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This manual provides the user with information on how to access and use the Advice, Referrals and
Case Management system for Aboriginal and Torres Strait Islander Family Wellbeing services.

For matters of practice, please refer to the information available at:

e https://www.csyw.gld.gov.au/child-family/child-family-reform/meeting-needs-
requirements-aboriginal-torres-strait-islander-children-families-communities

e https://www.csyw.qld.gov.au/campaign/supporting-families/resources

DISCLAIMER

This User Manual reflects the functionality of the system as at August 2019. As enhancements and
updates are made to the Advice, Referrals and Case Management (ARC) system, the content of
screens and functionality may differ from that represented in this document.

Copyright © 2019

No part of this content may be copied, transmitted or used for any other purpose without the
permission of Child and Family Commissioning, Department of Child Safety, Youth and Women.
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1 About ARC

Advice, Referrals and Case Management (ARC) is the system developed for Aboriginal and Torres
Strait Islander Family Wellbeing 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 *.

To access ARC you will need:
e Internet connection

e Internet browser: Infoxchange supports the three most recent versions of Internet
Explorer (IE9, IE10 and IE11), as well as the latest stable versions of Chrome and Firefox.

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 Ona 5™ 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 and fact sheets for making the
most of particular features in supporting your work with families and managing your service.

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

This database contains private and confidential information. Access 10 this information Is subject to State privacy legisiation

Only authorised persons shoukd access this database. L

You should not give your username and password 10 any other pesson, Please keep your password secret. All access 10 this

Password
application is logged and is subject 10 fegutar audits

About ARC News Need help using ARC?

Advice, Referrals an o n developed in What's new for you - December naws Detailod ‘how o is available in the User Manual, Simply click hers 1o access
> the .

SPECIAL ALERT

nge Helpline on 1300 366 516 or
s quote the
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1.2 Logging in for the first time

When you log in for the first time, you will be asked to change your password.

e Username must be unique within ARC. Recommend Firstname.Surname (e.g.
John.Dough)

e Passwords needs to be a minimum of 8 characters, contain 1 numeric character and 1
non-alpha/numeric character

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  FW Training 2
families Advice, Referral and Case Management (ARC

Home [LYARd Team List My Actions Team Actions Referrals Service Directory Enguiry

Persons e
Open Between: Start date | 26/02/2018 [T End date mﬂ Hide Team Manaied: Profile Status: | Please select...

Groups
Days No matches to your criteria.
Cases

Reports

Admin

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

e Pages—7 options on the left-hand side
e Tabs — appear across the top for each Page

e 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

Groups page : Manage group work and activities

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.

|61



ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

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

Receive enquiry: Referral received :

- from another service within ARC
- from familychildconnect online

: Home page, Referrals tab

e Phone
e Email
In person

Create Enquiry Respond : Accept Referral
(for non-case activities)

Create Person record Add Relationships
for family members

] must be recorded throughout
to capture time spent on activities.

Create Case / Case Summary

Record Date of consent to engage (on Case Summary)

Complete Initial Wellbeing Domains Assessment

aulAioys ayl Suihyuap)
T plepue)s ad130eid

Manage Case

— Plans, Groups, Tasks,

Supports etc Make Referral to
another service

Practice Standard 1

€ pJepuels ad13eld

Complete Closing Wellbeing Domains Assessment

m
w1
—
QU
=z
=
=3
=
oq
L
=
[}
=
v
-
[=]
-
—
5.
(g

Closure activities:

auljAi03s ay3 Suiduey)

e C(Close Plan
e Close Case Summary
e End Key Worker

o
—_
QU
(=]
=
o
(1]
w
-
QU
=
o
Qo
—1
j=8
=1

|71



ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

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. Simply create a new record is 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
supporting  FW Training 2
families Bella Banana Female, DOB: 27/07/1993 (Age 24 yrs)
“ Search pLEE] Notes Supports Alerts Consent Referrals Plans
| rerone R
Name Primary/Alias Comments
Bella Banana Primary Name
Relationships: Create new relationship
Person Relationship DOB Comments
Brianna Banana Daughter 05/05/2015
Brian Banana Husband 04/04/1990
B8 & My List Profiles: Create new profile
Bella Banana .
No profiles exist
Description Role Workgroup = a pda
Case Summary
Banana Family - II FW Training 2 26/02/2018  26/02/2018
Address: Create new address
Street Locality Type Comments Last Update
« 372 Long Drive CHARLEVILLE QLD 4470 Home 26/02/2018 Q
Screenshot 2

supporting  FW Training 2
families Bella Banana Female, DOB: 27/07/1993 (Age 24 yrs)

Search [PEEIE] Notes Supports Alerts Consent Referrals Plans

Groups Name Primary/ Alias Comments
Days Bella Banana Primary Name
Cases Relationships: Create new relationship
Reports Person Relationship DOB Comments
Brianna Banana Daughter 05/05/2015
Brian Banana Husband 04/04/1990
B & My List Profiles: Create new profile

Bella Banana
No profiles exist

Description Role Workgroup a ydate
Case Summary
Banana Family - 1T FW Trai_ning 2 26/02/2018  26/02/2018

Prior Case

Description Role Workgroup Start End

Case Summary

Banana Family  Carer/parent FW Training 2 21/02/2017  30/11/2017

| 8]
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1.5 Toggle for access to Person records
On the left-hand side of your screen, underneath the Pages, there are 3 toggle options to display
recent Person records :

- Recent List : displays the 10 most recent Person records you have accessed
- My List : displays the Persons for which you are listed as a Key Worker

- Team Managed : displays the Persons where Team Managed has been selected as Key
Worker.

Simply ...
o~
- click the toggle icon ™ to select your required display

- click on the blue name to open that Person record

- click the box = to expand or hide records.

supporting supporting supporting supporting
families families families

Home
Persons
Groups

families

Persons
Groups

Persons Persons

Groups Groups

el | [ ]
B & My List = Recent List
B & Recent List Olivia Olive —~
Isabella Berry B & Team Managed
Peter Peach Isabella Berry

Olivia Olive

1.6 Logging off

Log off via the log out icon (= 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.

supporﬁng FW Training 2 A Coordinator (Coordingftor)
families Advice, Referral and Case Management (ARC

Password Preferences Documents Finance Bulk Actions Users Merge EULId Templates Reference Data About

|Person Views | Person Updates | Person User Restrictions | Referral Views |

Groups

From: [ 26/02/2018 | To: | 26/02/2018 | Person 1D: | 2058 ‘Worker:‘ Please select... ‘
Audit Log

Date | Referral ID Client ID Given Name Family Name Worker Workgroup
26/02/2018 15:10:27 182 2958 Bella Banana A Coordinator FW Training 2
AEST

|91
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1.7 Access to more than one workgroup

In ARC, each service is set-up as a separate workgroup. In some areas, where staff work across a
number of services, access is required for more than one workgroup. Each User only has one login to
ARC.

Simply click the Change Workgroup icon, as shown below, in the top right of your screen to select the
workgroup you require.

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

[YWIEES Team List My Actions Team Actions Referrals Service Directory Enquiry
m Open Between: Start date | 26/02/2018 ‘@ End date| 26/02/2018 ‘@ Hide Team Managed: [] Profile Status: | Please select...

A Coogflinator (Coordingtor)

Workgroup
- -
Given Family Worker Key Worker Key Worker First Most Recent Number of Time Since Last Current
Name T Name Role Started Ended Contact* Contact* Contacts™* Contact* Plan
Bella Banana 26/02/2018 26/02/2018  26/02/2018 1 0 No

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

{JFacC Training 1
® FW Training 1
O1FS Training 1

! O Sh’w this window after every login

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 and Continue.

| 10 |
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1.9 Forgotten password

After you have logged in for the first time and have completed your Preferences (on the Admin page),
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

Usemame |

Password
I :orgot your pass-.«-‘cr:? I
2. Enter your username and the email address registered with your user profile and select
Submit Step 1
supporting -
families ¢, Infoxchange

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

Step 1 of 3 - Please fill the form below
Enter your usemame and the registered email 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.

Username firstname lastname
Email address adrian@email com
S

€ 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

|11 ]
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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 to 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 to use this
password reset function. Please contact your administrator or contact SRS Support.

I Reset Key 1304bb16ac I

— -
Security Question What are the last five(5) characters of my drivers license?

Security Rsspon{ | 98765 ’

[Soone s | G|

4, Enter your new username and password

Note: Your password must:
e be at least 8 characters long
contain 1 upper case letter
1 lower case letter
1 number
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 securiy question have been validated. You may now reset yOur password
Please select a secure password. You should not disclose your password to other people.

Passwords need to comply with the following rules:
Must contain at least 8 characters.
Must contain at least 1 uppercase letter, 1 lower-case jetier and 1 number
1 €annot De the SAME IS yOUr CurTent password

New password ssseansnned
Confirm password sssssssanne
St S0 3
5. Select Login Page and enter your new password.

supporting ¢ Infoxchange
families

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

Your o was changed

L P
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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 (on the
Persons page, Details tab).

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 :

suppor[inq FW Training 2 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC E 4 &

My (B Team List My Actions Team Actions Referrals Service Directory Enquiry

Persons

Open Between: Start date| 26/02/2018 ‘ﬁ End date| 26/02/2018 ‘ﬁ Hide Team Managed: [] Profile Status: | Please select...

Given Family Worker Key Worker Key Worker First Most Recent Number of Time Since Last Current
Name T Name Role Started Ended Contact* Contact* Contacts* Contact* Plan

Bella Banana 26/02/2018 26/02/2018  26/02/2018 1 o No

1to 1 of 1 results

The following options can be used to customise your view:

o Click the calendar icon and alter the Start date and End date to filter data by date.
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 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.

supporting FW Training 2 A Coordinator (Coordinator)
families Advice, Referr. E & »

My List Team List QEi@Yeitlily Team Actions Referrals Service Directory Enquiry

Due Date Between: Start date | 01/01/2018 |F8 End date | 30/04/2018 @3 Calendar View [2]

O Due Date | Time Action Type Workgroup Person Description Details
[} 12/04/2018 Task FW Training 2 Be_\la Banana Perform case reivew Go to Task
Brionna Banana

_ pamn

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 sort the 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.

® Go to Task takes you to the individual action.
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2.3 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 e icon or contact the Infoxchange Help Desk.

1. From the Home page select the Service Directory tab

supparting FW Training 2 A Coordinator (Coordinator)
families Advice, Referral and Case Manag = 0 &

My List Team List My Actions Team Actions Referrals [SVISEMISLI Enquiry
m Search: ® Service Seeker O Favourites

e Keywords: ‘

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, You can click on the star to add a service to ‘Favourites’. Once you have done this the star
becomes yellow.

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

Additional Notes:
e To clear the search parameters, click Clear.

e If your 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. +homeless
+youth will return only those services that have 'homeless' and 'youth' in their description.
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3 Person Detalls

3.1 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.

snpporling FW Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC E 4 &

ome £

Persons

Search Ey; ® Name O Identifier O Address O Phone O DOB

@ & Recent List

Family name search
——

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. ARC recognises the * and % characters as wild cards.

A wildcard is a character that can be used as a substitute for characters in a search, which greatly
increases efficiency and is much stronger than the fuzzy search. For example, %son returns a list of all
Person records where the last two letters in his or her name is ‘son’.

Some example wildcard searches include:
e  %son will search for names ending in “son”
e Bri* will search for names starting with “Bri”
e %tin% will search for names with “tin” somewhere in the name.
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3.2

1.

Add a Person

Click Search.

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

supporting
families

FW Training 1

m Search By: ® Name O Identifier O Address O Phone O DOB

Cases

Thomas

B & Recent List

Add new Person

Advice, Referral and Case Management (ARC)

Family Name Sex
Carter Male

DOB
11/09/1991

1 to 1 of 1 results

Alias?

If there is no record found, ‘No matches to your search’ message will be displayed.

Click Add new Person to create a record.

The Add New Person form is displayed.

Complete as much information as possible.

Sex and Indigenous status are mandatory fields (*).
If the exact date of birth is unknown, select a year only and tick the year estimated

checkbox.

Edit Primary Details

Given Name
Middle Name
Family Name

*5ex

Date of Birth

*Identifies as

Identifies as

Country of birth

Preferred Language

Comments

Primary diagnosed disability

dary diag d disability

Person Identifier

ICMS ID

Date of Death

Last Updated

Carissa

Carrot
(C) Male @ Female () Intersex () Unknown

21 04 1985

[ year estimated

() Aberiginal

O Torres Strait Islander
O Both

® Neither

O unknown

O Unspecified

[J australian South Sea Islander

O Culturally and Linguistically Diverse

6375

DD/MM/YYYY ] (dd/mm/yyyy)

A Coordinator, FW Training 1
09/04/2019 10:17:48 AEST

=7
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For recording Indigenous status,

Unknown — the person does not know their Indigenous status
Unspecified — the person does not wish to specify their Indigenous 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.
supporting  FW Training 1 A Coordinator (Coord

families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

Tasks Assessments Documents  Membership

Search DRl Notes Supports Alerts Consent Referrals  Plans

View Primary Details Edit Primary Details

Groups

Person / Allas: [create rew aias | Given Hame | Cartssa
Hame Primary/Alias Comments
Reparts Relationships: Craate new relationship Lot [
Admin o relationship exists =Sax ()Male @ Female () Intersex () Unknawn
prosies:
B & Racent List ek T prord Date of airth | 21 04 1985
fil
Carlssa Carrot No profiles exist O yaar estimated
Cases
Na Cases exist “Identifies as () Aboriginal
Address: O Torres srai slandar
No address exists © Both
Phone & other contacts: ® Nalther
O unknown
Create new key worker © unspecified
Identifies as [] Australian South Sea Islander
Restrcion | Export Detal | Refresh

Country of birth

Preferred Language

Commants

Primary diagnosed disability

Family name search
TcHS 10

Data of Death | 0O/MM,

Sacondary diagnosed

[ Culturally and Linguistically Diverse

M (dd/mmiyyyy)

Be

Note : The Person record you have open is the name shown in the top section of your screen - above

the tabs.

Person Identifier / Person ID :

A unique system-generated Person Identifier number is assigned to each Person record. It 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.

FW Training 1

supporting r
Carissa Carrot remale, DOB: 21/04/1985

families

Search PEENE Notes Supports Alerts

Persons View Primary Details

Person / Alias:

=D

Carissa Carrot

Primary/Alias
Primary Name

Relationships:

No relationship exists

Consent Referrals

(Age 33 yrs)
Plans T

Comments

Create new relationship
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The following sections step though completing the segments on the Details tab.

3.3 Create Alias

1. From the Person page, Details tab, select Create new alias.
supporting FW Training 1 A Coordinator (Coordinator)
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs) o e

Home Search [eEETEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

ons View Primary Details Add New Alias 7
Person / Alias: Given Name
_ Name Primary/Alias Comi .
Cases Carissa Carrot Primary Name Middle Name

Reports Relationships: Create new relationship oGl by L

m No relationship exists e L
£ Recent List Profiles: Create new profile

*sex O Male O Female O Intersex O Unknown

Carissa Carrot No profiles exist
dd m
Cases Date of Birth mr| | yyyy
No Cases exist ad year estimated

Address: Create new address
Comments

No address exists

Phone & other contacts: _
Create new econtact Last Updatad

No contacts exist

Key Workers:
This person has no assigned key workers

N

Record relevant details in the Add New Alias form. Select Save.

w

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 FW Training 1 A Coordinator (Coordinator)
familie Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs) 2 a0 &
e [T e Sipors s Conet s Pars T s Oocumans ambarp v

View Primary Details Edit Alias Details ne

Name Primary/Alias Comments
- Middle Name
Carissa Carrot Primary Name

Carrie Alias (Preferred) Family Nama

Relationships: [ e i
Create new relationship Preferrad Name B
No relationship exists
B & Recent List . *
C:rlssa ent s Profiles: ERTRREEr sex O Male ® Female O Intersex O Unknown
No profiles exist Date of Birth  dd mr| | yyyy

No Cases exist

Address: Create new address EEITLE

No address exists

. Last Updated A Coordinator, FW Training 1
Phone & other contacts: we 09/04/2019 10:23:58 AEST
No contacts exist

Save
Key Workers:
A Search for the Person will display as below:
s“pponlng Fw T[‘aining 1 A Coordinator (Coordinator)
families  Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs) 2 & o
i Search By: ® Name O Identifier O Address O Phone O DOB 7]

Groups
Given nnm-:l Family name :O Male O Female O Intersex O Unknown B Fuzzy
ays
Cases Search Results
Reports Given Name Family Name Sex DOB Alias? Match 1

Carrie Female - 3
Carissa Carrot Female 21/04/1985 4
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3.4 Create Relationships

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

supporting  FW Training 1 A Coordi
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

Search [pEcHE] Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership
View Primary Details

Search for related person:
Groups
Days
v Name primary/ Aliss . ramiyrame ]
Cases Carissa Carrot Primary Name

o Carrie Alias (Preferred) Sex O MaleQ Female O Intersex
sports " + O Unknown
e, Relationships: Create new relationship

No relationship exists Fuzzy M|

B & Recent List

. Go [ ci
Carissa Carrot Profilas: Create new profile

No profiles exist
2. Search for the related person — enter name using wildcard search, as example below for

Charles. Click Go.
If no records for the Person you are looking for are found, select Add new person.

suppor}ing FW Training 1 A Coordi
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

Home Search [eEETEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

Persons 1 " 5
View Primary Details Search for related person: L)
Groups

Person / Alias: Given “""ﬁ:l
Days
. Name primary Alias Comments Famiyrame [ ]
Cases Carissa Carrot Primary Name

Raport Carrie Alias (Preferred) Sex O MaleO FemaleO) Intersex
eports . O Unknown
Relationships: Create new relationship
No relationship exists Fuzzy B

B £ Recent List

. Go [ ci
Carissa Carrot Profiles: Create new profile

No profiles exist [Results |
First Name Last Name Gender DOB Alias? Match
Cases
No & ot Charlie Green male 01/01/2009 3
o Cases exis Charlotte  Conner female 03/04/1958 5

Address: Create new address

No address exists

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

4, The Edit Relationship form will display.

supporting  FW Training 1 A Coord
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

Home Search [pSEIE] Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

View Primary Details Edit Relationship Be
Groups ~
Person / Alias: Related parion Charles Carrot
Days .
Name Primary/Alias Comments Is Carlssa Carrot's | 4|
Cases Carissa Carrot Primary Name Start Date ["-'B'\
R Carrie Allas (Preferred)
eports Relationshine: End Date | dd/mm/yyy: [T
Admi elationships: Create new relationship
Lol " Comments
lo relationship exists
B T Recent List Profiles:
Carissa Carrot N Create new profile Last update
No profiles exist
cases

5. From the drop-down list, select the required relationship type.
In this example, Charles Carrot is Carissa Carrot’s Husband.
Select Save.

Note: the start date for a relationship auto-populates to today’s date.
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Edit Relationship

Related person Charles Carrot

s Carissa Carrot's |GG

Brother

Brother in Law
Child

Colleague
Counsellor
Cousin
Co-worker
Ex-partner
Family Day Carer
Family Day Child
Father

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

Start Date
End Date

Comments

Last update

A

RO

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

supporting
families

Groups
Days
Cases
Reports

Admin

B & Recent List
Carissa Carrot

FW Training 1

SElen Details [ EEEH

View Primary Details
Person / Alias:

Name Primary/Alias

Carissa Carrot Primary Name

Carrie
Relationships:

Person Relationship

Charles Carrot Husband

Profiles:

Alias (Preferred)

Carissa Carrot rFemale, DOB: 21/04/1985 (Age 33 yrs)
Supports Alerts

Consent Referrals Plans T

Comments

Create new relationship

DOB
02/06/1982

Comments

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

supporting
families

Persons

Groups .
Person / Alies:
Days
Name Primary/Alias Comments
Cases Charles Carrot Primary Name
Reports Relationships: Create new relationship
Admin Person Relationship DOB Comments
Carissa Carrot Wife 21/04/1985
B £ Recent List
Charles Carrot Profiles: Create new profile
Carissa Carrot N - .

FW Training 1

Search PRI Notes

View Primary Details

Charles Carrot Male, DOB: 02/06/1982 (Age 36 yrs)
Supports Alerts

Consent Referrals Plans 1

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

update.
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3.5 Create Profile

There are 3 Profile records available in ARC :

- Child Profile : this is available to be used as determined by your service. This record is not linked
to any specific departmental reporting. Generic reports (and lists) are available for Profiles.

- ECDC Profile : this is specifically for the Early Childhood Development Coordinator within your
service. This is linked to specific reporting for this contract — please refer to Chapter 12.

- Report to Child Safety : this is available to be used as determined by your service. This record is

not linked to any specific departmental reporting. Generic reports (and lists) are available for
Profiles.

suppqr_ting FW Training 1
families Crystal Carrot Female, DOB: 02/03/2010 (Age 9 yrs)

Home Search [eEETEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

Person " " 5
. View Primary Details
Groups N . :
Person / Alias: Create new profile
Days
s Name Primary/Alias Comments Profile type
[er-I-1-1] Crystal Carrot Primary Name Eg‘g"c F:?::\ee
i ins: Report to Child Safet
Reports Relationships: i s
Person Relationship DOB Comments
Carissa Carrot Mother 21/04/1985
& Recent List
Crystal Carrot Profiles:
Carissa Carrot
Charles Carrot Ne profiles axist
No Cases exist
Address:
No address exists
Phone & other contacts:
No contacts exist
Key Workers: Create new key worker
This person has no assigned key workers
lﬂﬁ]ﬂh Restriction | Export Details
Gn
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3.6 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

Home
Persons
Groups

Days

2 Recent List
Carissa Carrot
Crystal Carrot
Charles Carrot

Family name search

FW Training 1
Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

Search [pUEIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

View Primary Details

Person / Alias:

Create new alias

Name Primary/Alias Comments
Carissa Carrot Primary Name
carrie Allas (Preferred)

Relationships:

Create new relationship

Person Relationship DoB Comments
Crystal Carrot Daughter 02/03/2010
Charles Carrot Husband 02/06/1982

Profiles:

Create new profile

No profiles exist
Cases

No Cases exist
Address:

No address exists

Phone & other contacts:

Create new key worker

No contacts exist
Key Workers:

This person has no assigned key workers

New Address Details:

Street =

|

Suburb
state qup [V]

Comments

Safety Issues []

Address type | Home

™
Primary Address? @ Yes(O No
urrent Address? ® Yes O No

Others who live at this address(tick):

Person dd

Current
Address Type

Charles Carrot  Husband [m]
Daughter [m]

Primary
Address

Crystal Carrot

Last update

Be

Suburb sele

cted.

Select the Address type from the drop-down options.

the Others who live at this address box.

To view address in Google maps, select the E icon.

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

supporting

families
Home
Persons
Groups
Days
Cases
Reports
Admin

B & Recent List
Carlgsa Carrot

Carrot
Charles Carrot

Family name search
Lo—

FW Training 1
Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

View Primary Detalls
Person / Alias:
Name Primary/Alias Comments
Carlgsa Carrot Primary Name
Carrle Allas (Preferred)
Relationships:
Person Relationship pos Comments
Crystal Carrot Daughter 02/03/2010
Charles Carrot Husband 02/06/1982
Profiles Lienie o ot
No profiles exist
Cases

Croate new address

No Cases exist
Address:
DNcality
LEVILLE QLD 4470
uth ontacts:
No contacts exist

Key Workers:

Current Address? @ Yes (O No
Type Comments Last Upd,
Homae 00/04/201 ers who live at this address(tick):
rson Relationship Current Address
Charles Carrot Husband %}
Crystal Carrot Daughter v

Search [PLIZIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

AC
Edit Address Detalls: e
Street | 172 Trinity Road ]r-'i
Suburb 1< HARLEVILLE ]
State QLD (V]
Postcode | 4470 |
Country ] Australin ]
Comments ‘
Safety Issues [
Address type | Home v
Primary Address? ® Yes(O No
Primary
Address Type Address
Home v 4
Home v| o

Record the address, including Street, Suburb - Postcode will auto-populate based on the

Update the Primary and Current address status (Yes/No) as relevant for that Address type.

The address can be recorded, where relevant, to related persons by ticking the checkbox, in

To edit the address, select the address blue text - the Edit Address Details page will open.
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Additional Notes:

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

When you select the Suburb, 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:

Suburb
State | QLD

Postcode l:l

Another address is currently registered as the primary address.
Please confirm whether or not this is the new primary address.

a9
I
—

Be

Comments

Safety Issues []
Address type | Home
Primary Address? O Yes(@® No

Current Address? @ Yes(O No

Person

Charles Carrot  Husband

Crystal Carrot  Daughter

Last update

Save

Others who live at this address(tick):

Relationship Current Address Primary
Address

Address Type
O
O

Simply record the required information, noting that this will not be the Primary Address for

that Person.

Use the Comments box to record the relevance of this address.

The Details tab will display as follows :

Click Save.

supporting
families

Persons
Groups
Days

Cases

B & Recent List
Carlssa Carrot
Crystal Carrot
Charles Carrot

FW Training 1

Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

View Primary Details

Person / Alias:

Name
Carissa Carrot
Carrie

Relationships:

Primary/Alias
Primary Name
Allas (Preferred)

Search [BEEIE] Notes Supports Alerts Consent Referrals Plans Tasks Assessments

Create new alias

Comments

Create new relationship

Person Relationship DoB Comments

Crystal Carrot Daughter 02/03/2010

Charles Carrot Husband 02/06/1982
Profiles: Create new profile
No profiles exist
cases
No Cases exist
Address: Create new address

Street Locality Type Comments Last

Update

o 172 Trinity CHARLEVILLE QLD Home 09/04/201% Q

Road

5 Dusty Lane  QUILPIE QLD 4480 Alternative For Carlssa's Mum - 09/04/2019 Q

Charlotte

Family name search

Phone & other contacts:

No contacts exist

Key Workers:

Create new econtact
Create new key worker

Documents Membership

Edit Address Details: Be

Straet [ 5 Dusty Lane |2

1

Suburb ‘ QUILPIE ‘

State QLD [v]

Postcode | 4480

Country [ Australia I

Comments

For Carissa's Mum - Charlotte ‘

Safety Issues []

Address type | Alternative [v]
Primary Address? O Yes@® No
Current Address? @ Yes(O No

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

O

=]

Primary
Address
Charles Carrot Husband

Crystal Carrot Daughter Home =]
Last update A Coordinatar, FW Training 1
09/04/2019 11:20:12 AEST
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3.7 Create Phone & other contacts

A Person can have multiple electronic contact records such as phone, email, fax 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.

FW Training 1
Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)

Search pLCIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

supporting
families

Persons View Primary Details Edit Contact Details: me
Groups Person / Alias: *Contact | |
Name Primary/Alias Comments *Contact type v|
Carissa Carrot Primary Name X
Carrie Allas (Preferred) Safety Issues []
Reports Comments
— Relationships: Create new relationship ‘
m Person Relationship bos Comments Start Date [ 09/04/2019 |7
B & Recent List Crystal Carrot Daughter 02/03/2010 :'..
Carissa Carrot Charles Carrot Husband 02/06/1982 End Date l ]
Crystal Carrot 2 ® YesO
Charles Carrot Profiles: Create new profile SUAROE SCOntEG 2N N
No profiles exist Last update
cases
No Cases exist
Address:
Street Locality Type Comments Last
Update
W 172 Trinity  CHARLEVILLE QLD Home 09/04/2019 @
Road 4470
5 Dusty Lane QUILPIE QLD 4480  Alternative For Carissa's Mum - 09/04/2019 @
Charlotte
Phone & other contacts:
No contacts exist
Family name search Key Workers: Create new key worker
GO 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.

4. If there are safety issues regarding use of a contact, by ticking the Safety Issues box, an
orange alert icon will show against that contact.

5. Add Comments as relevant and useful.
6. Enter the Start Date by using the calendar icon.
7. If this is the current contact for the client set Current econtact? to Yes.
8. 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.
Phone & other contacts:
Contact Type Comments Last Update
A 5488 7890 Phone (Hm) Don't leave messages 09/04/2019
0414 566 788 Mobile 09/04/2019
5466 7891 Emergency Contact For Charlotte - Carissa's mum 09/04/2019
carissa@carrotfarm.com.au Email 09/04/2019
Additional Notes:

e A user with Coordinator access level is able to delete a Contact record.
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3.8 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 assisting the family e.g. a doctor, a
counsellor. Note: Persons external to your workgroup, recorded as Key Workers, 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. Select Create new key worker. The Edit Key Worker form will appear on the right of screen.

2. 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 drop down list. Then enter their name, role and organization
details in the available fields.

3. Add Role and Comments as required.
4. In May be viewed by, select Workgroup.
(In the current configuration of ARC, Workgroup and Cluster are one and the same.)
5. Enter the Start Date by using the calendar icon.
6. Set Current Key Worker? to Yes.
7. Select Save. To modify the details, click on the Key Worker name (in the Details tab) - the

edit screen will display on the right hand side. Update the details and select Save.

supporting  FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

Search MEEHE Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

Persons " " N .
_ View Primary Details Edit Key Worker: Be
-
Person / Alias: Key Worker | Other, please specify
Days
e — Comments N
carrie Alias (Preferred) Workgroup | Western Medical Centre
Relationships:
Create new relationship
Person Relationship DOB Comments Eommentsl] 5412 2233 ‘
~
E]C-{Rﬂcecm L‘i‘ Crystal Carrot Daughter 02/03/2010 - -
arissa carro Charles Carrot Husband 02/06/1982 May be viewed by O Workgroup @ Cluster
Crystal Carrot
=iz G Profiles: e T e Start Date | 09/04/2019 |
No profiles exist mavoe| |
Cases current Key ® Yes() No
No Cases exist Worker?
Last update A Coordinator
Address: Create new address 09/04/2019 11:47:47 AEST
Street Locality Type Comments Last Update
+ 172 Trinity Road  CHARLEVILLE QLD 4470  Home 09/04/2019 @
5 Dusty Lane QUILPIE QLD 4480 Alternative For Carissa's Mum - Charlotte 09/04/2019 Q
Phone & other contacts: [ e
Contact Type Comments Last Update
A 5488 7890 Phone (HmM) Don't leave messages 09/04/2019
0414 566 788 Mobile 09/04/2019
5466 7891 Emergency Contact For Charlotte - Carissa's mum 09/04/2019
car\ssagcarrotfarm.ccm.au Email (]2(04 2019
—
Key Workers: Create new key worker
Worker Workgroup Role Comments
. A Coordinator FW Training 1 Support worker
Family name search
’_Y—‘ Dr Mary Mulberry Western Medical Centre Family GP 5412 2233

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.
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IMPORTANT! .
Understanding Key Worker and Case Worker

In the majority of cases, the Key Worker (Person, Details tab) is going to be the same worker as
recorded as Case Worker on the Case Summary.

Let’s consider the following table:

Recorded on.... Displays on....
Key Worker Person record, Details tab Home page, My List tab
Case Worker Case Summary Cases page

By example...
the Key Worker recorded on the Details tab for the Person works by displaying that Person record on
the worker’s My List tab (on the Home page)

FW Training 1
Advice, Referral and Case Management (ARC)
My ’ctions Service Directory Enquiry

% Hide Team Managed: [ ] Profile Status: | Please select... 52|

Days 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

* Includes all recorded contacts with FW Training 1 (does not include file notes).

Persons

Open Between: Start date‘ 28/02/2019 |T End datel 28/02/2019

The Case worker recorded on the Case Summary (refer Chapter 4) displays on the Cases page

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

Records 20 Show Filters | Create New Case Summary
Groups

Date of
consent to
Case engage

Case Referral Creation with the Closure
Description  Worker Status | Date Date service Date
-
Jacaranda K User Open 26/02/2019 28/02/2019 =
=l rirE
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4 Cases / Case Summary

The Case Summary represents the case for the family.
A Person can only be associated with one active 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

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

4.1 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

supporting  FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

Search PEIEIEN Notes Supports Alerts Consent Referrals

Plans Tasks Assessments Documents Membership

Persons . - .
View Primary Details
Groups ~
Person / Alias: Create new alias Create new Case
Days
Y Name Primary/Alias Comments Case type
Cases Carissa Carrot Primary Name
Ui eate
Carrie Alias (Preferred
Reports ( )
Relationships: Create new relationship
Person Relationship DOB Comments
Bcs_REC?:';t Ui‘t Crystal Carrot Daughter 02/03/2010
arissa Carrol
Crystal Carrot Charles Carrot Husband 02/06/1982
Chapsses Profiles: Create new profile
No profiles exist
No Cases exist
Address: Create new address

4.2 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.

suggorﬁng FW Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC = a4 @
Case Summary

Groups
@ Case Summary ®e

o Date of N 7
consent to Description
Cases
Case engage
Reports Referral Creatlon withthe  Closure Referral | Presenting Concems | Closure
Description ~ Case Worker Status | Date Date service Date Original Referral
Admin
L eamn [N O e ———— =
Mandarin ke OPEN 08/04/2019  09/04/2019 = Source

o
B T Recent List i
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4.3 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.

The mandatory fields are marked with an asterisk * .

@ Case Summary

@Descriplion

Referral | Presenting Concerns |Closure
OFiginar Rerereal

®3riginal Referral Source | please select...

This Referral
IRaferral Date (for this servica) 3

@ase Creation date | 09/04/2015 |78

@s the referrer a prescribed (J) Yes () No
entity

@1&\‘2 rral Source

Name of referring agency

Agency contact name

Agency contact details

Consent given for referral in () ves O Mo

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

Other Referral Details
Primary Housshold suburb

Postcode

If the mother is pregnant, and 3
there are concerns for the
unborn child, what is the due
date?

Service Response
- "
Case Worker | A Coordinator I

Previous Family () Yes () No

Date of Parent/Carer consent i
to engage with the service

Documents Please save before attaching any documents.

Last update

Be

The first 6 data fields must be completed in order to save the record.
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1. In the Description field (at the very top of the form), record the reference/ name for the
family in accordance with the procedures for 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 Case Creation Date* — the date the service ‘opened’ the case for this family. This
defaults to today’s date (can be backdated).

4, Enter Referral Date (for this service) * — the date this referral was received by your service.

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

% Is the referrer a ® yes () No
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)

1] Family and Child Connect (FaCC)

\Intensive Family Support (IFS)

The legislative changes effected in late 2018 recognised funded secondary services as
prescribed entities, specifically Specialist service providers.

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

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 office and the Type of referral :
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This Referral

* Referral Date (for 04/04/2019
this service)

*Case Creation date 09/04/2019
* Is the referrer a @ Yes( No
prescribed entity

* Referral Source | child Safety Service Centre (CS5C)

* Child Safety Service | Charleville CSSC
Centre

* Type of referr{f e
from Child Safell Child Concern Report
I&A - Substantiated - CNINOP

I&A - Unsubstantiated - CNINOP

Intervention with Parental Agreement (case closure)

Other

STATUTORY CLIENT - Intervention with Parental Agreement (case open)

STATUTORY CLIENT - Intervention with Parental Agreement - Child Protection Care Agreement
STATUTORY CLIENT - Intervention with Parental Agreement - Directive Order

STATUTORY CLIENT - Ongoing Intervention - Child Protection Order

STATUTORY CLIENT - Support Service Case

7. Select Save.
8. You will be prompted to complete the Presenting Concerns sub-tab.
Message from webpage *
| = Atleast one Presenting Concern must be entered
@ Case Summary RO
* Description = Carrot
Person Role Start Date End Date +
Carissa Carrot 09/04/2019 ]

Referral | Presenting Concerns | Closure

[]child wellbeing
[[IParenting Skills
[]Domestic & Family Violence

[JHousehold relationships including conflict between
parent/s and child/ren

[]Social and/or community support network

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

[_]Child Physical health including health conditions,
disability

[_lParent/Carer physical health including health conditions,
disability

[“]1Child mental or emotional health including anxiety,
depression or self-harm

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

[Ichild alcohol and/or drug misuse
[JParent/Carer Alcohol and/or drug misuse
[ child sexual abuse

[]Family law / custody issues

[Jother

Last update Regional User, FW - Template
09/04/2019 12:28:37 AEST

— ]

Complete the relevant check boxes and Save.

| 30 |



ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

9. Return to the Referrals sub-tab and complete remaining fields for the This Referral and Other
Referral Details sections.

10.

11.

This Referral

= Referral Date (for this = 04/04/2019 [E
service)

*Case Creation date 09/04/2019 [8

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

= Referral Source | Education - State School
Name of referring | Charleville and Districts State Primary School
agency

Agency contact name Trevor Tomato

Agency contact details | Principal - 5423 1234

Consent given for O Yes(O No
referral in

Referrer has provided O vesOMNo
consent for their
information to be

provided to the client

Other Referral Details

Primary Household CHARLEVILLE
suburb

Postcode 4470

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

-

Message from webpage

o |

RECORD NOT SAVED.
& I,_S The following fields are incomplete:

n

* 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

These fields must be complete before the record is saved.

Select Save.

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 :

THIS IS VERY IMPORTANT : Attach the relevant Persons to the Case Summary by selecting
the icon at the top of the form.

@ Case Summary

* Description | Carrot

Person Role Start Date

Carissa Carrot 09/04/2019

End Date

2
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12.

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

Helpful Note: Use the Related button to easily identify relevant family members participating

in the Case.

Attach to the Case Summary (by ticking their checkbox) and click Save.

@ Case Summary =@ ||® Case Summary :e
* Description  Carrot * Description  Carrot
Person Role Start Date End Date + Person Role Start Date End Date -+
Person Search and Select p Person Search and Select p)
- . I Y Toar
My l';‘:’” Carissa R o m:t g o W crystal
= . _Lis - .
O Recent Related §§’}3§',§gas ORregnt  ® Related gg}rooatgzrom
® Search Fuzzy [Clcharles Oseeh M M charles
Carrot Carrot ] S Carrot
I~ M M
02/06/1982 02/06/1982
1 A 1
Ocrystal
Carrot F v
02/03/2010
0 mme e
Click Save.

This populates the Person section on the Case Summary.

@ Case Summary =[]
* Description = Carrot

Person Role Start Date End Date &=
Carissa Carrot 09/04/2019
Charles Carrot 09/04/2019 &
Crystal Carrot 09/04/2019 &
Referral || Presenting Concerns | Closure

Original Referral

* Original | Education - State School

Referral Source

This Referral
* Referral Date | 04/04/2019 [T

(for this service)
*Case Creation | 09/04/2019 [&

date

Click on the red crayon to assign a Role for each Person.

In the Edit association details form, select the Role for the Person from the drop-down list
and click Save.

@ Case Summary
* Description  Carrot

Person Role Start Date

Carissa Carrot 09/04/2019

End Date

Be

+
ra

person Carissa Carrot

Ll “Piease select...

d Carer/parent

*Start Date Eg‘eerrred Child
Primary Carer

1 End Date ~

( Comments I |

Last update A Coordinater, FW Training 1
09/04/2019 12:30:35 AEST

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

If the Case Creation Date is set to a date other than today’s date, ensure the Start Date is

aligned with the Case Creation Date by clicking on the crayon icon for each Person.

The Person section will display as follows :

@ Case Summary

Person

Carissa Carrot
Charles Carrot
Crystal Carrot

20
* Deccription | Carrot
Role Start Date End Date -+
Primary Carer 09/04/2019 ra
Carer/parent 09/04/2015 &
Raferred Child 09/04/2019 rs
Referral | Presenting Concemns || Closure

Original Referral

13.

14.

15.

16.

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

Service Response

Case Worker | please select... E|
Previous Client ) Yes() No

Date of consent i
to engage with
the service

Documents JEEET RV LD

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

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
has yet to 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, when
the family has signed your organisation’s consent form.

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.
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Service Response

Parent/Carer
consent to
engage with
the service

File Name

Family consent.docx

Case Worker | A Coordinator
Previous Family O YesO No

Date of 16/04/2019 [

Documents JSE a0V 1

Uploaded
09/04/2019 12:55:37 AEST

An example of the completed Referral sub-tab for the Case Summary :

@ Case Summary

* Deccription | Carrot

Person Role

Carissa Carrot Primary Carer

Charles Carrot Carer/parent

Crystal Carrot Referred Child
Refarral senting Concerns | Closure

Original Referral
* Original Referral Source | Education - State Schaal

This Referral
* Referral Date (for this service) | p4/04/2019 |4

*Case Creation date | 09/04/2015 |4
* Is the referrer a prescribed entity @ Yes(C) No

* Referral Source | Education - State School

Start Date
03/04/201%
09/04/2019
09/04/2019

Name of referring agency | Charleville and Districts State Primary School

Agency contact name  Trevor Tomato

End Date

Agency contact details | Principal - 5423 1234

Consent given for referral in O ¥es O No

Referrer has provided consent for () Yes () No
their infarmation to be provided to
the dient

Other Referral Details
Primary Household suburb | CHARLEVILLE

Postcode | 4470

If the mather is pregnant, and there
are concerns &r awe unborn child,
what is the due date?

Service Response
Case Worker | 4 Coordinator

Previcus Family () Yes(J) No

Date of Parent/Carer consent to  16/04/2015 [
engage with the service

Documents [ QT REE]

File Name

Family consent.doce

Last update A Coordinator, FW Training 1
09/04/2019 12:55:37 AEST

Uploaded
09/04/2019 12:35:37 AEST

2e

% %N+
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4.4 Close a Case / Case Summary
The accurate closure of the Case / Case Summary is very important for evaluation and 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.

2. Open the Closure sub-tab.

Q@ Case Summary e

* Description Carrot

Person Role Start Date End Date
Carissa Carrot Primary Carer 09/04/2019
Charles Carrot Carer/parent 09/04/2019
Crystal Carrot Referred Child 09/04/2019

Referral| | Presenting Concés Closure ,

Exit referrals / links with
other agencies

% %%+

Closure date

Case plan goals met | please select... [~

Reason for case summary [v]
closure

Closure checklist
Procedure Review
[JActive Engagement procedure followed

[]Referrals sent and uploaded (if appropriate)
[JCase review for non-engaged families
[Japproval to dose

Data Collection
[]Assessments - Wellbeing Domains: Initial / Presenting
completed

[JAssessments - Wellbeing Domains: Closing / Exit
completed

[JcCase notes completed
[JRelevant documents uploaded
[JKey worker ended
[]Outstanding tasks completed
Feedback
[]Feedback to referrer
[JFeedback to family regarding referral outcome

Last update A Coordinator, FW Training 1
09/04/2019 12:55:37 AEST

3. Enter the details of the Exit Referrals/Links with other agencies in the box provided.

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 Case plan goals met* from the drop down list.
6. Complete the Reason for case summary closure* from the list of values available (can only
select one).

Note: The list of values for Reason for case summary closure * vary according to the response
selected for Case plan goals met*. The following screenshots show these differing lists :
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For Case plan goals met :

Closure checklist

Case plan goals met | Case plan goals met =]

Reason for case E|

summary closure
Full Closure - all or majority needs met

For Partial needs met :

Closure checklist

Case plan goals met | partial needs met [=]

Reason for case
summary closure
Partial Closure - Partial needs met

For Referral to another service :

Case plan goals met | Referral to another service

Reason for case
summary closure | Rafarred - ATSI Family Wellbeing
Closure checklist

Referred - ATSI Family Support
Referred - DFV Service

Referred - Disability Service
Referred - Drug and Alcohol Service
Referred - Family and Child Connect
Referred - Health - CYMHS

Referred - Health Visiting Program
Referred - Intensive Family Support
Referred - Mental Health Service
Referred - Other service

For Early exit :

Case plan goals met

Early exit

summary closure
Closure checklist

P

=

=

=

——

Reason for case ||

Inappropriate referral

Data entry error

Duplicate referral

Unable to contact or locate family

Moved out of area

Qutside catchment area

Refused support/did not consent

IFS response not required

Reported to Child Safety - CSSC
Reported to Child Safety - RIS

Supported Referral to another Service (at capacity)
Staffing or agency reason

Terminated service/disengaged

Other reason

Already engaged - ATSI Family Wellbeing
Already engaged - ATSI Family Support
Already engaged - Child Safety

| Already engaged - DFV Service
| Already engaged - Disability Service

Already engaged - Drug and Alcohol Service
Already engaged - Family and Child Connect
Already engaged - Health - CYMHS

:| Already engaged - Health Visiting Program

Already engaged - Intensive Family Support
Already engaged - Mental Health Service
Already engaged - Other service
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7. Complete the Closure checklist - Procedure Review, Data Collection and Feedback sections

as appropriate.

VERY IMPORTANT NOTE: Data collection for the Wellbeing Domains Assessment is

mandatory and must be completed prior to closure of a Case Summary.

Closure checklist
Procedure Review
] Active Engagement procedure followed

Referrals sent and uploaded (if appropriate)
[] Case review for non-engaged families
] Approval to close

Data Collection
] Assessments - Wellbeing Domains: Initial / Presenting
completed

V] Assessments - Wellbeing Domains: Closing / Exit
completed

Case notes completed
Relevant documents uploaded
Key worker ended
Outstanding tasks completed

Feedback
[]Feedback to referrer

[[]Feedback to family regarding referral outcome

Last update A Coordinator, FW Training 1
09/04/2019 12:55:37 AEST

8. Select Save.

To promote data integrity, there are a number of validation messages which may appear :

Message from webpage X

RECORD MOT SAVED. Message from webpage

! The following fields are incomplete:
* Case plan goals met
* Reason for case summary closure

These fields must be complete before the record is saved.

* Closure checklist - all Assessments fields | Closure date must not be before Case Creation date

Message from webpage X

Meszsage from webpage

RECORD NOT SAVED.
I The following fields are incomplete:

Service/Disengaged

These fields must be complete before the record is saved.

* Date of consent to engage with the service cannot be blank when RECORD NOT SAVED.
Case Plan Goals met value equals: Case plan goals met, Partial needs I The following fields are incomplete:
met, Referral to another service, or Early Exit reason of Terminated * Case Closure date must be earlier than or equal to today's date

These fields must be complete before the record is saved.

The following tasks are also required to be completed upon Closure :

e C(Close Case Plan —refer to the section Close Plan

® (Close Key Worker — refer to the section Close Key Worker
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4.5 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.

FW Training 1
Advice, Referral and Case Management (ARC)

Records Show Filters | Create New Case Summary

supporting
families

Persons

Groups
Days Date of
consent to
Cases
Case engage
Reports Case Referral Creation with the Closure
Description Worker Status | Date Date service Date
Admin A
Carrot _ Open 04/04/2019 09/04/2019 =
2 Recent List Coordinator
Mandarin K User Open 04/03/2019 08/03/2019 21/03/2019 EE
Potato M User Closed 04/01/2019 08/01/2019 21/01/2019 27/03/2019 =

1 to 3 of 3 results

a) Order by column

The display of Cases can be actioned from each column. Status is the default sort column.

Simply click the column to activate as the display (the blue arrow will show), and click again to change

the direction of the display (the blue arrow will change direction).

FW Training 1
Advice, Referral and Case Management (ARC)

Case Summary

supporting
families

Records | 2

Show Filters | Create New Case Summary

Groups

Date of
consent to
engage

Days

Cases

Case

Reports Case Referral Creation with the Closure
Description Worker Status Date Date 1 service Date
Admin " g —
Potato M User Closed 04/01/2019 08/01/2019 21/01/2019 27/03/2019 ;=
@ & Recent List Mandarin K User Open 04/03/2019 08/03/2019 21/03/2019 =
A -
Carrot Open 04/04/2019 09/04/2019 H—

Coordinator
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b) Apply filters

The initial view of the Cases Page contains all Cases created within your services — all Open and all

Closed cases. With time, this will become a very long list!

The Show Filters feature enables you to efficiently locate the Cases you are looking for.

supporting
families

FW Training 1
Advice, Referral and Case Management (ARC)

Case Summary
| Show Filters l
—

Date of

Persons
Groups

Case List

consent to
Cases
Case engage
Reports Case Referral Creation with the Closure
Description Worker Status | Date Date service Date
Admin
Carrot . Open 04/04/2019 09/04/2019
@ £ Recent List Coordinator
Mandarin K User Open 04/03/2019 08/03/2019 21/03/2019
Potato M User Closed 04/01/2019 08/01/2019 21/01/2019 27/03/2019

Create New Case Summary

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

supporting
families

FW Training 1
Advice, Referral and Case Management (ARC)

Case Summary

Persons

Days Date of consent

s Case Case Creation to engage with
R Description Worker Status | Referral Date Date the service Closure Date

S = i 2 i

o ) s s s )
(&) Gromm (s C t A o] 04/04/2019 09/04/2019 =
arre Coordinator P& il (it -
Mandarin K User QOpen 04/03/2019 08/03/2019 21/03/2019 EE
Potato M User Closed 04/01/2019 08/01/2019 21/01/2019 27/03/2019 EE

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

Hide Filters — returns you to the complete List view.
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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.

A Coordinator (Coordinator)

supportin, FW Training 1
L . = 0 &

families Advice, Referral and Case Management (ARC

Case Summary

Recorts | 20| ETTET) (TS =
| orows | © Case Summary -
oo o

consent to * Description
Cases
Case engage
Reports Referral Creation with the  Closure Referral | Presenting concems || Closure:
Description  Case Worker Status | Date Date service Date

Original Referral
* Original Referral | please select ]
Source

A
~ Mandarin Coordinator Open 08/04/2019  09/04/2019
B & Recent List This

Simply complete the 6 mandatory (*) data fields and click Save.

2
MPORT It is CRITICAL to attach Person records to the Case Summary.

@ Case Summary D

* Description  Cucumber

Person Role Start Date End Date @

Referral || Presenting Concerns | Closure
Original Referral

* Original Referral | Education - State School
Source

This Referral

* Referral Date 03/04/2019
(for this service)

*Case Creation 09/04/2019
date

* s the referrer a @ Yes() No
prescribed entity

* Referral Source | Education - State School

Name of referring

+

The Person section will appear (after the Case Summary is saved). Click on the icon to attach

the relevant Person records.

At the time of creating the Case Summary, dependent upon the procedures of your service, it may
not be possible to allocate a Case worker. The Case worker field can be left blank by choosing the
Please select value. When the Case is assigned, the field can be updated with the relevant worker.

Service Response

Case Worker | please select... E

) ) Please select...
Previous Client A Coordinator

A User ‘ ‘
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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.

The individual forms can be opened by clicking on the date link.

supporting  FW Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC HE o ®
Case Summary m

[N IRIRA) Show Filters | Create New Case Summary Associated Records
Associated Records Filter

Date of
consent to
- : Record Type Notes Actions
Case engage
Case Referral Creation with the Closure sessment  Initial
Description Worker Status | Date Date service Date Wellbeing
Domains]
Carrot é diriator Open 04/04/2019 09/04/2019 = e 25/03/2019 Support Brokerage Transport to attend initial counselling with
& Recent List DAt Family Matters Inc.
Marcie Mandarin A = @ 19/03/2019 Note Home  Visited Marcle and family to commence
Carissa Carrot Cucumber @ inator OPEN  03/04/2019 09/04/2019 = visit understanding of family history, Issues
Crystal Carrot and sensitivities.
s User 1
Charles Carrot Ll 2 / (SR @ 14/03/2019 Note Home Visited the family home. Had a very
Potato MUser  Closed  04/01/2019 08/01/2019 21/01/2019 27/03/2019 = et TANIRION i) (RN Ui T
challenges. Obtained consent to engage
with our service.
1to 4 of 4 results
o 11/03/2019 Note Phone Telephoned Marcie and provided
introduction. Arranged fro Initial visit.
@ 06/03/2019 Note File Note  Rec'd referral and set-up Case summary
1 to 6 of 6 results @B
Referrals and Plans do not display in this table. You must view / action these from the
Persons page

The ﬂ'

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

Associated Records

Associated Records
Date Record Type Notes Actions
01/04/2019 Assessment  Initial

[Wellbeing
Domains]

Workers / Workgroups
A Coordinator, FW Training 1
Information
Provider Name
Best Bus Lines

Service type
Community transport

rt to attend initial counselling with
atters Inc.

arcie and family to commence
landing of family history, issues
sitivities.

he family home. Had a very
discussion regarding current

hall, Ohtainad tn enaan,

e o @ e

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

Associated Records
Type Notes Actions
Initial
0 08/03/2019 Note File Note Rec'd referral and set-up Case summary
a 11/03/2019 Note Phone Telephoned Marcie and provided introduction. Arranged fro
initial visit.
0 14/03/2019 Note Home Visited the family home. Had a very positive discussion
visit regarding current challenges. Obtained consent to engage
with our service.
ﬂ 19/03/2019 Note Home Visited Marcie and family to commence understanding of
visit family history, issues and sensitivities.
o 25/03/2019 Support Brokerage Transport to attend initial counselling with Family Matters
Inc.
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The Filter button enables you to define the parameters of your search.
Select the Record type.

If required, select the date range you wish to see those records for.
Click Search.

Associated Records C

From: 01/03/2019 i) Record: Note v
To: 15/03/2019 iz ]
Date Record Type Notes Actions

0 14/03/2019 Note Home Visited the family home. Had a very positive discussion regarding
visit current challenges. Obtained consent to engage with our service.

0 11/03/2019 Note Phone Telephoned Marcie and provided introduction. Arranged fro initial
visit.

0 08/03/2019 Note File Rec'd referral and set-up Case summary
Note

1to 3 of 3 results @

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

Associated Records

Note
There are no records associated to the

Support
Alert

Referrals and Plans do not display in this
Task

view / action these from the Persons pag
Assessment

Wellbeing Domains

\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.
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5

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:

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

Travel: other travel undertaken with or on behalf of a client (including travel to meetings with
clients, without them in the car).

From the Person page, select the Notes tab.

Click Create New Note. The Note template displays on the right-hand side of your screen.

supporting  FW Training 1
families Carissa Carraf semale, DoB: 21/04/1985 (Age 33 yrs)

search petz 's [ S pports Alerts Consent Referrals Plans Tasks Assessments Documenr- mbership

Persons o
Notes i lter | create new note [{&]

Edit Note Details Be

Activity Date | 09/04/2015 |

* Worker/s & A Coordinator, FW Training 1 ¥

= Activity Type

Groups

Activity Date { Worker / Type Notes

Days
09/04/2019 A Coordinator RECEIVED REFERRAL AND CREATED CASE SUMMARY with all Persons attached
Cases File Note

1to1of1
Repors

Case Summary | Carrot (09/04/2019 - current) [V]

Notes va

Marcie Mandarin
Crystal Carrot
Charles Carrot

Service provided
& child / Family

 Health / Counselling

& General Support/ Counselling / Advocacy
 Domestic and Family Violence (DFV)

B¢

al/ Personal Support
@ Financial/Employment
& other
Reported to
Dlchild safety (R1S)
O child safety (cS5C)
Consultation with []PCPP
[JoFv Consultation
[ cultural Consultation
[pisability Support
[Practice Consuitation
Dother

This note is also associated with (tick):

Name 1 Relationship Associate record with:
Charles Carrot  Husband
Crystal Carrot  Daughter ]

= Activity Length Contact  Case Work  Travel
mins

May be edited to 12/04/2019
Family name search
Last update

0 e

Enter Activity Date of note (can be backdated).

Add Worker/s. The worker will default to the user entering the data.
Where other workers were involved in the activity, they can be added to the Note by

selecting the [a] icon. This is more efficient and more accurate for record purposes. The Note
time will be automatically allocated to each worker for that Note in your service reports.

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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10.

Edit Note Details

Activity Date | 09/04/2019 |7

* Worker/s a A Coordinator, FW Training 1 %

@] | Edit Note Details

Activity Date

* Worker/s ﬁ

Additional workers

09/04/2019 |7

A Coordinator FW Training 1 %
Gary Guava Family Matters Inc.

[Relationship counsellor] %

1212

Role: |

Additional workers

Workgroup: FW Training 1 Workgroup: | gyternal organisation...
. Organisation: i
Worker: N Family Matters Inc
N » | |
Worker: | Gary Guava |

| Role: Relationship counsellor

[ e

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

It

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

ECDC - Information & advice

Activity Type ECDC — Information & advice : is only to be used by your Early Childhood
Development Coordinator.

This is specifically linked to the reporting required for this position.

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.
These are not mandatory. The use of these is to be defined by your service.

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
[~ Other
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11.

12.

13.

14.

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

Travel: other travel undertaken with or on behalf of a client (including travel to
meetings with clients, without them in the car)

Select Save to save a draft of the note - all notes will become locked/un-editable after 3 days

of saving.

Select Save Final to lock the note.

Activity Date | 09/04/2019 |78

* Worker/s & A Coordinator, FW Training 1 b 4
H User, FW Training 1 %

* Activity Type | Home visit [+]
Case Summary | Carrot (09/04/2019 - current}ﬂ

Motes oA

Initial visit with the family. A very positive discussion of their
challenges and immediate concerns. Obtained consent to
engage with our service.

Service provided
® Child / Family

# Health / Counselling

# General Support/ Counselling / Advocacy
# Domestic and Family Violence (DFV)

# General/ Personal Support

® Financial/Employment

= Other

Reported to
I child Safety (RIS)

[ child safety (CSSC)

Consultation with (] PCPP
[JDFV Consultation
[ cultural Consultation
[ isability Support
[ Practice Consultation
[ other

This note is also associated with (tick):

Name 1 Relationship Asspciate record with:
Charles Carrot Husband
Crystal Carrot Daughter i

* Activity Length  Contact Case Work  Travel
[0 | [ ] [so_]mm

May be edited to 12/04/2019

Last update A Coordinator, FW Training 1
09/04/2019 14:11:36 AEST

Lsove [ ot [ sove vl

Edit Note Details 2o
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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

Activity Date
Worker/s
Work group
Activity Type
Case Summary

Notes

Telephoned Marcie
initial visit.

Activity Length

Edit locked

Last update

11/03/2019

A Coordinator, FW Training 1
FW Training 1

Phone

Mandarin

and provided introduction. Arranged for

Contact  Case Work
30 mins

Travel

09/04/201

A Coordinator, FW Training 1
09/04/2019 14:13:31 AEST

Note Details

Activity Date
Worker/s

Work group
Activity Type
Case Summary
Notes

Telephoned Marcie
initial visit.

Activity Length

11/03/2019

A Coordinator, FW Training 1
FW Training 1

Phone

Mandarin

and provided introduction. Arranged for

Contact  Case Work  Travel
30 mins
Edit locked poioaionio
Unlock for 2 Days

Unlock reason

Last update

Remove record from incorrect person

Remove record from incorrect workgroup

Edit inappropriate or incorrect information in text fields
A Edit incorrect dates

g Edit to other non-text fields
Other

Simply click the blue unlock icon, then..

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

2. Select an Unlock reason

Note 1

3. Click Save. The note is now able to be edited.

Note 1 : Implemented 4t July 2018, Infoxchange SRS Update (v4.13.18)

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 in the Note to record the creation and closure of the Case Summary
may be useful.
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6 Assessments

6.1 Record Assessments

Assessments are recorded in the Persons page, Assessments tab.

eoRAT]
The full Wellbeing Domains Assessment document is available from
the Admin page, Documents tab.
1. On the Persons page, select the Assessments tab
2. Hover over Create New Review and select ‘Wellbeing Domains’.

supy?r_ting FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

Home Search Details Notes Supports Alerts Consent Referrals Plans Tas«s Douments Membership

Persons .
Reviews Create New Review [ ]

supporting  FW Training 1

families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)
Home Search Details Notes Supports Alerts Consent Referrals Plans Tasks EESUENE] Documents Membership
Persons N - R . o .
Reviews @© Edit Review Details B26e
Groups
* Worker/s @ A Coordinator, FW Training 1 %
Cases & N
Assessment Name Wellbeing Domains
Case Summary | Carrot (09/04/2019 - current) [V]
A * Assessment Stage
B & Recent List
ﬁanssa N(I:ar;ntr Sl 3?;’.&'?;;2 eatss g:ri?\r;ttf Sz Im 2
iarcie Mandarin
gh"YStla' ‘?’“"t Family Safety o o o o 6 00
arles Carrof
Material Wellbeing o o o o © 00
©] e] o ©] o o O
Connections
a O ©] O O o o O
Child Wellbeing e e o) e o) Ol
o] e] O o] o o O
Parenting
o . ©] ©] o ©] o o 0O
amily Interactions
O o] O O o o O
Cultural
identity/connectedness
Comments va
This review is also associated with (tick):
B (EREsT Name Relationship  Associate record with:
l—:l Charles Carrot Husband
Crystal Carrot Daughter O
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6.2 Complete Wellbeing Domains Assessment

From the completed paper/hard copy of the Assessment, record the results :

1. Enter Completed™ date (can be backdated).

2. The Worker/s field will default to the user entering the Assessment into ARC. If additional
workers were involved in the Assessment, select the [2] icon to add the relevant worker/s

from the drop down list. To delete workers, select the (%] icon

3. Select Assessment Stage™*: Initial for the first assessment completed for the family,
Subsequent for a review and Closing for exit assessment

4, Enter the rating for each domain

5. Record any notes in the Comments box if required

6. Select the relevant family members in the This review is also associated with section by
ticking the checkbox

7. Select Save to save the record (all assessments will become locked/un-editable) after 42 days

of saving. To modify a saved record, select the assessment from the list screen and update as

required then select Save.
8. Select Save Final to lock the assessment (cannot be modified)

9. Assessment can be printed by selecting Print View

supporting FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

© Edit Review Details
Groups

Completed | 09/04/2019 |
Days

* Worker/s & A Coordinator, FW Training 1 %

Cases

* Assessment Name Wellbeing Domains

Search Details Notes Supports Alerts Consent Referrals Plans Tasks [EEEEEEGR] Documents Membership

Be

va

Reports
Case Summary | Carrot (09/04/2019 - current) %]
* Assessment Stage | Initial
B & Recent List
Carissa Carrot Challenge  Moderate Challenge  Adequate  Moderate Strength  Strength  No Info  N/A
Marcie Mandarin @ ~ A -
Crystal Carrot Family Safety
Charles Carrot o @ e
Material Wellbeing
Connections - =
Health - =
: 8 ® o]
Child Wellbeing
: ® o]
Parenting
. q ®
Family Interactions B -
®
Cultural identity/connectedness B
Comments
This review is also associated with (tick):
Name 1 Relationship Associate record with:
Charles Carrot Husband I~
Crystal Carrot Daughter Wi
May be edited to 21/05/2019
Last update A Coordinator, FW Training 1
09/04/2019 14:23:43 AEST
e

Additional Notes:

e A user 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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6.3 Compare Wellbeing Domains Assessments

For Wellbeing Domains Assessments, users can compare the latest version of the Initial, Subsequent
and Closing Assessment using the chart function. The Chart can be opened as PDF and printed. This
can be a useful tool for the worker and also as a discussion point with the family.

1. From the Persons page, select the Assessments tab.

2. Select Chart (note this will only display if there is one or more assessment completed)

supporting  FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

m Search Details Notes Supports Alerts Consent Referrals Plans Tasks [alt

Persons
_ Reviews Filte - ( reate New Review o o
Dat Work T M C 1
ate T orker / Type / Measure omments
04/06/2019 A Coordinator
Wellbeing Domains
09/04/2019 A Coordinator

Initial
Wellbeing Domains

3. Select the Wellbeing Assessments you wish to compare by ticking the checkbox, and click
Refresh

Outcome Assessment Visualisation x

Client Carissa Carrot

Report Type @ Wellbeing Domains

VI m09/04/2019 - Initial
[V1m04/06/2019 - Subsequent

Assessment

Refresh

Family Safety

Cultural identity/connectedness

Family Interactions k

Connections
\a’

Parenting Health

Material Wellbeing

STRTe » o

Child Wellbeing

4, Users can print the chart by selecting Print View or clear the comparison by selecting Clear

Additional Notes:

e The chart will only display the most recent outcome per type, e.g. it will only compare the
most recent ‘Initial Assessment’ against the most recent ‘Subsequent Assessment’ and most

recent ‘Closing Assessment’. You are not able to compare two ‘Subsequent assessments
using this functionality.
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7 Plans
A Plan is a structured schedule of activities targeting the required support for the family.
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.

7.1 Create Plan

1. On the Persons Page, select the Plans tab.

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

supporting  FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

“ Search Details Notes Supports Alerts Consent Referrals [JEWS Tasks Assessments Documents Membership
Plans
.
" i Name 1 Relationship Associate record

B8 s e p— A

Marcie Mandarin Crystal Daughter O

Crystal Carrot Carrot

Charles Carrot
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 [a] 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 plan is saved, you are able to add Actions.
supporting FW Training 1
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)
m Search Detalls Notes Supports Alerts Consent Referrals [QELE] Tasks Assessments Documents Membership

Persons Plans C{Eate New Plan

Groups

o Date f Review Date Worker Work Group Description

¥ 09/04/2019 A Coordinator Carrot Family Support Plan
Cases i]
Reports ttodoft

Edit Plan Details Be

B & Recent List

m This plan is also assoclated with (tick):

Carlssa Carrot Date [09/04/2019 Review date i
Marcie Mandarin A Coordinator. FW Training Mame 1 Relationship Assoclate record —
g : 9 i
Crystal Carrot * Oversight & e with: Close date
LA Charles  Husband ™ Last update A Coordinator, FW
Description | Carrot Family Support | Carrot Tralning 1
el iy o 09/04/2019 14:31:55
Carrot e
Actions Create New Action
No Actions to display
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7.2

1.

10.

Create new Action within a Plan

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

supporting FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)
Search Details Notes Supports Alerts Consent Referrals JEEUEN Tasks Assessments Documents Membership

Persons
Plans Create New Plan
Groups
B Date | Review Date Worker Work Group Description
09/04/2019 A Coordinator Carrot Family Support Plan
Cases
1tolofl
Reports Export Plans
Edit Plan Details =
B £ Recent List - This plan is al iated with (tick): i
Carissa Carrot Date | 09/04/2019 |7 is|planlislsleolsesod atediwital(Lck ) Reviewdate| |
Marcie Mandarin i . Name 1 Relationship Associate record -
A Coordinator, FW Trainin s
Crystal Carrot = Oversight & | g¢ y with: Close date l:l :
Charles Carrot . Charles  Husband [ Last update A Coordinator, FW
Description | Carrot Family Support | Carrot Training 1
Crystal Daughter 5 09/04/2019 14:31:55
Carrot AEST
Actions Create New Action

No Actions to display

Edit Action Details

Date Domain Goal W 4 Actions a

09/04/2019 |TE Please select...
Review date Concerns and Worries va
]
Closed date
g
Strengths and Resources w4, Outcome ¥ fomments on Quicome 4
* i Goal not Goal fully
Oversight & ] achieved /A
A Coordinator, FW 1000005 O
Training 1 %
Last update service &
Order:
Family name search Save Delete
—

Enter the Date and Review date (if applicable).

The Oversight field will default to the user entering the Action. If additional workers are
involved with this Action, select the [a] icon to add the relevant worker/s from the drop
down list. To delete workers, select the *] icon

Select the Domain from the list box.

Enter details for the Concerns and Worries, Strengths and Resources, Goal and Actions.

The Service icon opens the Service Directory - the Infoxchange 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, select the Izl icon.

Note: The adding of a Service is for information purposes only. The external Service does not
have access to ARC and any referrals (from the @ icon) must be manually communicated.

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.

Select Save.

To record another Action, click Create New Action — the details screen will display. Complete
as above and Save.

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

&)

New Note
New Support
‘L New Task

Order: 0

Edit Plan Details

Date | 08/04/2015 |TH

A Coordinator, FW Training

1 X

Description | Carrot Family Support |

* Oversight a

Actions

Date/Worker Domain, Strengths,
ConcernsfWorries
Domain:

Child Wellbeing
Concerns and Worries:
Strengths:

Service:

09/04/201%2  Domain:

A Coordinator |Child Wellbeing

LeniE— Concerns and Worries:
= Strengths:
Service:

09/04/201% | Domain:
A Coordinator |Connections

o

This plan is also associated with (tick):

Review date l:l-‘1

Name | Relationship Associate record -
Charles Husband ¥ Last update A Coordinator, FW
Carrot =
Training 1
Covetal s ghitey ¥ 09/04/2019 14:39:55
Carrot AEST
Create New Action
Goals Actions Review /Close

Improve physical
wellbeing

Promote active routines at home - regular Rewview: Not
times - reduced screen time - family Set
involvement. Closed: Not Set

Improve physical Involve family in 'healthy eating habits' Review: Not
wellbeing program Set
Closed: Not Set

Review: Not
relevance to interests for the family members |Set

Establish connection |Research and identify potential groups of
with local groups

) i= Concerns and Worries: Closed: Not Set
= Strengths:
Service:
- 2 - TEI=
Edit Action Details FIi=
Date Domain Goal w & Actions v
09/04/2019 |F= Child Wellbeing ﬂ Improve physical wellbeing Promote active routines at
home - regular times - reduced
Review date Concerns and Worries -a screen time - family
o involvement.
Closed date
E c ts on Out
Strengths and Resources w 4 Outcome ¥ OMEMENtE{ONNItGo M b 8
= Goal not Goal fully
oversight & achieved _ achieved /A

A Coordinator, FW
Training 1 o

Last update

A Coordinator,
FW Training 1
09/04/2019
14:39:55 AEST

Service &

10 000C0s O

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

This is a particuarly

useful, time-efficient feature.

The ‘dots and dashes’ icon displays all records created in respect of this Action.
This is very efficient to focus on the specific Action, rather than scrolling through
all Notes recorded on the Notes tab.

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:

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

e 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.

e You can record an external worker against an Action - this is for information purposes
only as they do not have access to ARC.

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

.3 Close an Action within a Plan

From the Persons Page, select the Plans tab.

7
1

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

3 Select appropriate Action against the plan to open the Edit Action Details form.
4

You may choose to indicate the Outcome achieved based on the scale of 1 to 5 and record
ant notes in the Comments on Outcome box provided.
Note : this provides a visual display only and is not linked to any reporting.

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

7.4 Close Plan

1. From the Persons page, select the Plans tab.
2. Select appropriate Plan from the Plans list to open the Edit Plan Details page.
3. 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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Concerns/Worries
09/04/2019 Domain:
A Coordinater | Child Wellbeing
= Concerns and Worries:

Edit Plan Details =2
Date | 09/04/201% |TH This plan is also associated with (tick): REns e
= - Mame T Relationship Associate record =
o - Charles  Husband 4 Last update A Coordmator, FW
Description | Carrot Family Support | Carrot om0
Crystal Daughter 1| 09/04/2019 14:44:38
Carrot AEST
Actions Create New Action
Date/Worker Domain, Strengths, Goals Actions Review/Close

Improve physical Involve family in 'healthy eating habits' Review: Not
wellbeing program Set
Closed: Mot Set

Concerns/Worries

- Strengths:
Service:
09/04/2015 | Domain: Establish connection Research and identify potential groups of Review: Not
A Coordinator Connections with local groups relevance to interests for the family Set
r[}_“j = Concerns and Worries: members Closed: Not Set
- Strengths:
Service:
(ﬁrior Actions \
Date/Worker Domain, Strengths, Goals Actions Review /Close

09/04/2019 Domain: Improve physical Promote active routines at home - regular ‘Review: Mot Set

A Coordinator Child Wellbeing wellbeing times - reduced screen time - family Closed:09/04/2019
@ = Concerns and Worries: involvement. ’
= Strengths:
\ Service: )
Edit Action Details Rl
Date Domain Goal W & Actions bV
09/04/2019 |[FE Child Wellbeing Improve physical wellbeing Promote active routines at
home - regular times - reduced
Review date Concerns and Worries va screen time - family
R involvement.

Closed date
09/04/2019 (L)

Strengths and Resources w a Outcome ¥ fomments on Qutcome w4

- - Goal not Goal fully

Oversight & achieved achieved  N/A
A Coordinator, FW 10000 0s O
Traiming 1 x
Last update Service &
A Coordinator,
FW Training 1 Order:
09/04/2019

7.5 Delete an Action within a Plan

Deleting an Action within a Plan should only occur in the circumstance where the action is a duplicate

or was incorrectly entered.

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

1. From the Persons page, select the Plans tab.

2 Select appropriate Plan from the Plans list to open the Edit Plan Details form.
3. Select appropriate Action against the plan to open the Edit Action Details form.
4 Click Delete. The Action will now be deleted.
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8 Support / Brokerage

8.1 Create Support / Brokerage Payment

1. From the Persons page, select Supports tab.
2. Click Create New Support / Brokerage.
supporting FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

Search Details Notes Rfi[dsldge} Alerts Consent Referrals Plane Tacke Agsessments Documents Membership

Persons ] - :
Support/Brokerage I e 08) Edit Support/Brokerage Details =0

I o9 :

No Support / Brokerages to display Date z

Cases

* Support type
Emergency Relief
Case Summary | Brokerage -

=
B & Recent List
Carissa Carrot Details va
Marcie Mandarin
Crystal Carrot
Charles Carrot
Payment | Approval
Provider Name ‘
*Service type | please select...
Expenditure type O Goods O Services
Y
Method of payment | please select...
Payment date l:l"’
Last update
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 (2] icon. To delete workers select the [*] icon.
5. Select Support type* : Emergency Relief or Brokerage.
Emergency Relief — for a family’s immediate need eg. 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. eg. 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
Persons
Groups
Days

Cases

Reports

Admin

B & Recent List
Carissa Carrot
Marcie Mandarin
Crystal Carrot
Charles Carrot

FW
Ca

Search

ining 1

Support/Brokerage

Date 1 Worker / Type

05/04/2019 A Coordinator
Brokerage

DEET LI Supports A ETe R en) = 14

sa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)
Referrals Plans Tasks Assessments Documents Membership

Create New Support / Brokerage [<15]

Details Amount

Donated furniture to provide desk for Crystal's ~ $0.00
homework and study

Financial and material assistance

09/04/2019 A Coordinator
Brokerage

Community transport

01/04/2019 A Coordinator
Brokerage

GoCard for attending therapy sessions $30.00

NOT APPROVED - request for foed voucher $0.00

Financial and material assistance

27/03/2019 A Coordinator
Brokerage

Health assessments and

treatment

20/03/2019 A Coordinator
Brokerage

Medical assessments at the clinic $80.00

Participation in PPP - free of charge $0.00

g
management

Export Support/Brokerage

Total: $110.00
1to50f5

Edit Support/Brokerage Details

Date _09/04/2019 EH

* Worker/s @ A Coordinator, FW Training 1 x
* Support type | Brokerage

Case Summary | Carrot (09/04/2019 - current) V]

Details

Be

va

Donated furniture to provide desk for #

Payment |Approval

Provider Name

Expenditure type O Goods O Services

Crystal's homework and study v
salvos
*Service type | Financial and material assistance

Method of payment | please select...

Payment date l:l

Last update A Coordinator, FW Training 1
05/04/2019 14:57:10 AEST

Additional Notes:

8.2

Approve Support / Brokerage Payment

A user with Coordinator access level is able to delete a Payment record.

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.

Pay:

nt Appn)val-

Approved O Yes@® No

Carissa and Charles have been
working on financial independence
and managing their budget. This

Reason not
approved

~
v

Authorised by | Felicity Fig

Authorised date | 01/04/2019

Last update A Coordinator, FW Training 1
09/04/2019 14:59:48 AEST

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.

Support records 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)
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9 Tasks & Alerts

9.1 Create a Task

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

1. On the Persons page, select the Tasks tab .
2. Click Create New Task.
suypq(lmg FW Training 1

families Carissa Carrot rFemale, DOB: 21/04/1985 (Age 33 yrs)
Search Detalls Notes Supports Alerts Consent Referrals Plans [IIRP Assessments Documents Membership

Tasks

No Tasks to display

List

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 [l icon. To delete workers, select the *] 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 Outloook 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 is also
associated with (tick) : section.

8. Select 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 Be

Task date | 17/04/2019 |FH
Start time [ 10:00 am  [(J

* Worker/s a A Coordinator, FW Training 1 %
D User, FW Training 1 3%

* Task type | Planning
Case Summary | Carrot (09/04/2019 - current)

Notes VA

Preliminary catch-up with Team Leader for discussion and
preliminary planning

Send to calendar O Yes ® No

This task is also associated with (tick):

Name 1 Relationship Associate record with:
Charles Carrot Husband |~
Crystal Carrot Daughter [~

Created 09/04/2019
Completed/Closed l:lﬁ

Last update A Coordinator, FW Training 1
09/04/2019 15:03:37 AEST

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  FW Training 1
families Carissa Carrot rFemale, DOB: 21/04/1985 (Age 33 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans QER&] Assessments

Persons
_ Tasks Filte: |Ca|end Vlew'CreatE New Task eo

e ——
Action Date Start/End Worker Task

Days t

2/04/2019 10:00 am A Appointment
Coordinator Meeting with the family

10. A schedule of tasks can be viewed by selecting the Day, Week or Month buttons (highlighted
below). Hover over will display the pop-up information.

N

@

17/04/2019 10:00am A Pianning
Coordinator Preliminary catch-up with Team Leader for discussion and

preliminary planning

(-]

A Coordinator (Coordinator)

supporting  FW Training 1
families Carissa Carrot rFemale, DOB: 21/04/1985 (Age 33 yrs) Cd
Search Detalls Notes Supports Alerts Consent Referrals Plans [[Prg] Assessments Documents Membership
Tasks
Today | <> April 2019 Day Week | Month |
Sun Mon Tue Wed Thu Fri Sat
4 5 6

Task Date: 17/04/2019

Start Time: 1000 am
P
Notes: Proliminary catch-up with Team

B & Recent List 7 8 11 12 13
fieiy Loador for discussion and prolminary
Marcie Mandarin planining
Crystal Carrot Workers | Workgroups
Charles Carrot A Coordinator, FW Traimng 1
D User, FW Training 1
14 15 1o i 18 19 20
[10:00 am Paneing ]
23 24 25 2 27
28 29 30
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Tasks display on the My Actions and Team Actions tabs on the Home page.

Overdue Tasks are highlighted in pink — as below.

supporting FW Training 1
families Advice, Referral and Case Management (ARC

| My List Team List [UMYSILEY Team Actions Referrals Service Directory Enquiry

Due Date Between: Start date | 01/01/2019 |T# End date | 07/05/2019 |

Charles Carrot
Crystal Carrot
B & Recent List

i 1 25/03/2019 Task FW Training 1 Carlssa Carrot  Schedule required meetings with the family
Carissa Carrot Charles Carrot

Marcie Mandarin Crystal Carrot

Crystal Carrot .

Charles Carrot ] 28/01/2019 Task FW Training 1 Carlssa Carrot  Consider relevant things

Charles Carrot
Crystal Carrot

Mark Complete

[0  DpueDatel Time Action Type Workgroup Person Description
] 22/04/2019 10:00 AM  Task FW Training 1 Carissa Carrot Meeting with the family
Charles Carrot
Crystal Carrot
1 17/04/2019 10:00 AM  Task FW Training 1 Carissa Carrot Preliminary catch-up with Team Leader for discussion and preliminary planning

A Coordinator (Coordinator)

& &

[ calendar view (2]

Details

Go to Task
Go to Task
Go to Task

Go to Task

Where an ‘overdue’ task has been completed, the Completed/Closed date needs to be recorded to

stop them from displaying.

Additional Notes:

e Once a Task has been completed, enter the date in the Completed/Closed field using the

calendar icon.

e To export tasks to a PDF file, click Export Tasks and the Export Task to PDF form will

appear to the right of screen.

e You can filter the tasks list by clicking Filter and selecting the desired date range, type or

worker.

supporting  FW Training 1
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)
Search Detalls Notes Supports Alerts Consent Referrals Plans REHIY Assessments

Persons
Tasks Calendar View | Create Now Task [3]

Groups

S Filter:  From: lmn Type: —_—— m
DSy ‘ Appolntment
To: | m  Worker:
Follow Up [ Cloar |
Cases 5 Planning
1 Workgroup: T
Reports vl
Admin Action Date  Start/End Worker Task
1
B © Recent List 22/04/2019 10:00 am A Appointment
Carlssa Carrot (] Coordinator Meeting with the family
Marcle Mandarin 17/04/2019 10:00 am A Planning
Crystal Carrot Coordinator Preliminary catch-up with Team Leader for discussion
Charles Carrot and preliminary planning
25/03/2019 A Follow Up

Coordinator  Schedule required meetings with the family

28/01/2019 A Planning
[i] Coordinator Consider relevant things

e A user 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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9.2 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. From the Persons Page, select the Alerts tab. Click Create New Alert — the Edit Alert Details
form will open on the right-hand side.

2. Enter Date. This can be backdated.

3. The Worker/s will default to the user entering the Alert record.

To add more workers, select the [l icon. To delete workers, select the *] icon.

4, Select the Alert type.
supporting  FW Training 1 A Coordinatar |
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs)

m Search Details Notes Supports el Consent Referrals Plans Tasks Assessments Documents Membership

Persons Fi -;> Edit Alert Details 202)
Groups

Datol 09/04/2019 "F

No Alerts to displa
Days Lol
* Worker/s @& A Coordinator, FW Training 1 %
Cases
Case Summary | Child Safety Investigation and Assessment Commenced

Admin

At risk of violence

Marcle Mandarin Self Harm
Medication

Viclence against worker
Nates Family violence

B & Recent List Aggressive Behaviour
Carissa Carrot Security Issue
Crystal Carrot Health
Charles Carrot Chronic Medical Condition

Mental health Issue
Financial

This note is also assq

TR Debts owing )
Financial support provided

Charles Carrot Legal

Crystal Carrot Warrant Pending

Legal advice recommended
DVO / prabation / parole conditions
May be viewed by | Other

Alias must be spoken

Review date | Interpreter

Other

Evniry dab

5. Enter details about the Alert in the Notes box.

6. Tick the checkbox against related Persons, as relevant, to have the Alert also display on their
record.

7. If relevant, enter a Review date (the task will appear in the My Actions / Team Actions tabs

on the Home page).
8. 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 Alert tab).

A red 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 FW Training 1
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yr

m Search Details Notes Supports g\l Consent Referrals Plans Tasks Assessments
P

Alerts e | crets ow ier L2

T i A
09/04/2019 A Coordinator

Has recently commenced medication for depression
Mental health issue

@

09/04/2019 A Coordinator Beware of the dog

9. When an Alert is no longer relevant / required, open the Alert and record an Expiry date.
10. Click Save.

Additional Notes:
e A user with a Coordinator access level is able to delete an alert record.
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9.3 The Green Alert

Some Family Wellbeing services commenced operation with the migration of client data from their
Family Support Program. The Aboriginal and Torres Strait Islander Family Support Program (which
preceded the Aboriginal and Torres Strait Islander Family Wellbeing Program) was supported by the
information technology system CSIS, Community Sector Information System.

CSIS was a case-based system. ARC (based on the Infoxchange SRS product) is a client/person-based
system. The implications of this was that if a family had been referred to the Family Support service
more than once, a Person record was created in ARC for each referral/case migrated from CSIS.

Having more than one record for a Person in ARC causes considerable confusion for users and is a risk
for service delivery.

To help identify clients for whom duplicate Person records were created upon migration, a green
Duplicate Person Record Alert was attached to each of their Person records in ARC.

TrooTTToT TTTgToreroTT

families  William Bartman Male, DOB: 29/09/2001 (Age 15 yi

Search EENY Notes Supports Alerts Consent Referrals rians Tasks

persons Person / Alias:

Groups Name Primary/ Alias

William Bartman Primary Name

When a Person record with a green Alert is opened, the following message appears on screen:

Duplicate Person Record »

There may be more than one record for this Person.
Please contact your Co-ordinator immediately to
investigate and merge records to ensure you are working
with the correct record for your client.

The Duplicate Person Record Alert record (on the Alerts tab) for that Person displays :

William Bartman male, DQae=2&(09/2001 (Age 15 yrs) 4]
Search Details Notes Suppnmw Consent Referrals Plans Tasks Assessments Documents Membership

Alerts AT OO Edit Alert Details 7]
Date T ‘Worker / Type Alert Date | 2870872017 |
28/08/2017 System.Admin As part of the data migrated from CSIS for your service, more than one Person record for this client has A
(i) Duplicate Person been created in ARC. Please contact your Co-ordinator immediately to investigate and merge records * Worker/s - SYStE"_"Adm'"' Toowsomba Trial
Record before entering any data for your client. Migration %
Export Alerts Hroto * Alert type | puplicate Person Record

Notes v a
As part of the data migrated from CSIS for your service,
more than one Person record for this client has been created
in ARC. Please contact your Co-ordinator immediately to
investigate and merge records before entering any data for
‘your client.

By using the Search tab on the Persons page, establish how many records for that Person exist by
using a truncated version of the Given Name and Family Name with the % wildcard - ie. rather than
type in the name Anne Smith, enter An% and Sm%

Where the surname (family name) of the Person may have changed over time, just use the Given
Name An% to perform a complete Search for records for that Person.

There are 2 scenarios which will arise:
1. The Person has 2 records

2. The Person has more than 2 records.
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To resolve the 2 scenarios, refer to the recommended steps below :

1. DIRECT Merge — where there are only 2 records for the Person

2. MULTIPLE Merge — where more than 2 records exist for the Person.

Resolving (merging) duplicate records can only be performed by a team member with Coordinator
user access. For additional guidance on Merging Person records — refer to Section 20.4

Navigate to the Admin Page, Merge tab.
For DIRECT Merge records

1. Onthe Merge Persons subtab

2. Inthe Search for primary record box,
enter Given Name * and Family Name * and check the Fuzzy box
* Use a truncated version of the Given Name and Family Name with the % wildcard
ie. rather than type in the name Anne Smith, enter An% and Sm%

3. Click Select for the record you want to keep
4. Inthe Search for secondary record box,
click Go
5. Click Select for the remaining record
6. Review the displayed information to verify the Primary Record (‘the keeper’)

- this most likely the one with the latest Last update
Use the blue & grey arrows button to swap the Primary / Secondary record if required

7. Scroll to the bottom of the Secondary record and click Merge.

8. On the Primary Record, click Go to Client.

9. Review Relationships to ensure duplicates do not exist for these.
10. Review Addresses and Contacts — End any that are not current

11. Go to the Alerts tab and delete all Duplicate Person Record Alert records
William Bartman male, DOB: 29/09/2001 (Age 15 yrs) §)

Search Details Notes Supports FEs&] Consent Referrals Plans Tasks Assessments Documents Membership

Alerts T Q©  Edit Alert Details =)
Date Worker / Type Alert Date ﬁ
C:}”’“m" i anin | depart o the do migrated o 1o fo your prics et one Paren ecordfr s clonhas g YoM AN, Toowoomsa Tl
Record before entering any data for your client. Migration %
Ttotof1 * Alert type | puplicate Person Record

Notes v A
As part of the data migrated from CSIS for your service,
more than one Person record for this client has been created
in ARC. Please contact your Co-ordinator immediately to
investigate and merge records before entering any data for
your client.

Click on the blue date to open the record ‘Edit Alert Details’ on the right-hand side of your
screen. Click Delete.
All Alert records must be deleted to remove the Alert icon (and the message which appears).

12. Job done !
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For MULTIPLE Merge records

1.
2.

10.
11.

12.
13.

14.
15.
16.

On Person page, use Identifier to access each Person record

From the Details tab, write down the Case Summary Start and End dates (incl. Start dates for
any open Cases) recorded on each Person record
A manual table to keep track of things is highly recommended:

Person Name Person ID Case start date | Case end date | Merge order
Ann Smith 23564 4.6.2017 13.6.2017 2
4.6.2017
5.6.2017 5.12.2017 3
Anne Smith 23558 11.5.2016 20.11.2016 1
Anne Smith-Jones 32558 8.7.2018 4 — keeper..
Open case

Identify ‘the keeper’ (this will mostly be the one with the open Case Summary, or the most
recent)

Using the dates, determine the correct sequence to merge the records.

In the example above, Merge order : merge 1 into 2, then 2 into 3, then 3 into 4

If any Case Summary periods overlap, their Start / End dates will need to be modified for all
Persons in the Case so that there are no overlapping time periods. (Case Creation / Case
Closure date fields may also need to be amended.) Example highlighted in yellow above.
To do this, use the red pencil to access each Person in the Case Summary,

modify the Start / End Dates/s as required, complete Comment and Save.

Edit association details

Person Bailey Davis

Role | other

End Date 31/08/2017

[ Comments

Amended to rectify overlapping
case dates - migrated data v

Last update B Coordinator, FW Training 1
31/08/2017 09:59:54.208688 AEST

On the Merge Persons subtab

In the Search for primary record box,
enter Given Name * and Family Name * and check the Fuzzy box

Click Select for the record with the ID for the intermediate merge

In the Search for secondary record box,
enter Given Name and Family Name and check the Fuzzy box

Click Select for the record with the ID for the oldest record

Review the displayed information to verify the Primary Record
Use the blue & grey arrows button to swap the Primary / Secondary record if required

Scroll to the bottom of the Secondary record and click Merge.

Repeat steps 6 — 11 until all records are merged — leaving one Person record, the Primary
record

On the Primary Record, click Go to Client.
Review Relationships to ensure duplicates do not exist for these.
Review Addresses and Contacts — End any that are not current
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17. Go to the Alerts tab and delete all Duplicate Person Record Alert records

William Bartman male, DOB: 29/09/2001 (Age 15 yrs) §)

Search Details Notes Supports FEs&] Consent Referrals Plans Tasks Assessments Documents Membership

Alerts T Q©  Edit Alert Details =)
Date Worker / Type Alert Date ﬁ
ggrooro0iT Shremdmin, -t par o he de mirted o, 55 fo rour i o than ane oron ecrdfr s chonhes 7o, SYSSM-Adn, Toowoomsa Tl
Record before entering any data for your client. Migration %
totof1 = lert type | Duplicate Persan Record
Notes AN

As part of the data migrated from CSIS for your service,
more than one Person record for this client has been created
in ARC. Please contact your Co-ordinator immediately to
investigate and merge records before entering any data for
your client.

Click on the blue date to open the record ‘Edit Alert Details’ on the right-hand side of your

screen. Click Delete.
All Alert records must be deleted to remove the Alert (and stop the message appearing).

18. Well done ! ©
You can confirm that everything has been fixed by going to the Persons page and Search for the

Person, An% - only one record will display.
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10 Record Consent

The Program Guidelines for Aboriginal and Torres Strait Islander Family Wellbeing 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 is captured in two places:

1. Onthe Case Summary, Referral sub-tab — Date of consent to engage with the service
—this field is used for reporting purposes; and

2. Inthe Consent tab on the Person record. The use of this tab is as prescribed by your service.

To record consent :

1.
% The Date of Parent/Carer consent to engage with the service must be
IMPORTANT! / gag —
recorded on the Case Summary — Referrals sub-tab.
\ This field is used for reporting purposes for your service.
Service Response
Case Worker | G User ﬂ
Previous Family O Yes(O No
Date of | 13/03/2018 |T#
Parent/Carer
consent to
engage with the
service
2. Then, if required by the procedures defined by your service, the consent attached to the
Person records may be updated, From the Persons page, select the Consent tab.
3. Select Create New Consent.
4, Enter Start date and Review date of consent (if applicable).
5. Enter consent provided by selecting Yes against Consent to engage with the service.
6. Enter any Notes applicable to the consent.
7. 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
8. Select Save.
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10.

11.

supporting  FW Training 1
families Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs) 4} 4

Documents Membership

Consents © Edit Consent Details B

“ Search Details Notes Supports Alerts el Referrals Plans Tasks Assessments
* worker/s & A Coordinator, FW Training 1 %

Fi ter | Create New Consent J¢
Days o
- Start date | 09/04/2019 |7

"
Review date it

|m

No Consents to display

Reports
Admin

B & Recent List
Carlssa Carrot
Marcie Mandarin
Crystal Carrot
Charles Carrot

Consent to engage ()Y
with the service

va

This consent is also associated with (tick):

Name 1 Relationship  Associate jemmbgith:
Charles Carrot  Husband
Crystal Carrot  Daughter

May be viewed by ® Workgroup O Cluster

Last update

After the 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 iated with this d t

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.

Once the documents have been uploaded, select Save.

To close / End Date consent on a Person record, open the Edit Consent Details form, record
an End Date and select Save.
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11 Enquiries

The Enquiry form is used to capture data including time spent relating to queries/enquiries received
eg. telephone calls, emails or in-person interactions associated with the potential for providing
support to vulnerable children and families. Time associated with these ad hoc casual enquiries and
non-case activities can be captured using an Enquiry.

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

11.1 Create an Enquiry

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

supporting FW Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC

My List Team List My Actions Team Actions Referrals Service Directory [Syl-1sd

m Enquiries Show Filt. s | New Enquiry .

Days

Enquiry Date | Worker Type Status Priority
Cases quiry ¥i Y

09/04/2019 03:40 pm A Coordinator Community Closed Normal concerned about the new
Reports neighbours

Admin 09/04/2019 03:39 pm A Coordinator Not disclosed Community Closed Normal Looking for support

2. 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.

supporting  FW Training 1
amilies Advice, Referral and Case Management (ARC)

m My List Team List My Actions Team Actions Referrals Service Directory

T
Pe
Groups

i
rsons
New enquiry details e
Time and Date 342 pm Tue 03/04/2019
Reports Worker A Coordinator &
Channel O Phone O Email O In person O Fax O Web Form
Admin
C 2]
8.0 racrei

Carissa Carror

Marcie Mandarin Enquiry about O Self @ Other
Crystal Carrot

Charles Carrot Enquiry From ® Community O Professional

Name | Given name Family name Q

Notes

Status | Pending v
Suburb of Family

* Do any Persons identify as O Yes O No
indigenous

* Referred from v
Consent given for referral in. O es O No
Presenting Concerns [ Child wellbeing
O Parenting Skills
[ Domestic & Family Viclence
[ Household relatienships including conflict between parent/s and childfren
O Social and/or community support network
O Housing, food, clothing, budgeting or basic household resources
[ Child Physical health including health conditions, disabilicy
[ Parent/Carer physical health including health conditions, disabilicy
[ child mental or emotionz] health including anxiety, depression or self-harm
[ Parent/Carer mental or emotional health including anxiety, depression or seli-harm
[ child alcohel and/er drug misuse
[ Parent/Carer Alcohol and/or drug misuse
1 Child sexual abuse
O Family law / custody issues
O Early Childhood Education
Priority | Narmal v
Raspanse type ~

* Total time (in minutes)

Farm% name search Last Updated
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© ©® N o

11.
12.
13.
14.

It is important to complete all fields accurately as many of these fields are
included for reporting purposes.

Record how the enquiry was received by selecting a Channel

Enter details about the Enquirer — the person making the enquiry eg. member of community,
principal, professional, self.

Note: It is not mandatory to record a name.

To record the 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.

Note : This functionality is limited and not recommended.

New enquiry details

Time and Date 1:30 pm Fri 17/03/2017
Worker A User @

Channel @ Phone() Email Q) In person(() Fax() Web Form

Enquirer [3]

Enquiry about () Self(®) Other

Enquiry From (® Community () Professional

Name ‘ Mame not given H Family name | Q
Associated person [53]
Name ‘ person {first name} H of Concern {surname} Q

N ——

Enter the Suburb of the family

Select a value for Do any Persons identify as indigenous? *
Select a value from the Referred from * list

Record if consent has been provided for

The Status:* has 3 available options :

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

It is recommended that CLOSED is selected — the Enquiry is a one-off form, not one that
you come back to.

Add Notes about the enquiry

Indicate the Presenting Concerns (multi-select available)

Select the Priority (defaults to Normal) — this is used as prescribed by your service.

Select the Response type * from the list
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Information, resources, advice

Specialist support service recommended
Supported Referral

Active engagement

Incomplete/Inappropriate Enquiry

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

Not Applicable

ECDC - Information & advice

ECDC - Family Wellbeing staff training

ECDC - Sector development

Information, referral

where information or advice was provided to assist the enquirer

and advice respond to the situation / address their enquiry

Specialist support where the worker recommends the family be referred to a specific
service recommended | support service based on the circumstances of the enquiry
Supported Referral where the enquirer has an existing relationship with the family and

is best placed to lead the family’s engagement with a specific
service and the enquirer will benefit from the worker’s support to
achieve this

Active engagement

where the particulars of the enquiry identify that the referral
criteria for your service is met and you progress to open a Case
Summary to work with the family — as outlined Section 2 of the
Family Wellbeing Program Guidelines

mpo?rm: The E

These

CDC values are only for use by
the Early Childhood Development Coordinator within your service.

values are used to record time spent on the following activities :

- Providing ad hoc / one-off information and advice
- Working with the Family Wellbeing staff to strengthen their early

childh

ood development skills and knowledge

- Engaging with other organisations providing early childhood development
services.

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.

Note: [ 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.

U When an Enquiry

is Closed with a Response Type of 3 — Supported Referral or 4 — Active

engagement, the following prompt will appear :
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e
Message from webpage u

ii Please ensure that you now create a new Case Summary

To cancel an Enquiry before it is saved, simply click on the Enquiry tab at the top of the page.

11.2 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 can be used to sort displayed data — evidenced by the blue
arrow.

A Coordinator (Coordinator)

supporting  FW Training 1
OO &

families Advice, Referral and Case Management (ARC

My List Team List My Actions Team Actions Referrals

T

Enquiries
Groups
Days

| o I

09/04/2019 03:42 pm A Coordinator percy principal Professional Closed Hormal Has concerns about a number of
eports ehildr now i

B £ Recent List
Carissa Carrot
Har

Service Directory [Rp 0Lt

Hotes

Warker Parson Type Priority

09/04/2019 03:40 pm A Coordinator Tom Community Closed Normal concemed about the new
neighbours

Crywal Car 09/04/2019 03:39 pm A Coordinator ot disclosed Community Closed Normal Looking for support

2. Select the Show Filters button to define the required parameters (ie. date, Status, Worker
etc) for the enquiries you wish to display.

supporting  FW Training 1 & Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) = &8 &

My List Team List My Actions Team Actions Referrals
Enquiries Hide Filters

Service Directory

| aw Enquiry

Enquiry Date | iorker Person Type Status priority Notes
09/03/2019 | TE| a9/04/2019 [TE [v] [¥] (v [v]
m 09/04/2019 03:42 pm A Coordinator Perey Principal Professional Clased Hormal Has concerns about
number of children and

wanting to know If we
can assist and how to
" families to aur

B & Recent List
Carissa Carrat
Marcie Mandarin
Crystal Carrot
Charles Carrot

08/04/2019 03:40 prm A Coordinator Tom Closed Hormal 0d about the
ahbours
09/04/2019 03:39 pm A Coordinator Wot disclosed Community Clased Hormal Looking for support

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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12  For your Early Childhood Development Coordinator

Some Family Wellbeing services have been funded to engage Early Childhood Development

Coordinators (ECDC) to improve the engagement of Aboriginal and Torres Strait Islander families with
the early childhood education and care system.

The work undertaken by this role will include :

- Working with families to promote the importance of their children’s early learning for making a
successful transition to formal education,

- Enhancing the skills and knowledge of Family Wellbeing workers to address early learning needs,

- Engaging directly with families to assist them with access to early learning services, and
- Fostering strong relationships with early childhood education providers within your area.

There are 3 specific features in ARC to capture these activities:

1. The Enquiry form
2. The ECDC Profile
3. Notes.

12.1 The Enquiry form

To record time spent by the Early Childhood Development Coordinator in :

- Providing ad hoc / one-off information and advice

- Working with the Family Wellbeing staff to strengthen their early childhood development skills

and knowledge

- Engaging with other organisations providing early childhood development services,

use the Enquiry form on the Home page. Refer to the Create an Enquiry for guidance in using this

form.

Simply select the relevant Response Type for the activity :

Priority
Response type
* Total time (in

minutes)
Last Updated

Closed on

Information, Resources, Advice

Specialist Support Service Recommended
Supported Referral

Active Engagement

Incomplete/Inappropriate Enquiry

Reported to Child Safety - Significant Risk of Harm

Already Working with Child Safety
Dot Annlicable

ECDC - Information & advice
ECDC - Family Wellbeing staff training
ECDC - Sector development

.12
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A completed example of the Enquiry record is shown below.

supporting
families

H

.
B O Recent List
Carissa Carrot
Marcie Mandarin

Crystal Carrot
Charkes Carrot

FW Training 1
Advice, Referral and Case Management (ARC

Mylist Team List My Actions Team Actions Referrals Service Directory [S Nik)

Edit enguiry details

Time and Date 3:54 pm Tue 09/04/2019
Worker & Coordinator @

Channel O Phene O Email @ In parsen O Fax O Web Farm

Enquiry ebout (O Seit @ Other
Enquiry From @ Community ) Professional

Mame | Michelle Family narme

Mates

Provided infarmation about the opticns for assisting her friend with getting her 2 children in b childcare
A Cporinator, A Training

| Status | Clased

* Do any Persons identify a3 indigenous @ Yes OiNo
* Referred from | Community/ Friend Family
Consent given for referral in - O'¥es ONo
Presenting Concerns (] Child wellbeing
[ Parenting Skills:
[0 Domestic & Family Violence
[ Housshald relationships including conllict between parent/s and child/ren
O social and/er community suppart network
[ Housing, foad, clskhing, hudgating or basic household rasources
I Chile Physical health including health conditions, disability
[ ParentyCarer physical health including health conditions, disability
O child mental or emctional health incuding ansiety, depression ar sell-harm
[ ParentyCarer mental or emational health including anxiety, depression. or self-harm
[ Child slcohad and/er drug misuse
O Parent/Carer Alcohol 2ndfer drug misuse

[ child sexual sbuse

Sl oo e s

Early Childnead Education

—
Response bype | ECDC - Information B advice

*Total time (in minutes) | 45

Last Updated A Coordinator, FW Training 1
09/04/2019 15:55:58 AEST

Claged an 09/04/2015 15:55:58 AEST

03/04/3018 355
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12.2 The ECDC Profile

An ECDC Profile is only to be used by the Early Childhood Development Coordinator in your service.

An ECDC Profile is to be created for each child, where the Early Childhood Development Coordinator

engages with the family to provide services and support over a period of time (ie. not one-off

information and advice).

1. On the Person record, Details tab, select Create new profile, then Profile type - ECDC Profile

supporting  FW - UAT Service
families Peter Potato Male, DOB: 20/01/2012 (Age 5 yrs)

Worker T\

“ Search DECIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

B

Persons P .
N o i Create new profile
Peter Potato Primary Name Child Profile

. . ECDC Profile
Relationships: Create new relationship Report to Child Safety

Person Relationship DOB Comments

Pamela Potato Mother 21/04/1985
Paul Potato Father 02/06/1986
B & Recent List Profiles Create new profile
Peter Potato

Priscilla Passionfruit No profiles exist

2. This will reflect :
- the position of the child upon commencement,
- the activities undertaken and services provided, and
- their position upon completion of the ECDC’s engagement with the family.

@ ECDC Profile 20
*Start Date [22/06/0017 |78

Please select...
Initial Po: ot a o0 a =
Aware but not enrolled in ECE services
Comm| Enrolled but irregular attendance
Enrolled but not in the most suitablefappropriate ECE service
Regular attendance

Actions Taken

Exit Position | please select...

*ECE = Early Childhood Education

Last update Worker Two, FW - UAT Service
22/06/2017 09:51:14 AEST

The accurate completion of this record by the Early Childhood Development Coordinator

is important for ensuring accurate reporting.
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12.3 Using Notes

Time spent by the Early Childhood Development Coordinator in working with the family to promote
the child’s position (as reflected in an ECDC Profile) must be captured in a Note using the specific
Activity Type value of ECDC — Information & Advice.

Edit Note Details =L 2]

Activity Date E

* W Worker Two, FW - UAT Service %

* Activity Type | ECDC - Information & Advice

Notes b

Initial meeting with the manager and team leader at Learn &
Grow Riverside Centre was attended by Paul, Pamela and
Peter. Very positive engagement. Peter mixed easily with the
other children and was excited about all the activities.
Follow-up meeting for enrolment to be arranged.

Service provided
# child / Family

# Health / Counselling

# General Support/ Counselling / Advocacy
# Domestic and Family Violence (DFV)

# General/ Personal Support

# Financial /Employment

# other

Reported to
[]child Safety (RIS)

[Ichild safety (CSSC)

Consultation with [_] pcpp
[JoFv consultation
[ cultural Consultation
[[] pisability Support
[[]practice Consultation

[ other
This note is also associated with (tick):
Pamela Potato Mother W
Paul Potato Father [~

Activity Length Contact Case Work  Travel

ST I R T s

May be edited to 01/07/2017

Last update Worker Two, FW - UAT Service
28/06/2017 10:00:21 AEST
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12.4 ECDC Reporting

ECDC activities have been incorporated in both the ARC Performance Report (and List) and the OASIS

Report (and List).

In the ARC Performance Report, Table 2 :

2. ECDC Service hours recorded (A01.2.02, A01.1.06)
Contact Case Work Travel

hours hours hours
ECDC - Information & advice (Notes) 0.8 0.8 0
ECDC - Information & advice (Enquiries) 0.4 0 0
ECDC - Family Wellbeing staff training (Enquiries) 0 0
ECDC - Sector development (Enquiries) 0.5 0 0
Total (rounded up to the closest 5 minute block) 1.7 0.8 0

The details of the individual records included in the ARC Performance Report are displayed in section

2 in the ARC Performance List :

2. ECDC Service hours recorded (A01.2.02, A01.1.06)
ECDC - Information & advice (Notes)
CASE Status ATSI Referred Referral Case DOCTEWTS Closure Reason Note Associated  Note Date  Contact
From in Creation date for D with type
(Source) Date closure
734 Peter Potato 09/02/2018 ECDC -
(3368), Paul Information
Potato (3370), & advice
Pamela Potato
(3369)
735 Peter Potato 09/02/2018 ECDC -
(3368), Paul Information
Potato (3370), & advice
Pamela Potato
(3369)
ECDC Services provided (Enquiries created within the report period)
Enquiry date Person(s) Status ATSI Enquiry from (Source) Response type Time  Worker
09/02/2018 Mary Closed Yes Other - Non-Government ECDC - Information & advice 25 A Coordinator
09/02/2018 Beverley Closed Yes Education - State School ECDC - Sector development 30 A Coordinator

Contact Casework Travel
time time time

Worker

45 0 0 A

Coordinator

45 0 A

Coordinator

In the OASIS Report, your ECDC contract measures are specifically included - refer screenshot on

following page.

The particular details are available in the OASIS List — refer following

page.
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supporting  FW Training 1
families Advice, Referral and Case Management (ARC

Reports Lists Referrals Custom [BESNIE

A Coordinator (Coordinator)

ER -

Persons )
Back to Report Results List J| Delete this Report I
Days
ses
Reports OASIS REPORT
Report Information
Service Outlet ID: 1008
Service Outlet Name: FW Training 1
Period From: 01/02/2018
Period To: 09/02/2018
Funding Area: Families
Service Type: ARTSI Family Wellbeing
PERFORMANCE
Measure No. Measure Name Service Type No. Service Type Name Response.
GMO7  Number of Service Users with cases closed as a result of majority of identified needs being met T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
1S35  Number of Service Users identifying as Aboriginal and/or Torres Strait Islander T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
1539 Number of Service Users identifying as being from culturally and linguistically diverse backgrounds T313 Support - Aberiginal and Torres Strait Islander Family Wellbeing 0
1S132  Number of Service Users with cases commenced during the reporting period T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
I1S133  Number of existing Service Users T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
15145 Number of Service Users who have exited from the service T313 Support - Aberiginal and Torres Strait Islander Family Wellbeing o
15201 Number of referrals received T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing o
OUTCOMES
Measure No. Measure Name Service Type No. Service Type Name Response
OM2.1.01  Number of Service Users that have shown improvements in being safe and/or protected from harm Ta13 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
OM2.1.02  Number of Service Users with improved cultural identity/ connectedness T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
OM2.1.08  Number of Service Users with improved life skills T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
OUTPUTS
Measure No. Measure Name Service Type No. Service Type Name Response
A01.2.02 Number of hours provided during the reporting period T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing o
A01.2.02  Number of Service Users who received a service during the reporting period T313 Support - Aboriginal and Torres Strait Islander Family Wellbeing 0
ECDC OUTPUTS
Measure No. Measure Name Service Type No. Service Type Name Response
A01.1.06  ECDC - Number of hours provided during the reporting period T313 Support — Aboriginal and Torres Strait Islander Family Wellbeing 3
A01.1.06  ECDC - Number of Service Users who received a service during the reporting period T313 Support — Aboriginal and Torres Strait Islander Family Wellbeing 1
OASIS Report
Generated by A Coordinator at 09/02/2018 08:54:07
Security Classification (In Confidence)

The details of the individual records included in the OASIS Report are displayed in the OASIS List :

ECDC OUTPUTS
AO1.1.06 ECDC Number of hours provided during the reporting period

ECDC - Information & advice (Notes)

Case Case original Referral Referral Service Typeof DOCTEWTS Closure Case Reason for Note Note Date Activity Type Contact Case Travel Associated with ‘Worker
Creation Referral  Date  Source Referral Date  Plan Case | Work
Source from Child Goals  Summary
Safety Met Closure
734 09/02/2018 ECDC - a5 o 0 Peter Potato (3368),
Information & Paul Potato (3370), Coordinator
i Pamela Potato (3369)
735 09/02/2018  ECDC - ] 45 0 Peter Potato (3368), A
Information & Paul Potato (3370),  Coordinator
i Pamela Potato (3369)
ECDC - ENQUIRIES
Enquiry About Created Date Status Closed Date  Referral Source Response Type Total Time in minutes  Worker
Beverley  09/02/2018 Closed 09/02/2018 Education - State School ECDC - Sector development 30 A Coordinator
Mary 09/02/2018 Closed 09/02/2018 Other - Non-Government ECDC - Information & advice 25 A Coordinator

A01.1.06 ECDC Number of Service users who received a service during the reporting period

Start Date Person name (Identifier) Case Initial Position Comments Actions Taken End Date Exit Position
09/02/2018  Peter Potato (3368)
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13 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.

13.1 Making Referrals to other services

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  FW Training 1 A Coordinator (Coordinator)
families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs) ) H & &

Search Details Notes Supports Alerts Consent GUUIUEIM Plans Tasks Assessments Documents Membership

Persons

Referrals Create new Referral Referral e

This person has no history of referrals on record I (O Search (O Favourites () Manual ® Family Services I

Send referral | Enter Service, Organisation or Suburt
to

e

Admin

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

e Send a Referral to another service within ARC - Family Services: This sends a referral to
another service provider using ARC : Family and Child Connect, Intensive Family Support
and Aboriginal and Torres Strait Islander Family Wellbeing services. 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.

The status of all Referrals sent by your service are shown on the Home Page, Referrals tab, on the
Sent sub-tab :

supporting FW Training 1
families Advice, Referral and Case Management (ARC

My List Team List My Actions Team Actions

Referrals

Service Directory Enquiry

Received Accepted Declined Draft

Groups

Days

Cases

Send Date Status Sent From  Sent To Sent By Client

Reports

Marcie
Hamilton Dunk Island Mandarin
& 09/04/2019 . Island FW FW " DOB:
186 Waiti A Coordinat
- ] P 16:16:21 L FW Training FW Training ordinator o1 /04/2015
B & Recent List 1 2 Gender:
Marcie Mandarin femal .
Carissa Carrot emale
Crystal Carrot i Carissa Carrot
Charles Carrot @ Hamilton DOB:
09/04/2019 Island FW Family .
'i' 185 16:15:38 Accepted FW Training Maters Inc A Coordinator 21/04/1_985
Gender:
1
female
Marcie
Hamilton Mandarin
@ 09/04/2019 Island FW Family . DOB:
B 134833 Accepted o piining Matters Inc 2 Co0rdinator o1 0a/2015
1 Gender:
female
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13.1.1 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.
Enter the first few letters to bring up the list of services within ARC.

Select the required service from the dropdown list which appears

A N

Select Submit.

supporting FW Training 1 A Coordinator (Coordinator)

families Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs) £k 4] HE o &

m Search Details Notes Supports Alerts Consent LUILLEIEY Plans Tasks Assessments Documents Membership Menu
i Referrals Create new Referral Referral %]

This person has no history of referrals on record (O Search () Favourites () Mal amily Services

The Referral form appears.

Referral ®
Status New referral

From Hamilton Island FW

To Fraser Island FW

“

Service Fraser Island FW

Program / Group

Organisation FW Training 4

For Carissa Carrot

‘

Referred Persons

Please save record to associate clients

Details

‘

* Service Type

Presenting issues

Additional Information

‘

Attachments

Referral should be saved as draft before attaching any document.

Referral History

Consent to send (O Yes @ No

Comment
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7.

Select Service Type *.
Service Type is required for departmental reporting. The Referral will not save if this field

has not been completed.

(]

Referral
Status New referral

From Hamilton Island FW

!

To Fraser Island FW

Service Fraser Island FW

Program / Group

Organisation FW Training 4

®

For Carissa Carrot

!

Referred Persons

Please save record to associate clients

!

Details

* Service Type

Referred - ATSI Family Wellbeing
L Referred - Family and Child Connect
Presenting issues | Referred - Intensive Family Support

Additional
Information

Click Save Draft at the bottom of the form.

To add Referred Persons, click on the + icon to attach the other Persons in the Case (to
the referral).
Referral (2]
Status Draft
From Hamilton Island FW

To Fraser Island FW

|

Service Fraser Island FW

Program / Group

Organisation FW Training 4

For Carissa Carrot

Referred Persons

Additional associated clients

I

Details

* Service Type | Referred - ATSI Family Wellbeing v

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.
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Click Save.

For Carissa Carrot

Additional associated clients

Person Search and Select
~ .

,,,,,,, [CJCrystal Carrot F 02/03/2010
] [“]charles Carrot M 02/06/1982

(O Search

Save Wl Cancel

@mo

Client File | Select & Upload

Referred Persons B

+
S|
v

®

The selected Persons are now included in the referral.

For Carissa Carrot

Referred Persons

I.

Additional associated clients Relationship +
Charles Carrot Husband &
Crystal Carrot Daughter v
10. Enter in Presenting Issues and Additional Information if required.
11. 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.

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

Attachments =

Client File | Select & Upload

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

13. Select Client File then select the information you wish to attach to the referral. The current
Case Summary information is a mandatory inclusion. 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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This file is now shown on the Referral form in the Attachments segment, as a pdf document.

Export Parson Datails *

Export Person Details

Document Title | Carissa Carrot Client File

Person Infarmation Include
Name, Sex, DOB =]
Mias Details ]
Demographic Details
Current Relationships
Addresses
*172 Trinity Roed CHARLEVILLE 4470 (Home)
5 Dusty Lane QUILPIE 4480 (Altemative]
Contacts
5488 7830 (Phone [Hm))
0414 566 78 (Mobile)
5466 7591 (Emergency Contect) =]
carissa@cerroliarm.com.2u (Email)
Cases
Carrol (Case Summery 09/04/2019 - )
Key Workers
A Coordinator, Suppert worker (FW Training 1)
DOr Mary Mulberry, Family GP [Western Medical Centre)
Additional Details =
Select All ]
Nates ]
Supparts a
Merts ]
Consent ]
Plans u]
Tasks ]
Assessments O
Dacurments O
Exported Records 2]
Include worker name detzils ® ves O No
Additional Notes
[ autacn e

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.

14.

15.

Attachments =
Client File | Select & Upload

File Name Uploaded
client_file_1_Family consent.docx 09/04/2019 16:29:10 AEST x

[ client_file_6375.pdf 09/04/2019 16:29:10 AEST x

Referral Histrr,

Consent to send !

Comment

Check Consent to send* has been provided and click Yes.

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.

Are you sure you wish to send this referral?

T

Cancel
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supporting
families

Home Search Detalls Notes Supports Alerts Consent GEEHEIN Plans Tasks Assessments Documents Membership

FW Training 1 ‘A Coordinator (Coordinator)
Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs) £k £ = - Y

Referrals Referral (7]
Groups
Days d Referral Date | Status From To Referral sent  09/04/2019 16:29:43 AEST
Cases (& 185 oa0a/z019 Accepted ;‘&m]ll,f,?:,,'éhfd e Family Maters Inc

Status Waiting
[# 188 09/04/2019 walti L N fau ol
" FW Training 1 W Training 4

To Fraser Island FW
B © Recent List
Cartta carree Service Fraser Island FW
Marcie Mandarin
Crystal Carrat Organisation FW Training 4
Charles Carrot
For Carissa Carrot
Refe s
Additional assodiated dients Relationship
Charles Carrot Husband
Crystal Carrot Daughter
* Service Type Referred - ATSI Family Wellbeing
File Name uploaded
client_file_1_Family consent.docx 09/04/2019 16:29:10 AEST
client_file_6375.pdf 09/04/2019 16:29:10 AEST
Consent to send  Yes
Family name search
(1o ]

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

supporﬁng FW Training 1
families Charles Carrot Male, DOB: 02/06/1982 (Age 36 yrs) {)
“ Search Details Notes Supports Alerts Consent GGWEIE) Plans Tasks Assessments Documents Membership
Referrals
Id Referral Date | Status From To

e Hamilton Island FW Fraser Island FW
[ @ LHE R/ 0I2010 Waiting FW Training 1 FW Training 4 ]

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

supporting  FW Training 1
families Advice, Referral and Case Management

Home My List Team List My Actions Team Actions LGIEYEIH

Received Accepted Declined Draft
e

Cases dl

Service Directory Enquiry

Send Date Status Sent From  Sent To Sent By Client

Carissa Carrot

L pdmn i
(24 09/04/2019 - Island FW  Island FW ¥ y
* 188 16:20:43 Waiting FW Training FW Training A Coordinator 21/04/1985
~ . Gender:

%= Recent List 1 4 male
Charles Carrot —
Carissa Carrot Marcie
Marcie Mandarin Hamilton Dunk Island Mandarin
Crystal Carrot 7.4 09/04/2019 Island FW  FW DOB:

w85 y616i21 [faitng FW Training FW Training * Co°™dmator o1 0472015
1 2 Gender:
female

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

16. If the Referral needs to be recalled, open the Referral by clicking the blue pencil icon and click
the Recall button in the bottom left of the form. This will only function while the Status is
Waiting.
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13.1.2 Record a Manual Referral

Manual referrals are used to record referrals made to services not using ARC or for services that are
not listed in the Service Seeker database.

IMPORTANT NOTE : Notification of the referral and associated documents must be sent separately
via channels (eg. email, post, fax) 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.

Referral (2]
O search (O Favourites ® Manual O Family Services

Service Name ABC Better Living

Program /
Group

Organisation
Name

Phone 4455 6789
Fax

Email

The Referral form will appear.

Note the reminder message in the light blue box at the top of the form — the actual referral
notification and documentation must be sent to the receiving service via channels external to ARC.

Referral @

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

Status New referral

From Hamilton Island FW

||

To ABC Better Living

Service ABC Better Living
Program / Group
Organisation
Phone 4455 6789
Fax

Email
For Carissa Carrot

Referred Persons

||

Please save record to associate clients

Details

|

* Service Type v

Presenting issues

Additional Information
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6.

Select Service Type*, then click Save Draft.

A validation message will appear if you attempt to save the Referral without selecting the

relevant Service Type. Service Type is required for departmental reporting

Referred - ATSI Family Support
Referred - DFV Service
Referred - Disability Service
Referred - Drug and Alcohol Service
Referred - Health - CYMHS
Referred - Health Visiting Program
Referred - Mental Health Service
Referred - Other service

Additional Information

+

To include other Persons in the referral, click on the icon.

For Carissa Carrot ®
Referred Persons S

Additional associated clients @

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.

For Carissa Carrot £
Referred Persons =]

Additional associated clients

Person Search and Select
O My List
O Recent
() Search

+
(=]

[“]Crystal Carrot F 02/03/2010

[Icharles Carrot M 02/06/1982 v

(oo [ oz Kl

Client File | Select & Upload

For Carissa Carrot
Referred Persons =]

Additional associated clients Relationship o
Charles Carrot Husband &
Crystal Carrot Daughter &
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10.

11.

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

Enter in Presenting Issues and Additional Information if required.

Enter any Comments and select Save Draft.

Attachments =]
Client File | Select & Upload

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

Export Parson Datails ®

Export Person Details
Document Title | Carissa Carret Clint File

Person Infarmation Include

Mame, Sex, DOB ]

Mias Details ]
Demagraphic Details
Current Relationships
Addresses
*172 Trinity Read CHARLEVILLE 4470 (Home)
5 Dusty Lane QUILPIE 4480 (Alernative]
Contacts
5488 7890 {Phene (Hm))
0414 566 788 (Mobile)
5466 7591 (Emergency Contect) &4
carissa@earroliarm.com.2u (Email)
Cases
Carrol (Case Summary 09/04/2019 - )
Key Workers
A Coordinater, Suppert werker (FW Training 1)
Dr Mary Mulberry, Family GP [Western Medical Centre)
Select All ]
Hotes ]
Supparts a
Merts ]
Consent ]
Plans O
Tasks ]
Assessments ]
Dacuments O

Include worker name detsils ® ves O No

Additional Notes

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.

To create a record of the files provided with the referral, expand the Attachments segment

by selecting the 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)

Select Client File then select the information you wish to attach to the referral. The Case
Summary information is a mandatory inclusion. 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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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.

Attachments =]
Client File | Select & Upload
File Name Uploaded

client_file_6375.pdf 10/04/2019 12:54:12 AEST x

Refer—=1 0oty

<\Consent tosend [®iYes O No

Comment
12. Check Consent to send* has been provided.

13. Click Waiting.

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

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

FW Training 1 A Coordinator (Coordinator)
Carissa Carrot Female, DOB: 21/04/1985 (Age 33 yrs) = & &
Search Details Notes Supports Alerts Consent BEENEIS Plans Tasks Assessments Documents Membership
Referrals Referral C
1 Referral Date | Status From To This type of referral will NOT be sent electronically.
- e » You may wish to PDF the referral and send this manually to the destination service.
@ 184 10/04/2019 Waiting F:/mrlm,:m;i" ABC Better Living
Referral sent  10/04/2019 12:55:24 AEST
1to 1 of 1 results

Status Waiting

From Hamifton Island FW

||

To ABC Better Living

Service ABC Better Living

Phone 4455 6780

For Carissa Carrot

||

Referred Persons

Additional associated clients
Charles Carrot
Crystal Carrot

Details
* Service Type Referred - Other service
Attachments

File Name

dlient_file_6375.pdf

Referral History

Consent to send Yes

Comment

Status to: @

Uploaded

Relationship
Husband
Daughter

|

|

10/04/2019 12:54:12 AEST

|

The Sent referral will show on the Person page, Referral tab (as above) for every Person in the

referral AND _on the Home Page, Referrals tab, Sent sub-tab.
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supporting  FW Training 1

T .
families Advice, Referral and Case Management (ARC)
My List Team List My Actions Team Actions REESEIFN Service Directory Enquiry
Received Accepted Declined Draft
Referrals
1d | Send Date Status Sent From Sent To Sent By Client
Hamilton Carissa Carrot
10/04/2019 ABC Bett
Z§ 184 ks Accepted Island FW i Better A Coordinator DOB: 21/04/1985
12:55:24 . Living
FW Training 1 Gender: female
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13.1.3 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, fax) 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.

supporting  FW Training 1
families Gary Guava Male, DOB: 21/08/2016 (Age 6 mths)

m Search Details Notes Supports Alerts Consent BGEENGEI Plans Tasks Assessments Documents
Referral
cterrals Referral °
Id  Referral Date Status From To @ search (OFavourites (O Manual O Family Services
Cases # 205 06/03/2017 Accepted Hamilton Island FW Family Matters . !

W Kath Dickson Occasional Q@ Toowoomba
Care Centre

B & Recent List .
& City
ry Guava
Carissa Carrot

0434 978 435
info@kdfc.com.au
Now open

2 Lawrence Street
Toowoomba City 4350

LXc) (e

A child care centre.

More information >

Make a referral

W cChild Care Q@ Toowoomba
City

# Glenvale World of Learning, Toowoomba

t, (07) 4634 1868

= le@wor ing.com.au

@ WNowopen

Q 615 Greenwattle Street

Toowoomba City 4350

Child care is provided to assist families of children 15 months
to 6 years old. A kindergarten is incorporated in the child
care program to provide education for children 3 to 5 years

old. All meals are provided.
()

More information >

The Referral form will appear.
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(]

Referral

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 | 20/03/2017 E

Status New referral

From Hamilton Island FW
To Child Care

Service | Child care

&)

Program / Group |

Organisation |

Phone | (07) 4634 1868

Fax | (07) 4634 1870

Email | glenvale@worldoflearning.com.au

o e L ] (1

For Gary Guava

Referred Persons

Please save record to associate clients

Details [S)

* Service Type

]

4, Complete by following steps 5 — 15 as detailed for Record a Manual Referral in the preceding

section.

13.1.4 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 :

o for Manual Referrals — by the user manually updating the Status

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

supporting  FW Training 1
families

Referrals

Groups
1d Referral Date |
Days

[# 184 10/04/2019
Cases

Carissa Carrot remale, DOB: 21/04/1985 (Age 33 yrs)
Search Details Notes Supports Alerts Consent BUChCIH Plans Tasks Assessments Documents Membership

Create new Refe cal Declined

Reports

B & Recent List
Carissa Carrot

Family name search
GO

A Coordinator (Coordinator)

H o &

Menu

o

Referral

Referral sent  10/04/2019 13:00:04 AEST

From Hamilton Island FW @

To Stronger Family Circles =]

Status From To
Accepted ?;’"T‘Ez:flﬂj”d Fw ABC Better Living
e Status Declined
1 to 1 of 1 results 1A
Recalled and Declined
1d  Referral Date|  Status  From To
Hamilton Tsland FW ; . .
[# 185 10/04/2019 Declined e Stronger Family Circles Service Stronger Family Circles
O T e Edges Phone 5324 4325

For Carissa Carrot 2]

Additional associated clients

Details =]

* Service Type Referred - Other service
Attachments =]

File Name Uploaded

client_file_6375.pdf

Referral History @

Consent to send Yes

10/04/2019 12:59:59 AEST

2, daclinad A iy ab thic b
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13.2 Receiving Referrals

This tab is only available to those with a Coordinator user profile.

Referrals received from another service using ARC or submitted by members of the public,
professionals or Child Safety using familychildconnect 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 (ie. are in Draft format) can be viewed by clicking the relevant sub-tab.

1. On the Home page, select Referrals tab.

supporting  FW Training 1
families Advice, Referral and Case Mana

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

Received Accepted Declined Sent Draft

Groups

Referrols

Cases d| Send Date Status Sent From Sent By Client

Reports Bernard Banana
10/04/2019 waiting N i DOB:
i 4 3683 familychild t onl K Koal
Admin (¢ 13:12:49 DQQ2-5xpH | omyenfidconnect omiing Kerry koafa 01/01/2007

Gender: female

ﬂ Recent List

Carissa Carrot Lisa Lemon
10/04/2019 Hamilten Island FaCC DOB:
[& 186 ey Waiting - A Coordinator
13:07:13 FaCC Training 1 06/06/1986

Gender: female

2. In the Received sub-tab, select the icon to open the referral form.

supporting  FW Training 1
families Advice, Referral and Case Management (ARC

My List Team List My Actions Team Actions [RCHER] Service Directory Enquiry

A Coordinator (Coordinator)

H o &

Referral 2}

Received Accepted Declined sent Draft

Link referral to database

This external referral Is not yet associated with a Person on your database. If you plan to accept this
1l Send Date Status. Sent From Sent By Client

referral you must first create a Person record, or assoclate the referral with an exisiting Person.

Bernard Banana

Given name:  Bernard Family name: | Banana
. 10/04/2019  Waiting DOB:
Admin e 13:12:49. 0QQ2-sxgn  Temilychildconnect online kerry Koala 5, /o, 057 Fuzzy [ search |
ag - Gender: female
&7 Recent Uist This person does nnlappuar to be in the database. You might want to make sure by mndll‘ylnq the search criteria.
Carissa Carrot Lisa Lemon If you are not sure about the spelling try using the % symbel as a wi
10/04/2019 Hamilton Island FacC DOB:
r4
& w6 e Waiting FaCC Training 1 A Coordinator o o/ 1986
Gender: female
Referral sent 10/04/2019 13:12:49 AEST
1t 2 of 2 results [Fa] ]
Status Waiting
Reference number DQQ2-5XBH
From familychildconnect anline
To FW Training 1 B
Service FW Training 1
Organisation Hamilton Island Fw
For Bernard Banana .
Referred Persons a
Additional associated clients Relationship
Family name search Barb Banana Mather [i]
Bianca Banana Sister (3]
Details a
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3. Click Acknowledge located at the bottom of the Referral form.
File Name Uploaded
Referral_DQQ2-5XBH.pdf 10/04/2019 13:12:53 AEST
Comment
\/
4, It is important to perform a wide search to identify if a Person record exists for the referred

person : use the % wildcard on a short version of the Given name and leave the Family name
blank, click Search.

Referral Q

Link referral to database 8

This external 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.

Given name: | Bern% Family name:
7 Fuzzy
First Name Last Name Gender DOB

Bernard Banana male 07/02/2007 0
Add Bernard Banana as new Person

Where a potential match is identified, it displays as above.
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 for the same Person (an exact match), click the blue link icon.

If no existing records are returned, select Add < Name> as a new Person.

Referral (7]
Link referral to database a8

This external 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.

Given name: | Bern% Family name:
First Name Last Name Gender DoB
Bernard Banana male 07/02/2007 (4]

Add Bernard Banana as new Person

The procedures developed by your service may involve review of the client_file in
determining whether to Accept or Decline the referral.
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6. For referrals from familychildconnect online, Accept the Referral.
File Name Uploaded
Referral_DQQ2-5XBH.pdf 10/04/2019 13:12:53 AEST
Comment
Update ( Accept § PDF

Referrals from familychildconnect online 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. Your time is managing this is
captured in a Note.

Should the referral be outside your catchment area, please notify
familywellbeing@communities.qld.gov.au immediately.

For referrals received from another service in ARC, Accept or Decline the Referral —the
buttons appear at the bottom of the form.

The procedures developed by your service may involve review of the client_file in
determining whether to Accept or Decline the referral.

Referral History B

Consent to send Yes

Comment

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

7. 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.
For Bernard Banana
Referred Persons B
Additional associated clients Relationship
Barb Banana Mother %
Bianca Banana Sister %

The following message will appear :

For Bernard Banana
Referred Persons S]
Additional associated clients Relationship
Barb Banana Mother Sy
Bianca B:

Given name: Barb Family name: Banana

This person does not appear to be in the database. You might want to make sure by
modifying the search criteria. If you are not sure about the spelling try using the %
symbol as a wildcard.

Add Barb Banana as new Person
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This gives you the option to search for the person, or click on Add...as new Person.

The following message will appear:

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

Cancel

When you click OK, a new Person record will be created in your workgroup for that person.
Once this has been done, the Referral form will display as below:

For Bernard Banana
Person Linked

Additional associated clients Relationship

Barb Banana Mother W

Bianca Banana Sister #

A record of this referral will appear on each Person record (in the Referrals tab).

8. 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 Persons page, Details tab - create the Case Summary.
NOTE : For any attachments sent as part of the referral, you must first save them to your

network directory/folder (outside ARC) and then attach to the Case Summary.

The referral now displays on the Accepted sub-tab on the Referrals tab, Home page.

supporting FW Training 1
families Advice, Referral and Case Management (ARC

A Coordinator (Coordinator) |

5 0 §

‘ My List Team List My Actions Team Actions EEIEIY Service Directory Enquiry m
ecelve Declined  Sent  Draft Referral o
Groups
— Referral sent  10/04/2019 13:12:49 AEST
1dl  Send Date Status Sent From Sent By Client Status Accepted
Bernard =
m Baach Reference number DQQ2-5XBH
74 3683 10/04/2019  Accepted familychildconnect Karni iasle DboB:
o~ L] 13:12:49 DQQ2-5XBH online Y. 01/01/2007 From familychildconnect online ®
B & Recent List Gender:
Bernard Banana 3 .
Carissa Carrot female To FW Training 1 =]
1to 1 of 1 results BB Service FW Training 1
Organisation Hamilton Island FW
For Bernard Banana @
Referred Persons a
Additional associated clients Relationship
Barb Banana Mother L
Bianca Banana Sister L]
Risk/Safety 0 If there are concerns about domestic violence s there a phone

The referral also shows on the Person page, Referrals tab.
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Referrals
1d

Days

> ; ; . FW Training 1
[# 3683 10/04/2019 Accepted  familychildconnect online Hamilton Island FW

supporting
famili

A aining

Bernard Banana Male, DOB: 07/02/2007 (Age 12 yrs)

Search Details Notes Supports Alerts Consent BECEHEIS

es

Plans Tasks Assessments Documents Membership

DRoforal Date | Staty Erom 1o

supporting A Training
famili

Referrals Create new Referral
1d Roforol Nato | ﬂnhlc Eom .
. . N FW Training 1
@ 3683 10/04/2019 Accepted  familychildconnect online Hamilton Tsland FW

es Barb Banana |Female, Age 34 yrs (Approx)

Search Details Notes Supports Alerts Consent LEGEWES

Plans Tasks Assessments Documents Membership

Referrals Create new Referral
-
_ 3683 10/04/2019 Accepted  familychildconnect online praininafL
Cases

supporting
families

Bianca Banana |remale, Age 2 yrs (Approx)

Search Details Notes Supports Alerts Consent REEIC]H

Plans Tasks Assessments Documents Membership

Il ReforralDafel  Status  From I

Hamilton Island FW

Additional Notes:

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

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

For Coordinators : Basic reporting is available for referrals sent and received by your
service / workgroup — refer section Reporting — Referrals tab.
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13.2.1 To decline a Referral

The specific procedures will be as defined by your service.

As noted above, only referrals received from another service in ARC are able to be ‘declined’ in ARC.

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

supporting
families

Home
Persons

Groups

B & Recent List
Bianca Banana
Bernard Banana
Barb Banana
Carissa Carrot

Family name search

[

Family name search

FW Training 1
Advice, Referral and Case Management (ARC

My List Team List

Received

Kl

186

Accepted

Send Date

10/04/2019
13:07:13

Declined sent Draft
Status Sent From sent By
Hamilton Island
Waiting Facc A Coordinator

FaCC Training 1

1to 1 of 1 results

My Actions  Team Actions [ buER] Service Directary Enquiry

Client

Lisa Lemon
DOB: 06/06/1986
Gender: female

(Bl

A Coordinator (Coordinator)

E o &

Referral o

Link referral to database

This external referral Is not yet assoclated with a Person on your database. 1f you plan to accept this
referral you must first create a Person record, or assoclate the referral with an exisiting Person

Given name: | Lisa Family name: | Lemon

s

This person does not appear to ba in the database. You might want to make sure by modifying the search criteria.
1f you are not sure about the speling try using the % symbol as a wildcard

Referral sent  10/04/2019 13:07:13 AEST

Status Waiting

From Hamilton Island FaCC B
To Hamilton Island FW 8

Service Hamilton Island FW

Organisation FW Training 1

For Lisa Lemon &
Referred Persons =]
Additional associated clients Relationship

Leo Lemon Husband [i]
Luke Lemon son (i]

Details 8

* Service Type Referred - ATSI Family Wellbeing

Presenting Issues Luke's attendance and behaviour at school has significantly deteriorated. The
Principal approached Lisa. There are a number of difficult issues for the family
at the moment and they would appreciate support to ensure the best for Luke.

Attachments e

File Name Uploaded
client_file_6378.pdf 10/04/2019 13:07:13 AEST

Referral History )

Consent to send Yes

Comment

2. Click Acknowledge to advise the sending service you are considering the referral.

3. When decision has been made to decline the referral, click Decline.

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

Please select a reason for declining this referral
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5. Select Reason declined from drop-down values, then click Decline.

Referral History

Consent to send Yes

No capacity at this time
Does not meet eligibility requirements
Insufficient information to assess referral
Outside catchment area

Other reason for declining referral

Reason declined

Referral History

Consent to send Yes

Comment

Reason declined

ligibility requirements

Decline

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

supporting  FW Training 1
families Advice, Referral and Case Management (ARC

Referrals

My List Teamn List My Actions Team Actions

Received Accepted Sent Draft
Groups
Days

Service Directory Enquiry

Cases Idl Send Date Status Sent From Sent By Client
Reports Hamilton Lisa Lemon
> 10/04/2019 . Island FaCC . DOB:
&
L& 186 50703 el FaCC Training * C20TINatr 40671086
1 Gender: female

< Recent List

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

declined.

Referral History S]

Referral sent by A Coordinator, FaCC Training 1 1:07pm AEST Wed 10/04/19

Referral declined by A Coordinator, FW Training 1 2:16pm AEST Wed 10/04/19

Consent to send Yes
Reason declined Does not meet eligibility requirements

PDF
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14 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.

14.1 Apply Restricted Access

Access to Person records can only be restricted for NORMAL users ie. 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.

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

“ Search DEENEY Notes Supports Alerts Consent Referrals Plans Tasks Asse
Days Name Primary/Alias Comments
Carissa Carrot Primary Name
Princess Alias
.
Relationships: Create new relationship

Person Relationship DOB Comments
B & Recent List Charles Carrot Father 09/10/1991
Carissa Carrot Patricia Parsnip Mother 22/11/1996

Gary Guava

Profiles Create new profile

Mo profiles exist

Description Role Workgroup Start Last Update

Case Summary

Carrot Family Referred Child FW Training 1 14/03/2017 20/03/2017

Address: Create new address
Street Locality Type Comments Last Update

«” 12 First Avenue  MOUNT ISA QLD 4825 Home 20/03/2017 9
172 Golf Drive QUILPIE QLD 4480 Home For school holidays 20/03/2017 9

Phone & other contacts:
Contact Type Comments Last Update

A 4789 4789 Phone (Hm) Relevant safety details 20/03/2017
0444 478 789 Mobile For Patricia 20/03/2017
carrot@thefarm.com.au Email For Patricia and Charles 20/03/2017
0444 478 888 Emergency Contact Patricia's mother - Pam 20/03/2017

Key Workers: Create new key worker

Worker Workgroup Role Comments

K User FW Training 1 Family Support worker

Dr Mary Mulberry Central Medical Centre Family GB 4444 1122

2. The following screen will appear :
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User restrictions for Carissa Carrot and all related p... %

Select users who may NOT view these persons' records.

‘ Select users ‘

Restrictions will apply to:
Carissa Carrot, Charles Carrot (Father), Patricia Parsnip

(Mother)

Mote: 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... b

Select users who may NOT view these persons’ records.

S User
C User
N User
0O User
H User

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

Select users who may NOT view these persons' records.

€ user % ||

Restrictions will apply to:
Carissa Carrot, Charles Carrot (Father), Patricia Parsnip
(Mother)

Save J Cancel

Note: Coordinator users can always view client records

Click Save.

When C User 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

oK
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Key points :
Normal Users can only view lists they have generated. Identifying details and unstructured
data is not included in lists run by Normal Users.

Normal Users can not access Associated Records from the Cases Page.

14.2 Remove Restricted Access

To cancel Restricted Access for a worker applicable to a Person :

1.

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.

c USE@

Restrictions will apply to:
Carissa Carrot, Charles Carrot (Father), Patricia Parsnip

(Mother)
Note: Coordinator users can always view client records

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.

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.

On the Person record, Details tab, simply click the Restriction button at the bottom of the
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14.3 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  FW Training 1
families Advice, Referral and Case Management (ARC

“ Password Preferences Documents Finance Bulk Actions Users Merge EULId Templates Reference Data About

Person Views | Person Updates | Person User Restrictions | Referral Views |

|
_ Start Date [ 15/09/2017 |7 End Date [ 15/09/2017 | person 1d | worker
Cases

B Coordinator (Coordinator)

% &

Search Results
Auditlog Id Workgroup Cluster Access Worker Restricted Restricted Action Date Time Then
1 Worker Client Id Restriction
Id
9 FW Training 1 Traininglc prohibit B Coordinator A User 2858 added 15/09/2017 12:26:06 2
1to 1 of 1 results ]

DESCRIPTION: Shows changes made to person user restrictions
NOTE: The Person ID is a unique number assigned by the computer to each person or alias. To determine the Person ID open up the Person Details 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 ID.

supporting FW Training 1 B Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC E 4

Password Preferences Documents Finance Bulk Actions Users Merge ULl Templates Reference Data About

Person Views | Person Updates | Person User Restrictions| Referral Views|

Days
Start Date | 15/09/2017 |7 End Date [ 15/09/2017 |74 person 1d | 2858 | frorker | please select...
Cases T
Search Results
Reports
Auditlog Id Workgroup Cluster Access Worker Restricted Restricted  Action Date Time Then
1 Worker Client Id Restriction
I
10 FW Training 1 Traininglc prohibit B Coordinator A User 2858 removed 15/09/2017 12:31:20 2
9 FW Training 1 Traininglc prohibit B Coordinator A User 2858 added 15/09/2017 12:26:06 2
1 to 2 of 2 results

DESCRIPTION: Shows changes made to person user restrictions
NOTE: The Person ID is a unique number assigned by the computer to each person or alias. To determine the Person ID open up the Person Details 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 ID.
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15 Managing group activities

Managing support services delivered through group work and one-off activities held to promote
awareness and engagement within the community is available with the Groups and Activity features
within the Groups page.

Time spent by workers, as captured in Group Notes and Activity Records respectively, are included in
service hours reported within the ARC Performance Report and the OASIS Report (with details
displayed in the corresponding Lists).

The Groups page contains 5 tabs :

supporting FW Training 2
families Advice, Referral and Case Management (ARC)

Waiting Lists Fulfilment Activity Management

Persons
Group: | Please select... [ view Prior e

Manage Membership | Group notes

e Groups: to manage targeted group sessions delivered by your service. Membership and
attendance at groups can be managed and recorded. Group Notes can be created for
activities pertaining to the delivery of that group activity, recognizing attendance and
capturing worker time spent on these activities.

Waiting Lists: to track clients who may be waiting for a particular service.

Fulfilment: to create a mailing list of clients who share an interest or have expressed an
interest in receiving particular information. You can also use this group type to create
invitation lists for clients who share common demographic characteristics.

Activity: to record activities that are not targeted group sessions and/or do not require client
participation eg. soft engagement with community.

e Management: to create new Groups, Activities and Lists. Retains register of all items created.

Waiting Lists and Fulfilment are standard functionality from the Infoxchange SRS product. For

guidance on using this functionality, click on the respective Help icon (2] to access SRS Help.
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15.1 Managing Groups

This section outlines the steps to create and manage targeted support groups provided as part of

service delivery in supporting families.

Membership of and attendance at groups can be managed and recorded. Group Notes are created to
record activities pertaining to the delivery of that group activity, capturing worker time spent on

these activities.

15.1.1 Create a new Group

From the Groups page, select the Management tab, click New Group.

supporting  FW Training 2
families Advice, Referral and Case M

Groups Waiting Lists Fulfilment Activitv

dle |= II': ]

~

No current Groups
Days

No current Waiting Lists

No current Fulfilment Lists

Reports Fulfilment Lists

No current Activities

Waiting Lists New Waiting List

B & Recent List Activities

Complete details on the Edit Group form :

Edit Group

* Group [ List  Name
Name

Sub Group

Description

Nominal Length min

Set Individual O Yes @ No
Nominal Length

Maximum Number

The maximum number of
persons permitted in the

group.
Track Attendance O Yes ® No
Count Others O Yes @® No

* Gtart Date  26/02/2018 1)
End Date

* Current group? @ Yes O No

Last update

Save

- Group / List Name is the name of your targeted group sessions/program.

- Description can be used to record the purpose / scope of the group sessions.
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- Nominal Length is not a mandatory field. If a value is entered here, it will pre-populate the
Contact time field on the Group Note template for this group.
It is recommended that this field is left blank.

- Set Individual Nominal Length is fixed as No to ensure accuracy of recording service hours.

- Maximum Number can be used to help manage the number of participants in the group

- refer to Section 15.1.5.
- Track Attendance — if ‘Yes’ is selected, a brief Attendance Note will display on the Membership

tab for each Person record listed as a member of the Group.
Please refer to What does Track Attendance do? (click this link) to inform your choice.
- Count Others — select ‘Yes’ to enable the number of non-clients (not registered members of the
group) who attend a session to be recorded; otherwise, select ‘No’
- Start Date — defaults to today’s date — when this Group record was created in ARC.

- Current group? — defaults to ‘Yes'.

- Click Save.

supporting  FW Training 2
families

Days PTGgram
What did you say...
Cases

Waiting Lists

PR No current Waiting Lists

No current Fulfilment Lists
Activities

No current Activities

B £ Recent List

Family name search

Advice, Referral and Case Management (ARC
Groups Waiting Lists Fulfilment Activity JYELEL[1s=1d

© Edit Group

Start Date
26/02/2018

New Waiting List = @ U2

Name

New Fulfilment List Sub Group
Description
New Activity

Nominal Length

Set Individual
Nominal Length

Maximum Number

Track Attendance
Count Others

* Start Date
End Date

Attachments

* Current group?

Last update

A Coordinator (Coordinator)

= &

Group successfully created

What did you say...

Series of skills sessions for effective communication 7

and managing conflict situations within the family v

min

O Yes ® No

imum number of
permitted in the

O Yes @ No
® ves O No

26/02/2018 &
&

Select & Upload

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

® Yes O No

A Coordinator
26/02/2018 10:53:58

Save

®»

The new group will now appear in the list / register on the Management tab.

Additional Notes :

e You only need to create one Group template for sessions that are held on a regular basis.
Individual Group Notes for that Group will record each session that is held and other activities
undertaken in association with that Group.

e You are able to edit/update the details of each Group from this tab, at any subsequent time.
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e Any relevant documents are able to be attached to the Group template.

e A Group will remain active until it is closed. This is achieved by recording an End Date in the
Group template (this will auto-update Current group? To No). The record remains accessible

via the View Prior button.

supp?r_ting FW Training 2
families

Groups

Days

Advice, Referral and Case Management (ARC)

ps Waiting Lists Fulfilment Activity LUELREFEREL

New Group ¢ View Prior ’

Cases

Reports

Groups

Program Program Group Start Date
What did you say... 26/02/2018
Previous Groups

Program Program Group Start Date End Date
Nutrition for everyone 08/01/2018 26/02/2018

Admin

Waiting Lists
< Recent List No current Waiting Lists
Fulfilment Lists

No current Fulfilment Lists
Activities

No current Activities

New Waiting List
New Fulfilment List
New Activity

What does Track Attendance do?

Where Track Attendance is selected as Yes (when creating the Group), an Attendance Note is created
(and displayed on the Attendance Notes link the Membership tab for that Person) for all Group Notes

recorded for that Group. This is standard SRS functionality.

On the Group Notes sub-tab, the

icon links to the Attendance Note that has been created.

supporting FW Training 2

families

Group: | Families for the Future

Manage Membership | Group notes

Group notes

Date Created By Notes
26/02/2018 A Reviewed material from the session and actioned
Coordinator follow-up points.

26/02/2018 A
Coordinator

Update Attendance

All participants positive and engaged.

B 2 Recent List
Xavier Zucchini

05/02/2018 A
Coordinator

Prepared content for the first 3 sessions

1 to 3 of 3 results

Advice, Referral and Case Management (ARC
e[ I8 Waiting Lists Fulfilment Activity Management

[ view Prior e

New Group Note

Greg Grape Group Participants Include Attendance
Steve Spinach .
Paul Pumpkin Bella Banana E1 Present O
Peter Potato - >
Blake Banana Olivia Orange F4 Present
Ava Apple . =~
Tofler st Paul Pumpkin & Present
Olivia Orange
5

Beverley Beetroot Tyler Tomato & Present

Xavier Zucchini (24 Present

A Coordinatg

Edit Group Note Details:

Date | 26/02/2018 |

Worker & A Coordinator, FW Training 2 %
Group/List Families for the Future
* Activity Type | Group work delivery

Notes
All participants positive and engaged.

Please do not record sensitive information pertaining to specific
people in Group notes.

Service provided
& Child / Family
# Health / Counselling
# General Support/ Counselling / Advocacy
# Domestic and Family Violence (DFV)
# General/ Personal Support
# Financial/Employment
# Other
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Click this icon to open the Attendance Note for that Person and enter any comments.

Click Save.

supporting  FW Training 2

families

Persons
Group: | Families for the Future

Groups .
Manage Membership  Group notes
Days Group notes
Cases Date Created By Notes
Reports 26/02/2018 A
Coordinator follow-up points.
Admin 26/02/2018 A
Coordinator
B & Recent List Update Attendance
Bella Banana
Xavier Zucchini Group Participants
Greg Grape .
Steve Spinach BellajBanana &
Paul Pumpkin S
Peter Potato Olivia Orange =
Blake Banana
Ava Apple Paul Pumpkin @
Tyler Tomato
Olivia Orange Tyler Tomato e4
Xavier Zucchini r3
05/02/2018 A
Coordinator

Include

Cview Prior 2]

Present

Present

Present

Present

Present

New Group Note

Reviewed material from the session and actioned

All participants positive and engaged.

Attendance

KINEESfESIHIES

Prepared content for the first 3 sessions

Advice, Referral and Case Management (ARC
[eleIN:l) Waiting Lists Fulfilment Activity Management

Attendance Note

Attendance Note
At various times, Bella became quite emotional (dependant
on the topics being discussed). She spoke with me after the
session and said how much she appreciated being able to talk
about these things and learning about the skills to handle
them confidently.

Attendance | present

Last update 36/07/2018 14:17:31 AEST

A Coordinat

Person Bella Banana

A Coordinator

Save

On the Person page, Membership tab, the view attendance record icon will appear for those groups
where it was set-up. An Attendance Note will appear for ALL Group Notes created, not just for those

the Person attended.

supporting  FW Training 2
families

Groups Groups

Days Program
Families for the Future
Cases What did you say...

Reports Waiting Lists

Admin
B & Recent List Fulfilments

Bella Banana
Xavier Zucchini
Greg Grape
Steve Spinach
Paul Pumpkin

Program Group

Not currently on a waiting membership list

Not currently on a fulfillment membership list

Comments

Bella Banana Female, DOB: 27/07/1993 (Age 24 yrs)
Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

® Attendance Notes

Add to Group

Registered
26/02/2018 @
26/02/2018

Add to Fulfilment

Date

26/02/2018 Present

26/02/2018 Absent without

05/02/2018 Absent without

A Coordinat]

Group: Families for the Future

Participation Attendance Note

At various times, Bella became quite
emotional (dependant on the topics
being discussed). She spoke with me
after the session and said how much
she appreciated being able to talk
about these things and learning
about the skills to handle them
confidently.

notice

notice

Services need to assess the value of this.

If Track Attendance is set to ‘No’, the Attendance Notes icon does not appear on the Membership tab
for each member, but a copy of the Group Note where Update attendance is recorded is copied to
the relevant Person record. Please refer to Record actions for the Group section for more

information.
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15.1.2 Add a Person to a Group

There are 3 ways a Person can be added to a Group :

1. Onthe Groups tab, select individual records

2. Onthe Groups tab, copy selected members from one group to another
3. Onthe Person page, Membership tab.

Option 1 : On the Groups tab, select individual records

1. From the Groups tab, select the required group from the drop-down list.

supgortmg FW Training 2

families Advice, Referral and Case Management (ARC)

[€IlNHY please select... Cview prior o

Families for the Future
Managd What did you say...

2. On the Manage Membership sub-tab, select Add Person to Group.
Search for person, click Go. Click ADD for each client as relevant.

supporhng FW Training 2 A Coordinator (Coor
families Advice, Referral and Case Management (ARC) =
[l I Waiting Lists Fulfilment Activity Management

Manage Membershlp Group notes
S— o
—_—  — sex O Male() Female
E
.
Admin

~ ;
=] & Recent List Given Name Family Name Gender DOB Match
Olivia Orange

Tyler Tomato Beverley Beetroot female 04/05/1990 5

Beverley Beetroot

Bella Banana Add new Person
Ava Morgan

3. Enter any comments for each person, if relevant, and click Save. The Person is now listed n
Group Members.

supporhng FW Training 2 A Coordinator (Coof
families Advice, Referral and Case Management (ARC) =

[el( LY Waiting Lists Fulfilment Activity Management
m Group: | What did you say... [ view Prior (2] Group Membership

Groups

Manage Membership| Group notes Person Beverley Beetroot

Group Members Add Person to Group Group: What did you say...
# Given Name Family Name Registered Comments

Reports 1 Beverley Beetroot 26/02/2018 Edit Membership Remove v ]
with | Label Registered | 26/02/2018 |
i A Print Mail Labels
Admin selected

Remove from list? () Yes® No

O £ Recent List Persons | ynistat 38933 (3 x 8)
il Last update A Coordinator
Sl Ol il eng el=xpon: 26/02/2018 11:14:16 AEST
Tyler Tomato T
Beverley Beetroot Exclude

4. Repeat the above steps to add required Persons to the Group.
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Option 2 : On the Groups tab, copy selected members from one group to another

1. From the Groups tab, select the group you want to copy members from.

supporting
families

FW Training 2
Advice, Referral and Case Management (ARC)

[l ] Waiting Lists Fulfilment Activity Management

Cview prior e

2. Select the persons to be copied to the new group by ensuring their check box is ticked, and

in the Add to section below, select the group to add the persons to and click Add to .

supporting

families

Home

Groups
Days
Cases
Reports
Admin
(=] C Recent List
Olivia Orange

Tyler Tomato

Bella Banana
Ava Morgan

Beverley Beetroot

Fa milf name search

(e]o]

FW Training 2
Advice, Referral and Case Management (A

[e]¢-0:1] Waiting Lists Fulfilment Activity Management

Cview prior o

Group: ‘ Families for the Future |

|Manage Membership ||Group notes |

Group Members

Add Person to Group
# Given Name Family Name Registered

26/02/2018 Edit Membership Remojffe W
26/02/2018 Edit Membership Remdye Wl
26/02/2018 Edit Membership Remo ]

1 Bella Banana
2 OQlivia Orange
3 Tyler Tomato

Witf(lj Print Mail Labels

selecte:
persons‘ Unistat 38933 (3 x 8) |

Mail Merge Export

Exclude
absent
addresses

LUl Export Phone List

selected
persons

LG Export Email List
selected
persons

Gl Add to ..
e [
\What did you say... M

persons

Ll Remove from group

selected
persons

These Persons are now members of your new Group, as below.

supporting
families

Groups

FW Training 2
Advice, Referral and Case Management (ARC)

(e ML) Waiting Lists  Fulfilment  Activity Management

| [Iview Prior e

Group: ‘ What did you say...

| Manage Membership| Group notes

Group Members

Add Person to Group

# Given Name Family Name Registered

1 Bella Banana 26/02/2018 Edit Membership Remove W
2 Beverley Beetroot 26/02/2018 Edit Membership Remove i
3 Olivia Orange 26/02/2018 Edit Membership Remove M]
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Option 3 : On the Person page, Membership tab
On Persons page, Membership tab. Select Add to Group.

supporting FW Training 2 ACH
families Ava Apple Female, DOB: 15/04/1981 (Age 36 yrs)

“ Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents [Sul-=lg31]s]

2
Not currently on a group membership list
Waiting Lists
Not currently on a waiting membership list
Fulfilments
Not currently on a fulfillment membership list

On the Group Membership form, select the relevant Group from the drop down list, add any
Comments and click Save.

Group Membership

Group: | please select... |

View

Comments

Registered | 26/02/2018

Last update

Save

Registered date defaults to today’s date.

5uyporting FW Training 2 A Coordinat
families Ava Apple Female, DOB: 15/04/1981 (Age 36 yrs)

“ Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents QUlElalsEIE 1]

Persons f
_ ©® Group Membership
Program Program Group Comments Registered )

What did you say... 26/02/2018

Waiting Lists Add to Waiting List
Not currently on a waiting membership list Registered m

Admin Fulfilments Add to Fulfilment Remove from list? O Yes @ No

~ 5 Not currently on a fulfillment membership list A Coordinator
Ava RA‘E,E‘TQt et Last update 56/02/2018 11:43:19 AEST

Tyler Tomato

Olivia Oranae
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15.1.3 Remove a Person from a Group

On Groups tab, Manage Membership sub-tab, simply click on Remove to remove a Person from a

Group

To remove multiple Persons from a group, check their tick box and use the Remove from group

button at the botton of the screen.

supporting  FW Training 2

Groups .
Manage Membership | Group notes

Days Group Members

Cases # Given Name Family Name Registered

Reports 1 Ava Apple 26/02/2018 EditMembershi
0

Bella Banana 26/02/2018 Edit Membership Remove ja

B & Recent List
Ava Apple
Ty.le.r TG with I ETRELE
Olivia Orange selected
Beverley Beetroot Persons  {Jnistat 38933 (3 x 8)

Bella Banana

Mail Merge Export

Exclude

absent
addresses

/LUl Fxport Phone List
selected

persons

LUl Export Email List

selected
persons

With FNERGES
selected -

PErsons  please select...

selected

ersons

families Advice, Referral and Case Management (ARC
el Dls}) Waiting Lists Fulfilment Activity Management

Group: | What did you say... [Iview Prior e

Add Person to Group

2

3 Beverley Beetroot 26/02/2018 Edit Membership Remove [iv]
4 QOlivia Orange 26/02/2018 Edit Membership Remove

5 Tyler Tomato 26/02/2018 Edit Membership Remove \¥J
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15.1.4 Record actions for the Group

Activities performed in delivering group sessions are recorded using the Group Note features.
From the Groups tab, select the required group from the Group drop down List.

Select the Group notes sub-tab. Click New Group Note. The Edit Group Note Details form will
display.

supporting FW Training 2 AC
families Advice, Referral and Case Management (ARC)
‘Waiting Lists Fulfilment Activity Management

Group: | What did you say... Dview prior Edit Group Note Details:

Persons 7]
Manage Membership - Date | 26/02/2018

Group/List What did you say...
Group Participants [1 melude

* Activity Type

Worker & A Coordinator, FW Training 2 ®

Transport for Groups
Tyler Tomato

Olivia Orange

Bella Banana O Notes | Planning and pr_eparatlon - a
B < Recent List Beverley Beetroot O S‘;ﬁ:‘z ::r: C'ile\llllt\;lery
Ava Apple Olivia Orange ]
O

Tyler Tomato

Beverley Beetroot Date Created By Notes
Bella Banana
List empty
Please do not record sensitive information pertaining to specific
people in Group notes.
Service provided
@ child / Family
# Health / Counselling
[# General Support/ Counselling / Advocacy
# pomestic and Family Violence (DFV)
# General/ Personal Support
® Financial/Employment
[# other
Consultation with [_|PCPP
[JDFV Consultation
[Jcultural Consultation
[bisability Support
[JPractice Consultation
[Jother

A copy of this note No persons selected
is associated with:

Number of others El

Total participants 0

~ * Activity Length  Contact  Case Work  Travel

May be edited to 01/03/2018

Complete the fields as required :

- Date defaults to today’s date, but may be manually selected to an alternate date.

- Worker defaults to the User creating the Group Note. Click on the blue person icon to add in

other workers involved in this particular activity. This will include their time in service hours
reported.

- Select the Activity Type as relevant to the activity performed.

* Activity Type

Group Work
Notes | Planning and preparation
Group work delivery
Follow-up activity
Transport for Groups
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Where the Activity Type = Group work delivery, to associate this note with group members :

- on the left-hand side of the screen, tick the Include box for all clients who attended the session
- then click the Update Attendance button.

Their names will be added to the Group Note and a copy of this Note will appear on their Person
record, Notes tab.

IMPORTANT NOTE: This must be done prior to saving the Group Note.

supporting FW Training 2
families Advice, Referral and Case Management (ARC)

[elfell[ss] Waiting Lists Fulfilment Activity Management
Group: | what did you say|
Manage Membership @f0
"

Edit Group Note Details:

Date | 26/02/2018 |FH

Group Participants

* Activity Type | Group work delivery
Ava Apple

Bella Banana Notes - oa

B £ Recent List Beverley Beetroot
Ava Apple olivia Orange
Tyler Tomato
Olivia Orange
Beverley Beetroot Date
Bella Banana

HEROR

Tyler Tomato

Created By Notes
14/02/2018 A Collated material and finalised arrangements for the session o

Coordinator the 26th Feb. Please do not record sensitive information pertaining to specific

1to1of 1 results people in Group notes.

Service provided
® child / Family

# Health / Counselling

# General Support/ Counselling / Advocacy
¥ pomestic and Family Violence (DFV)

# General/ Personal Support

# Financial/Employment

# other

Consultation with [_]PCPP
[CIDFV Consultation
[Jcultural Consultation
[‘Ipisability Support
[Jpractice Consultation

A copy of this note Tyler Tomato; Olivia Orange; Ava Apple;
is associated with: Beverley Beetroot;

Total participants 0

Family name search * Activity Length  Contact Case Work  Travel
mins
N I iy

May be edited to 01/03/2018

- Complete the Notes section, as relevant, to capture details of this particular activity.

- Check the Services provided (multiple can be selected), and Consultation with section, as
relevant

- The Number of others field will display if “Count others” was selected when this Group was
created. Where the Activity Type = Group work delivery, record the number of non-group
members who attended the group in this box.
Note : Total participants updates upon Save.

- Record the Activity Length : Contact, Case work and/or Travel — as relevant
If the Nominal Length field was completed when the Group was created, that time will auto-
populate the Contact time box. Simply delete this and record the accurate time associated with
this particular activity.

- Click Save. The Note will lock after 3 days. Click Save Final to lock the Group Note now.
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The following screen will display :

supporting
families

FW Training 2
Advice, Referral and Case Management (ARC)

[elIL4 Waiting Lists Fulfilment Activity Management

Persons

O view prior e

Group: | what did you say...
Groups
Manage Membership | Group notes

Group notes

New Group Note

Date Created

By

Notes

Reports
26/02/2018 A Very positive session. All members were engaged and constructively

Ci i participating in to 'make it real'. Looking forward to the next

session.
Update Attendance

B & Recent List
Ava Apple

Tt TomErD Group Participants [ 1nclude
Olivia Orange Ava Apple « [
Beverley Beetroot p
S A Beverley Beetroot 4 54
Olivia Orange « S
Tyler Tomato Z4 M
Bella Banana ]

14/02/2018 A Collated
Coordinator Feb.

nd finalised arrangements for the session o the 26th

1 to 2 of 2 results

Link to a copy of
the note on the
Person record

Fam\lf name search

Service provided

Edit Group Note Details:

Date | 26/02/2018

Worker g A Coordinator, FW Training 2 x
E User, FW Training 2 %

Group/List What did you say...

* Activity Type | Group work delivery

Motes - _a

Very positive session. All members were engaged and
constructively participating in examples to 'make it real’.
Looking forward to the next session.

Please do not record sensitive information pertaining to specific
people in Group notes.

# Child / Family

[# Health / Counselling

® Support/ Ci ing /

# Domestic and Family Violence (DFV)

# General/ Personal Support

# Financial/Employment

® Other

Consultation with [ ] pcpp

[JoFv Consultation
[ cuttural consultation
[] pisability Support
[ practice Consultation
[Jother

A copy of this note Tyler Tomato; Olivia Orange; Ava Apple;

is associated with: Beverley Beetroot;

Number of others

Total participants 4
* Activity Length Contact Case Work  Travel
May be edited to 01/03/2018

Last update A Coordinator, FW Training 2
ast update 76/02/2018 12:05:54 AEST

people in Group notes.

Please do not record sensitive information pertaining to specific

IMPORTANT NOTE :

This notice is important to understand.

The Group Note is copied to the Person record for those where attendance is marked. If sensitive

information is recorded in the Group Note, it will be visible from all attendees’ Person records. If a
worker is restricted from accessing the records of one member in the group, they are able to view the
notes for that group by accessing another group member’s Person record. If sensitive information is
recorded in the Group Note, they will be able to view this.

| 112 |



ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

15.1.5 Manage the number of participants in a Group

Where a number was recorded in the ‘Maximum number’ field when the Group was created, relevant
messages display for that Group (on the Groups tab), as shown in examples below.

There are no restrictions applied — simply messages to assist with managing membership numbers.

= Where the Maximum Number has not been reached

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

Waliting Lists Fulfilment Activity Management

Groups

Group: | Deadly Dads [view prior 7]

Groups .
Manage Membership  Group notes

Days Group Members Add Person to Group
Cases [ Group is under subscribed. (Group has a maximum size of 5 persons).

Reports

# Given Name Family Name  Registered
Admin 1 Peter Potato 26/02/2018 Edit Membership Remove W]
2 Paul Pumpkin 26/02/2018 Edit Membership Remove vl

= Where the Maximum number has been reached

supporting  FW Training 2
families Advice, Referral and Case Management (ARC
el i[L) Waiting Lists Fulfilment Activity Management

Group: | Deadly Dads [Iview prior e

Groups .
Manage Membership | Group notes

Days Group Members Add Person to Group
Cases l Group is fully subscribed. (Group has a maximum size of 5 persons).

Reports

# Given Name Family Name  Registered
Admin 1 Blake Banana 26/02/2018 Edit Membership Remove W]
2 Greg Grape 26/02/2018 Edit Membership Remove ]
< Recent List 3 Peter Potato 26/02/2018 Edit Membership  Remove I
éf;’;g::e“h'“' 4 Paul Pumpkin 26/02/2018 Edit Membership Remove ]
Steve Spinach 5 Steve Spinach 26/02/2018 Edit Membership Remove ¥

=  Where the Maximum number has been exceeded

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

[e]f<0[sE) Waiting Lists Fulfilment Activity Management

Group: ' Deadly Dads [ view Prior e

Groups
Manage Membership | Group notes

Days Group Members Add Person to Group

Cases Group is over subscribed by 1 person/s. |
(Group has a maximum size of 5 persons).
Reports

# Given Name Family Name Registered

1 Blake Banana 26/02/2018 Edit Membership Remove I

¥ Recent List 2 Greg Grape 26/02/2018 Edit Membership Remove W
Xavier Zucchini 3 Peter Potato 26/02/2018 Edit Membership Remove I
g:ee(gS;zch 4 paul pumpkin 26/02/2018 Edit Membership Remove ]
paul Pumpkin 5 Steve Spinach 26/02/2018 Edit Membership Remove 3]
Peter Potato 6 Xavier Zucchini 26/02/2018 Edit Membership Remove W
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15.2 Managing Activities

This section outlines the functionality available to record general engagement and information
sessions conducted by your service (ie. those that are not targeted support group sessions and where
specific attendance by clients is not required).

Activity Records are created to record details pertaining to the delivery of that activity, capturing
worker time spent on these activities.

15.2.1 Add a new Activity

From the Groups page, select the Management tab.

Select New Activity. Complete details on the Edit Activity form :

FW Training 2
Advice, Referral and Case Management (ARC

Groups Waiting Lists Fulfilment Activity JUELELE]E14

A Coordinator (Coordinator)

& o

supporting
families

(2] ) -
Edit Activit
T i
D Program Program Group Start Date * Group / List  Families in the Park
ays Name
Deadly Dads 26/02/2018

Cases Families for the Future 04/12/2017 Sub Group

R i ‘What did you say... 26/02/2018

A .. R Description  Community engagement to promote awareness ~

Admin Waiting Lists New Waiting List of our service v

No current Waiting Lists ] o .
i Nominal Lengtl min
B & Recent List s
X;/ier Zucchini Fulfilment Lists New Fulfilment List
Greg Grape No current Fulfilment Lists Set Individual O Yes © No
Steve Spinach L Nominal Length
e Activities
Peter Pot:to N t Activiti i Count [® Yes O No
o curren ivities ici

Blake Banana Participants
Ava Apple

* Start Date  26/02/2018 | £

Tyler Tomato
Olivia Orange
Beverley Beetroot End Date &
* Current group? ® Yes O No

Last update

Save

Nominal Length is not a mandatory field. If a value is entered here, it will pre-populate the
Contact time field on the Activity Record template for activities associated with this group.
It is recommended that this field is left blank.

Set Individual Nominal Length is fixed as No to ensure accuracy of recording service hours.

Count Participants — select ‘Yes’ to enable the number of people who attend a session to be
recorded; otherwise, select ‘No’

Start Date — defaults to today’s date — when the Group was created in ARC.

Current group? — defaults to ‘Yes’. This is a read-only field.

click Save.

The new Activity displays in the list / register on the Management tab.
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supporting FW Training 2 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC E 4 &

Groups Waiting Lists Fulfilment Activity JEELELENEGI

()

Edit Activit
cowps (L g
Days (FBETE Program Group Start Date [ Activity successfully created ]
Deadly Dads 26/02/2018
Cases Families for the Future 04/12/2017
Reports (Whatididiyoulsay:s3 26/02/2018 * Group / List | Families in the Park
. R Name
Waiting Lists New Waiting List
No current Waiting Lists Sub Group
~ 5
E]x;i:sczTctch;it] Fulfilment Lists New Fulfilment List Description | Community engagement to promote awareness ~
Greg Grape No current Fulfilment Lists of our service v
Steve Spinach R .
Paul Pumpkin Activities New Activity Nominal Length min
Peter Potato
Blake Banana Program Program Group Start Date Set Individual O Yes @ No
Ava Apple Families in the Park 26/02/2018 Nominal Length
Tyler Tomato
Olivia Orange ~ Count ® Yes O No
Participants

Beverley Beetroot

* Start Date | 26/02/2018 i

End Date (3

Attachments [ g qVa]LET]

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

* Current group? @ Yes O No

Last updats A Coordinator
astupdate  56/02/2018 13:33:20

Save

Additional Notes :

¢ You only need to create one Activity template for sessions that may be held on a regular
basis. Individual Activity Records for that Activity will record each session that is held.

e You are able to edit/update the details of each Activity from this tab, at any subsequent time.

e Any relevant documents are able to be attached to the Activity template.

An Activity will remain active until it is closed. This is achieved by recording an End Date in the
Activity template (this will auto-update Current group? to No). The record remains accessible via the
View Prior button.
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15.2.2 Record actions for the Activity

Actions associated with delivering this Activity are recorded using the Activity Record features.

From the Activity tab, select the required Activity from the drop down List.

Click New Activity Record. The Edit Activity Record Details form will display.

supporting FW Training 2 A Coordinatg

Activities Families in the Park L view prior © Edit Activity Record Details:
Groups —
Activity record Date -"
Days Activity record New Activity Record )
Worker & A Coordinator, FW Training 2 %
Cases ed  Notes orker )
Date g;eat K Coordinator, FW Training 2 %
Reports 26/02/2018 A For our first session, attendance was great. P Usery R et 283
Admin Coordinator Conversations were free flowing with constructive M User, FW Training 2 3%
discussion about some concerns raised. Strong interest
expressed for another session like this one. Group/List Families in the Park
B & Recent List
1tolof1 Notes - a

families Advice, Referral and Case-May

Groups Waiting Lists Fulfilment g% M-nagement

results For our first session, attendance was great. Conversations

were free flowing with constructive discussion about some
concerns raised. Strong interest expressed for another
session like this one.

Participants
Contact length Contact Case Work  Travel
oo | [ ] [ |

A Coordinator, FW Training 2
Last update 56/07/2018 13:38:58 AEST

Complete the fields as required :

Date defaults to today’s date, but may be manually selected to an alternate date.

Worker defaults to the User creating the Activity Record. Click on the blue person icon to add in
other workers involved in this particular activity. This will include their time in service hours
reported.

Complete the Notes section, as relevant, to capture details of this particular activity.

Record the number of Participants — the number of people (excluding workers) who attended
the event. This field will display if ‘Yes’ was chosen for Count Participants when the Activity was
created.

Record the Activity Length : Contact, Case work and/or Travel — as relevant

If Nominal Length was recorded when the Activity was created, this value will pre-populate in the
Note. This can be overridden to accurately record the worker time associated with this specific
Activity Record.

Click Save. The Note will lock after 3 days. Click Save Final to lock the Group Note now.
The Activity Record will show on the left-hand side.

| 116 |



ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

15.3 Reports available

Reports for Groups and Activities held within a specified period are available through a number of

different options.

1. The ARC Performance Report includes the total of time captured in Group Notes and Activity

Records in Table 1. Service hours recorded

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

Reports Lists Referrals Groups Custom EBESI

ARC PERFORMANCE REPORT (A&TSI Family Wellbeing)

Groups .
Report Information

Days Service Name FW Training 2

Service Outlet Number 1009
Organisation Name

Reports Service Type No T313

Admin Service Type ATSI Family Wellbeing
Service Type Name Support - Aboriginal and Torres Strait Islander Family Wellbeing
Reporting Period Start Date 01/02/2018
Reporting Period End Date 26/02/2018

A&TSI Family Wellbeing OUTPUT MEASURES

1. Service hours recorded (A01.2.02, A01.1.06)

hours
Accommodation support 0
Appointment
Case coordination
Client meeting
Correspondence
Drop In
File Note
Group Work
Home visit
Informal interaction
In-home Support
Meeting
Phone
Transport

© o o0ocoeoceoo0oe oo e e

Information and advice provided (Enguiries created within the specified period)

Contact Case Work Travel Total
hours

hours  hours

) 0

Targeted Group sessions provided (Group Notes created within the specified period) 2.5
Activity sessions provided (Activity Records created within the specified period) 5.3

Ny oo 0o 0o o 0o 2o 000 0o 0 0@

Total 7.8

2. The ARC Performance List provides the detailed records for that period ie

Notes and Activity Records.

. individual Group

ARTSI Family Wellbeing

OUTPUT MEASURES
1. Service hours recorded (A01.2.02, A01.1.06)

Activity sessions provided (Activity Records created within the specified period)

Activity Name  Activity Record Date Worker(s) # Attendees Contact time Casework time Travel time

Families in the Park 26/02/2018 M User 25 80 o 30
Families in the Park 26/02/2018 F User 25 80 o 30
Families in the Park 26/02/2018 K Coordinator 25 80 o 30

o 30

wﬂihes in the Park 26/02/2018 A Coordinator 25 80

CASE Status ATSI Referral Referred From Case DOCTEWTS Closure Reasonfor Associated Note Contact Contact Casework
in (Source) Creation date closure with Date type time time
Date
Information and advice provided (Enquiries created within the specified period)
Enquiry date Person(s) Status ATSI Enquiry from (Source) Response type Time Worker
A’geted Group sessions provided (Group Notes created within the specified period) \
Group Name  Note Date Person(s) Worker(s) Activity Type # Participants Contact time Casework time Travel time

What did you say... 14/02/2018 A Coordinator Planning and preparation 0 0

What did you say... 26/02/2018 A Coordinator ~ Group work delivery 4 75

‘What did you say... 26/02/2018 E User Group work delivery 4 75

%

Travel Worker
time
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3. The OASIS Report includes the time from Group Notes and Activity Records for the specified
period in the Number of hours measure. The detailed records are displayed | the OASIS List.

OUTPUTS
Measure No. Measure Name Response
A01.2.02  Number of hours provided during the reporting period 11
A01.2.02  Number of Service Users who received a service during the reporting period 0

4. Avreportis also available from the Reports page, Groups tab.
Select the required report options and click Generate report.

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

Reports Lists Referrals [elgedl[e Custom Results

Persons Workgroup | FW Training 2

Groups -
P Include as options | current groups / activities| v]

Group / List |EEEEEEE
Activity
Report period GFr?:T:gies in the Park and end dates|[ V]

Fariles for |26/02/2018
Families for the Future 26/02/2018 |

What did you say...
Summary Reports

All current Activities

All current Groups

This report presents the individual records for your requested Group or Activity by date, as below.

A Coordinator (Coordinator)

E 4 &

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

Reports Lists Referrals Groups Custom RESNIS

]
Back to Report Results List ll Delete this Report [IE]

Groups

Days Date Activity Type Named Participants Unidentified Participants Total Participants Group Length

Cases 14/02/2018 Planning and preparation 0 0 0 45 mins

26/02/2018  Group work delivery 4 0 4 1 hour 15 mins
TOTAL*: 4 0 4 2 hours

Reports

Admin Total number of group events: 2
* Because the same person may attend a group/activity more than once counts of participants DO NOT represent distinct or unique individuals. The same person may be
counted multiple times.

Activity Type Occassions Total Participants* Total Time
Accommodation support 0 0
Appointment
Client meeting
Drop In
Group Work
Informal interaction
Phone
Home visit
Meeting
In-home Support
Transport
Case coordination
Correspondence
File Note
ECDC - Information & advice
Planning and preparation

olo|o|o|o|o|lo|o|o|o|lojo|o|a

0
45 mins
1 hour 15 mins
0
0
0

2 hours

Group work delivery
Follow-up activity
Transport for Groups
Not recorded

TOTAL: 2

OO0 o +HKHOOOCOOOOOOOO® OO O
OO ChOOOOOOOOCCOOO0COo o

IS

* Because the same person may attend a group/activity more than once this value does NOT represent distinct or unique individuals. The same person may be counted
multiple times.
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16 Days

The Days page provides an alternate view for Notes, Supports and Tasks for the relevant day/date.

supporting  FW Training 1
families Ad R al and Case Manag
“Ea Supports Tasks
s e AT T °
Notes: [riter | restetew tote
Given Name Family Name | DOB Contact Type
1 (& Barb Banana 01/01/1985 Appointment ri| [i)
2 [# Carissa Carrot 21/04/1985 File Note %O
3 [& Charles Carrot 02/06/1982 File Note ri| [i)
m 4 (& Crystal Carrot 02/03/2010 File Note ri| [i)
B £ Recent List 5 [# Carissa Carrot 21/04/1985 Home visit ri| o
Barb Banana

Additional guidance about this page is also available from Online Help IEI

16.1 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.

7

Click the

icon to open the record.  Click the

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.

Note : If a Note or Task is associated with more than one Person, it will display multiple times.

16.2 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
Home
Persons List date o
Groups Tasks:
Days
Cases
Reports

Admin

FW Training 1
Advice, Referral and Case Management (ARC
Notes Supportt

asks

| 1010472010 |

Search for person
¢

9 .
e e 10/04/2019

Glven Name ‘ Tah%

Family Name |

Sex O Male O Female

Fuzzy M

Add new Person

to create new Task for

|
|

oo Mateh
Female 29/09/79 3 b 4

1o 1 of 1 results

Click the 4 icon beside the appropriate Person to create a new record.
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17 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 level is able to create and edit merge document
templates.

17.1 Attach and manage documents on the Person record

1. From the Persons page, select the Documents tab.
2. Click Create New Document and the Edit Document Details form will appear to the right of
screen.
supporting FW Training 1 AC

families Mark Mandarin male, DoB: 20/01/2010 (Age 9 yrs)
Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments [LETGILIEY Membership

Rarzens Documents e 0 ©  Edit Document Details =e
Mo Documents to display Date | 10/04/2019 |[TE
Days -
Bring Up 3
* Worker/s d A Coordinator, FW Training 1 %
Reports Document Type Attachment
Document
B & Recent List Tyme =
Mark Mandarin
Marparia Masdarn Case Summary | Mandarin (10/04/2019 - current) [V
Barb Banana
Carissa Carrot Description va
Bianca Banana
Bernard Banana
This document Is associated with (tick):
Name T Relationship  Assoclate record with:
Margerie Mandarin  Mother O
May be edited to 17/04/2019
Last update
3. Select the Date by clicking the calendar icon — defaults to today’s date.
4, Enter the Bring Up (review) date by clicking the calendar icon, if required.
5. Click the Worker/s |§| icon to add additional workers, if this is relevant.

6. Select Type from drop down list : Referral, Assessment, Other.

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.

7. Add a Description of the document. (This description will be displayed in the Documents list).

8. Click Save.

The Select File... button (highlighted below) will now be available to select the document you
wish to attach.
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FW Training 1 ACY
Mark Mandarin male, os: 20/01/2010 (Age 9 yrs)
Alerts

supportin
fi':r':iiliesg

Home Search Details Notes Supports

Consent Referrals Plans Tasks Assessments [ollaVl,lT1E3

Membership

Persons m "
Documents PEETEEEN 0O Edit Document Details Be
Groups
Bavs Date t Worker Document Type B
10/04/2019 A Coordinator Attachment Bring Up I:lf’ﬂ
Cases (i ] Year 5 report card
1to1of 1 = Worker/s @ A Coordinator, FW Training 1 %
r—
Admin
Z Recent List
Mark Mandarin
;!:rrg:;:;‘aandarln Case Summary | Mandarin (10/04/2019 - current)[¥]
Carlssa Carrot
Blanca Banana e T
e e Year 5 report card
This document s assoclated with (tick):
Name 1 Relationship  Assoclate record with:
Margerie Mandarin  Mother =]
May be edited to 17/04/2019
Last update A Coordinator, FW Training 1
10/04/2019 00 AEST
Family name search
9. Click Select File... and the following dialog box will appear.
0
Upload File supporting
ags
P families
Select File Browse... | (Max File Size: 5 MB)

l Upload File I ’ Cancel ]

Instructions e 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.

10. Click Browse and locate the file you would like to upload.

11. Click Up Load File. The document will be attached to the person record and the filename will
be displayed in the Document field.

12. Click Save.

supporting  FW Training 1 e
fa Mark Mandarin male, DOB: 20/01/2010 (Age 9 yrs)
Alerts Consent Referrals

Search Details Notes Supports Plans Tasks Assessments [eLISNGERIEE Membership

Documents CE N0 ©  Edit Document Details Be

Date Worker Document Type

Days
10/04/2019 A Coordinator  Attachment Bring Up |:|
o Central School - Term 1 Report card 2019.dacx

Groups

Year 5 report card * Worker/s & A Coordinator, FW Training 1 X
Reports 1tolofl
Export Properties of Documents Document Type Attachment
Central School - Term 1 Report card
Admin Document 2019.docx
(Max File Size: 5 MB)
£ Recent List

Mark Mandarin Type | Other vl
Margerie Mandarin
Barb Banana Case Summary = Mandarin (10/04/2019 - ru.rnnr)M
Carlssa Carrot
Bianca Banana Description va

Bernard Banana Year 5 report card

This document Is assoclated with (tick):

Name 1 Relationship  Assoclate record with:
Margerie Mandarin Mother O

May be edited to 17/04/2019

Last update A Coordinator, FW Training 1
10/04/2019 1

Family name search
0
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Additional Notes:

e 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.
e 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 FW Training 1 ac|

families Mark Mandarin male, DoB: 20/01/2010 (Age 9 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments [LIVRILIEY Membership

Documents 0 CENERIN 0 ©  Document Detalls °

Groups
Date
Date T Worker Document Type UOHZOLY
Days Bring Up
10/04/2019 A Coordinator  Attachment
Cases Central School - Term 1 Report card 2019.docx Worker/s A Coordinator, FW Training 1
Year 5 report card T — .
Reports 1to 1 of 1 a P FW Training 1
Export Properties of Documents Type e
Type Other
B & Recent List CasaSummary. " Mondar

Mark Mandarin

Document Name Central School - Term 1 Report card
Margerie Mandarin

2019.docx
Barb Banana .
Carissa Carrot DR
Bianca Banana Year 5 report card
Bernard Banana
Last update A Coordinator, FW Training 1

10/04/2019 14:49:35 AEST

Edit locked

Users with Coordinator access are able to unlock locked records by clicking on the blue unlock icon.

17.2 Viewing & Changing Documents

17.2.1 To view the document

1. Click View Document.

Edit Document Details 2 2)

Date | 10/04/2019 |7l
eingup[ |7

* Worker/s a A Coordinator, FW Training 1 %
Document Type Attachment
Central School - Term 1 Report card

Document 2019.docx
[SIENTENS (Max File Size: 5 MB)

Type | Other
Case Summary | Mandarin (10/04/2019 - current)[ V]
Description WV A
Year 5 report card
This document is associated with (tick):
Name T Relationship  Associate record with:

Margerie Mandarin Mother 1

May be edited to 17/04/2019

Last update A Coordinator, FW Training 1
10/04/2019 14:52:26 AEST

Save || Delete | Save Final

‘ View Document
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The following message will pop-up :

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.

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 re-attach the modified document.

17.2.2 To change the document:

1. Click the document date displayed in blue and the Edit Document Details form will appear to
the right of screen.

2. Next to Document you will see the name of the current attachment.
3. Click Change... and locate the required new file via the dialog box.
supporting FW Training 1 A

Mark Mandarin male, DoB: 20/01/2010 (Age 9 yrs)
Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments [RLITGILIEY Membership
Documents EE TN 0©  Edit Document Details B0

=
Date t Worker Document Type Date | 10/04/2019

families

Days —
10/04/2019 A Coordinator  Attachment Bring Up I:l E
(i) Central School - Term 1 Report card 2019.docx
Year 5 report card * Worker/s @ A Coordinator, FW Training 1 %
Reports 1tolofl
Expaort Properties of Documents Document Type Attachment
i | - Term 1 Report card
Admin Dochn oy 019.docx
[ICII N MMax File Size: 5 MB)
B & Recent List =
Mark Mandarin Type | Other v
Margerie Mandarin
Barb Banana Case Summary | Mandarin (10/04/2019 - ....w..t)l[
Carissa Carrot
Bianca Banana Description va

Bernard Banana Year 5 report card

This document Is assoclated with (tick):
Name t Relationship  Associate record with:
Margerie Mandarin Mother (]

May be edited to 17/04/2019

Last update A Coordinator, FW Training 1
10/04/2019 14:52:26 AEST

T Final
[— -]
4. 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.

5. Click Save to save the document or View Document to view the document before saving.
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17.3 Merging Documents

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,
click on the Help icon e to access 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:

e A user with an Coordinator access level is able to create and edit merge document
templates.

17.4 Deleting Documents

A user with a Coordinator access level is able to delete a document record.

Edit Document Details 2O

Date | 10/04/2019 |F&

* Worker/s a A Coordinator, FW Training 1 %

Document Type Attachment
Central School - Term 1 Report card

2019.docx
(Max File Size: 5 MB)

Type | Other [v]

Document

Case Summary | Mandarin (10/04/2019 - cur'rent)ﬂ

Description WA
Year 5 report card

This document is associated with (tick):

Name 1 Relationship  Associate record with:

Margerie Mandarin Mother O

May be edited to 17/04/2019

Last update A Coordinator, FW Training 1

10/05420TORL:52:26 AEST
Sav 3 fave Final

View Document
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18 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, Referrals, Groups, Custom and Results.

Users with Normal and Coordinator access profiles can view all tabs.

18.1 Reports

Different reports can be accessed from the tabs within the Reports page.

18.1.1 Reports tab

supporting FW Training 1
families Advice, Referral and Case Management (ARC

Lists Referrals Groups Custom Results
e~ = ———————————

Persons

Workgroup  FW Training 1
Report type [NaEEEENEE TN
) Profile Report
Cases Include in report | contact Report
Family Report (using relationships)
Period of Interes

ARC Performance Report
OASIS Report

On Reports Page, Reports tab, you can generate a number of reports. Some are generic to the

SRS product.

The ARC Performance Report and OASIS Report have been specifically developed to streamline
reporting requirements for services.

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.

OASIS Report

The OASIS 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 OASIS List (from the Lists tab) which displays the
individual records representing the totals included in the OASIS Report, for data verification and
validation.

The Counting Rules for each of the measures in the OASIS Report are included in Section 18.5 for
your reference.
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18.1.2 Lists tab

The Lists tab provides details of the individual records that have been used to generate the
corresponding reports. The List results display detailed data corresponding to that reflected in the
report. This feature allows you to format and analyse the data yourself via the Export function. (Refer
section Exporting Report Results)

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

Reports Referrals Groups Custom Results

Persons

Workaroup FW Training 1
group (To view lists for another workgroup change to that workgroup.)

Groups
[Nl Please select...
Days Demographic Details
. Profile Details (by person)
Cases Include in report | profile Details (by profile)
= = Contact Details (by person)
eports i
p Include Identifying Contact Details (by contact)
. Details Contact Totals (by person)
Admin Family List (using relationships)

) Outcomes
Period of Interest Payments
Payments (by family)

Start datg_| Plans

e
ARC Performance List
End dat DASIS List

The ARC Performance List and OASIS 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.

18.1.3 Referrals tab

The Referrals tab allows you to generate reports for a specified period about :

o Referrals sent by your service
e Referrals received by your service.

18.1.4 Groups tab

The Groups tab allows you to generate reports for a specified period about Groups and Activities
conducted (recorded) within your service:

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

Reports Lists Referrals geglisld Custom Results
Persons
| verons
Include as options ([T Y ST
Group / List | all groups / activities
_ Report period | Select range from list or enter start and end dates[~]

Report:
Start date | o/08/2015 |72 E1d 9ate [ 99/05/2015
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18.1.5 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 icon o to 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.

18.2 Generating Reports

1. On the Reports page, Reports tab, select your Workgroup and the Report type.

2. Select period range from the Period of Interest drop down menu. Alternatively, you can use

the calendar icon to select a Start date and End date.

FW Training 1

supporting
families

Report type | ARC Performance Report

Groups

Advice, Referral and Case Management (ARC
(L&) Lists Referrals Groups Custom Results

Days Period of Interest

Select range from list or enter start and end dates

Cases

Start date | this Month

Last Month

This Quarter

Last Quarter

This Six Months
Last Six Months
This Year

Last Year

This Financial Year
Last Financial Year

Reports
End date

3. Click Generate Report. The following screen will be displayed.

supporting  FW Training 1

families

Advice, Referral and Case Management (ARC

Reports [IEE SRS E

Groups Custom Results

Report type

Period of Interest

Start date

End date

ARC Performance Report

Last Month
01/01/2018 | £

31/01/2018 £

Generate Report

eport may take a few
The report ID number is: 1930

= L tha o P=3 T

o

to run. The report will be displayed in the results tab.

o longer of use.

The report can be accessed from the Results tab using the report ID number (highlighted above).
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18.3 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).

supportins FW Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC) E & o
Home Reports Lists Referrals Groups Custom w m
Groups 2]

Display: @ My Reports O All Reports

Run By Processing Time Date Range Workgroup Type Included persons / Report Actions
Title
A 27/02/2018 13:29 From: 01/01/2018 FW Training ARC Performance Deletef( View | >

@ Coordinator 0.833111 secs To: 31/01/2018 1 Report Repol eport

List 1931 A 27/02/2018 13:31 From: 01/01/2018 FW Training ARC Performance List Delete View
27/02/2018 13:31 Coordinator 0.533549 secs To: 31/01/2018 1 List List
Report 1932 A 27/02/2018 13:31 From: 01/01/2018 FW Training OASIS Report Delete View

27/02/2018 13:31 Coordinator 0.514195 secs To: 31/01/2018 1 Report Report
List 1933 A 27/02/2018 13:31 From: 01/01/2018 FW Training OASIS List Delete  View
27/02/2018 13:31 Coordinator 0.588134 secs To: 31/01/2018 1 List List

Delete My Results

To view a report, click View Report. Depending on the report type, a screen similar to that below will
appear.

supporting  FW Training 1 A User
families Advice, Referral and Case Management (ARC) E & @

Home Reports Lists Referrals Custom RESVE] m
o
Back to Report Results List [| Delete this Report JEl

Advice, Referrals and Case Management (ARC), ARC Performance Report (FW) ID: 1907 - for period 01/01/2018 to 31/01/2018. 1.
This report was run at 07/02/2018 14:55:47 and all data contained is current as at this date/time. 2. This report may contain

Days

Cases

privileged, proprietary or confidential information. If you received this report in error please delete it from your system immediately
and notify the sender.

Reports

admin ARC PERFORMANCE REPORT (A&TSI Family Wellbeing)

Report Information

Service Name FW Training 1
Service Qutlet Number 1008
Organisation Name FW Training 1
Service Type A&TSI Family Wellbeing
Reporting Period Start Date 01/01/2018
Reporting Period End Date 31/01/2018

A&TSI Family Wellbeing OUTPUT MEASURES

1. Service hours recorded (A01.2.02, A01.1.06)
Contact Case Work Travel

hours hours hours

=

To delete a report from the Results tab, simply click Delete Report.

N

A pop-up message will appear - click OK to delete the report or Cancel to retain the report.
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18.4 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.

]

icon.

From the View Report screen, as above, click the Excel

supporting FW Training 1
families Advice, Referral and Case Management (ARC

Referrals Groups Custom [BEEVIS

Reports Lists

Back to Report Results List i Delete this Repol

Groups

Days
Cases
— ARC PERFORMANCE LIST (A&TSI Family Wellbeing)
Service Service Outlet Organisation Service Service Type Service Type Name Reporting Period Reporting Period
Name Number Name Type No. Start Date End Date
FW Training 1008 FW Training 1 T313 ARTSI Family Support — Aboriginal and Torres Strait 01/04/2018 11/04/2018
1 ‘Wellbeing Islander Family Wellbeing

A&TSI Family Wellbeing

OUTPUT MEASURES
1. Service hours recorded (A01.2.02, A01.1.06)

A Coordinator (Coordinator)

CASE Status ATSI Referral Referred Case DOCTEWTS Closure Reason Associated Note Contact Contact Casework Travel Worker
in From Creation date for with Date type time time time
(Source) Date closure

-2

A prompt will appear at the bottom of your screen - select either Open, Save or Cancel.

The message below may then appear — click Yes.

Microsoft Excel X

| The file format and extension of "srsreport.xls’ don't match. The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

B Help

The results are displayed in Excel. These can then be sorted / analysed for any specific information
you may require.

A B ) £ E & H ! 3 3 L m N o [ Q [ s
Advice, Referrals and Case (ARC), ARC Per Report List ID: 1912 - for period 01/01/2018 to 31/01/2018. 1. This report was run at 07/02/2018 15:12:34 and all data Il
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

1 diately and notify the sender.

2

3

4 | ARCPERFORMANCELIST [A&TSI Family Wellbeing)

5

6 Reporting Period Start | Reporting Period

7 Service Type End Dat

s [ aatsiFamiy | oiz0E [ swonzow

|

0 |agTsi 2.02, A01.1.08]

[

© Referred From | | ‘ Reason for Contact | Casewor k| Teavel

© | Status aTs| (Source) Referral in CaseCr DOCTEWTS Closure date closure NoteID Note Date | C: ype | ume tme ume | Worker

" [ [ [ [ [ [ [ [ 79 | zavams | Homewst | 95 | 0 | 30 | Al |
5 I I I I I I I I T3 | zaovams | Femews | @5 | 0 | | & |
®

w
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18.5 OASIS Report — Counting Rules

The following tables provide the counting rules defined for the A&TSI Family Wellbeing services for
the measures allocated within the Families Investment Specification.

Important to note: An active Case Summary is one where the Date of Parent / Carer consent to

engage with the service has been recorded and the Case Summary is not closed.

PERFORMANCE
Measure No. Measure Name Counting rule
GMO07 Number of Service Users with Each Case Summary closed within the
cases closed as a result of reporting period and a Case Plan Goals Met
majority of identified needs reason of Case Plan Goals Met OR Partial
being met Needs met.
IS35 Number of Service Users Each active Case Summary within the
identifying as Aboriginal and/or reporting period where one or more person
Torres Strait Islander associated with the Case Summary identifies
as Aboriginal, Torres Strait Islander or both.
IS39 Number of Service Users Each active Case Summary within the
identifying as being from reporting period where one or more person
culturally and linguistically associated with the Case Summary has
diverse backgrounds the Culturally and Linguistically Diverse flag
(on their Person record) ticked
IS132 Number of Service Users with Each Case Summary with a Date of Parent /
cases commenced during the Carer consent to engage with the service
reporting period within the reporting period
IS133 Number of existing Service Users | Each active Case Summary on the day before
the start date of the reporting period.
1S145 Number of Service Users who Each Case Summary closed within the
have exited from the service reporting period and a Date of Parent / Carer
consent to engage with the service was
populated
1S201 Number of referrals received Each Case Summary with a Referral Date (for

this service) within the reporting period

... continued
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OUTCOMES
Measure No. Measure Name Counting rule
OoM2.1.01 Number of Service Count each Case Summary that has been closed during
Users that have the reporting period with a Case plan goals met value
shown of Case plan goals met OR partial needs met AND
improvements in has had an /nijtial and a Closing WELLBEING DOMAINS
being safe and/or Assessment completed AND the total score against
protected from the CLOSING assessment is HIGHER than the INITIAL
harm assessment score AND a 3 or higher (Adequate or
above) is recorded against the Family Safety DOMAIN
in the CLOSING Assessment, where the INITIAL
Assessment recorded a 1 or 2.
1 = Challenge, 3 = Adequate, 5 = Strength
OM2.1.02 Number of Service Count each Case Summary that has been closed during
Users with improved | the reporting period with a Case plan goals met value
cultural identity/ of Case plan goals met OR partial needs met AND
connectedness has had an /nijtial and a Closing WELLBEING DOMAINS
Assessment completed AND the total score against
the CLOSING assessment is HIGHER than the INITIAL
assessment score AND a 3 or higher (Adequate or
above) is recorded against the Cultural identity /
connectedness DOMAIN in the CLOSING Assessment,
where the INITIAL Assessment recorded a 1 or 2.
1 = Challenge, 3 = Adequate, 5 = Strength
OM?2.1.08 Number of Service Count each Case Summary that has been closed during

Users with improved
life skills

the reporting period with a Case plan goals met value
of Case plan goals met OR partial needs met AND

has had an Inital and Closing WELLBEING DOMAINS
Assessment AND the total score against the CLOSING
assessment is HIGHER than the INITIAL assessment
score AND a 3 or higher (Adequate or above) is
recorded in the CLOSING assessment (being a change
from the Inital assessment) against 2 or more
DOMAINS (excluding Family Safety).

1 = Challenge, 3 = Adequate, 5 = Strength

... continued
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OUTPUTS

Measure No. Measure Name Counting rule

A01.2.02 Number of hours Sum the total minutes of unique Notes* created within the
provided during reporting period ( x number of key workers associated)
the reporting excluding those with an Activity Type of ‘ECDC —
period Information & Advice’ +

Sum of total (cumulative) minutes for Enquiries created
within the specified period, excluding those with a
Response type pertaining to ECDC +

Sum the total minutes for unique™* Group Notes created
within the specified period ( x the number of workers
associated)

*Unique Note : if a note is associated with a number of
Persons, it is only counted once.

A01.2.02 Number of Service | The number of active Case Summaries that are open at the
Users who end of the reporting period + Case Summaries closed during
received a service the reporting period where Case Plans goals met does not
during the equal Early Exit.
reporting period

A07.2.02 Number of hours Sum the total minutes for each Activity Record created
provided during within the specified period
the reporting ( x the number of workers associated).
period —
community
development,
coordination and
support

A07.2.02 Number of Service | This needs to be manually calculated.

Users who From the OASIS List, review the details for the above result
received (A07.2.02 - Number of hours) and for each Activity held
community during the reporting period, identify the number of
development, Attendees. This total of Attendees for each Activity held
coordination and represents the Number of Service Users for this measure.
support during the

reporting period

ECDC OUTPUTS

Measure No. Measure Name Counting rule

A01.1.06 ECDC - Number of Sum the total minutes for unique Notes* with an

hours provided
during the reporting
period

Activity Type of ‘ECDC — Information & Advice’
created within the specified period (where time is
multiplied by the number of service workers
attached to the note)

AND

Sum the total minutes for Enquiries created within
the specified period with the following Response

type:
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‘ECDC — Information & Advice’, ‘ECDC — Family
Wellbeing staff training’, ‘ECDC — Sector
Development’.

* Unique Note : if a note is associated with a number
of Persons, it is only counted once.

A01.1.06 ECDC - Number of The number of ECDC Profile records that are open at
Service Users who the end of the specified period + ECDC Profile
received a service records closed within the specified period.
during the reporting
period

Please note : For Other Measure : GMO1 - Number of occasions that information, advice and
referral services were provided (not provided elsewhere).

GMO1 has not been defined to be included in the OASIS Report generated from ARC as this measure
refers to things not captured in ARC. This measure is not scrutinised by the department and is
provided to enable services to reflect non-client related contacts, IF you keep track of them outside of
ARC. If a separate record of these (random) things is not maintained, then the answer is “0”. There is
no right/wrong answer.
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19 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 have additional tab access to manage user accounts and
perform other administrative functions as detailed in the Coordinator Functions section of this
Manual.

19.1 Change Password

On the Admin Page, select the Password tab :

To change your password:

supporting FW Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC H & =
L CEULICY Preferences Documents Finance Bulk Actions Users Merge Audit Templates Reference Data About m

ure password. You should not disclose your password to other people TNt rassnard |

h the following rules:

eed to comply
at |
at | 1u tter, 1 lower-case letter, 1 number and 1 symbol.

AT A LR AN BN 8 R PR

urTant pasewor

Confirm Password |

1. Enter your New Password and enter again in the Confirm Password field.
The password should be at least 10 characters in length and contain 1 upper case, 1 lower
case, 1 numeric character and 1 special character.

2. Click Save. Your password will now be updated.
Additional Notes:

e When entering password details, an assessment of the password strength will be
displayed. It is recommended that a password with a 'Strong!' strength level is entered.

19.2 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.
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You may be prompted by the following pop-up message :

Important: You must update your details.
- A security question must be selected with a proper response,

- &n email address must be provided.

supporting  FW Training 1
families Advice, Referral and Case Management (ARC

1ALl Preferences

Documents Finance Bulk Actions Users Merge Audit

Persons .
User Preferences for A Coordinator ©
Groups

* Email Address kerry@koalacorp.com
Days
Cases Phone
Reports Mobile
Fax
Title
Position

Organisation

The security question is used, together with your email, to identify you if you forget your
password. It is stored in encrypted format and cannot be read by others.

* Security question What are the last five(5) characters of my drivers license? v

* Security response A RAHK

Your email address recorded in SRS may be used by Infoxchange to communicate with you
regarding scheduled SRS downtime, feature 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.

[JT do not wish to receive these emails

Templates
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19.3 Documents

The Documents tab within the Admin page provides access to a general document reference area.
These documents are available to all workgroups in ARC.

These are documents or other files that do not pertain to an individual (Person) record.

supporling FW Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) = & &

Password Preferences [pMGIGTLIEN Finance Bulk Actions Users Merge Audit Templates Reference Data About
eI o

Groups
Days Document Name | Version Description Start Date End Date*
Cases wellbeing Domains Assessment 21/09/2017
Reports Skinny CAP Safety assessment and 09/08/2016
Planning form 2015
GAlTle SDM Safety Assessment 21/04/2016
SDM Family Risk Re-Evaluation - IFS only 21/04/2016
SDM Family Risk Evaluation 21/04/2016
Safety & Support Planning tool - IFS only 09/08/2016
Qld immediate safety plan template 09/08/2016
Non-Engagement advice to Child Safety 01/08/2016
template
Family Led Decision Making Template - 23/02/2017
Family Wellbeing only
CAP Framework Tool 09/08/2016
1 to 10 of 10 results

The documents within the Documents tab can be accessed and printed by clicking on the Document
Name.
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20 Coordinator Functions

The functions detailed within this section are only available to users with Coordinator access level.

20.1 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.

supporting FW Training 1 A Coordinator (Coordinator)
families i R E & =

i Team Actions Referrals Service Directory Enquiry m
m Open Between | 20/03/2017 |7 and | 20/03/2017 Key Worker | please sele|V]| Show Last worker [ Alerts [] (2]

Days Profile Status | please select...

Reports . . X § .
Key Given Family Worker Role  Key Worker Key Worker First Most Recent Number of Time Since Last Current
Worker T Name Name Started Ended Contact* Contact* Contacts* Contact* Plan
K User Carissa Carrot Family 20/03/2017 20/03/2017 20/03/2017 1 0 Yes
B & Recent List Support
Gary Guava worker
Carissa Carrot T User Joseph Jacaranda Case lead 20/03/2017 0 No
1to 2 of 2 results

* Includes all recorded contacts with FW Training 1 (does not include file notes).

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

20.2 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.
supporting  FW Training 1
families Advice, Referral and Ca

\
My List Team List My Action.: Referrals Service Directory Enquiry m
m Due Date Between: Start date [ 23/01/2017 | End date | 17/04/2017 | & Calendar View [2]
Due Date | Time Action Type Worker Person Description Details
30/03/2017 10:00 AM Task D Coordinator Carissa Carrot Catch-up and review with the family Go to Task
A User Charles Carrot

23/03/2017 Task A User Carissa Carrot Perform internal case review Go to Task

A Coordinator (Coordinator)

anagement (ARC) E & o

B 2 Recent List Charles Carrot

Gary Guava Patricia Parsnip
Cayi==aleaior 15/03/2017 Task A User Carissa Carrot Schedule required meetings with / for the family Go to Task

Charles Carrot

Patricia Parsnip

01/03/2017 Task A User Carissa Carrot Review and plan Go to Task
Charles Carrot
Patricia Parsnip

1 to 4 of 4 results

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

The Users tab within the Admin page provides access to the User Management functions.

supparling A&TSI.Famin Wellbeing
families Advice, Referral and Case Managemen

“ Password Preferences Documents Finance Bulk Acticns Verge Audit Templates Reference Data About

Cluster | FW - UAT Service
Days
Waorkgroug | Fw - UAT Service
|
View | Current Users
Reports
S -
Admin
The A&TSI Family Wellbeing service accountis licensed for up to 22 named users. You currently have 2 spare user licenses.
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 13/08/2016 10/02/2017
damien.fallon Damien Fallon 07/07/2016

20.3.1 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, the Family Wellbeing service 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 Aboriginal and Torres Strait Islander Program
Team on familywellbeing@communities.qld.gov.au to discuss this requirement.

If you select Non Current Users, you can view users who are inactive.

| 138 |


mailto:familywellbeing@communities.qld.gov.au

ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

Step 2: Create a new User:

1. Click Add new user button. The Add new user form will open to the right of screen

supporting ABTSI Family Wellbeing
families Advice, Referral and Case Management (ARC)

[ = o s s moe e e i o oo e
Persons .
View | current users ename |
@

i .
* Default Cluster | Fw - UAT Service

13/02/2017

The ARTS! Family Wellbeing senice account is licensed for up o 22 named users. You currently have 2 spare user licenses.
Start Date

User Name | User Date Commenced End Date Last Logon > i e I:l
amanda.suitor Amanda Suitor 05/02/2016 29/11/2016

Amodha Amodha Ratnayeke 01/07/2007 07/11/2016 5

coordinator co ardinator 13/09/2016 10/02/2017 Ve oece)

damien.fallon Damien Fallon 07/07/2016 Change password ]

deb2 deb test 03/03/2016 19/10/2016 Last Update

deborah, babulal Deborah Babulal 10/02/2016 12/12/2016

frameshni Faraz Rameshni 24/09/2015 13/02/2017

e The User Name is case sensitive.

e 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’.

e 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.

5. Ensure that the User Blocked checkbox is not ticked.

6. 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.

Edit user record: =
*= User Name | Adam.Apple
* First Name | Adam

* Last Name | Apple

Email Address |'-
* Default Cluster  pywy - UAT Service
Start Date 13/02/2017

New Password

|

Confirm Password
User Blocked o

Lhange password -

A new user has been created. You must now add them to a
workgroup to complete the process.

F i
Add to workgroup | Please select... v

Worker Two, FW - UAT Service
Last Update 13/02/2017 16:13:47

Save | Remove User
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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
will continue until this user has been allocated to a Workgroup.

Step 3: Allocate to a workgroup:

8. Make a selection from Add to workgroup list (highlighted below) and click Save.

- L)Y
Edit user record: a
= User Name | Adam.Apple
* First Name | Adam

* Last Name | Apple

Email Address

|

* Default Cluster | Fw - UAT Service ﬂ

Start Date U220

New Password

Confirm Password

|

User Blocked |

Change password U

‘ The user is not in any workgroup.

g
< Add to workgroup | JPlease select... -

Last Update Q

FW - UAT Service ~
FW - UAT Service

Additional Notes:

e 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 A

Step 4: Allocate the access level:

9. 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:
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10.

11.

Function
Create Person and Relationships

Normal
v

Co-ordinator
v

Delete Person

Activate Restricted Access

User restricted from accessing Person
records

x
x
v

X
v
x

Create Case Summary

\

AN

Manage Case Summary (add notes,
payments, consent, plans, assessments,
documents etc)

<\

<

Create Referrals

Create Enquiries

Unlock notes

Delete notes, payments, plans etc

Receive and manager Referrals

Perform reporting - basic

Perform reporting - advanced

Merge Person records

Auditing

Manage document templates

Manage Users

x| x| x| x| x| <] x| x| x| & &

ANIANERNIENIENEENENENENEN RN

Edit user record:

* User Name | Adam.Apple

* First Name | Adam

* Last Name | Apple

Email Address |

Start Date

* Default Cluster | FW - UAT Service
13/02/2017

New Password |

Confirm Password |

User Blocked U

Change password U

Workgroup

'
7 SOOI T o |
FW - UAT Sewlc Normal User

Add to workgrof Reception
Reports Only

perationa\Remove

= = - UAT Service
Last Update 13/03/2017 16:20:22

Save

=

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.

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.
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20.3.2 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.

Edit user record:

* User Name ‘ Adam.Apple ‘

* First Name ‘ Adam ‘

* Last Name ‘ Apple ‘

Email Address ‘

|

* Default Cluster | FW - UAT Service v]

Start Date 13/02/2017

B

New Password | ssssssss ‘

Confirm Password | ssseesss| ‘

Change password

Workgroup Role
FW - UAT Service | Normal User [v]
Add to workgroup | Please select...

L Und Worker Two, FW - UAT Service
ast Update 13/07/2017'16:20:22

Save

Operational Remove

x

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.

20.3.3 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:

Email Address |
* Default Cluster | FW - UAT Service ﬂ
Start Date 502200
New Password I:|

< User Blocked

%

Change password

Workgroup Role

FW - UAT Service | Normal User ﬂ

Add to workgroup | Please select...

Last Upd Worker Two, FW - UAT Service
ast Update 13/03/2017'16:20:22

Save

Operational Remove

x

The user account can be unblocked by simply unchecking the User Blocked check box (highlighted

above) and clicking Save.
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20.3.4 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.

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’.

Edit user record: =

* User Name | Adam.Apple
* Last Name | Apple

Email Address

|

* Default Cluster  FW - UAT Service

<]

Start Date 13/02/2017

New Password

|

Confirm Password

User Blocked Ll

Change password a
Workgroup Role Operationgl Remove
FW - UAT Service = Normal User ﬂ x

Add to workgroup | Please select... 4

Last Upd Worker Two, FW - UAT Service
ast Update 43/03/2017'16:20:22

Save

Edit user record: =

* User Name | Adam.Apple

* First Name | Adam

* Last Name | Apple

Email Address

|t

* Default Cluster | FW - UAT Service [v]

Start Date 13/02/2017

New Password

Confirm Password

I

User Blocked |

Change password O

The user is not in any workgroup.

Add to workgroup | Please select... v

Last Update ‘{%‘?,Bkzefrz-gwm FW - UAT Service
e

Save ( Remove User !

This cancels the licence allocated to their record — however, their name remains in the Current User
list.

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.
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20.4 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.

20.4.1 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.

Supporﬁnﬁ FW Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC) E & &

Password Preferences Documents Finance Bulk Actions Users [UEE] Audit Templates Reference Data About m
0 (2]
erge Persons  Search Duplicates

Days Search for duplicate persons records:

Match Threshold 3 [Posslhle Match] Records 50 .
Repnrts 6 [Exact Match]

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.

suppartinq FW Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC) E & o

m Password Preferences Documents Finance Bulk Actions Users UE¢I Audit Templates Reference About m
m Merge Persons  Search Duplicates o
Search for duplicate persons records:
Match Threshold = 3 [Possible Match] Records 50
Cases
Potential Duplicates: 2
View Person ID Given Family DOB Alias? View Person ID Given Family DOB Alias? Match Merge

Name | Name Name Name
Ii\ 3378 Alan Robinhood 20/01/2001 ri| 3379 Allan Robinhood  20/10/2010 2
& 2843  Eva Scott 22/01/1954 ) 2850  Evie Scott 16/02/1978 3 Select

2]
=

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.
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3. Click on the person icon 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.

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

e 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.

20.4.2 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 FW Training 1
families Advice, Referral and Case Management (ARC)

Password Preferences Documents Finance Bulk Actions Users [EplE] Audit Templates

Persons Merge Persons | Search Duplicates
Search for primary record:

Given Name

Gender (O Male ) Female

Fuzzy []

€50 ) cior

o Sven Family oo, 5o Alias? Match  Actions
Name Name

3381 Beverlee Banana F 21/04/1975 0 Open Select

3380 Beverley Banana F 21/04/1978 0 Open’ elect

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 number
(if different) is the alias record ID. In the example below, the Person ID is ‘2275’ and the Alias
IDis 2275'.

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.
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=
€ hitps://srs-gld-families-t /person.php P - & C | € Advice, Referral and Case ifan... € Advice, Referral and Case M... ik dc]
[ v ) g v Pagev Sefetyv Tooksw @v [0 F O

Suﬂponiﬂg FW Training 1 A Cocrdmatorl(:ioordinator)

families Beverlee Banana Female, DOB: 21/04/1975 (Age 41 yrs) E & &
Search IBEENEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents m

Person / Alias: Edit Primary Details Re

Persons

Name Primary/ Alias Comments Given Name
Beverlee Banana Primary Name
Reports Relationships: Create new relationship
No relationship exists
- *Sex () Male @ Female
Profiles Create new profile
B £ Recent List £ [ o3 4 1070

When you have finished reviewing the record, close the tab and return to the Merge tab.

4. 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 FW Training 1
families Advice, Referral and Case Management (ARC)
Password Preferences Documents Finance Bulk Actions Users JUEeE] Audit Templates Reference Data About

Merge Persons  Search Duplicates
Search for secondary record:

Given Name
1 3380 Gender O Male O Female
Name Beverley Banana
Gender female Fizz2y (W)
Date of Birth 21/04/1978 E
Indigenous Both Aboriginal and Torres Strait Islander

Status

Country of birth  Australia
Language at

Home

Australian South pg
Sea Islander

Ancestry

Comments

Date of Death

Primary

diagnosed

disability

Secondary

diagnosed

disability

ICMS ID

Last update A Coordinator, FW Training 1
20/03/2017 17:06:01 AEST

Addresses

There are no registered addresses

Documents (notes, alerts, etc) associated with this record
No associated documents.

Alias / Duplicates

No 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.
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supporting  FW Training 1
families Advice, Referral and Case Management (ARC)

Home Password Preferences Documents Finance Bulk Actions Users QUEIGEE Audit

Templates Reference Data About

Persons Merge Persons | Search Duplicates

Search for secondary record:

Days
Given Name
Cases "
Goto Clent E——
Reports i 3380
Gender O MaleO Female
Admin Name Beverley Banana
Gender female Fuzzy []
Date of Birth 21/04/1978
Indigenous Both Aboriginal and Torres Strait Islander
Status ‘
. Given  Family
Country of birth  Australia D> NEmE e Sex DOB Alias? Match  Actions
Language at 3381 Beverlee Banana F 21/04/1975 0 Opé
Home 3380 Beverley Banana F 21/04/1978 0 Open Select

Australian South po
Sea Islander

Ancestry

Comments

Date of Death

Primary

diagnosed

disability

Secondary

diagnosed

disability

ICMS ID

Last update A Coordinator, FW Training 1
20/03/2017 17:06:01 AEST

Addresses

There are no registered addresses

Documents (notes, alerts, etc) associated with this record

No associated documents.

Alias / Duplicates

No associated alias 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.

o

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. If you decide 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 FW Training 1 A Coordir
families Advice, Referral and Case Management (ARC)

Password Preferences Documents Finance Bulk Actions Users JEE@G] Audit Templates Reference Data |

D

Merge Persons | Search Duplicates

ID 3378 ID 3379

Name Alan Robinhood Name Allan Robinhood

Gender male Gender male

Date of Birth 20/01/2001 Date of Birth 20/10/2010

Indigenous Both Aboriginal and Torres Strait Islander Indigenous Both Aboriginal and Torres Strait Islander
Status Status

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.)

| 147 |



ARC Aboriginal and Torres Strait Islander Family Wellbeing User Manual

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

Password Preferences Documents Finance Bulk Actions Users [IIEIGIEY Audit

Templates Reference De

Merge persans Sech Dupcates
.
Go to Client E= Go to Client
Name Alan Robinhood Name Allan Robinhood
Gender male Gender male
Date of Birth 20/01/2001 Date of Birth 20/10/2010
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
Australian South o Australian South o
Sea Islander Sea Islander
Ancestry Ancestry
Comments Comments
Date of Death Date of Death
Primary Primary
diagnosed diagnosed
disability disability
Secondary Secondary
diagnosed diagnosed
disability disability
ICMS ID ICMS ID
Last update A Coordinator, FW Training 1 Last update A Coordinator, FW Training 1
20/03/2017 16:56:46 AEST 20/03/2017 16:57:06 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
No associated documents. No associated documents.
Alias / Duplicates Alias / Duplicates
No associated alias or duplicates. No associated alias or duplicates.
No conflicting Accommodation Periods
No conflicting Profiles / Cases
No conflicting Support Periods
No conflicting Relationships
No conflicting DSS Clients
Make Alias m

T —

11. An onscreen 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. Once the merge process has been completed, a confirmation message will be displayed
indicating that the merge process was successful.

Go to Merged Record

Merge completed successfully.
Check the merge record and if necessary manually update the
following areas of the Details tab:
= & primary address is identified and the primary address is
correct.
= 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.
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20.4.3 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.

supporting
families

Home

Persons

[BEVE]

Cases

Reports

Admin

FW Training 1

Advice, Referral and Case Management (ARC)

Password Preferences Documents Finance Bulk Actions Users

Merge Persons | Search Duplicates

0] 3378

Name Alan Robinhood
Gender male

Date of Birth 20/01/2001

Indigenous
Status

Both Aboriginal and Torres Strait Islander

Country of birth
Language at
Home
Australian South No
Sea Islander
Ancestry
Comments
Date of Death
Primary
diagnosed
disability
Secondary
diagnosed
disability

ICMS ID

Last update A Coordinator, FW Training 1
20/03/2017 16:56:46 AEST
Addresses

There are no registered addresses

Documents (notes, alerts, etc) associated with this record
No associated documents.

Alias / Duplicates

Given Family Alias/
Name Name  Duplicate
3379 Allan Robinhood A 20/gf/17Undo
Coordinatb?,
FW
Training
1

D Last Update

Go to Merged Record

Merge completed successfully.
Check the merge record and if necessary manually update the
following areas of the Details tab:
* A primary address is identified and the primary address is
correct.
» Duplicate data is deleted or retired, in particular:

= Relationships

= Phone and other contacts

= Key workers

GEIgAN Audit Templates Reference Data About

20.4.4 Deleting an Alias Record

If an alias record has been entered in error, it can be deleted via the Merge tab.

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.
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20.5 Bulk Actions

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,

click on the Help icon e to access SRS Help or review the SRS product user guides at the following
url: http://srs-support.infoxchangeapps.net.au/user-guides

20.6 Templates

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,

click on the Help icon 2] to access SRS Help or review the SRS product user guides at the following
url: http://srs-support.infoxchangeapps.net.au/user-guides

20.7 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.

20.8 Audit

This is standard functionality from the Infoxchange SRS product.

A Coordinator (Coordinator)
E o &

supporting  FW Training 2
families Advice, Referral and Case Management (ARC

Password Preferences Documents Finance Bulk Actions Users Men_vem “'emplates Reference Data About

Persons
'Person Views|[Person Updates| Person User Restrictions Ref@

Groups

_ From: | 26/02/2 T] 2070272018 @'Pérson D7 —‘Worker: Please select...
Days
DESCRIPTION: Shows each time a person has been viewed

NOTE: The Person ID is a unique number assigned by the computer to each person or alias. To determine the Person ID open up the Person Details 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 ID.

The Audit tab on the Admin page enables you to :

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 or select a
specific worker 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.

supparting FW Training 2 A Coordinator (Coordinator)

families Advice, Referral and Case Manag

rson Updates |Person User Restrictions |Referral Views

8 | To: [ 26/02/2018 | person 1n: | worker:

Date | Person ID Given Name Family Name Alias/Duplicate Worker Workgroup
26/02/2018 14:15:01 2058 Bella Banana A Coordinator FW Training 2
E

26/02/2018 12:43:27 2893 Xavier Zucchini A Coordinator FW Training 2
AEST

26/02/2018 12:42:56 3376 Greg Grape A Coordinator FW Training 2
AEST

26/02/2018 12:42:13 3375 Steve Spinach A Coordinator FW Training 2
AEST
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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.

A Coordinator (Coordinator)

supporting  FW Training 2
E & &

families Advice, Referral and Case Manag

Templates Reference Data About

Person Viev§s Person Updates JPerson User Restrictions | Referral Views
_ Start Date 2646=FE1d Date | 26/02/2018 |F& Person Id | Worker | A Coordinator
Days R

Date | Person Id Given Name Family Name Alias Action Worker Id Last Update By
26/02/2018 2893 Xavier Zucchini UPDATE 162 A Coordinator, FW
26/02/2018 3376 Greg Grape INSERT 162 A Coordinator, FW
12:42:56 Training 2
26/02/2018 3375 Steve Spinach INSERT 162 A Coordinator, FW
12:42:13 Training 2
26/02/2018 3374 Paul Pumpkin INSERT 162 A Coordinator, FW
12:41:36 Training 2
26/02/2018 3373 Peter Potato INSERT 162 A Coordinator, FW
12:41:03 Training 2

3. See each time a referral has been viewed — by person and/or worker.

A Coordinator (Coordinator)

E & &

supporting FW Training 2
families Advice, Referral and Case Management (ARC

“ Password Preferences Documents Finance Bulk Actions Users Merge P:WLI4 Templates Reference Data

Person Views | Person Updates| Person User Restrictionf | Referral Views
_ From: ‘ 26/02/2018 |@ To: ‘ 26/02/2018 |@ Person ID: | 2996 Worker: | Please select...
Days

Cases

Date | Referral 1D Client ID Given Name Family Name Worker Workgroup
m 26/02/2018 15:10:27 182 2958 Bella Banana A Coordinator FW Training 2
AEST

1to 1 of 1 results

DESCRIPTION Shows each time a referral has been viewed. Specify by person and/or worker
NOTE: The Person ID is a unique number assigned by the computer to each person or alias. To determine the Person ID open up the Person Details 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 ID.

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.

20.9 Reference Data

This tab details the reference sets available for user editing. This is not applicable for ARC.

20.10 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.
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21 ARC Support

21.1 Howdol....?

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.

21.2 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 or email 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 Support is also available via the SRS Online Help website.

21.3 Online Help

Online help accessed from within ARC is generic for the SRS product.

The question mark icon @ 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.

21.4 Practice Support

This manual provides the user with information on how to access and use the Advice, Referrals and
Case Management (ARC) system for Aboriginal and Torres Strait Islander Family Wellbeing services.
For matters of practice, please refer to the information available at:

e https://www.csyw.qld.gov.au/child-family/child-family-reform/meeting-needs-requirements-
aboriginal-torres-strait-islander-children-families-communities

e https://www.csyw.qgld.gov.au/campaign/supporting-families/resources

Or email your query to ATSIfamilies@csyw.qld.gov.au

| 152 |


mailto:srs-support@infoxchange.net.au
http://srs-support.infoxchangeapps.net.au/
https://www.csyw.qld.gov.au/child-family/child-family-reform/meeting-needs-requirements-aboriginal-torres-strait-islander-children-families-communities
https://www.csyw.qld.gov.au/child-family/child-family-reform/meeting-needs-requirements-aboriginal-torres-strait-islander-children-families-communities
https://www.csyw.qld.gov.au/campaign/supporting-families/resources
mailto:ATSIfamilies@csyw.qld.gov.au

