting Print View (available in the bottom left of the Edit

Support/Brokerage Details form once the record has been saved)

10.2 Approve Support / Brokerage Payment

The use of these fields is as prescribed by the procedures of your service.

1. On the Persons page, select Supports tab.

2. Select the appropriate record from the Support/Brokerage list to open the Edit
Support/Brokerage Details form.

3. Navigate to the Approval sub-tab.

Paymentf Approval

Approved @ Yes () No

Reason not
approved

Authorised by I Mary Contrary

Position I Team Leader

Authorised date | 05/05/2016 |5

Last update A Coordinator, FaCC Training 1

05/05/2016 15:10:19

4. Enter Approval (Yes or No), if No is selected enter a Reason not approved.

5. Enter the Authorised by, Position and Authorised Date *

6. Select Save.



11 Tasks & Alerts

11.1 Create a Task

Tasks and Alerts display on the My Actions and Team Actions tab on the Home Page.

1. To create a Task, on the Persons page, select the Tasks tab.
2. Click Create New Task.
supporting FaCC Training 1

families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Days. Action Date 1 Start/End Worker Task Task date i
s o oo — °
Export Tasks Lo okl End time ©
ker/s & A Coordinator, FaCC Traming 1 X
This associated with (tick)
3. Enter Task date and times.
4. The Worker/s field will default to the user entering the Task details.
To add more workers, select the icon. To delete workers, selectthe icon.

5. Select Task type and add any Notes.
6. Select 'Yes' to Send to calendar if the task is to be sent as a Microsoft Outlook calendar

invitation. All workers associated with the task will receive a Microsoft Outlook calendar
invitation if their email address has been supplied via their User Preferences details.

7. Include related family members as relevant by checking the tickbox in the This task s also
associated with (tick) : section
8. Click Save.

NOTE : When the Task has been completed, the Completed/closed date field must be recorded - if
not, the Task will continue to display on the My Actions and Team Actions tabs on the Home page.

To modify the Task, click on the Task and the edit screen will display on the right hand side. Update
the details and select Save.
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Edit Task Details 2]

Task date | 05/05/2016 |T#

= Worker/s g A Coordinator, FaCC Training 1 %
B Coordinator, FaCC Training 1 x

* Task type | Review v

Notes v a
Internal case review meeting

Send to calendar () Yes(®) No

This task is also associated with (tick):
Charles Carrot Father W

Created 05/05/2016

Completed/Closed :'

Last update A Coordinator, FaCC Training 1
05/05/2016 15:12:59

Tasks can also be created and viewed in a Calendar View which gives users a visual representation
of scheduled tasks by Day, Week or Monthly views.

9. From the Tasks tab, select the Calendar View button.

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Home Search Details Notes Supports Alerts Consent Referrals Plans REEY] Assessments Documents

Persons -
x Tasks: Fi ate tew Task [0}
Days Action Date | Start/End Worker Task
05/05/2016 8:00 am A Coordinator Review
9:00 am Internal case review meeting
Reports 02/05/2016 7:00 am A Coordinator Review
8:00 am Review file for Carrot family

1to2of2

Export Tasks

B Z Recent List

10. A schedule of tasks can be viewed by selecting the Day, Week or Month buttons (highlighted
below).

SUpporting  TacC Traimning 1
Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Searth Detalls Netws Supports  Akerts  Consest  Referrals  Plars




Tasks display on the My Actions and Team Actions tabs on the Home page.

Overdue Tasks are highlighted in pink — as below.

supporting FaCC Training 1 8 Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training = 8 e
My List Team List IUYSELE Team Actions Referrals Service Directory Enquiry m
Due Date Between: Start date 01/05/2016 =8 End date | 10/07/201¢ T Calendar view [?]
Due Date | Time Action Type Workgroup Person Descption Details
08/07/2016 Task FaCC Training 1 Patricia Parsnip Check-in with the Carrot Famiy Go to Task
05/05/2016 08:00 AM Task FaCC Training 1 Carissa Carrot Intemal case review meeting Go to Task
Patricia Parsnip
02/05/2016 03:00 PM Task FaCC Training 1 Patricia Parsnip Review file for Carrot Famity Go to Task
1to30f3 A
NOTE: This kst shows all actions you are responsble for, This may indude actions associated with your work for another workgroup (other than the ane for which you are currently logged on)

To view the details of these actions you will need to change to that warkgroup.

Oscar Baker

Additional Notes:

e Once aTask has been completed, record the date in the Completed/Closed field using the
calendaricon.

e Toexporttasksto a PDFfile, click Export Tasks and the Export Task to PDF form will appear
to the right of screen.

e You canfilter the Tasks list by clicking Filter and selecting the date range, task Type or Worker.

Tasks: s ] cendar view | crene e Tosc FORS

Filter: From: e Type: = Go
o EN G = =3
Action Date | Start/End Worker Task
05/05/2016 8:00 am A Coordinator Review
9:00 am Internal case review meeting
02/05/2016 3:00 pm A Coordinator Review
4:00 pm Review file for Carrot Family

1to2o0f2

e Auser with a Coordinator access level is able to delete a Task record.

e If Send to calendar has been selected, a message will be displayed at the top of the Edit Task
Details form: either a confirmation that the invitation was sent or an error message that the
calendar invitation was not able to be sent.
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11.2 Create an Alert

The Alerts tab is used to create and manage alerts to record safety risks, health risks or other
issues of concern in relation to a particular Person.

1.

2
3.
4

From the Persons Page, select the Alerts tab.
Click Create New Alert
Enter Date. This can be backdated.

The Worker/s will default to the user entering the Alert record.
To add more workers, select the icon. To delete workers, selectthe icon.

Select the Alert type.

Search Detalls Notes Supports FUREY Consent Referrals Plans Tasks Assessments Documents

supporting
families

FaCC Training 1
Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

No Alerts to display

* Worker/s d A Coordinator, FaCC Training 1 %

* Alert type |
Safety
MNotes Violence against worker
Family violence
At nisk of violence
Aggressive Behaviour
Beveriey Banana Self Harm
Charles Carrot Health
Peter Potato Chronic Medscal Condition
Medication
This note is also ¥ mental health issue
Charles Carrot Financial
Debts owing
Review date | Financial support provided
Legal
Expiry date | Warrant Pending
Legal advice recommended
Last update DVO / probation / parole conditions
Other
Alias must be spoken
Interpreter
Other

& & Recent List
Carissa Carrot

Enter details about the Alert in the Notes box.

Tick the checkbox against related Persons, as relevant, to have the Alert also display on

their record.

Enter a Review date (the task will appear in the My Actions ! Team Actions tabs on the

Home page).

Select Save. A warning icon will appear next to the person’s name, as highlighted below.

(For the icon to display, click out of the Person record and then open it again).

Ared icon relates to a safety risk and a blue icon for all other alerts. Once the alert expires,

the warning icon will no longer be visible in the banner.

supporting  FaCC Training 1
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs) dh

Home Search LR Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents
Persons Person / Alias: m Edit Primary Details e
Days Carissa Carrot Primary Name |

Canes Princess Alias Given Name | Carissa |

= Middle Name
PRI "elationships: i —
=
Person Relationship pos Comments Fasly Nama | Caot ‘
Admin

Charles Carrot Father 01/01/1981 *Sex () Male(®) Female

When an Alert is no longer relevant ! required, open the Alert and record an Expiry date.

10.
11. Click Save.
Additional Notes:

To modify the Alert, select the Alert from the list screen and update as required then

select Save

A user with a Coordinator access level is able to delete an alert record.
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12 Managing Referrals

This section outlines the important functionality for :
e making referrals to another service — section 12.1 below and

e receiving referrals—section 12.2 below.

12.1 Making a referral to another service

All Referrals are made / recorded from the Referrals tab on the Persons page.

Click the Create new Referral button to open the Referral form.

supporting  FaCC - UAT Service Worker Two (Coordinator)
families Peter Potato male, DoB: 15/05/2005 (Age 11 yrs) E 4o

Home Search Details Notes Supports Alerts Consent

Persons

LE M) Plans Tasks Assessments Documents

Create new Referral

Referrals Referral L2

Id Referral  Status From To I Search L Favourites () Manual ® Famiy Services ]
Date
(¥ 342 02/08/2016 Accepted FaCC - UAT Service IFS - UAT Service Send referral to
FaCC - UAT Service IFS - UAT Service
organisation organisation

There are three options for making a referral to another service - these are:

o Send a Referral to another service within ARC - Family Services: This sends a referral to another
service provider using ARC. The referral form is set to this option as the default.

e Record a Referral - Manual: This records referrals to external providers - services not using
ARC and that are not in the Service Seeker database.

** IMPORTANT NOTE: The actual notification and documentation for the referral must be sent via
channels external to ARC.

e Record a Referral to a service listed in the Service Seeker Database - Search: This
records a referral to a service listed in the Service Seeker database.

**IMPORTANT NOTE: The actual notification and documentation for the referral must be sent via
channels external to ARC.

The status of all Referrals made to another service are shown on the Home Page, Referrals tab, on
the Sent sub-tab :

supporting
families

FaCC Training 1
Advice, Referral and Case Management (ARC) - Training

My List Team List My Actions Team Actions LUEHEIF) Service Directory  Enquiry

Received Accepted Declined Draft

1d Send Date | Status Sent From Sent To Sent By Client
Hamilton
. Island FaCC Natalie Cherry
F4 i 205 05/05/2016 Waiting abc D Coordinator DOB: 31/07/2012

FaCC Training

1 Gender: Female

B £ Recent List

Carissa Carrot Hamilton ;
Kiana Pineapple
Ruirics Parnip (# % 204 05/05/2016 Waiting Tebnd VRO = RAT Snaitthol; ' tger DOB: 17/05/1984
Beverley Banana FaCC Training UCC Community o)
Gender: Female
Charles Carrot 1
Peter Potato HB"\II‘D"
2% : lsland FaCC  RAI Logan Janet Cherry
Z & 203 05/05/2016 Waiting B Coordinator  DOB: 25/05/1987

FaCC Training  UCC Gender: Female
. :
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12.1.1 Send a Referral to another service within ARC - Family Services

On the Persons page, Referrals tab, click Create new Referral.

You will notice the Referral type of Family Services is already selected.

Select the required service from the dropdown list which appears

1

2

3. Enter FaCC, IFS or FW, to bring up the list of services within ARC.
4

5

Select Submit.

FaCC - UAT Service

supporting
families

Home

Persons Referrals

Id Referral
Date

(& 342 02/08/2016 Accepted FaCC - UAT Service
FaCC - UAT Service

Status  From

Peter Potato male, DOB: 15/05/2005 (Age 11 yrs)
Search Detalls Notes Supports Alerts Consent UL Plans Tasks

Create new Referral

To

IFS - UAT Service
IFS - UAT Service

Referral
Search

g referral to

henit

Assessments Documents

Favountes ' Man:
IF

Worker Two (Coordinator)
= & &

IFS - Brisbane South

organisation organisation
Churches of Christ Care
82r L IFS Generic

< Recent List & R

Peter Potato IFS Generic organisation

Peter Passionfruit IFS - UAT Service
IFS - UAT Service organisation

The Referral form appears.
Referral (2]

Attachments

Comment

Program / Group

* Service Type

Referral History

Consent to send

Status New referral

From FaCC - UAT Service (]
To IFS - UAT Service 8

Service IFS - UAT Service

Yes® No

Organisation IFS - UAT Service organisation

For Peter Potato &)
Referred Persons =)

Please save record to associate dients

Presenting issues

Additional Information

II

(=
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Select Service Type *, then click Save Draft.
The message in the pink box below will appear if you attempt to save the Referral without

selecting the relevant Service Type. Service Type is required for departmental reporting.

)

Referral

Service Type field must be completed.
Record was not saved.

Status New referral
From FaCC - UAT Service &)
=]

To IFS - UAT Service

Service IFS - UAT Service
Program / Group

Organisation IFS - UAT Service organisation

For Peter Potato &
Referred Persons =]

Please save record to assodate chents

I * Service Type -l

Presenting issues

Additional Information

Attachments

II

Referral History
Consent to send ) Yes® No

Comment

(e

The Referred Persons section is populated with the primary Person record.

Clickonthe icontp a‘&ac:h the other Persons in the Case (to the referral).

Referral Q
Status Draft

From FaCC - UAT Service =]

To IFS - UAT Service =)
Service IFS - UAT Service

Program / Group
Organisation IFS - UAT Service organisation
For Peter Potato ]

Referred Persons

Person

Peter Potato

Using the Related search button, select the Persons to be included in the referral.



10.

11.

12.

Note : It may be that only some of the Persons with whom relationships are held are included

in the Case. Click Save.

For Peter Potato [&]
Referred Persons (=)
n - .
Person Search and Select

My List. ggpeestine ¥ Paula Potato F 21/04/1985

Recent ® Related

Search

(co]o-]

Click Save.
The selected Persons are now included in this referral.

Referred Persons

Person

@

Peter Potato

%N 4

Paula Potato

Enter in Presenting Issues and Additional Information if required.
Enter any Comments and click Save Draft.

At any point you can expand or collapse segments within the form by selecting the icon.
Note that once the Referral has been saved, Comments are stored in the Referral History
segment, which needs to be expanded in order for them to be viewed.

The Client File must be attached to the referral, to promote efficient sharing of information.

Attachments 8
G i [ o s ot

There are no files associated with this document.
To upload, click the upload button or in newer browsers drag
and drop files here.

Select Client File then select the information you wish to attach to the referral.
The open Case Summary is included in the Client File. A validation message will appear if

there is no open Case Summary.
Select the Page control, Order, Export Period (to define how the information will be

displayed on the pdf) and include any Additional notes and select Attach file.
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|
Export Person Details x |

Export Person Details

Document Title I Peter Potato Client File ]

Person Information Include
Name, Sex, DOB

Demographic Detalls

Current Relationships

Addresses

*17 Oleander Ave HERVEY BAY 4655 (Home)
Contacts

4656 4656 (Phone (Hm))

Cases

Potato Family (Case Summary 02/03/2017 - )
Key Workers

Dr Pumpkin, GP (Bay Central Medical Centre)

Select All
Notes
Supports
Alerts
Consent
Plans

R R R R RNRE

Tasks
Assessments

IROOORORO

Documents

Page control  No page break between each record |v|
Order Most recent at top V|
Export period | Full History 4|

Include worker @) yes (O No {
name details

Additional Notes ‘

This file is now shown on the Referral form in the Attachments segment, as a pdf document.

Any documents attached to the Case Summary will also be automatically included in the referral. You
can choose which documents to send with the referral by clicking the red cross to remove them from
the referral.

Client File | Select & Upload
File Name Uploaded
< client_file_2280.pdf 02/03/2017 17:57:11

3
client_file_1_Original referral.pdf = 02/03/2017 17:57:11 X
client_file_2_Family consent.docx 02/03/2017 17:57:11 X

&3]

Referral Hictor-

Consent to send (¢

Comment

Save Draf delete

13.  To attach other documentation, expand the Attachments segment by selecting the icon. You
can attach documentation from Browse ! Select and Upload files located on the your
computer ! service network. (external to ARC)

14. Check Consent to send* has been provided.
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15. Click Send when you are ready to send the referral.
A pop-up box will appear asking if you are sure you wish to send the referral. Click OK.

The Sent referral will show on the Person page, Referral tab for every Person included in the
referral.

supporting  FaCC Training 1
families Peter Potato Male, DOB: 15/05/2005 (Age 11 yrs)

Search Details Notes Supports Alerts Consent LUEINY Plans Tasks Assessments Documents

Referrals el Referral e
g, Referral Date = Io Referral sent 02/03/2017 18:04:45
[ 190 02/03/2017 gf Hamilton Island FaCC Hamilton Island IFS
FaCC Training 1 IFS Training 1
Reports From Hamin... >~ "ot ]
To Hamilton Island IFS =]
Service Hamilton Island IFS
B & Rrecent List

Peter Potato Organisation IFS Training 1

Carissa Carrot For Peter Potato =]

Cedric Cucumber 2

Thomas Books Referred Persons [=]
Additional associated clients

* Service Type Referred - Intensive Family Support
File Name Uploaded
client_file_2280.paf 02/03/2017 17:57:11
client_file_1_Original referral. pdf 02/03/2017 17:57:11
client_file_2_Family consent.docx 02/03/2017 17:57:11
Referral History [5]
Consent to send Yes
=

... AND on the Home Page, Referrals tab, Sent sub-tab.

supporting  FaCC Training 1 ”
families Advice, Referral and Case Management (ARC) - Training

Home My List Team List My Actions Team Actions [REEUEIH Service Directory

Received Accepted Declined Draft
Days

Enquiry

Cases

Reports Id | Send Date Status Sent From  Sent To Sent By Client
Hamilton Hamilton Peter Potato

rs o sland Fa slan . :

74 190 02/03/2017 Waitin Island FaCC Island IFS RCovrdirater DOB

i
£ Recent List f 18:04:45 9 FaCcC IFS Training 15/05/2005
p‘;er Potato Training1 1 Gender: male

Carissa Carrot

e
Cedric Cucumber 1to 1 of 1 results D
Thomas Books

The receiving service within ARC will Acknowledge the referral, then respond as Accepted
or Declined. This will update the Status value.

16. If the Referral needs to be recalled, select Recall. This will only function while the Status
is Waiting.

Once areferral is accepted, the user can create a Copy of the referral. This would be used in
the instance where the user has to complete multiple referrals for the family.

12.1.2 Record a Manual Referral

Manual referrals are used to record referrals made to services not using ARC.

H_’O_}IA_'!I!:

The actual referral notification and documentation must be
l sent via channels external to ARC.

1. On the Persons page, Referrals tab, click Create new Referral.



2. Select Referral type of Manual.
3. Enter in Referral to details such as Organisation name and phone number

4, Select Submit.

supporting FaCC - UAT Service Workd
families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)

Home Search Detalls Notes Supports Alerts Consent

LEC Y Plans Tasks Assessments Documents

Persons
| reterrais Referral o

Days This person has no history of referrals on record Search Favoumllv Services
Cases Service Name | ABC Better Living

Reports

Program / Group
Organisation Name

&  Recent List
Carissa Carrot
Peter Potato Fax
Peter Passionfruit

Phone | 1234 9876/

Email

The Referral form will appear.

NOTE: As highlighted in the message in the light blue box at the top of the form, the actual referral

notification and documentation must be sent via channels external to ARC.

Referral (2]

This type of referral will NOT be sent electronically.
You may wish to PDF the referral and send this manually to the
destination service.

Referral sent | 07/03/2017 |8

Status New referral

From Hamilton Island FaCC
To ABC Better Living

Service IABC Better Living

23]

Program / Group l

Organisation I

Phone l 1234 9876

Fax l

] ()

Email {

For Carissa Carrot

Referred Persons

l]

Please save record to associate clients

* Service Type [v]

5. Select Service Type* value from the list. Click Save Draft.

= Service Type ||

Referred - CALD/Migrant support service
Referred - Counselling - Financial

Referred - Counselling - Relationship/Family
Referred - DFV Service

Referred - Disability Service

Referred - Drug and Alcohol Service

Referred - Education - Early Childhood Education and Care
Referred - Education - school support
Referred - Emergency relief/Financial support
Referred - Employment and training services
Referred - Family Support (not IFS)

Referred - Health - CYMHS

Referred - Health Visiting Program

Referred - Housing and homelessness service
Referred - Medical - Allied Health

Referred - Medical - GP

Referred - Medical - Paediatrician/Specialist
Referred - Mental Health Service

Referred - Parenting programs

Referred - Youth service

Referred - Other service
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10.

11.

12.

The Referred Persons section is now populated with the primary Person record.

For Carissa Carrot ®
Referred Persons =)

Additional associated clients 4

Click on the + icon to attach the other Persons in the Case to the

Using the Related search button, select the Persons to be included in the referral.
Note : It may be that only some of the Persons with whom relationships are held are included

in the Case. Click Save. The selected Persons are now included in the Referral.

Referred Persons =]
Additional associated clients -4
Person Search and Select
OmMyLst  ()Team List [Micarl carrot M 02/07/1975
ORecent @ Related
(O search
(so]ox

Enter in Presenting Issues and Additional Information if required.
Enter any Comments and select Save Draft.

At any point you can expand or collapse segments within the form by selecting the Note that
once the Referral has been saved, Comments are stored in the Referral History segment
which needs to be expanded in order for them to be viewed.

To create a record of the files provided with the referral, expand the Attachments segment
by selectingthe icon. You can select to attach documentation from the Client File or

Browse / Select & Upload from files located on the user’s computer (external to ARC)

Attachments B8
=10 B

There are no files associated with this document.
To upload, click the upload button or in newer browsers drag
and drop files here.

Select Client File then select the information you wish to attach to the referral. The Case
Summary must be included. Select the Page control, Order, Export Period (to define how the
information will be displayed on the pdf) and include any Additional notes and select Attach

file.

70



Export Person Details x

Export Person Details

Document Title | Carissa Carrot Client File ‘

Person Information Include
Name, Sex, DOB

Demographic Details

Current Relationships

Addresses

*12 First Avenue MOUNT ISA 4825 (Home)
172 Golf Drive QUILPIE 4480 (Home)
Contacts

4545 6565 (Phone (Hm))

0444 555 666 (Mobile)

Cases

Carrot family (Case Summary 07/03/2017 - )

Select All
Notes
Supports
Alerts
Consent
Plans

LSS

L Al QX

Tasks
Assessments

OROOCOROO0O

Documents

Page control | No page break between each record |v|
Order  Most recent at top Vl
Export period | Full History ]

Include worker (@) yes () No
name details =

Additional Notes ‘

This file is now shown on the Referral form in the Attachments segment.

Any documents included in the Case Summary will also be automatically included in the referral.
You can choose which document to record as having provided to the receiving service by deleting
any using the red cross.

Attachments =]
Select & Upload

File Name Uploaded

client_file_2283.pdf 07/03/2017 17:59:53 R

client_file_1_0Original referral.pdf 07/03/2017 17:59:53 R

client_file_2_CSS Report card.docx 07/03/2017 17:59:53 X

Referra! “755

Consent to send O Yes@® No

Comment

Status to:

13. Check Consent to send* has been provided.
14. Set referral to Waiting.

15. Once the referral has been accepted (by way of a communication exchange outside of
ARC), you must manually update the Status of the referral to Accepted or Declined.

The referral can also be modified or Recalled by selecting Update or Recall.



16.

17.

Referral (2]

This type of referral will NOT be sent electronically.
You may wish to PDF the referral and send this manually to the
destination service.

Referral sent 07/03/2017

Status Waiting
From Hamilton Island FaCC

!I

To ABC Better Living
Service ABC Better Living

Phone 1234 9876
For Carissa Carrot

!]

Referred Persons

Additional associated clients Relationship
Carl Carrot Father

* Service Type Referred - Other service
File Name Uploaded
client_file_2283.pdf 07/03/2017 17:59:53
client_file_1_Original referral.pdf 07/03/2017 17:59:53

client_file_2_CSS Report card.docx 07/03/2017 17:59:53

!

Referral Histo!

Consent to send Yes

S
3
3
(]
=

Linked Enquiry =]

Accepted

0
d
&
g
1]
z
2
=

There are no recg

Note: A PDF copy of the referral must be generated and either emailed to the receiving service.

Once areferralis Accepted, the user can create a Copy of the referral. This would be used in

the instance where the user has to complete multiple referrals.

The Sent referral will show on the Person page, Referral tab for every Person included in the

referral AND on the Home Page, Referrals tab, Sent sub-tab.

supporting
families

ersons

Days

FaCC Training 1

Carissa Carrot Male, DOB: 14/04/2006 (Age 10 yrs)

Referrals

Id Referral Date Status From

(& 206 07/03/2017 Accepted Hamilton Island FaCC
FaCC Training 1

(# 208 07/03/2017 Waiting  Hamilton Island FaCC
FaCC Training 1

“ Search Details Notes Supports Alerts Consent LUICLCIEY Plans

Create new Referral

To

Hamilton Island IFS
IFS Training 1

ABC Better Living
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supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Home My List Team List My Actions Team Actions BEGEUEI Service Directory Enquiry

Persons
e Received Accepted Declined Draft
DEVES
Reports Id Send Date | Status Sent From Sent To Sent By Client
Hamilton CBrissA
£3 1sland Carrot
rd 3
< Recent List L+ 208 07/03/2017 Waiting FaCC ch hetter g dinat ?‘?2'4 2006
Carissa Carrot FaCcC lving oordinator /04/
5 Gender:
Training 1
male
Hamilton earmte
Island Hamilton Carrot
7, Island IFS B DOB:
F
§ 200 97/02017 sAccepted " iracc IFS Coordinator  02/02/2012
FaCC
Training 1 Gender:
Training 1
male
1 to 2 of 2 results @D

12.1.3 Record a Referral to a service listed in the Service Seeker
database

IMPORTANT NOTE : The actual notification and documentation must be sent separately via
channels (eg. email, post) external to ARC.

1. On Persons page, Referrals tab, click Create new Referral.

2. Select the Search radio button and in the search field, start typing the Service
Name, Organisation Name or Suburb into the text field.

Note: If you search via suburb, type as “Suburb”, click Search.

3. Select Appropriate Service from the List and select Make a referral.

FaCC Training 1

supporting

families Carissa Carrot remale, DOB: 14/04/2006 (Age 10 yrs)dh
Search Detalls Notes Supports Alerts Consent CUTUSM Plans Tasks Assessments Documents
p
— sk EEDEEEREE Referral o
i 1d  Referral Date Status From To ® Search ()Favourtes () Manusl O Family Services
Cases (# 208 05/05/2016 Waiting Hamilton Island Facc ABC Better Living = .
FaCC Training 1 [*Maroochydore [ scorch | ciear ]
Reports (# 206 05/05/2016 Waiting Hamitton 1sland Facc Lady EMot Istand FacC e
Facc Training 1 FacC Practice 1 =
Admin
B C Recent List % Child Support Agency,
Carissa Carrot Maroochydore Maroochydore
Patnicia Parsnip
Beveriey Banana
Charles Carrot L 131272
Peter Potata © Now open
Q S Maud Street
Maroochydore 4558
A government chdd support agency.
More information >

The Referral form will appear.
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Referral 2]

This type of referral will NOT be sent electronically.
You may wish to PDF the referral and send this manually to the
destination service.
Referral sent | 03/08/2016 F&
Status New referral
From FaCC - UAT Service <)
To Child Support Agency, Maroochydore =)
Service | Child Support Agency, Maroochydore

Program / Group

Organisation

Commonwealth Department of Human Se

Phone | 13 1107
Fax | 1300 309 949
Email
Please save record to assodate dients

* Service Type

B

4, Complete by following steps 5 - 16 as detailed for Record a Manual Referral in the preceding
section.

12.1.4 Viewing Declined Referrals

When a referral to another service is Declined by them, it will display in the View Recalled and
Declined segment on the Referrals tab, on the Persons page.

NOTE : As outlined in the preceding sections, the Status of Declined is recorded :
e for Manual Referrals — by the user (in your service) manually updating the Status

e for Family Services Referrals — by the other service in ARC.

FaCC - UAT Seryice .
Peter Passionfruit male, pos: 20/01/2010 (Age 6 yrs)

Search Details Notes Supports Alerts Consent LUECUCIN Plans Tasks

supporting
fgmilies
Home

Worl

Assessments Documents

Persons
Referrals Create new Refer.al | v

D Referral Q
Days

1d Referral Status From _ —— e
Date Refergy 8(2016 09:52:27
[# 335 03/08/2016 Waiting FaCC - UAT Service IFS - UAT Service Status Declined
FaCC - UAT Service IFS - UAT Service From FaCC . ‘AT Qams= =B
Recalled and Declined To IFS - UAT Service =]
Id Referral Status From To Service IFS - UAT Service
B T Recent List Date o S2S "
Peter Passionfruit (2 334 01/08/2016 Dediined FaCC - UAT Service IFS - UAT Service rganisation IFS - UAT Service organisation
Carissa Carrot FaCC - UAT Service IFS - UAT Service For Peter Passionfruit =]
Peter Potato organisation organisation Rofceran SEons =)
Person

Peter Passionfruit
Pamela Passionfruit

Detalls =)
* Service Type Referred - Intensive Family Support
File Name Uploaded

client_file_3145.pdf 01/08/2016 09:52:19

Referral Histor =]
Consent to send Yes

Reason declined Insufficient information to assess referral
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12.2 Receiving Referrals

Referrals received from another service using ARC or submitted by members of the public,
professionals or Child Safety using the family support online referral form, will show in the Referrals

tab, on the Home page.

These referrals show on the Received sub-tab. Referrals that have been Accepted, Declined, Sent or
have yet to be sent (i.e. are in Draft format) can be viewed by clicking the relevant sub-tab.

12.2.1 To accept a Referral

1. On the Home page, select Referrals tab.

supporting
families

Id |

B & Recent List
Peter Potato

FaCC :rralnlng 1 I
Advice, Referral and Case Management (ARC) - Training

Home My List Team List My Actions Team Actions REEGEIN] Service Directory  Enquiry

Persons
— Received
Days

Accepted Declined Sent

Draft

Send Date Status Sent From Sent By Client

Peter Pumpkin
02/03/2017 - Hamilton Island IFS e — DOB:
13:30:53 9 IFS Training 1 02/06/2012

Gender: male

Carissa Carrot Michael
dri b
g:o:"ca:léi:(:s 2 182 02/03/2017 Waiting familychildconnect Mary :cu)seh-room
09:18:28 Q2QD-5S4C6 online Mushroom 20/0'1/2004
Gender: male
In the Received sub-tab, select the icon to open the referral form

supporting FaCC Training 1

families

Wacsrved | Accopwsd  Dached  See  Omah
Days
—
cases S
s Wi Sedoms = o Semdy
g "w 0LPUINT 13INTT Wakng Siian Jstuid WS A Coardnator
TFS Teaining 1
B O Recers Ust
e betazs R
Carissa Comet " i
nsia Ca 7w s omes Gt famidychidoosoect srvise vary Meshrsom

Famy rame saarss

Advice, Referral and Case Management (ARC) - Training

MyList Teom List My Actions Team Actions [YIRH Serice Directory  Enguiry

1102062 resihs

Refwrral pars 020X/ 2917 0% 1838
Statws waring
Reference G200-54C6

Service Facc Training 1

Rish/ Safuty Q1 If thare arw comzerms abost demesne
Foctons yislance. is there » phone mumber ad/or
particular me when 1 saber 13 conmaer
the vz of the cctence to prende
spgon?
AW

Family Suppert G What are yo wormed 35t regarteg
thix farmdy?

| contacted ra receerty sbost
Michasl nct being 3t schcol. This saw &
Q: What type of support dous this family
reed?

&
* Chid walbang
* Parmating ucta

Upleaded
03/83/2017 0%:18:29

SACE 5

The referral form contains a number of sections displaying relevant information, as marked by the

blue bars.

75



To streamline the recording of enquiries for FaCC services, there is a link to the Enquiry.

Linked Enquiry =]

There are no records associated.

Acknowledge

Click Create New to open the Enquiry form, complete relevant details and close.

Once the Enquiry is completed, the referral form will reflect that record.

Linked Enquiry =)

Create New

Date | Type Notes
02/03/2017 Enquiry: Community

1 to 1 of 1 results

e
(@ Acknowledge ) Update

If you attempt to action the referral prior to completing an enquiry, the following message will
appear.

Message from webpage X

| Please link an enquiry to this referral via the Linked Enquiry section

2. Click Acknowledge, at the bottom of the referral form.

3. ARC automatically searches your workgroup and identifies if the referred client/s have an
existing Person record in your workgroup.

Referral Q
Link referral to database =)

This extemnal referral is not yet associated with a Person on your
database. If you plan to accept this referral you must first create
a Person record, or associate the referral with an exisiting

Person.
First: Peter Last: Potato
First Name Last Name Gender DOB
Peter Potato male 15/05/2005 O==

Add Peter Potato as new Person

Referral sent 02/08/2016 13:25:41

Where a potential match is identified, it displays as above.
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Click the white person icon to check the current record in your workgroup with that Name -
Note : you will need to navigate back to the Home page, Referrals tab to resume processing
your received referral.

Where it is received for the same Person (an exact match), the blue person icon will appear -
as below.

supporting  FaCC - UAT Service
families Advice, Referral and Case Management (ARC)

My List Team List My Actions Team Actions BEENEISY Service Directory  Enquiry

Received Accepted Declined Sent Draft

1 Send Date Status Sent From Sent By Clhent

Peter Potato

IFS - UAT Service DOB:

03/08/2016 Acknowledged IFS - UAT Service Worker Two

16:57:33 15/05/2005
8 £ Recent List orgeneation Gender: Male
Peter Potato
Peter Passionfruit IFS - UAT Service Alan Robinhood
Carissa Carrot 7 03/08/2016 e DOB:
353 16:42:06 Waiting IFS - UAT Service Worker Two 20/01/2010

organisation

Gender: Male

18. Ifthereferralis for a new client, select Add < Name> as a new Person.
The procedures developed by your service may involve review of the client_file in

determining whether to Accept or Decline the referral.

For referrals from other services within ARC, Accept or Decline the Referral.

Attachments =]
File Name Uploaded

client_file_3374.pdf 05/05/2017 14:14:36 AEST
Referral History 2]

Consent to send Yes

Comment

Linked Enquiry =]
Date | Type Notes
05/05/2017 Enquiry: Community Self-referral

1to 1 of 1 results

Update { Accept | Decline jj PDF

|

Note: When you respond to a Family Services referral, your response will update the Status
of the referral record in your workgroup and in the sending workgroup.

19. Forreferrals from familysupportreferral, Accept the Referral.

Referrals from familysupportreferral are not able to be declined, as there is no automated
mechanism to advise the referrer of this decision. You need to Accept the referral in ARC and
contact the referrer to advise them of the required action.
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4.

A PDF of the completed online form is attached to the referral in ARC :

Attachments 8
File Name Uploaded
Referral_Q2QD-S4C6.pdf 02/03/2017 09:18:29

When you have accepted the referral, click on the blue icon appearing beside the names of
the other Person/s in the referral to create a Person record for them in your workgroup.

Referred Persons =)
Person

Alan Robinhood

Maid Maryon S
Robert Robinhood Sy

The following message will appear :

When you click OK, a new Person record will be created in your workgroup for that person

Are you sure you wish to create a link to a new person in your database

0K » Cancel
and the Referral form will display as below:.
Referred Persons =]
Person Linked

Person

Alan Robinhood

Maid Maryon L]

Robert Robinhood L]

IMPORTANT NOTE : In this example, a Person record for Maid Maryon and Robert Robinhood
have now been created in your workgroup.

This referral will appear on every Person record (in the Referrals tab) as included in the
referral.

Process the referral in ARC in line with the normal procedures :
- on the Persons page, Details tab - complete Address, Contact and other information as
available.

- on the Person s page, Details tab - create the Case Summary.
NOTE : The referral is now attached to every Person associated with the referral. This can

streamline procedures within your service by not having to copy documents to your network
folder in order to attach to the Case Summary.
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The referral now displays on the Accepted tab on the Referrals tab, Home page.

supporting  FaCC Training 1 -
families Advice, Referral and Case Management (ARC) - Trainir|

Home My List Team List My Actions Team Actions REGUEIEY Service Directory Enqu

Persons
Received Accepted, Declined Sent Draft

Id | Send Date Status Sent From Sent By Client
Michael
Mushroom
74 182 02/03/2017 Accepted familychildconnect Mary DOB:
B & Recent List [ 09:18:28 Q2QD-S4C6 online Mushroom )
Peter Potato 20/01/2004
Carissa Carrot ader: mal

Cedric Cucumber Thomas Books
Thomas Books 4 181 02/03/2017 Accepted familychildconnect Scott DOB:
* 08:44:32 2222-SSCF  online Stevens 12/10/2001

Gender: male

The referral also shows on the Person page, Referrals tab for every Person included in the referral.

supporting  FaCC Training 1
families Michael Mushroom male, bos: 20/01/2004 (Age 13 yrs)

Alerts

Referrals [RZENERE FEUE Documents

Persons
Referrals Create new Referral

Id Referral Date Status From To

(& 2294 02/03/2017 Accepted familychildconnect online  FaCC Training 1
Hamilton Island FaCC

Search Details Notes Supports Consent Assessments

Reports

Additional Notes:

Each Case Summary can be allocated to a Case Worker — viewed and managed from the Cases
Page.

Currently, a worker’s My List only displays Person records for which they have been allocated as
Key Worker.



12.2.2 To decline a Referral

The specific procedures will be as defined by your service.

1. Open the Referral by clicking the blue pencil icon. The Referral form will display on the right-
hand side of your screen.

supporting FaCC - UAT Service
families Advice, Referral and Case Management (ARC

Home | My List Team List My Actions Team Actions BTN Service Directory Enquiry

Persons
Received Accepted Declined Sent Draft Referral (2}
roreras R
This extemal referral is not yet assocated with a Person on your
1d! Send Date Status Sent From Sent By Chient database. If you plan to accept t erral you must first create
z z E a Person record, or associate the referral with an exisiting
IFS - UAT Peter Person
Service Passionfruit
=4 357 zf::/‘zzu Waitng IS - UAT Worker Two DOB: First: Peter Last: Passonfruit
< Recent List a2k Service 20/01/2014 ¥ Fuzzy
Alan Robnhood organisation Gender: Male =
Peter Potato o First Name  Last Name Gender DOB
Peter Passionfruit IFS Generic John Doe Peter Passionfruit male 20/01/2010 O
Carissa Carrot @ 333 20772016 IFS Generic | Pocardo DOB: Add Pe
10:41:46 9 Vasselini  01/01/1960 £ Pt
organisation 9
Gender: Male Referral sent 04/08/2016 08:21:48
1 10 2 of 2 results BHAE Status Waiting
From IFS - UAT Service <]
To FaCC - UAT Service (=]
Service FaCC - UAT Service
Organisation FaCC - UAT Service organisation
Referred Persons =]
Person
Peter Passionfruit
Priscilla Passionfruit °o
Details =]
* Service Type Referred - Family and Child Connect
Attachments (=]
File Name Uploaded
dient_file_3166.pdf 04/08/2016 08:21:49
Referral History 5
Consent to send Yes
Comment
Family name search
2. Click Acknowledge to update Status as you are considering the referral.
3. When the decision has been made to decline the referral, click Decline.

The following prompt message will appear on your screen. Click OK.

Please select a reason for declining this referral

OK I

4. Select Reason declined from drop-down values (at the bottom of the form),
then click Decline.

Referral History &3]
Consent to send NG

No capacity at this time

Comment Does not meet eligibility requirements
Insufficient information to assess referral
Outside catchment area
Other reason for declining referral

Reason declined \ EH
- 5 v
Dedine § PDF




5. The referral will show on the Home page, Referrals tab — Declined sub-tab.

supporting FaCC - UAT Service
families Advice, Referral and Case Management (ARC)

My List Team List My Actions Team Actions LECug ] Service Directory Enquiry
Persons

_ Received Accepted Sent Draft

Idl Send Date Status Sent From Sent By Client

Service Passionfruit
. 4
= _ @ 357 88( g?’,’ igw Declined  IFS - UAT r’:;ke' DOB:
B & Recent List R Service 20/01/2014
:"’” Rsb;":“md organisation Gender: Male
eter Potato
Peter Passionfruit IFS - UAT ot R eoy
Carissa Carrot Service
EZ‘ 351 03/08/2016 Declined IFS - UAT Amanda DOB:
14:40:38 P Suitor 01/01/2000

% Gender: Male
organisation

By expanding the Referral History segment, you can view the particulars of when the referral was
declined.

Referral History =]
Referral sent by Worker Two, IFS - UAT 8:21am Thu

Service 04/08/16

Referral declined by Worker Two, FaCC - UAT 8:24am Thu

Service 04/08/16

Consent to send Yes

Reason declined Other reason for declining referral

13 Managing Restricted Access

It is acknowledged that, on occasion, client sensitivities require that access to client records be
restricted for certain workers within your service.

This section outlines the functionality that has been developed by Infoxchange to enable this.
13.1 Apply Restricted Access

Access to Person records can only be restricted for NORMAL users i.e. Coordinators can access all
records within your workgroup.

Only those with Coordinator access are able to apply and remove restrictions relevant to Normal
users.

1. Open Person Page and display Details tab for the Person record requiring access to be

restricted.

Click the Restriction button at the bottom.
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supporting  FaCC - UAT Service
families Carissa Carrot rFemale, DOB: 14/04/2006 (Age 12 yrs)

Search Ol Notes Supports Alerts Consent Referrals Pli

rersons [NV

Days Name Primary/Alias Comments
Cases Carissa Carrot Primary Name
Relationships: Create new relationship
Person Relationship DOB Comments
Carmine Carrot Mother 02/02/1980
< Recent List Charles Carrot Brother 04/10/2012

Profiles: Create new profile

No profiles exist

cases

Description  Role Workgroup Start Last Update

Case Summary
Carrot Family  Other FaCC - UAT Service  27/03/2018 24/04/2018

Address: Create new address

Street Locality Type Comments Last
Update
«” 37 Pelican STANTHORPE Home 24/04/2018 9
Drive QLD 4380
172 Golf  QUILPIE QLD Alternative For stays with 03/08/2016 Q
Drive 4480 her Mother
Phone & other contacts:
Contact Type Comments Last Update
4545 6565 Phone (Hm) 03/08/2016
0444 555 666 Mobile For Charles 03/08/2016
Key Workers:
Worker Workgroup Role Comments

Carly Cumquat Children at Play Behavioural Specialist

Family name search
[i‘] Worker Two FaCC - UAT Service Support worker

Export Details

2. The following screen will appear :

User restrictions for Carissa Carrot and all related p... x
Select users who may NOT view these persons' records.

[ 11
Select users

Restrictions will apply to:
Carissa Carrot, Carmine Carrot (Mother), Charles Carrot

(Brother)

Note: Coordinator users can always view client records

3. Click in the Select users field to display workers (with Normal User access) in your service.
Select worker/s for whom access is to be restricted.



User restrictions for Carissa Carrot and all related p... x |

Select users who may NOT view these persons' records.

r } ]
norm user A |

Colby McDonough |

Save j Cancel

Note: Coordinator users can always view client records

User restrictions for Carissa Carrot and all related p... X

Select users who may NOT view these persons' records.

norm user A X |

i« Restrictions will apply to:
Carissa Carrot, Carmine Carrot (Mother), Charles Carrot
(Brother)

Note: Coordinator users can always view client records

Click Save.

When norm User A attempts to access Carissa Carrot’s record (including those of the Persons
with whom a Relationship is recorded), this is displayed :

Message from webpage X

You are not authorised to view this person. Please contact your
! supervisor

Key points :

Normal Users can only view lists they have generated. Identifying details and unstructured data is
notincluded in lists run by Normal Users.

Normal Users cannot access Associated Records from the Cases Page.

If a worker creates a relationship with a Person for which they have access restricted, then they will
activate a restriction for the Person record they are currently working on.You will need to contact
your Coordinator to correct the relationship data for that Person.
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13.2 Remove Restricted Access

To cancel Restricted Access for a worker applicable to a Person:

1. On the Person record, Details tab, simply click the Restriction button at the bottom of the
page.
2. This screen will display showing the active restrictions.

User restrictions for Carissa Carrot and all related p...

Select users who may NOT view these persons' records.

. o
norm user @I

i Restrictions will apply to:
Carissa Carrot, Carmine Carrot (Mother), Charles Carrot

(Brother)

Note: Coordinator users can always view client records

3. Click the x against the worker’s name (as shown above) and Save.
The message pop-up will no longer display.
The worker will now have access to that Person’s record, and the Persons with whom that

Person has Relationships recorded.

13.3 Restricted Access Audit Log

The Admin page, Audit tab displays the available audit log records.
Click on the Person User Restrictions sub-tab to display the following :
Select the date range you wish to view restricted access activities for

The Worker field refers to the User who applied or removed the restriction.

The Person ID field is the numerical Person Identifier for the Person record for whom access has been

restricted.

supporting  FaCC - UAT Service Worker Two (Coordinator)
families =

Advice, Referral and Case Management (ARC E o e
Password Preferences Documents Finance Bulk Actions Users Merge EULI4 Templates Reference Data About m

¥ person 1d | 3158

Persons

orker | please select... [V]

Auditiog 1d Workgroup Cluster Access Worker Restricted Restricted  Action Date Time Then
i Worker Client 1d Restriction
Id
1306 FaCC - UAT FaCC - UAT prohibit Worker Two norm user A 3158 added 04/05/2018 11:29:30 309
Service Service
1to 1 of 1 results R B

DESCRIPTION: Shows changes made to person user rastrictions
NOTE: The Person 1D s a unique number assigned by the computer to each person or alias. To determine the Person 1D open up the Person Detalls page and
hover your mouse over the person's name in the Person/Alias list. Two numbers (usually the same) will be displayed (separated by a forward slash). The first of
those numbers is the Person 1D.
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14 Days

The Days page provides an alternate view for Notes, Supports and Tasks for the relevant day/date.

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Home I@ Supports Tasks
Persons List date 4| 05/05/2016 |TH p

(2]

Notes: [rier [ createew note
Given Name Family Name | poe Contact Type
1 (@ usa Apple 01/01/1984 O+ 0O
2 [# usa Apple 01/01/1984 O+ 0O
3 [# Melinda Apple 06/05/2008 QO +0O
B £ Recent List 4 [# wMelinda Apple 06/05/2008 (< I Wi ]
Olivia Olive 5 [& Stepanie Apple 15/07/2012 O+ O
Beverley Banana
Petar Potato 6 [ stepanie Apple 15/07/2012 O+ 0O
Carissa Carrot 7 [3) Barry Beetroot 18/08/2008 O
Patricia Parsnip
sl iaten 8 f;ﬁ Barry Beetroot 18/08/2008 O

14.1 Navigating within the Days Page

When you select a tab (Notes, Supports or Tasks), the records displayed will default to show those
for the current date.

You can navigate through the days by clicking the left and right navigation arrows or by selecting a
date via the calendar icon.

@ L
Click the iconto opentherecord. Clickthe icon to open the Person record.

Hovering over the information icon displays a summary of the record’s information. The Filter can
also be used to refine search parameters.

If a Note or Task is associated with more than one Person, it will appear multiple times.

14.2 Creating a New record from a Tab on the Days Page

1. From each tab, you are able to create a new record - for Notes, Supports, Tasks respectively.
Click Create New <Note/Support/Task>. The Search for person form will appear to the right
of screen (see image above) to identify the relevant Person for the record.

2. Complete as outlined in the Persons section and complete the record accordingly.

supporting
families

FaCC :frainlngl "
Advice, Referral and Case Management (ARC) - Training

Notes Supports REH

Persons

List date ¢ [ 05/05/2016 “'-T » @ search for person to create new Task for 05/05/2016
Doy Tadl:  Fier | Create tiew Task B4 cmtmel
Family N { b
Cases Given Family Name oo Task SpAY Bane “anana—‘
Y Name Sex Male @ Female
Spons 1(Z Beverley  Banana A For review of Actions and identify any new o%0
Ad Coordinator  issues Fuzzy M
min = - B
- 2 carissa Carrot éwm“m Internal case review meeting 0%0O m - r;;‘l
Bo'h’ w:eéﬁ:: L 3(# Charles Carrot :nocdin.llm Internal case review meeting o0 . 8
Beverley Banana
Peter Potato Given Name | Family Name Sex DoB Match
Carlssa Carrot Beverley Banana Female 01/01/00 0 ¥
Patricia Parsnip
Charles Carrot Briana Banana Female 01/04/81 0 L+ 4
1to20f2
Py
3. Clickthe___icon beside the appropriate Person to create a new record.

85



15 Documents

Documents may be associated with a Person record in two ways:
e Attachment - any file, up to a maximum of 5 MB, can be attached to a person record.

e Merge - selected information from the person record, including information about the user and
some system information, can be merged into a new Rich Text Format (RTF) document that can
be opened in Microsoft Word or OpenOffice. A user with Administrator or Coordinator access
levelis able to create and edit merge document templates.

15.1 To attach a document to a Person record

1. From the Persons page, select the Documents tab.

Click Create New Document and the Edit Document Details form will appear to the right of
screen.

supporting FaCC Training 1
families Penelope Passionfruit rFemale, DOB: 21/04/1985 (Age 34 yrs)

Save Final ]
2. Date defaults to today’s date — an alternative date can be selected by clicking the calendar
icon.
3. Enter the Bring Up (review) date by clicking the calendar icon, if required.
4, Worker/s icon defaults to the worker creating this document record. If relevant, click on
the blue person icon to add additional workers.
5. Select Type from drop down list :
Type
Referral
Assessment
Other
6. The Case Summary field auto-populates the current Case Summary for this Person.

NOTE : Documents relevant to the Case / Case Summary should be attached to the Case
Summary record.
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http://srs-support.infoxchangeapps.net.au/person/Doc#_attach
http://srs-support.infoxchangeapps.net.au/person/Doc#_attach
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http://srs-support.infoxchangeapps.net.au/person/Doc#_merge

11.

12.

13.

Add a Description of the document. (This description will be displayed in the Documents list).

Associated with : Only where relevant, indicate related persons for this document. The

document will also appear in their Person record.

Click Save.

The Select File... button (highlighted below) will now be available to select the document you

wish to attach.

supporting  FaCC Training 1
families Penelope Passionfruit Female, DOB: 21/04/1985 (Age 34 yrs)

Home Search Details Notes Supports Alerts Consent Referrals Plans Tasks

LEEE Ul Documents

Persons z S . .
Documents D EENEe 0©  Edit Document Details 20
Date | Worker Document Type Date | 27/06/2019 |78
27/06/2019 A Coordinator Attachment Bring Up | ==
(i) June 2019 - Initial Counselling report
ttoloft * Worker/s & A Coordinator, FacC Training 1 %
Export Properties of Documents
Max File Size: 5 M8
B & Recent List Documant ( ax File Stze )
Penelope Passionfrult
Type  Assessment [V
Case Summary | pausionfrult (27/06/2019 - current)[&
Desncription va

June 2019 - Initial Counselling report

This document is assoclated with (tick)
Name |
Patsy Passionfruit Daughter
Paul Passionfruit Husband

Associate record with

May be edited to 04/07/2019

Last update A Coordinator, FaCC Training 1
27/06/2019 15:00:46 AEST

Click Select File... and the following dialog box will appear.
Upload File sa;gg?lritei:g

Upload File Iieapcelf

Select File Browse... | (Max File Size: 5 MB)

Instructions « First select the file to load to the server using the browse button,
* Once the file has been selected, click ‘Upload File’ to load to server.
* You will receive a confirmation when the action has been completed.

Click Browse and locate the file you would like to upload.

Click Upload File. The document will be attached to the person record and the filename will be

displayed in the Document field.
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supporting  FaCC Training 1
families Penelope Passionfruit rFemale, DOB: 21/04/1985 (Age 34 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments JollaV T

Documents I EIEESm 0 ©  Edit Document Details e
Dote | Worker Document Type Date | 27/06/2019 [T
27/06/2019 A Coordinator Attachment Bring Up | 5
Reports (i)
1101 0f1 * Worker/s & A Coordinator, FaCC Training 1 %
A
Document Type Attachment
B C Recent List Docurment mm-‘?me e onm)
Perclope Passionirut  sclect .|
Type | Assessment V|
Caso Summaty | passsonfrult (27/06/2019 - current) (]
Description va

| June 2019 - Initial Counsedling report

This document is associnted with (tick)

Name | Refotionship  Assodlate record with
Patsy Passionfruit Daughter O

Paul Passionfrut Husband

May be edited to 04/07/2019

Last update A Coordinator, FaCC Training 1
27/06/2019 15:00:46 AEST

£ £ e

Family name search

The record will automatically lock on the date displayed May be edited to dd/mm/yyyy. If
you click Save Final, it will lock the record immediately.

supporting FaCC Training 1 . )
families Penelope Passionfruit rFemale, DOB: 21/04/1985 (Age 34 yrs)

Search Details Notes Supports Alerts Consent Referrals

Plans Tasks Assessments oLV, TLI

Documents N DT 0 ©  Document Details (7]
Date
Date 1 ‘Worker Document Type 2770812019
27/06/2019 A Coordinator Attachment S Oy
Reports (i) Mind Matters _ 15June report.docx Worker/s A Coordinator, FaCC Training 1
June 2019 - Initial Counselling report G S—
Admin 1totoft oL Trenne
e
B © Recent Lint Type Asseusmant
Peniolope Paasiont i
Case Summary  passionfrun
Document Name  Mind Matters _ 15)une roport. docx
Description
June 2019 - Initial Counsetling report
Last update A Coordinaloe FaCC Training 1
9:37 AEST
Edit locked

Users with Coordinator access are able to unlock locked records by clicking on the blue unlock
(this does not display for workers with a Normal user access profile).

Additional Notes:

Only one document file can be uploaded for a document record. If you want to attach multiple
document files, you will need to create multiple document records.

15.2 Viewing & Changing Documents

15.2.1 To view the document

1.

Click View Document.
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Document Details L

Date 27/06/2019

Bring Up

Worker/s A Coordinator, FaCC Training 1
Work group FaCC Training 1

Type Attachment

Type Assessment

Case Summary  passionfruit
Document Name Mind Matters _ 15June report.docx

Description
June 2019 - Initial Counselling report

Last update A Coordinator, FaCC Training 1
27/06/2019 15:09:37 AEST

View Document

Edit locked

Note: If you view the attached document and make changes to the document, the changes will not be
saved in the attached document. You will need to save the modified document to your network or local
PC and then reattach the modified document. Click ok

q |
If you wish to make any changes to this document ensure you save them by going File >
Save As

and choose a location (not in the windows temp directory)

You will then need to upload the document to SRS if you wish to keep the latest copy on

record.

15.2.2 To change the document:

1.

The Document record cannot be locked to perform this task.
Click the document date displayed in blue and the Edit Document Details form will appear to

the right of screen.

Click Change... and locate the required new file via the dialog box.
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supporting FaCC Training 1 . .
families Penelope Passionfruit Female, DOB: 21/04/1985 (Age 34 yrs)

\s“n:h Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Joltoi PY 1Y

Documents I EEIEEEEEN 0 © Edit Document Details =L

e | 27/06/2019 |TH
Worker Document Type Outs | 27/06/201
A Coordinator Attachment Bring Up T
Mind Matters _ 15)une report_docx
June 2019 - Initial Counselling report * Worker/u @ A Coordinator, FaCC Training 1 %
1totofl

B C Recent List 2t i — 3

Type  Assessment [v]
Cane Summary | Passionfrult (27/06/2019 - current) [~

Description - a

June 2019 - Initial Counseling report

This document Is associsted with (tick)

Name

Relationship  Associate record with
Patsy Passionfrult Daughter 1

Paul Passionfruit Husband ]
May be edited to 26/06/2019

Last update A Coordinator, FaCC Training 1
27/06/2019 15:19:23 AESY

Family name search

3. Upload and click Save. The new document will be attached to the client record and the filename
will be displayed in the Document field. The old document will be removed.

supporting FaCC Training 1
families Penelope Passionfruit rFemale, DOB: 21/04/1985 (Age 34 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments JeltVTNTES

Dacumients O S O0©  Edit Document Details =0

/06, =
Date 1 Waork D LT Date | 27/06/2019
27/06/2019 A Coordinator TTachment Bring Up | =
Mind Matters _ 15)une Initial report.docx:
une 2019 - Initial Counselling report * Worker/s & A Coordinator, FaCC Training 1 %
Admin 1to1of1
Export Properties of Documents Document Type Attachment

B C Recent List Oocumeny m m:x File <l!w s ﬂﬂ?

Penelope Passionfruit
Type  Assessment V]
Case Summary | Paswonfrult (27/06/2019 - current) [V

Description va
June 2019 - Initisl Counselling report

This document is assoclated with (tick)

Name | Relationship  Assoclste record with
Potsy Passionfruit  Daughter ]
Paul Pausionfruit Husband

May be edited to 28/06/2019

Last update A Coordinator, FaCC Training 1
27/06/2019 15:23:52 AEST

oo ] oote [sove o

15.3 Merging Documents

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,

clickonthe Helpicon toaccess SRS Help.

Merge documents allows you to create letters and documents containing merged client information
based on a standard template. Examples include referral letters and notifications.

Note that the merge document option will only be shown if merge templates have already been
created for your organisation.

Additional Notes:

o Auserwith Coordinator access level is able to create and edit merge document
templates.

15.4 Deleting Documents

A user with a Coordinator access level is able to delete a Document record.

The Document record must be unlocked to access this feature.
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Last update A Coordinator, FaCC Training 1
27/06/2019 15:23:52 AEST

15.5 Attaching Documents to other objects

Documents can also be attached to the following objects: Notes, Support/Brokerage; Consent, Plans; FAST
assessment and grid; SDM Safety Assessment.

To attach a document to an object, complete the object and save.
The option to attach a document will appear:

Edit Note Details Re . ‘ =
Edit Support/Brokerage Details 5] 2)

Activity Date -_20;'08,.-‘2024 i e
Date | 20/08/2024 [T&

* Worker/s & Allison Scanlan, IFS - UAT Service [] x
= Worker/s & Allison Scanlan, IFS - UAT Service [] X

* Activity Type  accommodation support v
- = Support type = grokerage v

Case Summary  jones case 2 (06/06/2023 - current) v

Notes =~ Case Summary jones case 2 (06/06/2023 - current) v
I visited the family to discuss their current living situation. Amount $ | 50.00
Details v A
Electricity bill
)

Service provided Payment Approval

# Child / Family
[ Health / Counselling Provider Name | Energex

& General Support/ Counselling / Advocacy "Service Type | fFinancial and material assistance v
# Domestic and Family Violence (DFV)
# General/ Personal Support Expenditure type @ Goods ()Services '
# Financial/Employment
# Other

Reported to

Brokerage code

Method of payment () Cheque

("] child Safety (RIS) @ Credit Card
(] Child safety (CSSC) Y Debit Card
Consultation with (]PCPP (YEFT

[JDFV Consultation )8 pay

[ Cultural Consultation O Cash

[ Disability Support O Voucher

[JPractice Consultation
= Payment datel

ach Document
{ ize: 5 MB)

Attach Document [ES TSR RT A TTT]

MB
There are no files associated with this document. There are no files associated with this document.
To upload, click the upload button or in newer browsers drag To upload, click the upload button or In newer browsers drag
and drop files here, and drop files here.

Important: these attachments will not be viewable in the documents tab



16 Reports

ARC includes a report engine that enables you to generate a wide variety of aggregated reports and
data lists to assist with organisational management and reporting to stakeholders.

There are a number of distinct tabs within the Reports Page identifying the different report
categories: Reports, Lists, Financial, Referrals, Groups, Custom and Results.

Users with Coordinator Access profile can view all tabs. Normal Users have a subset available.

16.1 Reports

Reports are located in several tabs within the Reports page :
16.1.1 Reports tab

supporting  FaCC Training 2
families Advice, Referral and Case Management (ARC) - Training

o |
(GEgS): Lists Financial Referrals Custom Results

Persons
Workgroup ~ FaCC Training 2 ~
Days

Cases Report type  Please select ~

Please select
Reports Include in report
Profile Report
Contact Report
Family Report (using relationships)
Plan Report
Start date =~ ARC Demographics Report
ARC Performance Report
Contract Report (FaCC, FW and EBM)
End date = Seryice Hours by Worker [ by Case

Period of Interest

From the Reports tab you can generate a number of reports. Some of these are generic to the SRS
product.

The ARC Performance Report, Contract Report, ARC Demographics report and Service Hours
by Worker/by Case have been specifically developed to streamline reporting requirements for
services.

o ARC Performance Report

The ARC Performance Report provides data to support the oversight and management of your work
with families. It is used by the department to consolidate performance reporting figures provided to
key internal and external stakeholders.

Services are able to run a corresponding ARC Performance List (from the Lists tab) which displays
the individual records representing the totals included in the ARC Performance Report, for data
verification and validation.

e Contract Report

The Contract Report is used for satisfying performance-based acquittal obligations of services.
The format of the report is exactly the same format as required to be entered into OASIS by
service providers.



Services are able to run a corresponding Contract List (from the Lists tab) which displays the
individual records representing the totals included in the OASIS Report, for data verification and
validation.

o ARC Demographics Report
The demographics report is a management tool which enables services to run reports that capture:
case plan goals by suburb location; presenting concerns by referrals location; and age by location.

e Service Hours by Worker/by Case
This report allows services to run accurate reports/lists for individual workers hours and to perform
case reviews.

Running a Worker Hours Report will provide a table collating all ARC recorded time for Activity Types for
that worker. These activities include all Case Notes, Groups, Activities and Enquiries the worker has
been associated with.

Hours by Case will allow services to conduct a review of a case. Information provided will include times
recorded per worker per Activity (Case Notes). Case reviews can be conducted on closed or ongoing
cases

16.1.2 Lists tab

The Lists tab provides details of the individual records that have been used to generate the
corresponding reports. The List results may contain additional fields from those displayed in the report.
This feature allows you to format and analyse the data yourself via the Export function. (Refer section
Exporting Report Results)

supporting FaCC Training 1

families Advice, Referral and Case Management (ARC) - Training
Reporis B} Financial Referrals Custom Results

Persons Workaroup F2CC Training 1
group (To view lists for another workgroup change to that

Days workgroup.)
Cases List type BT
Demographic Details
Reports Profile Details (by person)

Include in report | profjje Details (by profile)
Contact Details (by person)
Contact Details (by contact)
Contact Totals (by person)
Family List (using relationships)
. Outcomes

Period of Interest Payments

Payments (by family)
Plans

Start
[eoTTETT STy
ARC Performance List
End dpte | OASIS List

The ARC Performance List and Contract List have been specifically developed to streamline reporting
and data validation for services. These Lists return the detailed data pertaining to each of the records
reflected in the corresponding report, as run for the same period. A review of this data enables you to
verify and validate the reports for your service.

Include Identifying
Details

16.1.3 Financials tab

The Financial tab allows you to generate reports based on the data entered into the Supports tab
within the Persons page.
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16.1.4 Referrals tab

The Referrals tab allows you to generate reports about :

o Referrals sent by your service
o Referrals received by your service.

16.1.5 Custom tab

This is standard functionality from the Infoxchange SRS product. It is generic to all SRS systems and

not specific to ARC. For guidance on using this feature, click on the Help iconto access SRS Help

or review the SRS product user guides at the following url: http://srs-
support.infoxchangeapps.net.au/user-guides

Custom Reports provide a variety of different ways to aggregate data, allowing users more flexibility in
their reporting than the standard Reports tab. Using Custom Reports may also mean that you are able
to run one regular report instead of multiple standard reports.

16.2 Generating Reports

1. On the Reports page, Reports tab, select your desired Report type

supporting  FaCC Training 1

Persons
Workgroup

Days
Cases Report.type
Reports Include in report

Admin
Period of Interest

Start date

families Advice, Referral and Case Management (ARC) - Training

“ LEL &Y Lists Financial Referrals Custom Results

FaCC Training 1 v

Please select...

Demographic Report

Profile Report

Contact Report

Family Report (using relationships)
Plan Report

ARC Performance Report

OASIS Report

TUY/057201S . I

2. Select period range from the Period of Interest drop down menu. Alternatively, you can use
the calendar icon to enter a date range.

supporting  FaCC Training 1
families

Report type

Period of Interest

Start date

End date

Advice, Referral and Case Management (ARC) - Training
LELLI &) Lists Financial Referrals Custom Results

ARC Performance Report v
Today

Last Week

This Month

Last Month

This Quarter

Last Quarter

This Six Months
Last Six Months
This Year

Last Year

This Financial Year
Last Financial Year

3. Click Generate Report.

The following screen will be displayed.
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supportmg FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training
LEWTe&Y Lists Financial Referrals Custom Results
Report type | ARC Performance Report M.

Period of Interest | Last Month :

Start date | 01/05/201¢

End date  31/05/201¢

Request Submitted

£ T algutes to run. The report will be displayed in the results tab.
report (o] nurnber is: 2095
Rlgase delete the report whepae

The report can be accessed from the Results tab using the report ID number (highlighted above).

16.3 Viewing Report Results

The Results tab allows you to view and delete reports generated through the Report tabs.
New reports are added at the bottom of the Results list.

Once reports are no longer needed, they should be deleted from the Results list (to keep it
manageable).

’unporﬂns FaCC Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Ma

Home Reports Lists Financial Referrals Custorn

)agement (ARC) - Training

Persons
+— Display: ® My Reports O All Reports
Days

Run By Processing Time Date Range Workgroup Type Included persons / Report Title Actions
A Coordinator 27/06/2019 15:42 From: 01/05/2019 FaCC Training 1 ARC Performance Report Deleg
42 0.631628 secs To: 31/05/2019 Repo

Cases

27/0%430

To view a report, click View Report. Depending on the report type, a screen similar to that below
will appear.

ﬂlppﬁf"ﬂs FaCC Training 1 A Coordinator (Coordinator) |
families Advice, Referral and Case Management (ARC) - Training

Home Reports Lists Financial Referrals Custom [TV

Persons Back to Report Results List | Delete this R m
Management (ARC),

ARC -momna 1. This report at
Wm“'“m i pevilaged, proprsbary oF confidantiel tafckmastion. F yo0

ARC PERFORMANCE REPORT (FaCC)

Report Information
Service Name FaCC Training 1
Service Outlet Number o
Organisation Name FaCC Training 1
Service Type No T347
Service Type Family and Child Connect
Service Type Name Community Based Intake and Referral
Reporting Perfod Start Date 01/05/2019
Reporting Period End Date 31/05/2019

FAMILY AND CHILD CONNECT PERFORMANCE MEASURES

ENQUIRIES

1. Enquiries received by Source
Indigenous Non-indigenous Total

Aboriginal and Torres Strait Islander - Family Wellbeing (ATSI-FW) o o 0
Child Safety - Regional Intake Service (RIS) 0 0 0
1. To delete a report from the Results tab, simply click Delete Report.
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2. A pop-up message will appear - click OK to delete the report or Cancel to retain the report.

16.4 Exporting Report Results

Reports are able to be exported to Excel. This enables users to perform their own analysis of the
data and to use it in other ways.

1. From the View Results screen, as above, click the Excel_icon

2. At the bottom of your screen, select either Open, Save or Cancel

SUPPOY"HS FaCC Training 1 A Coordinator (Coordinator) .
families Advice, Referral and Case Management (ARC) - Training

Reports Lists Financial Referrals Custom LTI

ARC PERFORMANCE REPORT (FaCC)

Report Information
Service Nome FaCC Training 1
Service Outlet Number 6
Organisation Name FaCC Training 1
Service Type No 1347
Service Type Family and Child Connect
Service Type Name Community Based Intake and Referral
Reporting Period Start Date 01/05/2019
Reporting Period End Date 31/05/2019

FAMILY AND CHILD CONNECT PERFORMANCE MEASURES

ENQUIRIES

1. Enquiries received by Source
Indigenous Non-indigenous Total

Aboriginal and Torres Strait Istander - Family Wellbelng (ATSI-FW) 0 0 0
Child Safety - Reglonal Intake Service (RIS) 0 0 0
Child Safety Service Centre (CSSC) 0 0 0 —
Community/Friend/Family I b x ( = } ! i Y
Lomactive Sendces

—

The results are displayed in Excel. This allows you to sort and analyse your data as you require.

B HS DR-s srsreportds [Read-Only] - Excel 2 Wi 0
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW VW Kerry Fortescue = I
B X Cut ¥ ] = [ S B 1S5 2 Ausum - A
g Catbri L) Genenl - i [ <= 3§ v
| By Copy ~ - t [kﬂ > & HBH H = ma- z “
paste Wlrou- BF. oW § - % » 9 .2% Condtionst Fomatas Cell Insert Delete Format Sont& Find &
- Format Painter | BN Formatting = Table+ Styles~ - - - EClu Filter = Select -
Clipboard ™ Fort “ Algnment 0 Number 0 Styles Cels Editing ~
Al v Ji | Advice, Reterrals and Case Management (ARC), ARC Performance Report (FaCC) ID: 2095 - for period 01/05/2019 to 31/05/2015. 1. This report was run at 27/06/2019 15:42:47 and all data A
contained is current as at this date/time. 2, This report may contain privileged, proprietary or confidential information. If you received this report in error please delete it from your
system immediately and notify the sender.
A L] < D 13 F G H | 1 L L M N [+ 4 Q R s T -
Advice, Referrals and Case Manag (ARC), ARC Performance

Report (FaCC) ID: 2095 - for period 01/05/2019 to 31/05/2019. 1. This
report was run at 27/06/2019 15:42:47 and all data contained is
current as at this date/time. 2. This report may contain privileged,
proprietary or confid | inf If you ived this report in
error please delete it from your system immediately and notify the

1 |sender.

4 ARC PERFORMANCE REPORT (FaCC)

3

7 |Service Name FaCC Training 1

& |Service Qutiet Number 6

) Name FaCC Training 1

10 |Service Type No 1347

11 Service Type Family and Chilg Connect
12 |Service Type Name Community Based Intake and
13 |Reporting Period Start Date 1/05/2019

14 | Reporting Period End Date 31/05/2019

15
15 FAMILY AND CHILD CONNECT PERFORMANCE MEASURES ENQUIRIES
17
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17 Admin Page

The tabs within the Admin page allow users to manage their logon, email address and other
details used within ARC.

Users with a Coordinator access level will have additional access to manage user accounts
and perform other administrative functions as detailed in Section 17 of this Manual.

17.1 Change Password

On the Admin Page, select the Password tab :

To change your password:

supporting FaCC Training 1

families Advice, Referral and Case Management (ARC) - Training
“ LWL Preferences Documents Finance Bulk Actions Users Merge Audit Templates Reference Data About

Persons Your reset key and security question have been validated. You may now reset your password. )
“ Please select a secure password. You should not disclose your password to other people.
S o Current Password
Passwords need to comply with the following rules: L
Cases Must contain at least 10 characters. New Password

Must contain at least 1 upper-case letter, 1 lower-case letter, 1 number and 1 symbol.

1t cannot be the same as your current password. i
T

1. Enter your New Password and enter again in the Confirm Password field.

The password must be at least 10 characters in length and contain 1 uppercase, 1 lower
case, 1 number and 1 special character.
2. Click Save. Your password will now be updated.

Additional Notes:

recommended that a password with a 'Strong!' strength level is entered.

e The above screenshot reflects the Admin page for a user with Coordinator access. A user with
Normal access will have fewer tabs.

17.2 User Preferences

The Preferences tab enables users to update their user account and contact details.

When logging on to ARC for the first time, users will be directed to the Preferences tab to
update their Email Address, Security question and Security response.

This information is used for identification should users forget their passwords and wish to make
use of the Password Resetting function. Alternatively, your ARC Coordinator will be able to reset
passwords.

Details such as Title, Position and Phone may be used in some of the mail merge functions
within ARC. The Email address is also used to send Microsoft calendar requests when creating
Tasks.

Note: The Email address and Security question are mandatory.

When entering password details, an assessment of the password strength will be displayed. It is

97



supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC

Bulk Actions

Password LIEEEHWTY Documents  Finance Users Merge Audit Templates Reference Data

Persons
Days User Preferences for A Coordinator

c g Email Address
-ases

Phone ; ]

Reports

s 1

Admin

- ]

Title 3!

Position l I

Organisation l l

The security question is used, together with your email, to id Message from webpage [ x |
you forget your password. It is stored in encrypted format ar g€
read by others.
Important: You must update your details.
& -A it i st be selected with 3
Security question | what are the last five(5) characters of my ¢ ¥ Mﬁ?.mka;idu SRR

Security response

Your email address recorded in SRS may be used by In

with you reg 9 SRS downt
upgrades or tips on the effective use of SRS. If you do not want
Infoxchange to use your email for this purpose please tick the box below.

[ 1 do not wish to receive these emails

17.3 Documents

The Documents tab within the Admin page provides access to a general document reference area.

These are documents or other files that are of relevance across your service, not pertaining to
an individual (Person) record.

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Home Password Preferences LI INISY Finance Bulk Actions Users Merge Audit

Reference Data About

Templates

Persons

Document Name | Version Description Start Date

Wellbeing Domains Assessment 21/09/2017
SDM Wheels for FAST 1 01/07/2019
SDM Wheels - FAST Definitions 1 01/07/2019
SDM Safety Assessment v4 21/04/2016
SDM Family Risk Re-Evaluation - IFS only 21/04/2016
SDM Familly Risk Evaluation 21/04/2016
Safety & Support Planning tool - IFS only 09/08/2016
Non-Engagement advice to Child Safety 01/08/2016
template

Immediate Safety Plan 1.0 09/08/2016
Family Led Decislon Making Template - 23/02/2017
Family Wellbeing only

CAP Skinny Safety assessment and Planning 1 09/08/2016
form 2015

CAP Framework Tool 09/08/2016

The documents within the Documents tab can be accessed and printed by clicking the
Document Name.
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18 Coordinator Functions

The administrative functions detailed within this section are only available to users with Coordinator

access level.

18.1 User Management

The Users tab within the Admin page provides access to the User Management functions.

supporting FaCC - UAT Service

Cluster | FaCC - UAT Service ‘{]
Workgroup | FaCC - UAT Service V]
View | Current Users v
Search E
The FaCC UAT senace accountis licensed forup fo 22 named users. You currently have 2 spare userlicenses
User Name | User Date Commenced End Date Last Logon
amanda.suitor Amanda Suitor 05/02/2016 29/11/2016
Amodha Amodha Ratnayeke 01/07/2007 07/11/2016
coordinator co ordinator 13/03/2016 10/02/2017

damien.fallon Damien Fallon 07/07/2016

families Advice, Referral and Case ManagementA{ARS,
Password Preferences Documents Finance BulkActImsﬂ llerge Audit Templates Reference Data About

18.1.1 Creating a New User

There are 4 steps required to create a New User in ARC. These are detailed below :

Step 1: Check for a spare licence:

ARC licences have been allocated to your service (Workgroup). Your allocation of licences is referred
to in ARC as the total number of named users. When a user is allocated to a Workgroup, the number

of spare licences for that Workgroup is reduced by one.

In the screenshot above, FaCC Workgroup has 22 named users and 2 spare licences. This means

there are currently 20 allocated users.

If you have no spare licences, the first step is to review the list of Current Users and see if there’s

anybody on that list who is unnecessarily allocated to your workgroup.

If you require additional licences, please contact the Child and Family Program Team or your contract

manager to discuss this requirement.

If you select Non Current Users, you can view users who are inactive.

Step 2: Create a new User:

99



1. Click Add new user button and the Add new user form will open to the right of screen

supporting
families

Home
Peraona

FaCC - UAT vKe
Advi Referral and Case Management (ARC)
Passwoed  Preferences Documents Flnance Bulk Actons JEET Merge Audit Templates Reference Data  About

The FaCC UAT genA02 3ccount i€ licensad for up 10 22 Named usars. You Cumenlly have 2 Spars user licanses.

©a ordinator

Damien Fallon

deb2 deb test 03/03/2018

deborah.babele

frameshe

Deborah Babulal 10/02/2016

Farax Rameshni

24/0%/2015

Add new user
* User Name

* Fest Name

* Last Neme
Emad Address
* Default Custer  pacr - UAT Servic

Stast Date 13/02/201

* Haw passmord

* Canfirm Password
User Biacked

Change passmord

Last Update

Enter the new User Name (User id). Please note that:

The User Name is case sensitive.

Itis recommended that the naming convention of ‘Firstname.Lastname’ be followed. For example,
if the user’s name is John Smith, the new User Name should be ‘John.Smith’.

The User Name can consist of letters, numbers, and the ‘-‘ (dash) and the ‘.’ (dot)

characters. No other characters or symbols are permitted.

3. Enter the First Name and Last Name.

4. Enter the New Password and re-enter the password in Confirm Password. The password
must be at least eight characters in length and contain both letters and numbers.

Ensure that the User Blocked checkbox is not ticked.

Tick the Change Password checkbox - this will force the user to change their password when
they first log into ARC.

7. Click Save. The User account has been saved but there is a warning that the user has not

been allocated to any Workgroup.

A User is not able to log into ARC until they have been allocated to a workgroup. Until they are
allocated to a Workgroup, they are not using one of the licences. In this example, 2 spare licences

Edit user record:
* User Name | Carl.Carrot
* First Name | Carl
* Last Name | Carrot
Emall Address [ ‘\.
* Default Cluster | gacc - UAT Service v
Start Date 13/02/2017
New Password [
Confirm Password

User Blocked

-
Change password —

The user is not in any workgroup

Add to workgroup = Please select...

Worker Two, FaCC - UAT Service
Last Update 1 3/02/2017 17:24:32

will continue until this user has been allocated to a Workgroup.

100



Step 3: Allocate to a workgroup:
8. Make a selection from Add to workgroup list (highlighted below) and click Save.

Edit user record:

* User Name | Carl.Carrot 1
* First Name ‘ Carl \
* Last Name | Carrot !
Email Address | AW
* Default Cluster ' FacC - UAT Service v
Start Date 13/02/2017
New Password —‘

Confirm Password ‘

User Blocked —

1
Change password —

The user is not in any workgroup

Add to workgroup | FaCC - UAT Service v l

st Updat Fllorker Two, FaCC - UAT Service
Last Update 43/02/2017 17:24:32

m Remove User

Additional Notes: If you did not have a spare licence, it is at this point, when you attempt to allocate
a user to Workgroup, that you will receive the following error at the top of the form.

Sorry, you have reached your user limit. Please remove non-
current users or contact Infoxchange to negotiate your user
license arrangements.

Edit user record:
* User Name Don.Bradnam
* First Name Don
* Last Name Bradman

Email Address -

Step 4: Allocate the access level:

The access level for the User will default to ‘Normal User’. If ‘Coordinator’ access level is required,
simply select this level from the list. Typically, most case workers will require ‘Normal User’ access
level, with managers and team leaders using ‘Coordinator’.

The difference between a Normal User and a Coordinator is illustrated in the following table:

Function Normal Coordinator

Manage Enquiries

Create Client/ Person

Create Case Summary

Manage Case (notes, payments,
consent, plans, documents, etc) v v

Delete notes, payments, plans, etc
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Unlock Notes
X v
Create/ Manage Referrals v v
Performance reporting — basic
v v
Performance reporting — advanced v
X
Merge Clients/ Persons « v
Auditing « v
Manage document templates ¥
X
Manage Users
g X v
Edit user record: :
* User Name v Carl.Carrot
* First Name | Carl
* Last Name | Carrot
Email Address .
* Default Cluster | FacC - UAT Service v|
Start Date 13/02/2017
New Password
Confirm Password |
User Blocked '
Change password ‘
Workgroup Administrator Operational Remove
FaCC - UAT Coordinator v x
Service . .
Limited User
Add to workgro{ Reception
Reports Only .
Last Update {'3/'02,'26'1'7'1'7“;5%;33” Heevica
10. Where available, if the user needs access to another workgroup, make another selection

from the Add to workgroup drop-down list and assign the required access level.

11. If the user is a manager who is not an ‘operational’ member of the workgroup, uncheck the
Operational check box (highlighted below) so that their User Name does not appear in
the ‘worker’ drop down lists throughout ARC. For the majority of users, this should remain
checked.

18.1.2 Resetting a Password

To reset a user’s password:

1. Open the Edit user record form by selecting the User Name from the list of Current Users.
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Edit user record:

= User Name | Carl.Carrot

* First Name Carl ‘

* Last Name | Carrot ‘

Email Address i ‘ L

* Default Cluster | Facc - UAT Service v

2
Start Date 13/02/2017

New Password ! esssceee ]

I
Confirm Password | ® . l

<: Change password >
Workgroup Role Operational Remove
;:%C;EUAT Normal User | V| v x
Add to workgroup | Please select... v
Lt vpae YT (756 47T Sore
2. Enter the New Password and re-enter the password in Confirm Password.
3. Tick the Change Password checkbox (highlighted above) which will force the user to change

their password the next time they log into ARC.
Ensure the User Blocked checkbox is not ticked.

4, Click Save.

18.1.3 Unblocking a User Account

A user account may become blocked due to a number of consecutive incorrect password attempts
or by lengthy account inactivity.

Edit user record: B

* User Name | Carl.Carrot ]

* First Name l Carl

Carrot \‘

* Last Name
Email Address ‘ l\.

* Default Cluster | FaccC - UAT Service v/

Start Date 13/02/2017

~
New Password l J

User Blocked

Change password -

Workgroup Role Operational Remove
F. - UAT 4
aces U Normal User V| M x
Service —
Add to workgroup | Please select... v

Worker Two, FaCC - UAT Service
Last Update 13/02/2017'17:26:39

Save

The user account can be unblocked by simply unchecking the User Blocked check box
(highlighted above) and clicking Save.
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18.1.4 Removing User Access

When a staff member leaves your service, you have a choice as to how you manage their User record
within ARC. The steps outlined below address the User management functions — all records made by

this User within ARC are retained.

Important: The department undertakes quarterly user audits to reduce opportunities for
unauthorised access to the ARC database and to monitor numbers of licences. Users who have not
accessed ARC for 180 days or more will be deactivated but can be re-instated if access is
subsequently required. Emails will be sent to users if further action is required, for example, duplicate

accounts.
1. Open the Edit user record form by selecting the User Name from the list of Current Users.
2. Click the red cross to ‘Remove’.

Workgroup

FaCC - UAT
Service

Edit user record:

Change password

Role Operationaf Remove
v
Normal User |V x

Add to workgroup | Please select..

* User Name | Carl.Carrot
* First Name | Carl
* Last Name | Carrot
Emall Address S

™ Default Cluster FaCC - UAT Service g

13/02/2017

Start Date

New Password
Confirm Password

User Blocked O

Worker Two, FaCC - UAT Service

Last Update ;3/62/5017'17:26:39

* User Name
* First Name
* Last Name
Email Address
* Default Cluster

Start Date

New Password

User Blocked L

Last Update

Edit user record:

| Carl.Carrot
| Carl

| carrot

FaCC - UAT Service v|

13/02/2017

Confirm Password

Change password L

The user is not in any workgroup

Add to workgroup | Please select...

Worker Two, FaCC - UAT Service

13/02/20 361
m Remove User )
| eeoma—

This cancels the licence allocated to their record — however, their name remains in the Current

User list.
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A subsequent step is to remove their name from the Current User List. If you have a high turnover of

Users, then choosing to remove them from the Current User List may be beneficial in keeping the
List more manageable.

3. Click Remove User, as highlighted above.

To simply restrict access for a period of time, tick the User Blocked check box. The user will not
be able to login to ARC.

18.2 Merging Person Records

The Merge tab within the Admin page allows you to merge duplicate records for the same
Person. For example, two workers may have individually created a Person record for a new client.

Prior to commencing the merge process, you should identify the ‘primary’ person record you want
to keep and the ‘secondary’ person record you want to merge into the primary person record. When
you merge the two person records, the demographic information will be retained for the primary

person record but the demographic information contained in the secondary person record will be
deleted.

18.2.1 To Search for duplicate records

On the Admin Page, Merge tab, the Search Duplicates sub-tab enables possible duplicate
Person records (based on the Given Name, Family Name and Date of Birth fields) to be identified.

supporting FaCC Training 1 =
families

oordinator (Coordinator)

Advice, Referral and Case Management (ARC) - Training 2 & &

m Password Preferances Documents Finance Bulk Actions Users EEIGEY Audit Templates Reference Data About m
(2}
Merge Persons | Search Duplicates
“ Search for duplicate persons records:
Match Theeshold| 5 7| Records 50 [z

-

6 [Exact Matd

The Match Threshold field (displayed above) indicates the number of matching ‘points’ the Person
records need to meet before they are selected and listed as possible duplicates. Matching occurs
on the Given Name, Family Name and Date of Birth fields. Fuzzy name matching is also taken into
consideration. A lower Match Threshold allows a less exact match.

The Records field indicates the maximum number of possible matches you would like returned
for review.

To perform the possible duplicates search:

1. Select the required Match Threshold and Records values.

2. Click Search to perform the possible duplicates search. Any possible duplicate person
records will be displayed.

supporting FaCC Tralning 1 A Coortinator (Coordinator’
families Advice, Referral and Case Management (ARC) - Training =0

Password  Preferences Documents Finance Bulk Actions Users ILIGEY Audt  Templates Reference Data
" 1]
plicates

Merge Parsans Searc
Days Search for duplicate persons records:

Cases

Potentisl Duplicates: 1
Admin

view  Person ID DOB  Alias? View  Person ID Given Name Family Name DOB  Alias? Match

01/01/2000 +* 2336 Beverley Banana 01/01/2000 3

o
Nor
[ ] 2322 Bever
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The results are presented with the two possible duplicate person records listed in the same
row.

The number of matched ‘points’ between the two records is displayed on the right in the Match
column.

This list can be exported to Excel by clicking the green icon in the bottom right corner.

3. Clickonthe personicon to open the Person>Details tab for that person record in a new
browser tab. You can then easily navigate back to the possible duplicates list.
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If you would like to merge the two suggested possible duplicate person records, click the blue Select
link (highlighted above) to automatically populate the Merge Persons sub-tab with the selected
records.

You can then proceed to merge the records, as outlined in the following section.

Additional Notes: If you have a large number of possible duplicate records returned, increase the
Match Threshold to a higher level (such as 5 or 6) to make it easier to identify the more likely duplicate
records so that these can be reviewed first.

18.2.2 To Merge two Person records
1. Onthe Admin page, Merge tab, click the Merge Persons sub-tab.
The Search for primary record form will appear on screen.
Enter the First Name and/or Last Name of the primary person record. It is also recommended
to click the Fuzzy search check box to display partial matches and to allow for incorrect

spelling.

2. Click GO and a list of possible primary person records will be displayed.

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users IUEGIN Audit Templates Reference Data

Merge Persons Search Duplicates
Search for primary record:

. T 1
Given Name | |

Family Name | banana

Gender O Male) Female

Fuzzy []

Given . Family- oo 508 Allas? Match  Actions
Name Name

2322 Beverley Banana F 01/01/2000 o
2336 Beverley Banana F 01/01/2000 0
2323 Briana  Banana F  01/04/1981 0 open  Select
2324 Byron Banana M 02/01/2005 0

i}

Open Select

If the records have the exact same client name, you can verify the primary and secondary record
according to the Person ID, the unique system number for each person record.

Note: You can obtain the Person ID by holding the mouse over the client’s name in the Person
Details tab (see image below). The first number is the Person ID, the second nhumber (if different) is
the alias record ID. In the example below, the Person ID is ‘2275’ and the Alias ID is ‘12275’.

3. When viewing the Primary Person record search results on the Merge tab, you can view the
Person Details tab for the selected person record by clicking Open. Note that the Person
Details tab will open in a new browser tab.

1 € hesps Jhs-famibes-twning inforchangeapps.net.au peron D-ac N
supporting  FaCC Training 1 A Coordinator (Coordinator)
families Beverley Banana remale, DOB: 01/01/2000 (Age 16 yrs) HE & &
T o T s |

Person / Alias: EESEEET  Edit Primary Details Be
Beverley B L
v

Primary Name

When you have finished reviewing the record close the tab and return to the Merge tab.



9. Click Select to confirm the primary Person record for the merge process. This is the record that
will be kept. Once you click Select, details for the selected person record will be displayed to
verify these are the details that will be kept as part of the merge process.

supporting FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users BIEWEY Audit Templates Reference Data About

Merge Persons  Search Duplicates

Search for secondary record:
T |
Given Name | |

 otresh | Now Search | Go to Glent Farlly tame [banana 1

10 2322
Gender () Male() Female
Admin Name Beveriey Banana
Gender fernale Fuzzy []
Date of Birth 01/01/2000

Indigenous Both Aboriginal and Torres Strait Islander
Status

Country of birth

Language at
Home

Comments

Date of Death

Last update A Coordinator, FaCC Training 1
05/05/2016 11:25:49 AEST

Addresses

There are no registered addresses

Documents (notes, alerts, etc) assoclated with this record

Workgroup Number

FaCC Training 1 1

Alias / Duplicates

Mo associated alias or duplicates.

If you need to modify any details on the primary person record, you can click the Go to Client
button (see image above) to open the client's Person Details tab in another browser tab. Once
you have saved any changes in the Person Details tab, switch back to the current Merge
process and click the Refresh button to update the primary person record information.

5. Inthe Search for secondary record form, enter the Given Name and/or Family Name of
the secondary person record. These fields will have been defaulted from the search criteria
entered in the primary search criteria. It is also recommended to click the Fuzzy search
check box to display partial matches and to allow for incorrect spelling.

6. Click GO and a list of possible secondary person records will be displayed.

7. Click Select to confirm the secondary person record for the merge process. This is the
record that will be merged into the primary person record.

supporting  FaC g 1
families Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users EEIGEY Audit Templates Reference Data

Merge Persons Search Duplicates
Search for secondary record:

Glven Name ‘

 Rafresh | now Search | Go to cHent Family tiame [banana

n 2322 -
Gender O MaleO) Fomale

Admin Name Beverley Banana
Gender temale Rty
Dataof Birth 01/01/2000
Indigenous 8oth Aboriginal and Torres Strait Islander
Status
Country of birth 1 ﬁ:;“: :Z’:\"e" Sex DOB Aas? Match  Actions
Language at 2322 Beverley Banana F  01/01/2000 [}
Home 2336 Beverley Banana F 01/01/2000 0
Comments 2323 Briana  Banana F  01/04/1981 )
Date of Death 2324 Byron  Banana M 02/01/2005 0
Last update A Coordinator, FaCC Training 1

05/05/2016 11:25:49 AEST
Addresses
Thera are no registered addrasses
Documents (notes, alerts, etc) assodiated with this recard
Workgroup Number
FaCC Training 1 1
Alias / Duplicates
No associated allas or duplicates.

If you need to modify any details on the secondary person record, you can click the Go to
Client button to open the client's Person Details tab in another browser tab. Once you have
saved any changes in the Person Details tab, switch back to the current Merge process and
click the Refresh button to update the secondary person record information.



Carefully consider both records to ensure they relate to the same client.

Note : in addition to merging the records, clicking Make Alias will also create an Alias record
from the name and gender details of the secondary person record. For example, the Make
Alias function would be used if you were merging two records where the person is known
under different names (hence the accidental creation of a duplicate record for the person).

9. Ifyoudecide that you want to keep the Secondary person record and merge the Primary
person record, you can swap the two records by clicking on the arrow icon between the
Primary and Secondary forms.(See image below)

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users UEGEY Audit Templates Reference Data Adm)

Persons Merge Persons |Search Duplicates

j v 2322 i 2336

Admin Name Beverley Banana Name Beverley Banana
Gender female Gender female
Date of Rirth a1/03 (2000 Date of Rirth asi01/2000

10. Click Merge to merge the secondary person record into the primary person record. (Please
note that if the Merge button is not available, this will most likely be due to conflicting
support period or profiles between the selected primary and secondary person records.)

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Home Password Preferences Documents Finance Bulk Actions Users REIGIE Audit Templates Reference Data Adn

Persons Merge Persons Search Duplicates

Reports i 2322 L) 2336
Admin Name Beverley Banana Name Beverley Banana
Gender female Gender female
Date of Birth 01/01/2000 Date of Birth 01/01/2000
Indigenous Both Aboriginal and Torres Strait Islander Indigenous Both Aboriginal and Torres Strait Islander
Status Status
Country of birth Country of birth
Language at Language at
Home Home
Comments Comments
Date of Death Date of Death
Last update A Coordinator, FaCC Training 1 Last update A Coordinator, FaCC Training 1
05/05/2016 11:25:49 AEST 05/05/2016 16:20:21 AEST

Addresses Addresses
There are no registered addresses There are no registered addresses
Documents (notes, alerts, etc) associated with this record Documents (notes, alerts, etc) associated with this record
Workgroup Number No associated documents.
FaCC Training 1 1 Alias / Duplicates
Alias / Duplicates No associated alias or duplicates.
No associated alias or duplicates.

No conflicting Accommaodation Periods

No confiicting Profiles / Cases

No conflicting Support Perlods

No conflicting Relationships

Make Alias

11. Anonscreen pop-up will ask “Are you sure you wish to merge these persons?”
If you are sure you want to merge the records, click OK to confirm the merge.

12.0nce the merge process has been completed, a confirmation message will be
displayed indicating that the merge process was successful.



m Go to Merged Record

Merge completed successfully.
ICheck the merge record and if necessary manually update the
following areas of the Details tab:
e A primary address is identified and the primary address is
correct.
e Duplicate data is deleted or retired, in particular:

= Relationships

= Phone and other contacts

= Key workers

13.Be sure to go to the Merged record to ensure all the information is displaying as expected.

18.2.3 Reinstating Merged Records (Undo Merge)

After two Person records have been merged, you will be able to undo the merge process at a later

date by first locating the person record via the Search for primary record form and then clicking

the blue Undo Merge link (highlighted in image below).

ARC will remember what records have been merged and will separate the records back into the

original two Person records. Please note that any new data/records attached to the Person record
after the merge process will stay with the primary Person record if the merged records are unmerged

at a later date.
18.2.4 Deleting an Alias Record

If an alias record has been entered in error, it can be deleted via the Merge tab.

supporting  FaCC Training 1
families Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users UEIGEY Audit Templates Reference Data

Persons Merge Persons Search Duplicates

Days T T T T - e
Cases
e ciren L esrcn | Go o hen Go o herged Recor
Reports i 2322 Merge completed successfully.
Check the merge record and if necessary manually update the
Name Beverley Banana following areas of the Details tab:
Gander ferhale :o:egtrlmary address is identified and the primary address is
Date of Birth 01/01/2000 * Duplicate data is deleted or retired, in particular:
+ Relationships
Indigenous Both Aboriginal and Torres Strait Islander + Phone and other contacts
Status = Key workers

Country of birth

Language at

Home

Comments

Date of Death

Last update A Coordinator, FaCC Training 1
05/05/2016 11:25:49 AEST

Addresses

There are no registered addresses

Documents (notes, alerts, etc) associated with this record
Workgroup Number
FaCC Training 1 1

Alias / Duplicates

Given Family Alias/
Name Name Duplicate
2336 Beverley Banana A 05/05/
Coordinatbé; 05
FaCcC
Training

1

iD Last Update

6Undo
Merge
D(11)

About

| 120 |




Locating the required person record via the Search for primary record form will list the person
details including any current alias information. Click the blue Drop Alias link to delete the alias
record that has been incorrectly entered or is no longer valid.

18.3 Bulk Actions

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,

click on the Help icon to access SRS Help or review the SRS product user guides at the
following url:_http://srs-support.infoxchangeapps.net.au/user-guides

18.4 Templates

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,

click on the Help icon to access SRS Help or review the SRS product user guides at the
following url: http://srs-support.infoxchangeapps.net.au/user-guides

18.5 Finance

This is standard functionality from the Infoxchange SRS product. For guidance on using this
feature, review the SRS product user guides at the following url: http://srs-
support.infoxchangeapps.net.au/user-guides or contact the Infoxchange HelpDesk.

18.6 Audit

This is standard functionality from the Infoxchange SRS product.

supporting FaCC Training 1 ) 8 Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E 4 »
m Password Preferences Documents Finance Bulk Actions Users Merge PWILIY Templates Reference Data About m

The Audit tab on the Admin page enablesyouto:

1. See users who have accessed a specific Person record.

On the Person Views sub-tab, enter the Person ID with the relevant date range and click
Go. You can select a specific worker or leave at Please select to see all users who have
viewed that specific Person record.


http://srs-support.infoxchangeapps.net.au/user-guides
http://srs-support.infoxchangeapps.net.au/user-guides
http://srs-support.infoxchangeapps.net.au/user-guides
http://srs-support.infoxchangeapps.net.au/user-guides

B Coordinator (Coordinator)

= & &

supporting  FacC Training 1 A
families Advice, Referral and Case Management (ARC) - Training

Home Password Preferences Documents Finance Bulk Actions Users Merge FIILIY Templates Reference Data

Persons
Person Views ' Pegso
Days

016 | Tl To: | 06/07/2016 [ Person ID: | 2266 Worker:  Please select...  [=) n

dit Log
Date | Persan 1D Gwven Name Famiy Name Alas/Duplcate Waorker Workgroup
06/07/2016 15:15:45 2266 Carissa Carrot B Coordinator FaCC Training 1
AEST

2:29{7/2016 14:17:50 2266 Canssa Carrot B Coordinator FaCC Trainng 1
ggég't‘/ZOlG 09:56:04 2266 Carissa Carrot B Coordinator FaCC Trainng 1

1to30f3 RA

NOTE: The Person ID is a unique number assigned by the computer to each person or afas. To determine the Person ID open up the Person Detaids page and hover your mouse over the
person's name in the Person/Alias list. Two numbers (usually the same) wil be displayed (separated by a forward slash), The first of those numbers is the Person 1D,

2. See which users have updated Person records.

On the Person Updates sub-tab, enter the Person ID or select a worker name and click Go.

supporting  FaCC Training 1 ) B Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training = & &

Home Password Preferences Documents Finance Bulk Actions Users Merge EUILIY Templates Reference Data About Menu

Persons
'erson Updates
LEVE

Start Date | OTID ate 06/07/2016 T8 Person 1d

Worker B Coordinator

e Date | Person Id Given Name Family Name Alas Action Worker Id Last Update By

06/07/2016 2268 Charles Carrot INSERT 103 8 Coordinator, FaCC
:00:20 Training 1
06/07/2016 2267 Patrica Parsnip INSERT 103 B Coordinator, FaCC
10:59:48 Training 1
06/07/2016 2266 Carisss Carrot INSERT 103 B Coordinator, FaCC
09:56:03 Training 1
1to30f3

The results are able to be exported to Excel for further analysis or copied to a pdf document, as
required, by selecting the relevant icon in the bottom right corner.

For additional guidance on using this feature, contact the Infoxchange HelpDesk.

18.7 Reference Data

This tab details the reference sets available for user editing. This is not applicable for ARC.

18.8 About

The About tab contains specific information about your connection to ARC as part of the
Infoxchange suite of products.

You may be asked to access this data to assist the Infoxchange HelpDesk address queries or
issues you may be experiencing.



19 ARC Support

19.1 How do I....?

This User Manual has been prepared to assist you with getting to know the functionality available
within ARC.

Refer to this helpful document as your first point of reference for assistance.

The User Manual can be accessed from the Need Help Using ARC? section on the ARC landing
(login) page.

19.2 Technical Support
Infoxchange provide a HelpDesk service for users of their products. (ARC is based on their
SRS product.)

If you experience any technical problems with ARC, please contact Infoxchange HelpDesk :

e 0n 1300366 516 or (03) 9418 7487
e oremail srs-support@infoxchange.net.au

When you contact the Infoxchange HelpDesk, please quote the web address you use to access
ARC and the workgroup that you belong to.

SRS Supportis also available via the SRS Online Help website.

19.3 Online Help

Online help accessed from within ARC is generic for the SRS product.

The question markicon is found throughout ARC. It appears under the Menu tab on every page
and on edit panel. Clicking this icon will open a new tab at the Online Help topic relevant to where
you clicked.

The topics within this Training Guide offer assistance to the particular functionality within ARC.

19.4 Practice Support

This manual provides the user with information on how to access and use the Advice, Referrals and
Case Management (ARC) system for Family and Child Connect services. For matters of practice,
please refer to the information available at the FaCC and IFS secure site:

FaCC and IFS Service Provider Secure Area (familychildconnect.org.au)

Or email your query to childandfamilycommissioning@dcssds.gld.gov.au



mailto:srs-support@infoxchange.net.au
http://srs-support.infoxchangeapps.net.au/
http://srs-support.infoxchangeapps.net.au/
https://familychildconnect.org.au/secure/
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