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ARC IFS User Manual

1 About ARC

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

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

1.1 Logging into ARC

1. Type the URL https://srs-qgld-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

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

SPECIAL ALERT

IMPORTANT NOTI
h

8

1.2 Logging in for the first time
When you log in for the first time, you may be asked to change your password. We recommend that
you change your password to something easy to remember.

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

Do not write down your password.


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

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

1.3 Navigating ARC

supporting IFS Training 1 A Coordinator (Coordinator)

= 8 o
Home Iiuﬁi Team List My Actions Team Actions Referrals Service Directory Enquiry

Persons
Rofile Status: | Please select... B e

Ta bs ce Last Current
« Plan

0 No

Open Between: Start date 29/04/2016 [ End date 29/04/2016 [H Hide Team Managed:

Groups
Days en Name Family Worker Key Worker Key Worker First Most Recent
T Name Role Started Ended Contact* Contact*
Cases
Beverley /04/2016

Reports
R Pages ltolofl
Admin * Includes all recorded contacts with IFS Training 1 (does not include file notes).

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 Groups and associated functions

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.

|6 |



The diagram below is a useful reference for understanding the process (start to finish) for using ARC

in supporting vulnerable children and families.

Receive enquiry: Referral received:

S e - from another service within ARC
e Email - from familysupportreferral.org.au
e Inperson Home page, Referrals tab

y

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

Create Person record

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

for family members

Create Case / Case Summary
(ensure Persons are added to Case)

Record Date of consent to engage (on Case Summary)

Complete Assessments

o Family Assessment Summary Tool : FAST
o SDM Safety Assessment (outcomes only)

Manage Case
— Plans, Tasks, Supports, Groups etc

Make Referral to

another service

Closure activities:
o C(lose date Plan

End date Case Summary
e End date Key Worker

|7 |



1.4  Viewing Prior Records

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

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

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

To view the previous records, simply click the View Prior button — the ‘closed’ records will display, as
shown in Screenshot 2.

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

Screenshot 1

supporting  IFS Training 1
families Beverley Banana Female, DOB: 14/07/2004 (Age 11 yrs)

Search sl Notes Supports Alerts Consent Referrals Plans
Relationships: Create new relationship
Person Relationship DOB Comments
Briana Banana Mother 30/10/1985
Cases
Byron Banana Brother 07/07/2007
Re| 5

Primary Name

O R G5
Beverley Banana Description Role Workgri Start Last Update

Case Summary
Banana Family - II Referred Child IFS Training 1 15/03/2016 29/04/2016
Address: Create new address

No address exists

Phone & other contacts: Create new econtact

No contacts exist

Screenshot 2

supporting  IFS Training 1
families Beverley Banana Female, DOB: 14/07/2004 (Age 11 yrs)

Home Search [pEElEN Notes Supports Alerts Consent Referrals Plans

Persons Beverley Banana Primary Name

Groups Relationships: Create new relationship
Days Person Relationship DOB Comments
Briana Banana Mother 30/10/1985
Cases
Byron Banana Brother 07/07/2007
Reports i
P Profiles Create new profile [l
Admin No profiles exist
B8 e 2% D
Beverley Banana Description Role Workgroup Last Upda .

Case Summary

Banana Family - II_Referred Child IFS Training 1 15/03/2016 29/04/2016
= anng

Prior Case

Description Role Workgroup Start End
Case Summary
Banana Family  Referred Child  IFS Training 1  11/01/20i6 17/02/2016

Address: Create new address

No address exists

Phone & other contacts: Create new econtact

No contacts exist

| 8|



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 ...
~
- click the toggle icon = to select your required display

- click on the blue name to open that Person record

- click the box s to expand or hide records.

supportin supporting supportin supporting
fggsiliesg families ff;’,’,mesg families

e ‘ Home ‘

Persons Persons

Groups Groups

Z Recent List

B 2 My List
B &2 Recent List Olivia Olive -
Isabella Berry B & Team Managed
Peter Peach Isabella Berry

Reports

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.

supporting  IFS Training 1 e\
families Barbara Banana Female, DOB: 03/08/1985 (Age 33 yrs) L WG

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

View Primary Details Edit Primary Details Be

Groups ™
Person / Alias:  Create new alls Given Name | Barbara
Days Name Primary/Alias Comments

Middle Name

Cases Barbara Banana Primary Name
Reports Relationships: Create new relationship Family Name | Banana =
Admin No relationship exists *Sex (O Male @ Female O Intersex O Unknown

Profiles: Dateof Bith |03 08 1985

19|



1.7 Access to more than one workgroup

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

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

supporting  IFS Training 1
families Advice, Referral and Case Management (ARC) - Training E &\

[UAREd Team List My Actions Team Actions Referrals Service Directory Enquiry
Workgroup
Open Between: Start date 29/04/2016 [ End date 29/04/2016 [ Hide Team Managed: [~ Profile Status: | Please select... [~]
No matches to your criteria.

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

" FaCC Training 1
@ IFS Training 1

@ this window after every login m

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

1.8 Concurrent edit warning

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

This record has been updated by another user while you were

editing it.

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

Please choose one of the following action to proceed:

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

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

Select the required option and Continue.

| 10 |



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

Username |

Password

I Forgot your password? I

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

s ??f’ﬂ i'? ¢ 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 |astname
Email address adrian@email.com
Submit Step 1

) 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 ]



5.

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.

Reset Key 1304bb16ac

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

Security Respons< | 93765 ! ‘

Submi Step 2

Enter you

r new username and password

Note: Your password must:

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 security question have been validaled. You may now reset your password
Please select a secure password. You should not disclose Your password 10 other people.

Passwords need to comply with the following rules:
Must contain at least 8 characters
Must contain at least 1 upper-case letter, 1 lower-case lelter and 1 number
1 cannot be the Same &S your current passwoed

New passwoed ssvennnennd

Confirm password aee

Sutent Shep 3

Select Login Page and enter your new password.

supporting
families

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

Vour password was changed surcasstully!]

© Infoxchange

|12 ]



2 Home Page

2.1 My List

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

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

From the Home page, select the My List tab:

supporting

IFS Training 1 A Coordinator (Coordinateor)
families i

Advice, Referral and Case Management (ARC) - Training E & &

Team List My Actions Team Actions Referrals Service Directory Enquiry

Persons (-]
Open Between: Start date 29/04/2016 [T End date 29/04/2016 [ Hide Team Managed: [ Profile Status: Please select... =
Given Name Family Worker Key Worker Key Worker First Most Recent Number of Time Since Last Current
T Name Role Started Ended Contact* Contact* Contacts* Contact* Plan
ases
Beverley Banana 29/04/2016 ) No
Reports
Admin * Includes all recorded contacts with IFS Training 1 (does not include file notes).

The following options can be used to customise your view:

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

e You can exclude those clients managed by the entire Workgroup by clicking the Hide Team
Managed box.
Profile Status (if used by your service) will be displayed if selected - click Go.
To sort the list of persons, click on the Given Name or Family Name blue column headings.
Click Export List to export the data currently displayed to a Microsoft Excel spreadsheet.
Clicking on the Person’s name will open the Person record.

2.2 Team List

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

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

3

suppcrting IFS Training A Coordinator (Coordinator)
families Advice rral and Case Management (ARC) - Training El -

Home i 19 My Actions Team Actions Referrals Service Directory Enquiry

Persons

Open Between 29/04/2016 [ and 29/04/2016 T Key Worker | please 5e|E(E Show Last worker [ Alerts [~ Profile Status | please select...

Groups
PEYR Given Family Worker Key Worker Key Worker First Most Recent Number of Time Since Last Current

Ky o i Name Name Role Started Ended Contact* Contact* Contacts* Contact* Plan

Cases
A Beverley Banana 29/04/2016 0 No
Reports Coordinator

K User Peter Potato 29/04/2016 0 No

Admin

I=NI=N

The following options can be used to customise your view:

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

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

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

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

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

| 13 ]



2.3 My Actions

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

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

A Coordinator (Coordinator)

supporting  IFS Training 1
families Advice, Referrgland Case Management (ARC) - Training g & &

 —
Home My List Team List {@eiy Team Actions Referrals Service Directory Enquiry m
Persons PE——— p—— i
_ Due Date Between: Start date 04/03/2016 T End date 27/05/2016 [ calendar view [2]
Due Date | Time Action Type Workgroup Person Description Details
10/05/2016 10:00 AM Task IFS Training 1 Beverley Banana For review of Actions and identify any new issues Go to Task
Briana Banana

NOTE: This list shows all actions you are responsible for. This may include actions associated with your work for another workgroup (other than the one for which you are
currently logged on). To view the details of these actions you will need to change to that workgroup.

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 C(Clicking on the Person’s name will open the Person record.

e Go to Task directs you to the individual action.

2.4 Team Actions

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

A Coordinator (Coordinator)

supporting  IFS Training 1
families Advice, Referral and CaseMapagement (ARC) - Training E 4 »

B
Persons o, . ) "
_ Due Date Between: Start date 04/03/2016 [ End date 27/05/2016 & (2]

Groups
Due Date | Time Action Type Worker Person Description Details
10/05/2016 10:00 AM Task A Coordinator Beverley Banana For review of Actions and identify any new issues Go to Task
Briana Banana
Reports 29/04/2016 Task N User Peter Potato Go to Task

Home My List Team List My Actions eferrals Service Directory Enquiry

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

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

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

1. From the Home page select the Service Directory tab
33;};}0;[3;‘5 IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E 8 B
B Ty ... . A [
Search: @ Service Seeker C Favourites 0
2. Enter Keywords to be used in the search such as ‘youth’ or ‘aged care’. You can enter multiple

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

3. Click Search or press Enter

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

4. 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:
o 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. thomeless +youth
will return only those services that have 'homeless' and 'youth' in their description.
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3 Enquiries

The Enquiry form is used to capture data including time spent relating to queries/enquiries received
e.g. telephone calls, emails or in-person interactions associated with the potential for providing
support to vulnerable children and families. For IFS services, this will typically represent ad hoc casual
enquiries / non-case activities.

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

3.1 Create an Enquiry

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

support!ng IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E o e

Home My List Team List My Actions Team Actions Referrals Service Directory [J=ale[iis%

m Show Filt 2rs | New Enquiry ’

Enquiry Date | Worker Person Type Status Priority

29/04/2016 09:11 am A Coordinator Barbara Bean Community Responding Normal
29/04/2016 09:10 am A Coordinator Not disclosed Community Closed Normal
1to20f2

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.

New enquiry details (2]
Time and Date 8:38 am Wed 19/06/2019
Worker Worker Two &

Channel O Phone O Email O n person O Fax OWeb Form

Enquiry about O Self ® Other
Enquiry From @ Community O Professional

Name | Given name Family name Q

Notes

Status  pending v

Suburb of family

= Do any Persons identify as OYes ONo
indigenous

= Referred from ~
Consent given for referralin OYes ONo
Presenting Concerns [ Child wellbeing
[ parenting Skills
] Domestic & Family Violence
[ Household refationships including confiict between parent/s and child/ren
O sSocial and/or community support network
[ Housing, food, clothing, budgeting or basic household respurces
[ Child Physical health including health conditions, disability
[ parent/Carer physical health including health conditions, disability
[ Child mental or emotional health including anxiety, depression or seff-harm
[ Parent/Carer mental or emotional heaith including anxiety, depression or self-harm
[ child alcohol and/or drug misuse
[ Parent/carer Alcohel and/or drug misuse
[ cnild sexual abuse
[ Family law / custody issues
[ other
Priority | Normal
Response type
= Total time (in minutes)

Last Updated

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

11.
12.
13.
14,

Record how the enquiry was received by selecting a Channel

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

Note: It is not mandatory to record a name.

To record the name of the Person/s 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: Functionality is not currently available from Infoxchange to enable Enquiry records for
a Person to be identified from their Person record.

New enquiry details
Time and Date 2:37 pm Mon 01/08/2016
Worker B Coordinator &
Channel ® Phone ) Email) In person() Fax() Web Form
Enquirer 52]
Enquiry about () Self® Other
Enquiry From ® Community () Professional
Name  Name not given Q
Associated person [E]
Name  Person (first name) of Concern (surname) Q

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

Select enquiry Status:* from 3 available options :

e  Pending (new Enquiry)

e Responding (in progress, being actioned by someone in your service)
e (losed (finalised/complete)

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

1 - Information, resources, advice

2 - Specialist support service recommended

3 - Supported Referral

4 - Active engagement

Incomplete/Inappropriate Enquiry

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

Mot Applicable

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

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

Message from webpage @

Additional Notes:

r

I l."

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.
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3.2 Create Person record from an Enquiry

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

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

PLEASE NOTE: This is limited functionality as Enquiry records are not able to be accessed from
the Person record.

S“p?ﬂ"iﬂg IFS Training 1 B Coordinator (Coordinator)

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

My List Team List My Actions Team Actions Referrals Service Directory Qsale[V[a% Menu

et enquiy detals =
Cases Time and Date 2:50 pm Mon 01/08/2016
>
Channel O Phone© Email© In person O Fax(© Web Form

& £ Recent List Enguirer

No persons matches to your search.

Enquiry about ® Self Other

Name‘ Margerie H Mandarin ‘ Q

3.3 Locate an existing Enquiry

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

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

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

3. Any additional time must be added to that already noted against the Enquiry, so that it reflects
the cumulative amount.

supporting IFS Training 1 B Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training

>
Reports Worker B Coordinator & Date | Worker Enquirer Notes Action
m Channel © Phone© Email© In person O Fax() Web Form 01/08/2016 B Coordinator Margerie Mandarin  Seeking help for S
02:50 pm herself and three

My List Team List My Actions Team Actions Referrals Service Directory Q=gl-['lla"

B £ Recent List Enquirer children
Enquiry about ® SelfO) Other 1to1lof1
Name‘ Margerie H Family name ‘ Q

m

No persons matches to your search.

Add Person

Notes ‘ ‘
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3.4 Using the Enquiry List

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

supporﬁng IFS Training 1 B Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC) - Training 2 & &

My List Team List My Actions Team Actions Referrals Service Directory Jellag

05/04/2016 10:03 am B Coordinator Mary Mushroom Community Responding Normal Numerous concerns -
Mary will return this
afternoon to discuss

e

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

My List Team List My Actions Team Actions Referrals Service Directory
m Apply Filters | Clear Filters | Hide Filters
oo . - e
05/04/2016 10:03 am B Coordinator Mary Mushroom Community Responding Normal Numerous concerns -

Mary will return this

afternoon to discuss
further

Worker Person Type Status Priority Notes

New Enquiry

Worker Person Type Status Priority Notes

B & Recent List

17/03/2016 11:01 am B Coordinator Dr Bruce Beetroot Professional Closed Normal Provided preliminary
guidance regarding his
concerns about a
family

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

4.1 Searching for a Person

To maintain the accuracy of your data by ensuring duplicate records for Persons are not created, you
can only add new Person records after you have completed a search.

There are 2 ways you can search for a Person:

1. via the Persons page, using the Search tab; or

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

5uppor[5.nq IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E o =

Home m

Persons

Search By: ®NameO Identifier O Address O Phone O DOB

Given name Family name O Male O Female O IntersexO) Unknown ] Fuzzy m

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

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

Some example wildcard searches include:
o  %son will search for names ending in “son”
o  William* will search for names starting with “William”
o %tin% will search for names with “tin” somewhere in the name, including at the
beginning or end.
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4.2 Add aPerson

1. On the Persons page, Search tab, enter the criteria for the person you are searching for.
It is highly recommended to adopt use of the wildcard.
Click Search.

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

Search By: @ Name O Identifier O Address O Phone O DOB

:
_ Given name :] Fa O Male O Female O Intersex O Unknown ] Fuz: Search § Clear
Days

Cases
lNo matches to your search.]
Admin Tip: If you are not sure about the spelling try using the % symbol as a wildcard.
For example, johns% would return both johnstone and johnson.

~ 5

(5 (Rese [T Add new Person
Beverley Banana
Peter Potato

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

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

Add New Person ne
Given Name | Peter
Middle Name
Family Name  Pumpkin =
=Gender (O Male O Female () Gender diverse/other O Unknown
Date of Birth | dd mm YYYY

[ year estimated

=Identifies as (O Aboriginal
O Torres Strait Islander
O Both
O Neither
O unknown
O unspecified

Identifies as (] Australian South Sea Islander
Country of birth
Preferred Language

[ culturally and Linguistically Diverse

Comments
-
Primary diagnosed disability v
Secondary diagnosed v
disability

Person Identifier

ICMS ID

Date of Death  DD/MM/YYYY | g (dd/mm/yyyy)
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For recording First Nations status,
Unknown — the person does not know their First Nation’s status
Unspecified — the person does not wish to specify their First Nation’s 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.
‘l;:rm,lri‘::! E;;i’;mlr‘:; ~ Ot Female, DOB: 14/04/1985 (Age 33 yrs)

Home

SRS View Primary Details

Groups h
sl Person / Mias:
Days

L Hame
Cases Cartssa Carrot
Reparts Relationships:

Profiles:
B & Recent List
Carfssa Carrot Na profiles exist
Beverloy Banana
Patar Potato Cases

No Canes exist

Address:

No address exists

Phone & other contacts:
No contacts exist

Key Workers:

This parson has no assigned key workers

Family name search

@ M tes Supports Alerts Consent Referrals Plans Tasks Assessments

Primary/Allas
Primary Nama

Comments

[t s are
oo ] oo ot L e

Documents  Membership

Sacondary disgnosed

Edit Primary Details

Glven Mame | Carlssa
Middie Hama
Family Hama | Carrot
=sax () Male ® Femala () Intorsax O Unknawn
ata of Birth | 14 o4 1985
0 year sstimated
“Identiies as ) Aboriginal
© Torres Strait Islander
© Both
@® Neither
unknown
© unspecified
Identifios as [] Australian Seuth Sea Islander
Country of birth
Preferred Language
[ Culturally and Linguistically Divarse
Commants
Primary diagnosed disabllity v

]

Person Identifier 6378

Date of Death  D0/MM

m  (dd/mmivyyy)

A Coordinator (Coardin
= o

Be

Person Identifier / Person ID:

The system-generated Person Identifier number can be found by hovering over the Person name on
the Details tab, as shown below, or from the Edit Primary Details form, as shown above.

supporting
families

Persons

Carissa Carrot

IFS Training 1

Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)

Details

ID:6378/6378

Notes

Relationships:
No relationship exists
Profiles:

No profiles exist

Primary/Alias

Primary Name

Supports Alerts Consent Referrals Plans Task

Create new alias

Comments

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

4.3 Create Alias

1. From the Person page, Details tab, select Create new alias.
supporting  IFS Training 1 A Coordinator (Coordinator)
families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs) 2 o &

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

Persons
View Primary Details Add New Alias e

Groups
Person / Alias:
Given Name
Days
Name Primary/Alias .
Middle N
Cases Carissa Carrot Primary Name @ Mame
Reports Relationships: Create new relationship il 7L L]
Admin No relationship exists Praferred Nama [1
Profiles: Create new profile
2 Recent List o *sex O Male O Female O Intersex O Unknown
Carlssa Carrot No profiles exist

Baverley Banana

dd miv YYY
T Cases Date of Birth YYY

No Cases exist [ year estimated

Address:

No address exists

Create new address
Comments

Phone & other contacts: Create new econtact

Last Updated

No contacts exist

Key Workers:

Create new key worker

This person has no assigned key workers

Export Detalls

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.

e

Update the details and select Save.

supporﬁng IFS Training 1 A Coordinator (Coordinator)
families Carissa Carrot Female, DOB: 14/04/1985 (Age 33 yrs) E o &
Home Search [pSelY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

Persons View Primary Details

Edit Alias Details Be
Groups N
Person / Alias: Given Name | Princess
Days
4 Primary/Alias Comments
Cases Middle Name

Primary Name
Alias (Preferred)

Reports

Family Name

Relationships: Create new relationshi
= P Preferred Name

No relationship exists

Create new address

No address exists

£ Recent List * O Male @ Female O'1 O unks
~ Profiles: Sex ale @ Female O Intersex (O Unknown
Corisss|CoaTut Create new profile
Beverley Banana No profiles exist Date of Birth |dd | |mm| [yyyy
Peter Potato
No Cases exist
Address: c Comments

Last Updated A Coordinator, IFS Training 1
Phone & other contacts: 25/01/2019 12:46:25 AEST

No contacts exist -
Key Workers: Create new key worker
This person has no assigned key workers

ton | Export Detais
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4.4  Create Relationships

1. From the Person page, Details tab, select Create new relationship.
supporting  IFS Training 1 A Col
families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)

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

P

View Primary Details

= Y Search for related person: @
roups

Person / Alias:  Create new aies |
e Glven name

Primary/Alias comments rmtyrame [ |
Primary Name

Cases
s Allas (Preferred) Sex (O Male O Female O Intersex
Sl O uUnknown
Y Relationships:
min
No relationship exists Fuzzy M|

& Recent List
Carissa Carrot
Beverley Banana No profiles exist
Peter Potato

Profiles:

Cases Create new Case

No Cases exist

Address:

new address

No address exists

Phone & other contacts:

No contacts exist

Key Workers: Create new key worker

This person has no assigned key workers

2. Search for the related person — using wildcard. Click Go.
If no records are found, select Add new person.

supporting  IFS Training 1 o
families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)
Search [PLENE] Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership
Pe

View Primary Detalls Search for related person: @
Groups

Person / Alias: Create new allas Given name
Days
Cases Carlssa Carrot Primary Name

R o Allas (Preferred) Sex (O Male O Female () Intarsex
S O unknown
o Relationships: Create new reationsilp
No relationship exists Fuzzy M
o
2 i Profiles: : "
=

Beverley Banana No profiles exist Results

Pater Potato No match to your search.
Cases Create new Case

No Cases exist
Address:

No address exists

Tip:If you are not sure about the spelling try using the %
wildcard
n both johnstone and john

For example, johns%

Phone & other contacts: econtact

No contacts exist

Key Workers:

Create new key worker

This person has no assigned key workers

Lo | ot oo Lt

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

4. The Edit Relationship form will display.

supporting  IFS Training 1
families Carissa Carrot Female, DOB: 14/04/1985 (Age 33 yrs)

Search |HEIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

pareons View Primary Details

Person / Alias:

Name Primary/Alias Comments
Cases Ca

Princ

Edit Relationship

Charles Carrot

Be

Groups
Related person

Days

is Carissa Carrot's [v|
a Carrot Primary Name

Start Date | 25/01/2019 [T
Allas (Preferred)

Commants

Reports
Relationships:

Create new relationship

Admin
No relationship exists

o~
Bt profiles crotenew prome
Carlssa Carrot Last update

Beverley Banana No profiles exist

Peter Potato
Cases Creata naw Case

No Cases exist
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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 with today’s date (when the record is created).
If you choose, you may record the date relevant to the relationship, with supporting notes recorded
in the Comments box.

Edit Relationship 2]

Related person Charles Carrot

is Carissa Carrot's [ EEG—

Brother ~
Start Date | Brother in Law
Child
End Date | Colleague
Counsellor
Comments | Cousin
Co-worker
Ex-partner
Last update 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 v
Kith
6. The relationship is now shown on the Person’s Details tab.

supporting  IFS Training 1
families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)

m Search [DIEEN Notes Supports Alerts Consent Referrals Plans Tas
View Primary Details

Name Primary/Alias Comments

Cases Carissa Carrot Primary Name

Princess Alias (Preferred)
Reports ~
Relatonships:
Admin p Create new relationship

Person Relationship DOB Comments

= )
B © Recent List Charles Carrot Husband 09/10/1982
Carissa Carrot v

Beverley Banana Profiles: Create new profile
Peter Potato

You can access Charles Carrot’s Person record by clicking on his name.

Carissa is displayed in the Relationships on his record.
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supporting  IFS Training 1
families Charles Carrot male, DoB: 09/10/1982 (Age 36 yrs)

Search EENEN Notes Supports Alerts Consent Referrals Plans Task
View Primary Details

Groups .
Person / Alias:

Name

Cases Charles Carrot

2 Recent List
Charles Carrot

Create new alias

Primary/Alias Comments

Primary Name

Create new relationship

DoB
14/04/1985

Person Relationship

Wife

Comments

Carissa Carrot

Profiles:

Create new profile

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

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

45 Create Profile

Two profile templates are available: Child Profile and Report to Child Safety.

The use of these Profiles is entirely at the discretion of your service — please refer to procedures
required by your service.

supporting  IFS Training 1 ACo
families Carissa Carrot Female, DOB: 14/04/1985 (Age 33 yrs)
Search PEEHE] Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership
FerEa View Primary Details Create new profile Be

Groups .
Person / Alias:

Create new alias

Days
Name

Cases Carissa Carrot

Primary/Alias

Primary Name

Comments

Princess Alias (Preferred)
Reports
Relationships:
Ldlii Create new relationship
Person Relationship DOB Comments
~ g
B & Recent List Charles Carrot Husband 09/10/1982

Carissa Carrot
Charles Carrot
Beverley Banana
Peter Potato

Profiles:

No profiles exist

Cases

No Cases exist

Address:

No address exists

Phone & other contacts:
No contacts exist

Key Workers:

This person has no assigned key workers

Family name search
A

Profile type
Child Profile
Report to Child Safety

These records are not included in any departmental reporting.
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4.6

Record Address

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

A single address can be associated with multiple related persons.

1.

vk wN

o

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

screen.

supporting
families

Persons
Groups

Days

Pater Potato

Family name search
| GO

IFS Training 1

Carissa Carrot Female, DOB: 14/04/1985 (Age 33 yrs)
Search [POEIHY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

View Primary Details

Person / Alias:

Primary/Alias

Primary Name
Allas (Praferred)

Relationships:

Person Relationship

Charlotte Carrot Daughter

Charles Carrot Husband
Profiles:

No profiles exist

Cases

No Cases exist

Address:

No address exists

Phone & other contacts:

Mo contacts exist

Key Workers:

This person has no assigned key workers

Create new allas

Comments

Create new relationship

DOB Comments
06/10/2013
09/10/1982

Create new profile

Create new Case

Create new econtact
Create new key worker
Restriction | Export Detalls

Person

Charles Carrot

New Address Details:

Street ‘ ‘[\.1
Suburb | |
State | QLD [V]
Postcoda | |
Country | Australla |

Comments

Safety lssues [ |

Address type  Home v/

mary Address? @ Yes (O No
firrent Address? @ Yes (O No
Others who live at this address(tick):

Relationship Current Address Primary
Address

Address Type
Hushand O

Charlotte Carrot  Daughter a

Last update

A Col

0o

Record the address, including Street, Suburb and Postcode.

Select the Address type.

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
the Others who live at this address box.

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

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

To view address in Google maps, select the E icon.
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supporting  IFS Training 1

A C|

families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)
Home Search [sDEIHY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership
Persons . .
View Primary Detalls Edit Address Details: =
Groups N
Person / Alias: Create new allas Street ‘ 17 Trinity Avenue |M
Days
Name Primary/Alias Comments ‘ |
arissa Ca Primary Name
m Princess Allas (Preferred) 5““““"“‘”“”‘ TRt |
e g L5
Person Relationship DOB Comments Postcode ‘4"”3 |
© Recent List Charlotte Carrot Daughter 06/10/2013
Carlssa Carrot i Country ‘ Avetrelia ‘
Charles Carrot Husband 09/10/1982
Charles Carrot .
Beverley Banana Profiles: Commants
pater Potata :
No profiles exist Safety Issues []
Cases Address type | Home  [V]
No Cases exist
Primary Address? @ Yes() No
Address:
Current Address? @ Yes( No
ocality Type Comments Last Updal
BOOLTURE QLD 4510 Home 25/01/2014 Ophers who live at this address(tick):
Person Relationship Current Address Primary
S otk . Address T Addi
PhY Contacts: Create new econtact i et M"" ype [-/r].“
“harles Carr sbar
No contacts exist Home v
Family name search Key Workers: Create new key worker ((:f’;;‘,’"“ Daughter ¥ home v ¥
This person has no assigned key workers
Last update A Coordinator, IFS Training 1
Restriction | Export Detalls | Refresh 25/01/2019 13:06:13 AEST
[ rostricton | exy [ Refrosn | 2Bl

Additional Notes:

[ ]

e When you select the Suburb, the Postcode
where a suburb has multiple postcodes, the

[ ]

When a Primary Address has been recorde

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

will be populated automatically. In the case
post code will need to be manually entered.

d (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:

Please confirm whether or not this is t

Another address is currently registered as the primary address.

Be

he new primary address.

Street l

&

[

Suburb l

State | QLD

Postcode :]

Comments

Safety Issues [ |

Address type | Home

[ Primary Address? () Yes® No

]

Current Address? @ Yes(O) No

Person

Charles Carrot Husband

Charlotte Carrot Daughter

O
O

Last update

Others who live at this address(tick):

Relationship Current Address Primary
Address Type

Address

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

that Person. Click Save.

The Details tab will display as follows :
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IFS Training 1

Carissa Carrot Female, DOB: 14/04/1985 (Age 33 yrs)

Search PECIE] Notes Supports Alerts

View Primary Details
Person / Alias:

Name Primary/Alias
Carissa Carrot Primary Name
Princess Alias (Preferred)

Relationships:

Person Relationship
Charlotte Carrot Daughter
Charles Carrot Husband

Profiles:

No profiles exist
Cases

No Cases exist

Consent Referrals Plal Tasks Asses!

Create new alias

Comments

Create new relationship

DOB Comments
06/10/2013
09/10/1982

Create new profile

Address:

Street Locality Type

& 17 Trinity CABOOLTURE QLD  Home
Avenue 4510

35 Browns MORAYFIELD QLD  Alternative Carissa's Mum's place - often on 25/01/2019 9

Road 4506

Create new address

Comments Last
Update

25/01/2019 @

weekends

Phone & other contacts:
No contacts exist
Key Workers:

This person has no assigned key workers

Create new econtact
Create new key worker
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4.7 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.

supporting IFS Training 1

families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)
m Search LI Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

Persons View Primary Details Edit Contact Details =0
Groups Person / Alias: *Contact
Name Primary/Alias Comments *Contact type v
Carlssa Carrot Primary Name .
Princess Alias (Preferred) Safaty Issues []
Relationships: Comments
Person Relationship DOB Comments Start Date | 25/01/2019 |TH
acent Ll Charlotte Carrot Daughter 06/10/2013 } [ e
Corton Chriot Charles Carrot Husband 09/10/1982 End Date | |
Che 5 Carrot o 2
Beverley Banana Profiles: Current econtact? ® YesO No
Peter Potato No profiles exist Last update
No Cases exist
Address:
Street Locality Type Comments Last
Update
" 17 Trinity CABOOLTURE QLD Home 25/01/2019 Q
Avenue
35 Browns MORAYFIELD QLD  Alternative Carissa's Mum's place - often 25/01/2019 Q
Road 4506 on weekends
Phone & other contacts:
No contacts exist
Famiy name seorch  Key Workers:
This person has no assigned key workers
[ Restriction | Export Dotas ] v |
2. In the Contact field, record the telephone number, email address etc.
3. Select a Contact type from the drop down menu. (It makes sense to do this first).
Selecting Emergency Contact will display a 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.
Add Comments as relevant and useful.
Enter the Start Date by using the calendar icon.

If this is the current contact for the client set Current econtact? to Yes.

O N o W

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: Create new econtact

Contact Type Comments Last Update
A 4566 6554 Phone (Hm) Don't leave messages 25/01/2019
carissa@carrot.com Email 25/01/2019
4588 8881 Emergency Contact Carissa's Mum - Celine 25/01/2019
Prior contacts
Contact Type Comments Last Update
4688 7123 Phone (Hm) 25/01/2019

Additional Notes:

e A user with Coordinator access level is able to delete a Contact record.
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4.8 Assign Key Workers

A Person can have one or more Key Workers associated with them. Key workers can be members of
your service (workgroup) or people from external organisations 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 bottom of the Key Worker drop-down list. Then
enter their name, role and organization details.

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  IFS Training 1
families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)

Search [PIS&IEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

Persons View Primary Details Edit Key Worker: 2
Groups Person / Alias: Key Worker | Other, please specify: ||
Days Name Primary/Alias Comments Name
Carissa Carrot Primary Name
e
Princess Alias (Preferred) Workgroup | Relationships Matter In.
Reports . - Role | Family counsellor
Relationships: Create new relationship Y
Person Relationship DOB Comments Comupenty)) 4512 3214 |
B £ Recent List Charlotte Carrot Daughter 06/10/2013 N N
Carissa Carrot Charles Carrot Husband 09/10/1982 May be viewed by O Workgroup @) Cluster
Charles Carrot N o
Beverley Banana Profiles: T e Start Date | 25/01/2019 |F&
Pl FEED No profiles exist End Date l:l'n
Cases Current Key ® YesO No
No Cases exist Worker?
Last update A Coordinator
Address: (Gresi e paliTes 25/01/2019 13:30:18 AEST
Street Locality Type  Comments Last
Update
" 17 Trinity CABOOLTURE QLD Home 25/01/2019 9
Avenue 4510
35 Browns Road MORAYFIELD QLD 4506 Alternative Carissa's Mum's place - often on 25/01/2019 Q
weekends
Phone & other contacts: OeE e e et
Contact Type Comments Last Update
A 4566 6554 Phone (Hm) Don't leave messages 25/01/2019
carissa@carrot.com Email 25/01/2019
4588 8881 Emergency Contact Carissa's Mum - Celine 25/01/2019
Key Workers: Create new key worker
Worker Workgroup Role Comments

Family name search H User IFS Training 1 support worker
Zara Zucchini Relationships Matter Inc. Family counsellor 4512 3214

Restriction | Export Details || Refresh

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 with today’s date upon Save.
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TIP

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

Case worker (allocated on a Case Summary) displays on the Cases Page.
Simply click on the Show Filters button to choose the worker you wish to
display Cases for. You can use the other filter options to refine the displayed
results.

Please refer to Section 5 for more information.
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5 Cases / Case Summary

The Case Summary represents the case for the family.
A Person can only be associated with one open Case Summary at any one time.
Case Summaries can be created in two ways:
e from the Persons page - outlined in Section 5.1 below: recommended option

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

5.1 Create a Case/ Case Summary from Persons page

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

2. Select Case Summary from the Case type list. Click Create.
The form will open in the right-hand side of your screen.
Complete as outlined in Section 5.3 below

supporting  IFS Training 1

families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)
Search [oldelll Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

View Primary Details Create new
|
Person / Alias:
Name Primary/Alias Comments
Princess Alias (Preferred)
Relationships: i
p: Create new relationship

Person Relationship DOB Comments

Case type

Cicale

B & Recent List

Carissa Carrok Charlotte Carrot Daughter 06/10/2013
Charles Carrot CrlisiEnes Husband 09/10/1982
Beverley Banana Pprofiles:

Peter Potato Create new profile

No profiles exist

cases

No Cases exist

Address: Create new address
Street Locality Type Comments Last

lindate

5.2 Create Case/ Case Summary from the Cases page

=

From the Cases page, select the Create New Case Summary button.
The Case Summary form will open in the right-hand side of your screen.
Complete as outlined in Section 5.3 below — particularly Step 11 > add Persons.

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

Home Case Summary

Persons Records ZD Show Filter 3 | Create New Case Summary
Groups

B Case Summary Be

* Description | ‘

Days

MOkfi Referral Presenting Concerns Closure
e consent to
& Case Creation engage with Original Referral
Reports Description Case Worker  Status | Referral Date  Date the service Closure Date * original Referral | please select...
Source
Admin Banana A Coordinator Open 08/01/2019 09/01/2019 EE This Referral
Potato A Coordinator Open 20/12/2018 21/12/2018 28/12/2018 = * Referral Date (for l:l

B & Recent List this service)
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5.3 Complete Case Summary details

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

- Closure: captures mandatory data upon completion of your work with the family.

The mandatory fields are marked with an asterisk *

O Case Summary e
@lescriptinnl |

I Referral || Presenting Cencemns | Closure

Original Referral

riginal Referral | plaase zelect...
Source

This Referral

@e‘ferral Date (for I:r“

this service)

@ase Creation date | 25/01/2013 |EE

@s the refarrer 2 O Yes O Mo
prescribed entity

@eferral Source

Mame of referring | |
agency

Agency contact | |
name

Agency contact
details

Consent given for O Yes O No
referral in

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

Other Referral Details

Primary Household | |
suburb

Postcode

Has a cultural C) Yes(O) Mo () Mot applicable
consultation taken
place

If the mother is I:I H
pregnant, and there
are concerns for the
unbormn child, what
is the due date?

Has the maother O ves (O No
provided consent

Service Response
Case Worker | & Coordinator

Previous Family () Yes () Mo

Date of consent I:I-“

to engage with
the service

Documents Please save before attaching any

documents.

Last update

The first 6 data fields ©must be completed in order to save the record.
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In the Description field (at the very top of the form), record the reference for the family in
accordance with the naming protocol for your service.

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

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).

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).

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

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

This Referral

* Referral Date (for | 23/01/2019 |72

this service)

=Case Creation date | 25/01/2019 |

* 15 the referrer a ® ves () No ]
prescribed entity

B e F
Prescribed entity

Child Safety - Regional Intake Service (RIS)

Child Safety Service Centre (CS5C)

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
fi Police Referral Service

Specialist service providers

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

Family and Child Connect (FaCC)

Intensive Family Support (IFS)

PR

This Referral

* Referral Date  11/06/2019 T2
(for this service)

*Case Creation 18/06/2019 "=
date

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

e

* Referral Source

Community/Friend/Family

Domestic & Family Violence Service

Early Childhood Education and Care Professional
Educational/Employment Service

Elders

Housing/Homelessness Service

Mental Health Service

Neighbourhood Centre

Psychologist and Counsellor

Self-Referral

Sexual Assault/Abuse and Trauma Service
Youth Service

Other - Government

Other - Non-Government
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Select the Referral Source* from the drop-down list —i.e. who you 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 Service Centre/Regional Intake Service and the Type of referral

Select Save.

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

Message from webpage e

| Atleast one Presenting Concern must be entered

0K

Referral | Presenting Concerns || Closure

[]child wellbeing
[]prarenting Skills
[JDomestic & Family Violence

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

[[]social and/or community support network

I Housing, food, clothing, budgeting or basic household
resources

[C]child Physical health including health conditions,
disability

[‘JParent/Carer physical health including health conditions,
disability

[Jchild mental or emotional health including anxiety,
depression or self-harm

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

[ child alcohol and/or drug misuse
[JParent/cCarer Alcohol and/or drug misuse
[]child sexual abuse

I Family law / custody issues

[Jother

Complete the relevant check boxes and Save.

Return to the Referral sub-tab and complete remaining fields for the This Referral and Other
Referral Details sections.
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10.

Note : If the referrer is not a prescribed entity, and Consent given for referral in is not

This Referral

* Referral Date (for | 23/01/2019 E

this service)

*Case Creation date | 25/01/2019 |7

* Is the referrer a @ Yes(_) No
prescribed entity

* Referral Source | Family and Child Connect (FaCcC)

Name of referring | FaCC - Moreton Bay |
agency

Agency contact | Anthony |
name

Agency contact |4588 1236
details

Consent given for O Yes(O No
referral in

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

Other Referral Details

Primary Household ‘ CABOOLTURE
suburb

Postcode | 4510

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

If the mother is I:l@
pregnant, and there
are concerns for the
unborn child, what
is the due date?

Has the mother () Yes() No
provided consent

completed or No, the following message will appear :

Select Save.

i ™
Message from webpage ﬂ

. RECORD NOT SAVED.
$ The following fields are incomplete:
* Consent is a requirement when the referrer is not a prescribed entity.
The following field is incomplete or set to no: Consent given for referral
in

These fields must be complete before the record is saved.
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11.

12.

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

form.

@ Case Summary

* Description | Carrot

Person

Carissa Carrot

Referral | Presenting Concerns Clo:

Role

sure

Start Date
24/06/2019

End Date

B e

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

Search the required Persons to attach to the Case Summary (by ticking their checkbox) and

click Save.

@ Case Summary

l * Description | Carrot

Person Role Start Date

End Date

Person Search and Select

Be B Case Summary 20O
| l * Description ‘ Carrot |
= Person Role _Start Date End Date =

Person Search and Select

Omy List O Team List [ICharles Carrot M 09/10/1982 O My ListZOTeam List [/ Charlotte Carrot F 06/10/2013
Related [carissa carrot F 14/04/1985 O Recent Related {¥ICharles Carrot M 09/10/1982
?STDUZZV [Icharlotte Carrot F 06/10/2013 O search ¥4
arrof
so | =2 i @B|me
Click Save.
This populates the Person section on the Case Summary.
@ Case Summary ne
* Description  Carrot

Person Role Start Date End Date
Carissa Carrot 24/06/2019 P )
Charles Carrot 24/06/2019
Charlotte Carrot 24/06/2019 /
Referral | Presenting Concerns | Closure

Original Referral

* Original Referral | Early Childhood Education and Care Professional
Source

This Referral

* Referral Date (for 20/06/2019 [TE
this service)

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

139 |



Click on the red crayon icon for each Person to assign their Role: in the Edit association
details form, select the Role for the Person from the drop-down list, and click Save.

@ Case Summary Be

* Description Carrot

Person Role Start Date End Date -+
Carissa Carrot 24/06/2019 &
Charles Carrot Edit association details

Charlotte Carrot Person Carissa Carrot

Referral | Presenting Role I
original Referrg g:;::{sgrgaﬁ J

* Original Referral Other
Source| Primary Carer

Thic Daf. 1 HE

The Person section will display as follows :

@ Case Summary e
* Description Carrot

Person Role Start Date End Date o+
Carissa Carrot Primary Carer 24/06/2019 V4
Charles Carrot Carer/parent 24/06/2019 /
Charlotte Carrot Referred Child 24/06/2019 f
Referral | Presenting Concerns |Closure

Original Referral

* Original Referral | Early Childhood Education and Care Professional (v
Source
13. The Service Response section of the form contains three very important fields.

Service Response

Case Worker | please select... v
Case Status | Unallocated N

Previous Family O Yes(O No

Date of consent =
to engage with
the service

Firstly, the Case Worker and Case Status field. The Case Worker field has a drop down box
of workers and under Case Status there are three options: Open, Closed and Unallocated.

As the Case Worker field is updated, the Case Status field automatically updates (i.e. you are
not required to select the case status). The case worker should only be selected when there
is a worker who is able to commence actively engaging and working with the family.

Please note: This will be the field where all the data for the reports will be drawn, so it is
important that this is recorded accurately.

14. Click Save.
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15. 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.

16. A scanned copy of the signed consent form 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.

Date of consent | 25/01/2019 |

to engage with
the service

Documents REEEw @ Wl
File Name Uploaded

Family consent.docx 25/01/2019 14:29:09 AEST x

Last update A Coordinator, IFS Training 1
25/01/2019 14:29:44 AEST

Save

TIP

v Each Case Summary can be allocated to a Case worker — on the Referral sub-tab.
This displays in the Cases page and is very useful for filtering Case information. Simply
click on the Show Filters button to choose the worker you wish to display Cases for. You
can use the other filter options to refine the displayed results.

The Key Worker (allocated on Person > Details) will display on the My List and Team List
tabs on the Home Page. It is recommended that Key Worker is only assigned for the
Primary Carer in the Case - typically this is the same worker as allocated in the Case
worker field on the Case Summary.

The Presenting Concerns sub-tab recognises the issues of concern for the family from the
perspective of the referrer.

@ Case Summary e
* Description  carrot

Person Role Start Date End Date +
Carissa Carrot Primary Carer 18/06/2019 ,‘
Charles Carrot Carer/parent 18/06/2019 &
Charlotte Carrot Referred Child 18/06/2019 &
Referral | Presenting Concerns | Closure

i Child wellbeing

|| Parenting Skills

[TDome & ramily Violence

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

[V Social and/or community support network

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

[Jchild Physical health including health conditions,
disability

[IParent/cCarer physical health including health conditions,
disability

[Jchild mental or emotional health including anxiety,
depression or self-harm

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

[ child alcohol and/or drug misuse

[] parent/Carer Alcohol and/or drug misuse
[CIChild sexual abuse

[CJFamily law / custody issues

[]Other
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5.4 Close a Case/ Case Summary

The accurate closure of the Case / Case Summary is very important for the integrity of service
delivery and reporting for your service.

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.

@ Case Summary Be

= Description

Referral | Presenting Cnnceré Closure >

Exit referrals / links with
other agencies

Closure date =

Rules for determining “Case plan goals met”

All case plan goals achieved = outcome rating 2 or 4 for all goals

Majority of case plan goals achieved (50% and above) = outcome rating 3 or 4 for 50% and greater of goals
Some case plan goals achieved (fewer than 50%) = outcome rating 3 or 4 for less than 50% of goals

Mo case plan goals achieved = No goals have an outcome rating of 3 or 4 (all have an outcome of 1 or 2)

Case plan goals met | please select. .. v

Reason for case summary | please select. ..
closure

TCTOSUTE CHECrIET
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

[ ] Assessments - Wellbeing Domains: Closing / Exit
completed

[ ] FAST: Initial Assessment completed
["] FAST: Closing Assessment completed
[] Case notes completed

[] Relevant documents uploaded
[] Key worker ended

[] Outstanding tasks completed
ee

OJ

J

J

Feedback

Feedback to referrer
Feedback to family regarding referral outcome
Send client survey

Last update

3. As relevant, enter 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.
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9.

Complete Case plan goals met* from the drop down list. Use the rules in the blue box to
select the appropriate response (related to the outcomes recorded in the Plan)

Rules for determining "Case plan goals met”

All case plan goals achieved = outcome rating 3 or 4 for all goals

Majority of case plan goals achieved (50% and above) = outcome rating 3 or 4 for 50% and greater of goals
Some case plan goals achieved (fewer than 50%) = outcome rating 2 or 4 for less than 50% of goals

Case plan goals met R o0
All case plan goals achieved

Majority of case plan goals achieved (50% and above)
Some case plan goals achieved (fewer than 50%)
Referral to another service

Zlosure Checklist Early exit

Menrnduen Do i

Reason for case summary
closure

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*.

Complete the Closure checklist Procedure Review, Data Collection and Feedback sections as
appropriate.

VERY IMPORTANT NOTE: Data collection for the Assessments listed is mandatory.
An Initial and Closing FAST Assessment must be completed prior to closing the Case
Summary.

Closure Checklist
Procedure Review
["]Active Engagement procedure followed

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

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

] Assessments - Wellbeing Domains: Closing / Exit
y=Yal

[]FAST: Initial Assessment completed
[]FAST: Closing Assessment completed

|| Case notes completed
[]Relevant documents uploaded
[1Key worker ended
[]Outstanding tasks completed

Feedback
["]Feedback to referrer

[1Feedback to family regarding referral outcome
[Isend client survey

Select Save.

In the Feedback section, record how you have provided your client with the Client
Satisfaction Survey :

Feedback
[]Feedback to referrer

["]Feedback to family regarding referral outcome
i:s/_’ESend client survey

(O Hardcopy provided

(O Completed with the service

O Email

Last update A Coordinator, IFS Training 1
25/01/2019 14:43:08 AEST

Save
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Where email is available, enter the address.

Feedback
[“]Feedback to referrer

[IFeedback to family regarding referral outcome
[w]send client survey

(O Hardcopy provided
(O completed with the service
(® Email

Client email address ‘ linda@lemon.com.au

Last update Worker Two, IFS - UAT Service
29/06/2018 12:51:19 AEST

When you click Save to close the Case Summary, the email (containing the link to the survey) will be
scheduled for dispatch (actioned every 10 minutes). Only one email can be dispatched upon closure
of the Case Summary. An example of the email received by your client is shown below, containing a

link through to the survey:

Intensive family support - Client satisfaction survey
.

——
Please help us by having your say

Now that you have finished your involvement with intensive family support we would like o invite you fo parficipate in a survey lo leam about your experience of the service.

What is involved?

Please filin the online survey ot hitps:/iwww.surveymonkey.com/rfifs-cs-survey

The survey should take about 10 minutes to complete.

Why should | do it?

Your responses wil help us improve the service for families.

It is your chance to tell us what you think: to give us advice on what we do well and how to improve.

There is no way fo connect your responses to you, they are complefely anonymous. Your response will be sent 1o researchers in the Queensiond Govemment, who are interested in how
the service can be improved.

Only affer we get at least 10 responses per service will we then let the service and funding agencies know what has been done wel and what needs to be improved. (For example, we
wil tell them what per cent [%} of people would recommend this service 1o a friend: and that the folowing suggestions have been made to improve the service...).

Need more information?

if you have any questions, concerms of leedback about the survey, please contact the Child and Family Programs Team, Queersiand Govemment on 07 3006 4511

supporting families Achanging future (2l

When it has been dispatched, the Case Summary will be updated with the date sent:

Feedback
[IFeedback to referrer

[IFeedback to family regarding referral cutcome
Send client survey

(O Hardcopy provided
() completed with the service

Client email address  linda@lemon.com.au

Client survey sent | 29/06/2018
date

Last update Worker Two, IFS - UAT Service
29/06/2018 13:23:14 AEST
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10.

The Case Summary is now closed and available by clicking on the button.

supporting  IFS - UAT Service

families
Home

Persons View Primary Details

Groups
Person / Alias:

Name
Cases Linda Lemon
Reports Relationships:
Person
Lenny Lemon Son

B £ Recent List
Linda Lemon

Oscar Orange Husband

Primary/Alias
Primary Name

Relationship

Linda Lemon remale, DOB: 03/03/1990 (Age 28 yrs)
Search QelZeHE) Motes Supports Alerts Consent Referrals Plans Tasks Assessments Doc

Create new alias

Comments

Create new relationship

DOB Comments
05/05/2015
04/04/1950

Create new profile

Eliza Eggplant Profiles:
Carmine Carrot

Alan Robinhood No profles Sxist
Charles Carrot cdses

Carissa Carrot

John Doe Ndlcurrent Cases exist

Odie Dog Prjor Case

Garfield Cat Ddscription Role
Mary Doe

Cafpe Summary

Lefgon Family Primary Carer

Create new Case | View Prior

Workgroup Start End

IFS - UAT Service 15/01/2018 29/06/2018

Address:

-—
Create new address

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

Message from webpage x

RECORD NOT SAVED.
! The following fields are incomplete:
* Case plan goals met
* Reasen for case summary closure
* Closure checklist - all Assessments fields

These fields must be complete before the record is saved.

Message from webpage

| Closure date must not be before Case Creation date

Message from webpage X

RECORD NOT SAVED.

! The following fields are incomplete:
* Date of consent to engage with the service cannot be blank when
Case Plan Goals met value equals: Case plan goals met, Partial needs
met, Referral to another service, or Early Exit reason of Terminated
Service/Disengaged

These fields must be complete before the record is saved.

Message from webpage *

RECORD MOT SAVED.
! The following fields are incomplete:
* Case Closure date must be earlier than or equal to teday'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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5.5

Managing Cases from the Cases Page

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

supporting
families

Persons
e ]

B £ Recent List
Carissa Carrot
Beverley Banana

IFS Training 1

Case Summary

Advice, Referral and Case Management (ARC) - Training

Records Show Filters | Create New Case Summary

Date of
Case consent to
Descliption  Case Worker Status | Referral Date Creation Closure Date
Date engage with
the service
Banana A Open 27/06/2016  07/07/2016 =
Family Coordinator P o
Carrot Family O User Open 27/05/2016 10/06/2016 22/06/2016 EE
Orange =
Family Open 29/06/2016 04/07/2016 —
Guava Family G User Closed 28/04/2016 05/05/2016 31/05/2016 04/07/2016 :E
Zucchini —
Family H User Closed 12/04/2016 26/04/2016 10/05/2016 28/06/2016 ;=

a) Order by column

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

supporting
families

Home

Persons

Groups

Days

B £ Recent List

Carissa Carrot
Beverley Banana

IFS Training 1

Advice, Referral and Case Management (ARC) - Training

Case Summary

Description

Orange

Family

Banana A

Family Coordinator

Carrot Family O User
Guava Family G User

Zucchini

Family H User

Case Worker Status

Open

Open

Open

Closed

Closed

Records Show Filters | Create New Case Summary

29/06/2016

27/06/2016

27/05/2016
28/04/2016

12/04/2016

Case
Fef al Date TrealrT
Daia

04/07/2016

07/07/2016

10/06/2016
05/05/2016

26/04/2016

Date of
consent to
engage with
the service

22/06/2016
31/05/2016

10/05/2016

Closure Date

04/07/2016

28/06/2016
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b) Apply filters

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

feature.

supportin
families

Home

g

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

Case Summary

Description
;

Family

Banana

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

Case Worker Status

Open

A

Records

Referral Date =
1

Date

29/06/2016  04/07/2016

Ev@ Show Filters | Cre ate New Case Summary
ase
Creation

Date of
consent to
engage with
the service

Closure Date

IFS Training 1

Case Summary

Records

Case
Description Worker Status
| | | E| ‘ Oper|2||
Orange
Family Open
Banana A Ty
Family Coordinator P
Carrot
Family O User Open
Eliavg G User Closed
Family

Referral Date |

1lear Filters

Case Creation
Date

Advice, Referral and Case Management (ARC) - Training

m Apply Filters I

Hide Filters | Create New Case Summary

Date of consent
to engage with

Closure Date

the service
29/06/2016 04/07/2016
27/06/2016 07/07/2016
27/05/2016 10/06/2016 22/06/2016
28/04/2016 05/05/2016 31/05/2016 04/07/2016

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

Hide Filters — returns you to the 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.

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

Case Summary

Records | 20 [ Bl | LR ®) @ Case Summary e
Groups

* Description

supporting
families

Days Date of

Case

Description 358 stars | Referal Creation consent © o6 pate Please save record to associate clients

Cases Worker Date T engage with

the service Referral|[Family Strengths and Warries || Closure
Reports 5o
p ?;ﬂ:ﬁ;”" F User open 18/07/2016 01/08/2016 17/08/2016 := Original Referral
* original Referral | please select. . &
carrot = Source
Family A User Closed 25/07/2016 28/07/2015 01/08/2015 03/08/2016 =
B8 £ Recent List is Referral
Carissa Carrot lto2of2 * Referral Date (for

Margerie Mandarin this service)

*Case Creatiol
date

01/08/2016

n
e

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

e

IMPORT/
It is CRITICAL to attach Person records (including the relevant

children) to the Case Summary.

O Case Summary 2

* Description | Cucumber Family |

Person Role Start Date End Date L C)

Referral | Presenting Concerns | Closure

Original Referral

* Original Referral | pisability Service
Source

This Referral

* Referral Date (for | 01/03/2017 |75

this service)

*Case Creation date | 03/03/2017 |78

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

* Referral Source | Corrective Services

-+

The Person section will appear (after the Case Summary is saved) and the
to attach the relevant Person records.

icon can be used

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. In this field, the case worker should only be selected
when there is a worker who is able to commence actively engaging and working with the family.

Service Response

Case Worker | please select... v
Case Status | Unallocated v

Previous Family O YesO No

il

Date of consent
to engage with
the service
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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  IFS Training 1
families Advice, Referral and Case Management (ARC) - Training

Home Case Summary
Groups

Date Record Type Notes
Days Case e Y Ty 09/07/2016 Yypport rokerage travel assistance to attend s.
Description ~ Case Worker Status | Referral Date Creation Closure Date

Cases engage with
EE the cenvice @ O70IE016 Assessment Inital

ool
e A Coordinator Open 27/06/2016 07/07/2016 § Domains]

records| 20[] [ERTTE) IR \ociated Records

Famil
41 06/2016 Note Home  Met with family - gained signe.
Carrot Family © User open 27/05/2016  10/08/2016  22/06/2016 visit
B £ Recent List Cucumber 15/06/2016 Note Phone Contacted family - arranged p..
o e Fonmiy Open 01/06/2016  07/06/2016 (i) v e
Beverley Banana pos— @ 10/06/2016 Note File Note CREATED CASE SUMMARY
Pty open 29/06/2016  04/07/2016 =
1tosofs n
:::‘Tyf“ A Coordinator Open 02/06/2016  10/06/2016
Guava Family G User Closed 28/04/2016 05/05/2016 31/05/2016  04/07/2016
E::“‘:‘I;W H User Closed 13/04/2016 26/04/2016 10/05/2016 28/06/2016

The ﬂ'

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

Date Record Type Notes

€) 04/07/2016 Support  Brokerage travel assistance to attend s..

[} | Workers / Workgroups
Coo,

Information
Family Safety
LiJ Adequate
Material Wellbeing
€) | Moderate Challenge amavhgananded/pe
o ch:"r;:;guns RSE SUMMARY
Health
Moderate Challenge n
Child Wellbeing
Moderate Challenge
Parenting
Challenge
Family Interactions
Challenge

Imily - gained signe.

The display of records can ordered by clicking each column — with the arrow indicator appearing.
Simply click again to reverse the order.

Associated Records
Associated Records
Record Type Notes Actions
6 B706/2019 Note Home  Attended the family home. Very positive and honest
visit discussion. Obtained consent to engage with our service.
0 18/06/2019 FAST Assessments  Initial
and Grid
0 13/06/2019 Assessment Initial
[SDM Safety
Assessment]
ﬂ 11/06/2019 Note Phone  Contacted Gail to introduce our service. Arranged for our
initial visit.
ﬂ 10/06/2019 Note File Rec'd referral and created Case summary
Note
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The Filter button enables you to define the parameters of your search.

Associated Records

Associated Records

reate New

Note

From: | 10/06/2019 Record: | Note v
To: | 18/06/2019
Date Record Type Notes Actions
0 18/06/2019 Note Home  Attended the family home. Very positive and honest
visit discussion. Obtained consent to engage with our service.
11/06/2019 Note Phone Contacted Gail to introduce our service. Arranged for our
i/ initial visit.
o 10/06/2019 Note File Rec'd referral and created Case summary

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

Associated Records

Associated Records

There are no records associated to the

Referrals and Plans do not display in this table. You mu
Persons page.

Note

Support

Alert

Task

Assessment
Wellbeing Domains
SDM Safety Assessment
SDM Family Risk Evaluation
SDM Family Risk Re-Evaluation

Document

FAST Assessments and Grid

The Persons attached to the Case Summary are automatically included in each form. If the

particular record only pertains to one Person, simply uncheck the box for the other Person/s listed.

This review is associated with (tick):
Peter Potato Referred Child

Paula Potato Carer/parent
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6 Record Consent

The Service Model and Guidelines for Intensive Family Support services outline the circumstances
regarding consent and information sharing. It is acknowledged that managing confidentiality and
privacy is primarily addressed through the policies and practices exercised by each service. The

department requires funded services have their own consent and privacy statements, which they can
upload to ARC.

In ARC, Consent can be captured in two places:

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

2. In the Consent tab on the Person record.

To record consent :

1.

The Date of Parent/Carer consent to engage with the service must

ORTANT!
be recorded on the Case Summary — Referrals sub-tab.

=

This field is used for reporting purposes for your service.

Service Response

Case Worker | Please select... v
Case Status | Unallocated N

Previous Family O YesO No

Date of consent FE
to engage with
the service

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

supporting  IFS Training 1
families Carissa Carrot Female, DOB: 14/04/1985 (Age 33 yrs)

Search Detalls MNotes Supports Alerts JeEINd Referrals Plane Tasks Assessments Documents Membership

Persons

Consents Edit Consent Details =17

No Consents to display * Worker/s & A Coordinator, IFS Training 1 %

Days =

Start \1are| 25/01/2019 |{#

Review date i

Consent to engage O Yes O No
with the service
B & Recent List

Cases

Reports

Carlssa Carrot Notes va
Peter Potato

Beverley Banana

Charles Carrot

This consent is also associated with (tick)
Name | Relationship  Associate record with
Charles Carrot Husband (m]
Charlotte Carrot  Daughter

i

May be viewed by @ Workgroup ) Cluster

e @)

Last update

3. Complete fields as required and click Save.
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4, 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 EEHEERARVNEELN (Max File Size: 5 MB)

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

Check the procedures for your service: it may be determined more efficient to save the

consent from the family on the Case Summary as a central record, rather than on individual
Person records.

5. Once the documents have been uploaded, select Save.

6. 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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2

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

Add Notes

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.

IFS Training 1

supporting
families

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

Home Search Detais [UM®H Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership

ESIEEXTITR0©  Edit Note Details

Notes

G Activity Date T

Days 28/07/2016

Export Notes

Cases

Reports

B & Recent List
Carissa Carrot
Margerie Mandarin

Worker / Type

B Coordinator
File Note

Notes

Activity Date | 01/08/2016 |Z&

CREATE CASE SUMMARY

* Worker/s & B Coordinator, 7S Training 1 %

Case Summary | Carrot Family [=]

1tolof1

Notes

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)
() child Safety (CSSC)
Consultation with [J PCPP
[J DFV Consultation
[ cultural Consultation
[ Disability Support
[ Practice Consultation
[ other

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

Activity Length Contact Case Work  Travel

May be edited to 04/08/2016
Last update

Re

mins

Enter Activity Date of note (can be backdated).

Add Worker/s. The worker will default to the user entering the data. Additional workers

can be added by selecting the [a] icon. External workers can be added to the note to record
their attendance (Persons external to your service do not have access to ARC).

Edit Note Details

Activity Date | 24/06/2016 [z}

* Waorker/s & A Coordinator IFS Training 1 x
B User IFS Training 1 %

R6e

Workgroup:
Worker:
i O B User

Role:

IFS Training 1

Additional workers

=]
B

Edit Note Details 2e

Activity Date | 24/08/2016 |8

*= Worker/s o B User IFS Training 1 x
Mark Mushroom ABC Better for Families.

[Family relationship specialist] %

Additional workers

Workgroup: .
97°YP* | External Organisation... =]
N Organisation: | \gc Better for Families
Worker: Mark Mushroom
Role:

Family relationship specialist
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5. Select the relevant Activity type from the list. E.g. Client meeting or Home visit.

Centre based
Accommaodation 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
6. The Case Summary field will display the active Case Summary for this Person.
7. Record any relevant comments in the Notes box.
8. The check boxes for Service provided offer a short-cut to record the nature of the activity.
9. 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)
10. Indicate if there has been consultation with other professionals in the conduct of this
activity.
Consultation with [ PCPP
[ DFV Consultation
[ Cultural Consultation
I Disability Support
[ Practice Consultation
[ Other
11. 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.
12. Enter the time spent with or on behalf of the client in the Activity Length* field.
Enter minutes only.
e Contact: direct time spent with the client
e (Case Work: time spent on behalf of the client
e Travel: other travel undertaken with or on behalf of a client (including travel to
meetings with clients, without them in the car)
13. Select Save to save a draft of the note - all notes will become locked/un-editable after 3
days of saving.
14. Select Save Final to lock the note.
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Additional Notes:

Edit Note Details AL 2]

Activity Date | 07/03/2017

* Worker/s g B Coordinator, IFS Training 1 %
K User, IFS Training 1 %

* Activity Type | Home visit
Case Summary | Cucumber Famil\;

Notes h AF %
Conducted initial meeting with the family

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)

[[] child safety (CSSC)

Consultation with []pCpp
[JoFv Consultation
[Jcultural Consultation
[ pisability Support
[JPractice Consultation

[Jother
This note is also associated with (tick):
Constance Cucumber Mother 1
Candice Cucumber Sister W

Activity Length Contact Case Work — Travel
ECH I N O E©

| mins

May be edited to 10/03/2017

Last update B Coordinator, IFS Training 1
07/03/2017 15:26:41

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

e A user with Coordinator access is able to unlock a locked Note.
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Note Details (%] Note Details )

Activity Dat Activity Date 29/06/2018
ctivi ate
ty 29/06/2018 Worker/s Worker Two, IFS - UAT Service
Worker/s Worker Two, IFS - UAT Service
Weork group IFS - UAT Service
Work group IFS - UAT Service PEBTTURE (i
T Ty e Meeting Case Summary Eggplant Family
Notes

Case Summary Eggplant Family Met with the family for an initial visit. Had a frank discussion

about their current challenges and discussed support options for
Notes Y - P

the family.
Met with the family for an initial visit. Had a frank discussion ‘ —— )
about their current challenges and discussed support options for Also associated  Eddie Eggplant, Son
the family. with: Carl Cumcumber, Husband

Activity Length
ctivity Leng Contact  Case Work  Travel

Also associated  Fddie Eggplant, Son

N 50 30 mins
with: Carl Cumcumber, Husband P
Edit locke
Activity Length 02/07/2018 &
Contact  Case Work  Travel
Unlock for Days
50 30 mins
Unlock reason Please sele
Edit locked 02/07/2018 G Remove record from incorrect person
Remove record from incorrect workgroup
Last update Worker Two, IFS - UAT Service Edit inappropriate or incorrect information in text fields
Last update Edit incorrect dates
29/06/2018 15:28:37 AEST 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

3. Click Save.

TIP

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

Search Details {[E Supports Alerts Consent Referrals Plans Tasks Assessmel

[rier ] rete e vote [

Activity Date T Worker / Type Notes

07/07/2016 A Coordinator CLOSED CASE SUMMARY
File Note

07/07/2016 A Coordinator Internal review to determine next steps for the family
Case coordination

28/06/2016 B User Review file and assess service actions
Case coordination

24/06/2016 B User Discussed many issues and completed Assessments
Home visit

22/06/2016 A Coordinator Met with family - gained signed consent. Very positive meeting.
Home visit

15/06/2016 A Coordinator Contacted family - arranged preliminary meeting for 22nd.
Phone

10/06/2016 A User CREATED CASE SUMMARY
File Note

1to7of7
Export Notes
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8 Assessments

8.1 Record Assessments

The results from each of the following Assessments are recorded in ARC:

e Family Assessment Summary Tool (FAST)

e SDM Safety Assessment

3 The full documents for each of these Assessments are available from the
Documents tab on the Admin page.

on the Cases

A Coordinator (Coordinatol
E &

Records Filter

Note

All Assessments can be created and accessed from the Associated Records icon
page.

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

Records 20[5_?_] Show Filters | Create New Case Summary Associated Record,

Date of
consent to

Case R Record Type Notes Support s
Reports Case Status Referral Creation with the Closure /06/2019 Note Case Prelim ca; Alert
Description Worker 1 Date Date service Date coordination Jask
5 o 11/06/2019 Task Appointment Initial fanj ﬁssessment

Avocado (o ior OPEN  10/06/2019 11/06/2019 = Wellbeing Domains
2 Recent List bl ___ || @ 06/06/2019 Nots Phone Called Bl  5pMm safety Assessment
Bernard Banana A provide 9 soM Family Risk Evaluation
Tony Tomato Banana Coordin Open 03/06/2019 04/06/2019 10/06/2019 sounded

forourinl SDM Family Risk Re-Evaluation

= 04/06/2019 Note File Note Rec'd refd Document
Opén ZUOHA0S SWOHENS = e Summaryl FAST Assessments and Grid

Amy Avocado
Bella Banana A
ik Coordinator

** FAST Assessments can only be accessed from Associated Records on the Cases Page.

The other Assessments are also available from the Assessments tab, on the Persons page/record.
Click Create New Review button to select the required Assessment.

1. On the Persons page, select the Assessments tab

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

supporting  IFS Training 1
families Carissa Carrot remale, DOB: 14/04/1985 (Age 33 yrs)

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

Persons
_ Create New Review o
Groups ~  Wellbeing Domains
Days 0o (Relenss & iy _ SDM Safety Assessment
SDM Family Risk Evaluation
SDM Family Risk Re-Evaluation

Reviews

8.2 FAST Assessment and Grid

The Family Assessment Summary Tool (FAST) is implemented through the completion of the Adult
and Child wheels, as appropriate, to provide a rigorous and balanced assessment of strengths and
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challenges with families. The results of these assessments (wheels) are recorded in ARC and collated
for review in a Grid.

1. From the Cases page, click the Associated Records icon for your family Case.

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

Days Date of
Case Referral Creation engage with Closure
Description  Worker Status | Date Date the service  Date
A —

Show Filters | Create New Case Summary

Case List

B & Recent List A
Barire] TTanE Banana coordinator 0P 03/06/2019  04/06/2019  10/06/2019 9
Tony Tomato
Amy Avocado Tomat - 0 27/05/2019  30/05/2019 =
Bella Banana omato Coordinator Ut 105/ /05/ =

2. Click Create new and select FAST Assessments and Grid
supporting IFS Training 1 A Coordinator (CoordinaJ

families Advice, Referral and Case Management (ARC) - Trainin = o

Records | 20/ ETRYHTESND CCTRTTTIEIPIOD e ot

- Associated Records New
Days .

Date of Note
Case consent to
Support
Case Referral Creation  engage with Closure Deta Recard Type Notes M;rw
Reports Description  Worker Status | Date Date the service  Date o 07/06/2019 Note Case Prelim case review with ©
P coordination Task
Admin Avocado A d Open 10/06/2019  11/06/2019 = o 11/06/2019 Task Appointment  Initial family visit Assessment
Coordinator Wellbeing Domains
B & Recent List A 06/06/2019 Note  Phone Called Bernard to Introdt  5pM Safety Assessment
Bernard Banana Banana Coordinator 2P 13/06/ 04/06/2019 = © our service. He sounded v

for our intial visit tomorr ~ SOM Family Risk Evaluation

Open 27/05/2019  30/05/2019 @ D4/06/2019 Note  File Note Recd refarral and craatq _ S0M Family Risk Re-Evaluation

I FAST Assessments and Grid I
103001 recult [hMD 1 to 4 of 4 results

3. Select the Assessment Stage for your results: Initial, Subsequent or Closing
Click Save.

Tony Tomato
Amy Avocado Tomato A
Bella Banana Coordinator

Associated Records FAST Assessments and Grid
@ FAST Assessments and Grid =Y 2]

*Date of | 24/06/2019 [T
Assessment

*Assessment Stage |[HEEERTo a0

Initial
Subsequent
Lock after | Closing

Last update

Save

| 58 |



The FAST Assessments and Grid record displays.

To record the assessment results, click on the blue cross for Child Assessments and Adult

Assessments, respectively

*Assessment

Associated Records FAST Assessments and Grid

@ FAST Assessments and Grid

Person Start Date
Bella Banana 24/06/2019
Bianca Banana 24/06/2019
Boyd Banana 24/06/2019
Brian Banana 24/06/2019

Case Summary Banana

*Date of 24/06/2019
Assessment

Stage | Initial

FAST Child Assessments

No available record

FAST Adult Assessments

No available record
FAST Grid
No Results available

Lock after =

Last update A Coordinator, IFS Training 1

24/06/2019 14:03:57 AEST

End Date

i:
o

+ Create

<)

AL A WL N )

For each person, record the results from your completed wheel using the radio buttons.

Worker/s

Emotional Well-being

Cognitive skills and Ability

Financial and Material Resources
Intimate Partner Relationships
Household Relationships and Interactions
Connections to Family, Community and Culture

Physical Environment

O FAST Adult Assessment for Bella Banana

Bella Banana (female, 39yrs)

*Date of Assessment  24/06/2019  [T#

W A Coordinator, IFS Training 1 %

Domains

Major Challenge Challenge Strength Major Strength

Physical Health O

Substance Use
Legal/Justice

Parenting

Employment

Other

0000 ®® 000 00O

Lock after G

Last update A Coordinator, IFS Training 1

24/06/2019 15:27:56 AEST

O

OO0 0O ®O0O0®@®®O0OO0O0®

Associated Records FAST Assessments and Grid FAST Adult Assessment

®

O® ® 000 00®®®O0

O

OO0 00O 0O0O00O0OO0O0O0O0

0

Click Save.
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6.

Using the breadcrumb trail at the top of the form, click FAST Assessments and Grid to
complete recording the results of the wheels.

[Associated Records FAST Assessments@ FAST Adult Assessment ]

@ FAST Adult Assessment for Bella Banana e

Bella Banana (female, 39yrs)

*Date of Assessment  24/06/2019

Worker/s * A Coordinator, IFS Training 1 %

Domains

Major Challenge Challenge Strength Major Strength

Click the blue cross for Child Assessments and Adult Assessments, as relevant, to record the

assessment results for the persons in your Case.

When you are ready to review the results of your assessments (collated in the Grid),

=+ Create
click
Associated Records FAST Assessments and Grid
O FAST Assessments and Grid 127
Person Start Date End Date +
Bella Banana 24/06/2019 ra
Bianca Banana 24/06/2019 ra
Boyd Banana 24/06/2019 &
Brian Banana 24/06/2019 Vs
Case Summary Banana
*Date of Assessment 24/06/2019 |4
*Assessment Stage  Tnitial
FAST Child Assessments +
Bianca Banana
Boyd Banana
FAST Adult Assessments +

Bella Banana

Brian Banana

No Results available

Lock after G

Last update A Coordinator, IFS Training 1
24/06/2019 15:26:33 AEST

The following will display

FAST Grid
Created at Created by
[ 24/06/2019 15:34:09 AEST A Coordinator Elview X Delete ]
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8.

View
Click to display the Grid :

O FAST Grid

FAST Assessments and Grid

Created at 01/07/2019 11:54:06
Created by Worker Two
Case Summary Banana
Date of Assessment 24/06/2019
Assessment Stage Initial
Adult grid
Domain Brian Zucchini Bella Banana

Physical Health
Emotional Well-being
Cognitive Skills and Ability
Substance Use
Legal/Justice
Parenting
Financial and Material Resources
Intimate Partner Relationships
Household Relationships and Interactions
Connections to Family, Community and Culture

Physical Environment

Employment

Other Domain:

Child grid

Domain Bianca Banana Boyd Banana
Emotional Well-being
Child Development, Cognitive Skills and Abilities
Education, Training and Employment
Connections to Family, Community and Culture
Peer Relationships
Household Relationships and Interactions
Physical Health
Substance Use

Actions and Behaviours

Other Domain:

You can easily print the Grid using the pdf button at the top.

B

[Note - colour is not retained using the Excel export]

Use the breadcrumb trail at the top of the form to return to the FAST Assessments and Grid.

[ Associated Records AST Assessme@ FAST Grid ]

©® FAST Grid DA

FAST Assessments and Grid

Created at 01/07/2019 11:54:06
Created by Worker Two
Case Summary Banana

Date of Assessment 24/06/2019
Assessment Stage Initial

If any errors were made in recording the results from the wheels, the Grid can be deleted, the
assessments accessed and amended as necessary and the Grid created again.
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10.

11.

12.

Completed FAST Assessment and Grid records are ‘filed’ and accessed from Associated
Records for your family Case, from the Cases page.
Simply click the blue date to open the record.

IFS Training 1 A Coordinator (Coordinator)

supporting r -
families Advice, Referral and Case Management (ARC) - Trainin H o &
Home Case Summary

Persons records | 20(v] [ e g  Assaciated Records

Groups
Associated Records
Days Date of
Case consent to
= Creation engage with  Closure Dace Bacord) Type ictes At
Reports Description ~ Case Worker Status|  Referral Date Date the service  Date @ 22/06/2019 Note Case Performed detailed review of referral
coordination  information to hand and research of family
A R history
Admin Avocado Open 10/06/2019  11/06/2019 =
Coardinator @ 21/06/2019 Note Phone Rec'd call from Bella - is aware of the referral
B & Recent List A and VERY keen to engage with our service to
Bells Banana Banana Coordinator  OPe" 20/06/2019  24/06/2019  24/06/2019 provide support for her and her family
24/06/2019 Note File Note Rec'd referral and created Case Summan
A = - e e
Tomato Open 27/05/2019  29/05/2019 =
Coordinator €@ 29/06/2019 FAST Initial
Assessments and
1to 3 of 3 results i) 3

Using the Filter enables you to easily locate these records.
Click Filter and select the FAST Assessment and Grid option.

Associated Records
Associated Records l Create New
From: | DD/MM/YYYY ] Record IR
Note
Support
To: | DD/MM/YYYY | pa e
Task
Assessment
Date Record Type Notes Docuont
0 22/06/2019 Note Case Performed detailed review of u FAST Assessments and Grid l
coordination  information to hand and research of family

Click Search

Associated Records

Associated Records

From: DD/MM/YYYY [:::] Record: FAST Assessments Vv

To: DD/MM/YYYY ] Search m

Date Record Type Notes Actions

0 24/06/2019 FAST Assessments and Grid Initial

All FAST Assessment and Grid records will be displayed.
Simply click on the blue date to open the record.
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8.3 Complete SDM Safety Assessment

Note: The SDM Safety Assessment in ARC is captures the outcome of the assessment for reporting
purposes. The assessment, completed in accordance with Program Guidelines, is to be completed
for each household.

1. Select SDM Safety Assessment from the Create New Review list

2. Enter Completed* date (can be backdated).

3. The Worker/s field will default to the user entering the Assessment into ARC. If additional
workers were involved in the Assessment, select the (2] icon to add the relevant worker/s
from the drop down list. To delete workers, select the (x] icon

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

5. Record details for:

- Safety Decision* and
- Date of Assessment*.

6. Record any notes in the Comments box.

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

8. Select Save to save a draft, or Save Final to lock the assessment.

9. After saving, you can attach documents to this assessment.

Edit Review Details e
Completed | 01/08/2016 |[F#

= Worker/s & B Coordinator, IFS Training 1 X

* Assessment SDM Safety Assessment
Name

Case Summary | Carrot Family [+]

= Assessment [+]
Stage
= Safety Decision | pPlease select... E|

* Date of | g5fe
Assessment | conditionally Safe
Comments Unsafe

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

Patricia Parsnip Mother

May be edited to 12/09/2016
Last update

Save Final

| 63|



9 Plans

A Plan is a structured intervention program and the Plans tab enables you to create and maintain a
case plan for a family.

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

9.1 Create Plan

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

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

m Search Details Noltes Supports  Alerts Consent  Referrals BRELEY Tasks  Assessments  Documents

Mo Plans to display

Edit Plan Details =1L 7)
pate | 02/04/2020 | This plan |5 also assoclated with (tick): Raview date I:I'E

Al | FE - FAST Harme | Relationship Assodiste record —
= Oversight i = = with: Close date I—I H

LoAT % Brian Hughand n]

Description Hunter Last update

B & Recent List
Haolly Hunter J
i Madison Daughter O
ity Wik
CEy ke Hunter

Liz Paper
Michael Paper

lewal Paper m

Amanda Ellictt

w

Enter the Date* and Review date (if required) by using the calendar icon.

e

In the Description field, record the name of your plan in line with the procedures of your
service.

ol

The Oversight field will default to the user entering the Plan. If additional workers are
involved in the Plan, select the [&] icon to add the relevant worker/s from the drop down list.
To delete workers, select the (%] icon

o

In the This plan is also associated with section, select the family members involved in this
Plan (as for the Case Summary).

~N

Click Save. Once the plan is saved, you are able to add Goals.

Plans Create New Plan

I Date T Review Date Worker Work Group Description
I 02/04/2020 02/07/2020 Allison Scanlan

i}
1tolof1
Export Plans

Edit Plan Details Be

Date | 02/04/2020 |F& This plan is also associated with (tick): Review date | 02/07/2020 |

" _ MName T Relationship Associate record

- Brian Husband ] Last update Allison Scanlan, IFS -

Madison Daughter 4] 02/04/2020 10:13:34
Hunter AEST

Goals Create New Goal

Mo Goals to display
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9.2 Create new Goal within a Plan

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

Holly Hunter remale, DOB: 18/09/1980 (Age 39 yrs) = o
Search Details Motes Supports Alerts Consent Referrals FEEREY Tasks Assessments Documents

pate | 02/04/2020 |FE

g Allison Scanlan, IFS - pasT Mame 1
* Oversight &
UAT X

Plans m Create New Plan
Date | Review Date Worker Work Group Description
02/04/2020 02/07/2020 Allison Scanlan
1to1of1
Export Plans
Edit Plan Details Be

This plan is also associated with (tick):

Relationship Associate record

r Foiad L & Last update Allison Scanlan, IFS -
Description Hunter FAST UAT
Madison  Dauphter 5 02/04/2020 10:13:34
Huniker AEST
Goals ‘ Create New Goal '

Review date | 02/07/2020 |58

Close date =

Mo Goals to display

Edit Goal Details

Date Challenge/Major Challenge Goal Statement w a Actions

02/04/2020 | 5 Please selact... v]
|R0'Uit‘w date
Closed date

* oversight &
Allison Scanlan, IFS -
FAST UAT ¥

Worry Statement v

Outcome Comments on Outcome

Please salect... ﬂ

Family Strengths/Resources w o A

Last update Service &

order:[0_|

ove [osete

Enter the Date and Review date (if applicable).

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

Select the Challenge/Major Challenge from the list box. These will be taken from the FAST
assessment.

Enter details for the Worry Statement, Family Strengths/Resources, Goal Statement and
Actions.

To Add a Service to the Goal, select the icon. This will open the Service Directory where
the user can search the Service Seeker database or select from the list of Favorite services to
reflect the involvement of an external service with this Goal. To remove a Service from a

plan, select the El icon.

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

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

Select Save.

To record a Referral from the Goal, select the @ icon next to the Service (note, a Service
must be added to the Goal (as outlined above) for this icon to appear). This will take the
user to the Referral form within the Referrals tab. Refer Sending a referral.
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10. To record another Goal, click Create New Goal — the details screen will display. Complete as
above and Save.

11. To print the plan, select Print View and print. The template includes signature blocks for
your family and your service for use in accordance with the procedures of your service.

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

Goals Create New Goal
Date/Worker Chall fMajor Chall Worry Statement, and Family Goal Actions Review/Close
Strengths and Resources Statements
02/04/2020 ChallengefMajor Challenge: enter details enter details Review: Not Set
Allison Primary Parent - Physical Health hera... hera... Closad: Mot Set
3 Worry Statement: Outoome:
...anter datails hera Outcome: Not
Family Strengths and Resources: Set
....enter details here Comments:
Service:
02/04/2020 Challenge/Major Challenge: enter details enter details Review: Not Set
Allison Secondary Parent - Substance Use here hera Closed: Mot Set
Scanlan Worry Statement: Dutcome:
) i= anter worry statement here, Outcome: Not
= Family strengths and Resources:
enter details here Comments:
Service:
02/04/2020  Challenge/Major Challenge: anter details enter details  Review: Not Set
Allison Child - Emotional Well-baing here hera Closed: Mot Set
Scanlan Worry Statement: Dutconme:
5= enter details here Outcome: Not
e Family Strengths and Resources: Set
enter details here Comments:
Saervice:
Edit Goal Details THE
Date Challenge/Major Challenge Goal Statement w & Actions v A
02/04/2020 |FE Child - Emotional Well-being [v] | enter details here enter details here
husc Worry Statement va
L iz enter details hera
Closed date
Family Slrenn;'rhsfP.esc}un:es = ‘DLII‘EOII'IE Comments on Qutcome v A
= oversight & enter details here Ploasa saloct... b
Allizon Scanlan, IFS -
FAST LIAT X
Last update Service J§
Allison
Scanlan, IFS - @
FAST UAT
02/04/2020
10:58:32 AEST
[Sove
CalE= Within an Goal, the icon with the yellow cross provides a short-cut to record a
mew §°te Note, Support payment and/or Task directly from the Plan.
ew Support . . . . . .
| New Task This is a particuarly useful, time-efficient feature. All records associated with the
O
Goal can be viewed from the icon, simply click to display.
Order- |0 When each Goal 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 Goals are

arranged in your Plan by using this box to assign the order you want for each
Goal.

Additional Notes:

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 Goal.
The Review Date will prompt a task in the worker’s My Tasks tab.

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

e Aclosed goal can be viewed by clicking View Prior. This is required if you wish to print all
Goals associated with a plan.
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.3 Close a Goal within a Plan

From the Persons Page, select the Plans tab.

9

1

2. Select appropriate Plan from the Plans list to open the Edit Plan Details form.
3 Select appropriate Goal against the plan to open the Edit Goal Details form.
4

Indicate the Outcome achieved based on the drop down box (1 — goal not achieved; 2 — goal
partially achieved; 3 — goal mostly achieved; 4 goal fully achieved)

Goals Create New Goal
Date/Worker Challenge,/Major Challenge, Worry Statement, and Family Goal Actions Review Close
Strengths and Resources Statements
02/p4/2020  Challenge/Major Challenge: enter details enter details  Review: Not Set
Allison Primary Parent - Physical Health hera... here... Closad: Mot Set
Scanlan ‘Waorry Statement: Outcome:
= «oenter details here Outcome: Mot
S Family Strengths and Resources: Set
...enter details here Comments:
Service:
02042020  Chall fMajor Chall z anter details enker details Review: Mot Sat
Allison Secondary Parent - Substance Use hera hare Closed: Not Set
Scanlan ‘Worry Statement: Outcome:
= enter worry statement here. Outcome: Not
b= Family Strengths and Resources: Set
enter details here Comments:
Service:
02/04/2020 Challenge/Major Challenge: anter details anker datails Review: Mot Sat
Allison Child - Emotional Well-being Lo here Closed: Not Set
Scanlan Worry Statement: Outcome:
= enter details here Outcome: Mot
Family Strengths and Resources; Set
enter detalls here Comments:
Service:
Edit Goal Details =
Date Challenge/Major Challenge Goal Statemnent w & Actions v a
02/04/2020 .-" Primary Parent - Physical ”E'll enter details here... enter details here...
Review date Worry Statement va

L | enter details hare
Closed date

Family Strengths/REsources w o8 Comments on Qutcome ¥ i

= Owersight & ...enter detalls here 5 s
Allison Scanlan, IFS - 1 - Goal not achieved
* ! 2 - Goal partially achiaved
FAST UAT 3 - Goal mostly achieved
Last update Service g 4 - Goal fully achieved
Allisan
Scanlan, IFS - Order: |0
FAST UAT
02/04/2020

10:56:13 AEST

5. Record notes in the Comments on Outcome box provided.

o

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

9.4 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: Goals should be closed prior to the plan being closed — refer the preceding section.
As shown below, a Closed Goal will show as View Prior.
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Edit Plan Details Ee
Date | 02/04/2020 |58 This plan is also associated with (tick):
Allison Scanlan, IFS - FasT Name T Relationship Assodate record
= Oversight & AT 3 ! with:
_ Srdon Husband Last update Allison Scanlan, IFS -
Description | Hunber FAST UAT
Madison  Daughter M 02/04/2020 11:56:32
Hunter AEST
Goals Create New Go i | view Prios
Mo current Goals to display
Prior Goals
Date/Worker Challenge/Major Challenge, Worry Statement, and Goal Actions Review [/ Close
Family Strengths and Resources Statements
1 02f04/2020 Challenge/Major Challenge: enter details enter details |Review: Mot Sat
Allison Primary Parent - Physical Health here... here... Closed:02,/04/2020
Scanlan Worry Statement: Dutoome:
= ...enter details here 1 - Goal not achieved
= Family Strengths and Resources: Comments:
....enter details here enter details here
Service:
o2f04/2020  Challenge/Major Challenge: enter details enter details |Review: Mot Set
Allison Secondary Parent - Substance Use here here Closed:02,/04/2020
Scanlan Worry Statement: Dutoorme:
o i= enter worry statement here. 4 - Goal fully achieved
= Family Strengths and Resources: Comments:
enter detalls here enter detalls here
Service:
02/04/2020  Challenge/Major Challenge: enter details enter details  Review: Not Set
Allison Child - Emotional Wedl-being here here Closed:02/04/2020
Scanlan Waorry Statement: Outcome:
i= enter details here 3 - Goal mostly
= Family Strengths and Resources: achieved
enter details here Comments:
Service: enter detalls here

9.5 Delete a Goal within a Plan

Deleting a Goal within a Plan should only occur in the circumstance where the Goal 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 Goal against the plan to open the Edit Goal Details form.
4 Select Delete. The Goal will now be deleted.
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10

10.1 Create Support / Brokerage Payment

1.
2.

Support / Brokerage

From the Persons page, select Supports tab.

Click Create New Support / Brokerage.

supporting
families
Home
Persons
Groups
Days

Cases

Reports

Admin

B & Recent List
Peter Potato
Carissa Carrot
Charles Carrot
Beverley Banana

IFS Training 1

Peter Potato male, DoB: 15/05/2005 (Age 10 yrs)

Search Details Notes [Jlsiegs] Alerts Consent Referrale Plans Tasks Assessments Documents Membership

Support/Brokerage

Filter | Create New Support / Brokerage k€.,

No Support / Brokerages to display

Edit Support/Brokerage Details

Date 29/04/2016 (&

* Support type

Case Summary
Details va

Payment | Approval
Provider Name
* Service type | please select... [=
Expenditure type  Goods C Services
Brokerage code
Method of payment | please select... [=

Payment date

Last update

save

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

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

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.

Enter the financial/dollar Amount* for the support provided.

Record description in the Details box. eg. nature of and reason for support.

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.

Select Save. The Support record will appear in a list on the left-hand side of the screen.
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IFS Training 1

supporting
families

Peter Potato male, DOB: 15/05/2005 (Age 11 yrs)

Search Details Notes E[flileJaid Alerts Consent Referrals Plans Tasks Assessments Documents Membership

De

B Coor]

Persons " q
Support/Brokerage [ e @ © Edit Support/Brokerage Details
Date | Worker / Type Details Amount Date
Days 02/08/2016 B Coordinator Medical assessment $150.00
Brokerage B Coordinator, IFS Training 1 3%
Cases Health assessments and * Worker/s & ’ 9
treatment * Support type | Brokerage []
Reports 20/07/2016 E User Participation in After School Care  $0.00
Brokerage Program - FOC Case Summary Potato Family [7]
Child Care
04/07/2016 B Coordinator NOT APPROVED - request for $0.00 Amount $ | 150.00
B 2 Recent List Brokerage additional Go Card
P:ter il Financial and material Details va
assstance Medical assessment
28/06/2016 B Coordinator GoCard for attending therapy $30.00
Brokerage sessions 2
Financial and material Payment| Approval
assistance
Total: $180.00 Provider Name ‘ Family Medical Services ‘
lto4of4
Export Support / Brokerages * Service type | Health assessments and treatment El
Expenditure type () Goods® Services
Service provision 120
time (minutes)
Brokerage code
Method of payment | Credit Card El

Payment date | 11/08/2016

Last update B Coordinator, IFS Training 1
02/08/2016 10:30:21

Additional Notes:

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

e 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)

10.2 Approve Support / Brokerage Payment

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

1.

2.

On the Persons page, select Supports tab.

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

Navigate to the Approval sub-tab.

B ——

Payment| Approval
proved ® Yes( No

Reason not
approved

Authorised by Mary Contrary
Position Team Leader
Authorised date  11/04/2016 [

Last update A Coordinator, IFS Training 1
25/04/2016 13:46:43

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

Enter the Authorised by, Position and Authorised Date *

Select Save.
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11 Tasks & Alerts

11.1 Create a Task

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

1. On the Persons page, select the Tasks tab.

2. Click Create New Task.

supporting  IFS Training 1
families Peter Potato male, DoB: 15/05/2005 (Age 10 yrs)

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

Persons Tasks Calendar\lir' Edit Task Details
Eungs Action Date T Start/End Worker = TeskdEE i
Days 29/04/2016 N User Review start time ®
= S S )
Reports o
v * Worker/s & A Coordinator, IFS Training 1 %
* Task type E
B & Recent List
Peter Potato Notes Va
Carissa Carrot
Charles Carrot
Beverley Banana
Send to calendar  Yes® No
This task is also associated with (tick):
Paula Potato Mother (]
Created 29/04/2016
cCompleted/Closed E
Last update
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 [a] 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 Outlook calendar

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

7. Include related family members as relevant by checking the tick box 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
Task date 24/05/2016 4
Start time 10:00 am ®

End time 12:00 pm ®

2e

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

C User, IFS Training 1 %

Notes

Internal case review meeting

Send to calendar ” Yes ® No

This task is also associated with (tick):
Paula Potato Mother

Created 29/04/2016

Completed/Closed [

Last update A Coordinator, IFS Training 1
29/04/2016 13:54:29

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
families

Home

Taskes
Action Date 1

_ (i)
29105201
o

Reports

IFS Training 1

Peter Potato male, DOB: 15/05/2005 (Age 10 yrs)

Search Details Notes Sup s Alerts

Filter

Start/End

10:00 am
12:00 pm

worker

24/05/2016 A Coordinator

N User

Consent

Referrals

l Calendar View

Task

Review

Internal case review meeting

Review

HELEN Tasks (W

ate New Task O 0

1to2of 2

10.
below).

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

supporting
families

Home

IFS Training 1

Groups

B & Recent List 8
Peter Potato
Carissa Carrot
Charles Carrot
Beverley Banana

Family name search

Peter Potato mMale, DOB: 15/05/2005 (Age 10 yrs)

Search Detalls Notes Supports Alerts Consent Referrals Plans QEHE Assessments Documents Membership

May 2016
Tue wed
3 4
9 10 1
16 17 18

Task Date: 2
Start Time;

Workers / Workgroups
A Coordinator, IFS Training 1
C User, IFS Training 1

26

A Coordinator (Coordinator)

3

e |
| Day  week m
Fri

7

6

\J
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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
families

Home

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

My List Team List JUVMFNSISIE Team Actions Referrals Service Directory Enquiry

A Coordinator (Coordinator)

Persons
_ Due Date Between: Start date | 12/05/2016 |78 End date | 04/08/2016 8|

Due Date | Time Action Type workgroup
12/07/2016 10:00 AM Task IFS Training 1

28/06/2016 02:00 PM Task IFS Training 1
& ]

13/06/2016 00:00 AM Task IFS Training 1

B £ Recent List
Carissa Carrot
Beverley Banana

Person Description

Carissa Carrot Check up on family with progress against Plan actions
Charles Carrot

Patricia Parsnip

Carissa Carrot Perform internal file review

Carissa Carrot Meeting with family

Charles Carrot

Patricia Parsnip

1to30f3

2 & &

Calendar View [2]

Details

Go to Task

Go to Task
Go to Task

NOTE: This list shows all actions you are responsible for. This may include actions associated with your work for another workgroup (other than the one for which you are currently logged on). To view the details of these

actions you will need to change to that workgroup.

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.

Filter: From: E Type:
To: E Worker:
Action Date | Start/End Worker
05/05/2016 8:00 am A Coordinator
9:00 am
02/05/2016 3:00 pm A Coordinator
4:00 pm

Export Tasks

Tasks: Calendar View | Create New Task oe

=

Task

Review
Internal case review meeting

Review
Review file for Carrot Family

1to2of 2

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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11.2 Create an Alert

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

1.

2
3.
4

10.
11.

From the Persons Page, select the Alerts tab.
Click Create New Alert — the Edit Alert Details form will open on the right-hand side.
Enter Date. This can be backdated.

The Worker/s will default to the user entering the Alert record.
To add more workers, select the [a] icon. To delete workers, select the (%] icon.

B & Recent List
Peter Potato

Carissa Carrot Self Harm
Charles Carrot Health
Beverley Banana Chronic Medical Condition

Select the Alert type.
supporting IFS Training 1 A Coordinator (Coordinater)
families Peter Potato male, DOB: 15/05/2005 (Age 10 yrs) E & &

Home Search Details Notes Supports EX1i&d Consent Referrals Plans Tasks Assessments Documents Membership Menu
Persons pmm— _

sibel Alerts Filky I Create New Alert i’ Edit Alert Details 2o

Groups

No Alerts to display Date 29/04/2016 [T

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

* Alert type =

Notes Safety

Violence against worker
Family violence

At risk of violence
Aggressive Behaviour
Security Issue

This note is also a4 Medication

Paula Potato Mental health issue
Financial
Review date Debts owing
Financial support provided
Expiry date |Legal
Warrant Pending
Legal advice recommended
DVO / probation / parole conditions
Other
Alias must be spoken
Interpreter
Other

Last update

Enter details about the Alert in the Notes box.

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

Enter a Review date (the task will appear in the My Actions / Team Actions tabs on the
Home page).

Select Save. A warning icon will appear next to the person’s name, as highlighted below.
(For the icon to display, click out of the Person record and then open it again).

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 IFS Training 1 A Coordinator (Coordinator)  *
families Peter Potato male, DOB: 15/05/2005 (Age 10y ﬁ 2 o ®
Home Search [PEZIEY Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership m

Relationships: create v eatinsv ]
Create new relationship Middle Name

Persons ias:
Person / Alias: Edit Primary Details =

Groups Peter Potato Primary Name \
Given Name Peter

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

Click Save.

Additional Notes:

e To modify the Alert, select the Alert from the list screen and update as required then
select Save
e A user with a Coordinator access level is able to delete an alert record.
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12 Managing Referrals

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

e receiving referrals — section 12.2 below.

12.1 Making 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 IFS Training 1 A Coordinator (Coordinator)
families Peter Potato Male, DOB: 15/05/2005 (Age 10 yrs) E O &

Search Details Notes Supports Alerts Consent BEGUCIH Plans Tasks Assessments Documents Membership Menu
Persons
Refarrals Referral ©
This person has no history of referrals on record I(\ Search (" Favourites (. Manual (v Family Sarvices I
Days Send referral to

Cases

Reports

There are three 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. The referral form is set to this option as the default.

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

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

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

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

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

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

Home My List Team List My Actions Team Artions [GEEHETY Service Directory  Enquiry

Received  Accepted  Declined| 10
Send Date |  Status Sent From  Sent To Sent By Client
Caboolture
Central Early
Education
. Hamilton  Centre & g‘g:“ Corrot
7 )
2 176 29/04/2016 Declined  |eandifs Preschool - coordinator 14/04/2006
B & Recent List L ] IFS Training Caboolture sk
& Recer 1 Central Early freudszy
Carissa Carrot Education s
Beveriey Banana Centre &
Peter Potato Preschool
Charles Carrot
Beverley
. Hamilton  Willls Island Banana
4 1sland IFS I DOB:
§ 74 2042006 wating  RAEIE S price A Coordinator D s
1 2 er:
Female
Beverley
. Hamilton Banana
1 Island IFS  ABC Better DOB:
i 173 29/04/2016 Accepted IFS Training Living A Coordinator 14/07/2004
1 Gender:
Female
1to30f3 o] ]
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12.1.1 Send a Referral to another service within ARC - Family Services

On the Persons page, Referrals tab, click Create new Referral.
You will notice the Referral type of Family Services is already selected.
Enter FaCC or IFS, to bring up the list of services within ARC.

Select the required service from the dropdown list which appears

v ok W e

Select Submit.

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

Search Details Notes Supports Alerts Consent RSENEl) Plans Tasks Assessments Documents Membership

Persons
_ Referrals Create new Referral ISRl e
Id  Referral Date Status From To (O search (O Favourites (O Mar‘ial @ Family Services >

(# 200 07/03/2017 Waiting Hamilton Island IFS Dunk Island IFS - —
IFS Training 1 IFS Training 2 gnd referral to | Enter Service, Organisation or Suburb |

The Referral form appears.

Referral @

Status New referral

From Hamilton Island IFS
To Dunk Island IFS =]

Service Dunk Island IFS

Program [/ Group | |

Organisation IFS Training 2
For Peter Potato
=]

Referred Persons

Please save record to associate clients

Details =)
* Service Type

Presenting issues

Additional Information

Attachments

l

Referral should be saved as draft before attaching any
document.

Referral Histo
Consent to send () Yes(@® No

Comment
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Select Service Type *, then click Save Draft.
Service Type is required for departmental reporting. The Referral will not save if this field

has not been completed.

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

Click on the

Referral (2]

Status MNew referral

From Hamifton Island IFS
To Dunk Island IFS =]

Service Dunk Island IFS

Program / Group | |

Organisation IFS Training 2

For Peter Potato
Referred Persons =]

Please save record to associate clients

Details ]

* Service Type

Referred - ATSI Family Wellbeing
Referred - Family and Child Connect
Referred - Intensive Family Support

Additional Information

Attachments =]

Referral should be saved as draft before attaching any
document.

Referral Histo
Consent to send () Yes(®) No

Comment

+

icon to attach the other Persons in the Case (to the referral).

Referral (2]

Status Draft

From Hamilton Island IFS
To Dunk Island IFS =)

Service Dunk Island IFS

Program / Group | |

Organisation IFS Training 2
For Peter Potato

lm

©

Referred Persons

Additional associated clients
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10.

11.

12.

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.

For Peter Potato
Referred Persons B
m A

Person Search and Select

¥ paula Potato F 21/04/1985

“
E E Save | Cancel

Click Save.
The selected Persons are now linked to the Referral.

Referral (2]
Status Draft

From Hamifton Island IFS <)

To Dunk Island IFS S

Service Dunk Island IFS

Program / Group | |

Organisation IFS Training 2

Additional associated clients Relationship L 3
Paula Potato Mother &

Enter in Presenting Issues and Additional Information if required.

Enter any Comments and click Save Draft.

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

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

Attachments =]

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

Select Client File then select the information you wish to attach to the referral. The Case
Summary 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 Person Details x

Export Person Details

Document Title | Peter Potato Client File |

Person Information Include
Mame, Sex, DOB

Demographic Details

Current Relationships

Cases

Potato Family (Case Summary 07/03/2017 - )

Additional Details =]

Select All
Notes

K HRA

Supports
Alerts
Consent
Plans

Tasks
Assessments

ORooOoooRd

Documents

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

Include worker @ Yes(O) No
name details

Additional Notes

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 [S)
Client File | Select & Upload

File N Uploaded
< client_file_2289.pdf ) 07/03/2017 15:47:13

%
client_file_1_0riginal referral.pdf 07/03/2017 15:47:13 ¥
x
3]

client_file_2_Family consent.docx  07/03/2017 15:47:13

Consent to send

Comment

Save Draf. l Send I Drlete

13. Check Consent to send* has been provided.

Changes introduced with the Child Protection Reform Amendment Act 2017 in late 2018 included
broader considerations for sharing information.

179 |



The Business Program Team gave specific consideration to the functionality in ARC requiring a “Yes”
for Consent to send in order to send a referral. To promote due consideration in practice for
handling clients, the business decision was made to retain the existing features in ARC.

Where consent has not been obtained from the client, a note to this effect and why the referral is
being sent should be included in the Comments section at the bottom of the referral.

Referral History ®

Consent to send ® Yes O No

Comment Consent NOT received from client. Referral made on the basis A
of ...<insert relevant details> v

14.

SN

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?

DK Cancel

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

Home Search Details Notes Supports Alerts Consent REEWEIE Plans Tasks Assessments Documents Membership

Persons
Referrals el Referral o
Groups 1d Dk Stal 5 ==
Referral sent 07/03/2017 15:50:18
Days (& 200 07/03/2017 Waiting Hamilton Island IFS Dunk Island IFS
IFS Training 1 IFS Training 2 Status Waiting
Cases From Hamilton Island IFS &
Reports To Dunk Island IFS B
Service Dunk Island IFS
Admin
Organisation IFS Training 2
B & Recent List For Peter Potato &
Peter Potato
Charlie Cucumber Referred Persons [=)
Additional associated clients Relationship
Paula Potato Mother
Details =)
* Service Type Referred - Intensive Family Support
Attachments =)
File Name Uploaded
client_file_2289.pdf 07/03/2017 15:47:13
client_file_1_Original referral.pdf 07/03/2017 15:47:13
client_file_2_Family consent.docx 07/03/2017 15:47:13
Referral History 53]
Consent to send Yes

The Sent referral will show on the Person page, Referral tab (as above) for every Person attached to
the referral......... AND on the Home Page, Referrals tab, Sent sub-tab.
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supporting  IFS Training 1
families Advice, Referral and Case Management (ARC) - Training

My List Team List My Actions Team Actions DBEEWElN Service Directory  Enqguiry
m Received Accepted Declined Draft

Groups

Cases Id Send Date | Status Sent From Sent To Sent By Client

Hamilton Dunk Island Peter Potato
Reports =
Island IFS IFS

. 200 07/03/2017  Waiting L
Admin

o B Coordinat
IFS Training IFS Training oordinator ¢ /65/2005

1 2 Gender: male

~ q
= Recent List
Peter Potato 1to 1 of 1 results
Charlie Cucumber

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

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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12.1.2 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) external to ARC.
1. On the Persons page, Referrals tab, click Create new Referral.
Select Referral type of Manual.

Enter in Referral to details such as Organisation name and phone number

Ll

Select Submit.

IFS Training 1

supporting 1
Alan Robinhood male, boB: 20/01/2010 (Age 7 yrs)

families

Home

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

FEREE Referrals

Create new Referral

Groups This person has no histery of referrals on record

Referral @

(O search O Favourites @ Manual O Family Services

Days Service Name [ ABC Batter Living |

Cases Program / Grnupl ‘

Reports o G | ‘

Phone | 4589 1234

Email | —

or

Admin

B & Recent List
Alan Robinhood

Peter Potato
Charlie Cucumber

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

Referral (2]

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

Referral sent | 07/03/2017

Status New referral

From Hamilton Island IFS 2]
To ABC Better Living =

Service | ABC Better Living

Program / Group |

Organisation |

Phone | 4589 1234

|
|
|
|
|
|

Fax |
Email |
Referred Persons =]
Please save record to associate clients
Details =]

* Service Type

ARC.
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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

Details

* Service Type

Presenting issues

Additional Information

Referred Persons S}

Please save record to associate clients

p

Referred - DFV Service

Referred
Referred
Referred
Referred
Referred
Referred

- Disability Service

- Drug and Alcohol Service
- Health - CYMHS

- Health Visiting Program
- Mental Health Service

- Other service

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

For Alan Robinhood

Additional associated clients

&3]
=)

Referred Persons

O,

o

Click on the

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

icon to attach the other Persons in the Case to the referral.

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

Additional associated clients
Maid Maryon

For Alan Robinhood 3]
Referred Persons =]
Additional associated clients +
Person Search and Select
8:;0'::: Rate [iMaid Maryon F 21/04/1995
O search M
=
For Alan Robinhood #H
Referred Persons =]

Relationship 4=

rd

Enter in Presenting Issues and Additional Information if required.

Enter any Comments and select Save Draft.

At any point you can expand or collapse segments within the form by selecting the 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.
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10. 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)

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.

11. 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.

Export Person Details %

Export Person Details |

Document Title | Alan Robinhood Client File | ‘

Person Information Include
Name, Sex, DOB

Demaographic Details

Current Relationships

Cases

Maryon Family (Case Summary 07/03/2017 -}

Additional Details =]

Select All
Notes

K KEE

Supports
Alerts
Consent
Plans

Tasks
Assessments

oQoooOoonono

Documents

Page control | No page break between each record
Order | Most recent at top| ™| ‘
Export period | Full History

Include worker
name details @YesONo

Additional Notes

|

This file is now shown on the Referral form in the Attachments segment, as a pdf document.
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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 8
Select & Upload

File Name Uploaded

client_file 2291.pdf 07/03/2017 16:52:27 X

client_file_1_0Original referral.pdf 07/03/2017 16:52:27 XK
client_file_2_CSS Report card.docx 07/03/2017 16:52:27 ¥

Referral Histnrv B

Consent to send () Yes(® No

Comment

Status tO: Delete | Waiting

12. Check Consent to send* has been provided.

Changes introduced with the Child Protection Reform Amendment Act 2017 in late 2018
included broader considerations for sharing information.

The Business Program Team gave specific consideration to the functionality in ARC requiring
a “Yes” for Consent to send in order to send a referral. To promote due consideration in
practice for handling clients, the business decision was made to retain the existing features

in ARC.

Where consent has not been obtained from the client, a note to this effect and why the
referral is being sent should be included in the Comments section at the bottom of the

referral.

Comment

Referral History ®

Consent to send @ Yes O No

of ...<insert relevant details>

[sove ot sena ] elte | 0] covy

Consent NOT received from client. Referral made on the basis A
v

13. Click Waiting.

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

the receiving service.
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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.

supporting  IFS Training 1
families Alan Robinhood male, boB: 20/01/2010 (Age 7 yrs)

Search Details tes Supports Alerts Consent DE{IEl Plans Tasks Assessments Documents Membership

rsons

_ Referrals Create new Referral JIERSIEIE]] o
Groups

_ 1d  Referral Date SELES R 10 This type of referral will NOT be sent electronically.

C[: 204 07/03/2017 Waiting Hamilten Island IFS ABC Better Living You may wish to PDF the referral and send this manually to the
IFS Training 1 destination service.

|
Status Waiting

From Hamiiton Island IFS
To ABC Better Living =]

Alan Robinhood Service ABC Better Living
Peter Potato
Phone 4589 1234

Referral sent 07/03/2017

' Recent List

Charlie Cucumber -
For Alan Robinhood
Sl

Referred Persons

Additional associated dlients Relationship
Maid Maryon Mother

Details =]
* Service Type Referred - Other service

Attachments [=]

File Name uploaded
client_file_2291.pdf 07/03/2017 16:52:27
client_file_1_Original referral.pdf 07/03/2017 16:52:27

client_file_2_CSS Report card.docx 07/03/2017 16:52:27

Referral History
Consent to send Yes

Comment

The Sent referral will show on the Person page, Referral tab (as below) for every Peron attached to
the referral AND on the Home Page, Referrals tab, Sent sub-tab.

supporting  IFS Training 1
families Alan Robinhood Male, DOB: 20/01/2010 (Age 7 yrs)

“ Search Details Notes Supports Alerts Consent BGEGUel Plans Ta;
eferrals Referral ©
]

Assessments Documents Membership

Groups
_ Id__Referral Date ST Lrom, 10 Referral sent 07/03/2017
_ (4 204 07/03/2017 Accepted Hamilton Island IFS ABC Better Living

IFS Training 1 Status Accepted

Cases From Hamilton

3

a

=

@
@

Reports To ABC Better Living

Phone 4589 1234

For Alan Robinhood

@A

Z Recent List
Alan Robinhood

l

Peter Potato Referred Persons
Charlie Cucumber Additional associated clients Relationship

Maid Maryon Mather

l

Details
* Service Type Referred - Other service

File Name Uploaded
client_file_2291.pdf 07/03/2017 16:52:27
client_file_1_0Original referral.pdf 07/03/2017 16:52:27

client_file_2_CSS Report card.docx ~ 07/03/2017 16:52:27

Referral History

Censent to send Yes

| 86 |



supporting  IFS Training 1
families Advice, Referral and Case Manag

My List Team List My Actions Team Actions

m Received Accepted Declined Draft

Id Send Date | Status Sent From  Sent To Sent By Client

Cases

ement (ARC) - Training
PRI e Service Directory  Enguiry

Alan
R rt: i

Island IFS ABC Better .
Admin 204 07/03/2017  Accepted L L B Coordinator DOB:
i IFS Training Living
1 20/01/2010
B £ Recent List Gender: male
.:Ia::n R;)btlnthood Hamilton Dunk Island Peter Potato
ster fotato 4 Island IFS  IFS DOB:
Charlie Cucumber * 200 07/03/2017 Waiting IFS Training IFS Training B Coordinator 15/05/2005
1 2 Gender: male

1 to 2 of 2 results

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

IMPORTANT NOTE: The actual notification and documentation must be sent separately via

channels (eg. email, post) external to ARC.

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

2. Select the Search radio button and in the search field, start typing the Service Name,
Organisation Name or Suburb into the text field.
Note: If you search via suburb, type as “Suburb”, click Search.

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

supporting
families

IFS - UAT Service

Alan Robinhood male, poB: 20/01/2010 (Age 6 yrs) =

Search Details Notes Supports Alerts Consent RG] Plans Tasks Assessments Documents Membership Menu

Worker Two (Coordinator)

4 =

Referrals Create new Referral
Groups d ferral p C c P
Id Referral Date Status From To ® Search © Favourites © Manual © Family Services
Days [ 340 02/08/2016  Accepted IFS - UAT Service ABC Better Living

‘ "maroochydore”

IFS - UAT Service organisation

Cases

Reports

# Magistrates' Court of
Queensland, Maroochydore

Admin

B & Recent List
Alan Robinhood

Peter Potato (07) 5470 8111

courthouse.maroochydore@justice.qld.gov.au
Now open

Cormmeal Parade

Maroochydore 4558

ocOMd

A magistrates’ court

More information >

% Child Support Agency,
Maroochydore

L 131272
@ Now open
Q@ 5 Maud Street
Maroochydore 4558
A government child support agency

More information >

emem

Maroochydore

Make a referral

Maroochydore

‘ Make a referral '
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The Referral form will appear.

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

preceding section.

Referral (2]

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

Referral sent | 02/08/2016 [T

Status New referral

From IFS - UAT Service
To Child Suppoit Agency, Maroochydore B

Service | Child Support Agency, Maroochydore

Program / Group | |

Organisation | Commonwealth Department of Human Se

Phone | 131107

|
Fax | 1300 309 949 |
|

Email |
For Alan Robinhood
Please save record to associate clients
* Service Type
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12.1.4 Viewing Declined Referrals

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

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

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

supporting  IFS - UAT Service
families Alan Robinhood male, boB: 20/01/2010 (Age 6 yrs)
Home

Workd

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

 View Recalled and Dedlined ’
e ———

Id Referral Date Status From o

Referral sent 02/08/2016
Days [# 340 02/08/2016  Accepted IFS - UAT Service ABC Better Living
JFS - UAT Service organisation

Persons

Referrals

Create new Referral Referral (2]
Groups

Status Dedined
From IFS - UAT Seivice

Cases lled and Declined

Id Referral Status From To
Reports Date

To Happy Children, Happy Adults

[ 7 341 02/08/2016 Declined IFS - UAT Service Happy Children, Happy
IFS - UAT Service Adults

organisation

Service Happy Children, Happy Adults

Phone 1234 1256
For Alan Robinhood

B & Recent List
Alan Robinhood

Peter Potato Referred Persons E]
Person

Alan Robinhood

Details =]
* Service Type Referred - Other service

Attachments

Referral History

Consent to send Yes

Reason declined No capacity at this time
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12.2 Receiving Referrals

Referrals received from another service using ARC or submitted by members of the public,
professionals or Child Safety using familysupportreferral 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  IFS Training 1
families Advice, Referral and Case Management (ARC) - Training
My List Team List My Actions Team Actions Service Directory Enquiry
Persons
Received Accepted Declined Sent Draft
Groups
d Send Date | Status Sent From Sent By Client
Carmile Carrot
. Hamilton Island FacC . DOB:
ry— @ 206 07/03/2017 Waiting FaCC Training 1 B Coordinator 02/02/2012
Gender: male
B & Recent List Michael
Alan Robinhood Vel
Peter Potato [# 2357 07/03/2017  Waiting famiyduidconaect Kerry Koala  DOB:
Charlie Cucumber online 07/08/2012
Gender: male
1 to 2 of 2 results
. ridR
2. In the Received sub-tab, select the icon to open the referral form.

supporting IS Training 1

families

Accepted

Id Send Date |

B Recent List
Alan Robinhood
Peter Potato
Charlie Cucumber

2357 07/03/2017

Team List My Actions Team Actions [REihelS

Advice, Referral and Case Management (ARC) - Training

Service Directory Enguiry

Dedined Sent Draft

Referral

Link referral to database =)

This external referral is not yet associated with a Person on
your database. If you plan to accept this referral you must first

Status Sent From Sent B Client
7 create a Person record, or assodiate the referral with an

Carmile Carrot exisiting Person.

Waitin Hamilton Island FaCC B Coordinator DOB: 5 ) § = .

g FaCC Training 1 02/02/2012 Given name:  Michael Family name: = Mushroom

Gender: male Fuzzy
Michael This person does not appear to be in the database. You might want
Mushroom to make sure by modifying the search criteria. If you are not sure

Waiting familychildconnect online  Kerry Koala DOB: about the spelling try using the % symbol as a wildcard.
07/08/2012 ”
@i e e Add Michael Mushroom as new Person

Referral sent 07/03/2017 17:12:48
110 2 of 2 results

From familychildconnect online

Status Waiting

Reference 20QQ-45W9
number

3.

Click Acknowledge.

Attachments 2

File Name Uploaded

Referral_2QQQ-45W9.pdf 07/03/2017 17:12:51

Referral History

Comment

o
Acknowledge § Update m

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

Referral e
Link referral to database =]

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.

First: Peter Last:| Potato

First Name Last Name Gender DOB
Peter Potato male 15/05/2005 @
Add Peter Potato as new Person

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

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.

5. If the referral is for a new client, select Add < Name> as a new Person.

Referral (7]

Link referral to database S|

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: Carmile Family name: Carrot

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 geghis it S

Add Carmile Carrot 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.

6. For referrals from familychildconnect online, Accept the Referral.
File Name Uploaded
Referral_2QQQ-45W3.pdf 07/03/2017 17:12:51
Referral History
Comment

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.

Should the referral be outside your catchment area, please notify
childandfamilycommissioning@dcssds.qld.gov.au immediately.
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For referrals received from another service in ARC, this allows you to 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 =]

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.

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 Carmile Carrot
Additional associated clients Relationship
Carl Carrot Father

The following message will appear:

Given name: | Carl Family name: carrot

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

Add Carl Carrot as new Person | Cancel

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

The following message will appear:

Message from webpage X

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

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 Carmile Carrot

Referred Persons =]

Person Linked

Additional associated clients Relationship

Carl Carrot Father AR |

IMPORTANT NOTE: In this example, a Person record for Carl Carrot will now exist in your
workgroup.
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A record of this referral will appear on the Person record (in the Referrals tab) for every
Person in the Referral.

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

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

©

Declined Sent Draft Referral

Received Accepted
Groups

JEe— Referral sent 07/03/2017 17:15:10

Days

Status Accepted

Cases Id Send Date | Status. Sent From Sent By Client From Hamilton Isiand FaCC
Hamilton Island Carmile Carrot To Hamilton Isiand IFS 2
LS « * 206 07/03/2017 Accepted FaCC B Coordinator DOB: 02/02/2012 . N
FaCC Training 1 Gender: male Service Hamilton Island IFS

Organisation IFS Training 1
B 2 Recent List 1to 1 of 1 resuits For Carmile Carrot
Alan Robinhood
Peter Potato
Charlie Cucumber Additional associated clients Relationship

Carl Carrot Father =%

Il

Referred Persons

I

Details

* Service Type Referred - Intensive Family Support

Attachments =]
File Name uploaded

client_file_2283.pdf 07/03/2017 17:15:10

Referral Histo

Consent to send Yes

Comment

The referral also shows on the Person page, Referrals tab — for Carmile and Carl.

supporting  IFS Training 1

families Carmile Carrot male, DoB: 02/02/2012 (Age 5 yrs)
Search Details Notes Supports Alerts Consent BEEEUELY Plans Tasks Assessments Documents Membership

Persons

_ Referrals Create new Referral

oon [ "

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

Additional Notes:

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

The specific procedures will be as defined by your service.

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

My List Team List My Actions Team Actions GEEIETS

Persons

Service Directory Enquiry

Received ~ Accepted  Decined  Sent  Draft Referral (2]
Groups
Link referral to database [E]
This external referral is not yet assodated with a Persen on your
1! Send Date Status Sent From Gent B Client database. If you plan to accept this referral you must first create
Service Passionfruit
01/08/2016 Worker . F\rst‘ Peter ‘Last‘ Passionfruit ‘
a 336 Waiting FaCC - UAT DOB:
Admin 09:52:27 Two
Service 20/01/2010 ¥ Fuzzy
= organisation Gender: Male
B & Recent List This person does not appear to be in the database. You might want
Peter Potato N to make sure by modifying the search criteria. If you are not sure
paula Potato 1to 1 of 1 results about the spelling try using the % symbol as a wildcard.

Alan Robinhood

Add Peter Passionfruit as new Person
Referral sent 01/08/2016 09:52:27

Status Waiting
From FaCC - UAT Service

I!

To IFS - UAT Service
Service IFS - UAT Service

Organisation IFS - UAT Service organisation
For Peter Passionfruit

l!

Referred Persons
Person
Peter Passionfruit

Pamela Passionfruit

&

Details

I

* Service Type Referred - Intensive Family Support
Attachments

l

File Name Uploaded

client_file_3145.pdf 01/08/2016 09:52:27

Referral History

@

Consent to send Yes

Comment

Family name search
T m :

Acknowledge

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

When decision has been made to decline the referral, click Decline.
The following prompt message will appear on your screen. Click OK.

Please select a reascn for declining this referral

Select Reason declined from drop-down values, then click Decline.

Referral History

Consent to send
No capacity at this time

Comment Does not meet eligibility requirements
Insufficient information to assess referral
Qutside catchment area
Other reason for declining referral
Reason declined [~]
g
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5. The referral will show on the Home page, Referrals tab — Declined sub-tab.

supporting
families

Home
Persons
Groups

Days

Cases

Reports

Adm

B Recent List
Peter Potato
Paula Potato
Alan Robinhood

IFS - UAT Service
Advice, Referral and Case Management (ARC)

My List Team List My Actions Team Actions S{EIe1E

Received Accepted ent Draft

1d! SendDate  Status Sent From SentBy  Client
FaCC - UAT Peter
Service Passionfruit
. 01/08/2016 Work:
Z 336 09/52/27 Declined ~ FaCC - UAT Tw?ﬂ’ e DOB:
Service 20/01/2010
organisation Gender: Male

Katie Holmes

. FaCC Generic DOB:
I 14/07/2016 Deborah
’.: 323 14/_53/_53 Decined  FaCC Generic B:b‘?‘: 12/10/1988
o organisation Gender:
Female
FaCC - UAT Ana Mints
. Service DOB:
I 14/06/2016 Deborah
e 11{43(05 Decined  FaCG-UAT 29" 10/10/1970
L T Service Gender:
organisation Female
FaCC - UAT Lisa Lane
. Service DOB:
7 14/06/2016 Deborah
& o 11/_42(35 Decined  FaCC - UAT B:b“j‘: 01/01/1960
L e Service Gender:
organisation Female
FaCC - Brisbane -
. Mercy
= 14/06/2016 DOB:
B M e Declined gss‘lusnity Jeff Mueller (" 1 o60
e Gender: Male

1 to 5 of 5 results

Service Directory Enquiry

(]

Referral

Link referral to database [E]

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.

F\'rst:‘ Peter ‘ Last:‘ Passionfruit

@ Fuzzy

Search
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 Peter Passionfruit as new Person

Referral sent 01/08/2016 09:52:27

Status Declined
From FacC - UAT Service
To IFS - UAT Service =]
Service IFS - UAT Service

Organisation IFS - UAT Service organisation
For Peter Passionfruit

I!

Referred Persons
Person
Peter Passionfruit

Pamela Passionfruit

&

Details

I

* Service Type Referred - Intensive Family Support
Attachments

Referral History
Consent to send Yes
Reason declined Insufficient information to assess referral

PDF

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

declined.

Referral Histol

Referral sent by Worker Two, FaCC - UAT
Service

Referral declined by Worker Two, IFS - UAT
Service

Consent to send Yes

Reason declined Insufficient information to assess referral

a:52am Mon
01/08/16

2:16pm Tue
02/08/16

| 95|



13 Managing Restricted Access

It is acknowledged that, on occasion, client sensitivities require that access to client records be

restricted for certain workers within your service.

This section outlines the functionality that has been developed by Infoxchange to enable this.

13.1 Apply Restricted Access

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

records within your workgroup.

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

users.

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

restricted.
Click the Restriction button at the bottom.

IFS - UAT Service

supporting
families

=1=clieh - Details

Persons Person / Alias:

Groups

Carmine Carrot Female,
Notes Supports Alerts

DOB: 02/02/1980 (Age 38 yrs)

Create new alias

Name Primary/Alias Comments
Days Carmine Carrot Primary Name
Cases Relationships: Create new relationship
Reports Person Relationship DOB Comments
Charles Carrot Son 04/10/2012
Admin Carissa Carrot Daughter 14/04/2006

Profiles:

& Recent List

No profiles exist
Cases

Description Role Workgroup

Case Summary
Carrot Family

Address:
Street Locality

o 37 Pelican STANTHORPE QLD
Drive 4380

Phone & other contacts:

Contact Type
4558 9966 Phone (Hm)

Key Workers:

Worker Workgroup

Worker Two IFS - UAT Service

IFS - UAT Service

Create new profile

Start Last Update

08/05/2018 08/05/2018

Create new address

Type Comments Last
Update

Home 24/04/2018 Q

Create new econtact

Last Update
08/05/2018

Create new key worker

Role Comments

Comments

Support worker

Restriction | >xport Details

Consent Referrals Plg

2. The following screen will appear :
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3.

Click in the Select users field to display workers (with Normal User access) in your service.

User restrictions for Carmine Carrot and all related... ®

Select users who may NOT view these persons' records.

‘ Select users ‘

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

(Son)

Note: Coordinator users can always view client records

Select worker/s for whom access is to be restricted.

Click Save.

User restrictions for Carmine Carrot and all related... x

User restrictions for Carmine Carrot and all related... X

Select users who may NOT view these persons' records.

Note: Coordinator users can always view client records

Select users who may NOT view these persons' records.

norm user A x |

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

(Son)

Note: Coordinator users can always view client records

When norm User A attempts to access Carissa Carrot’s record (including those of the Persons with
whom a Relationship is recorded), this is displayed:

Message from webpage

You are not authorised to view this person. Please contact your
! SUpErvisor
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Key points:
e Normal Users can only view lists they have generated. ldentifying details and unstructured
data is not included in lists run by Normal Users.
e Normal Users cannot access Associated Records from the Cases Page.
e 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.

13.2 Remove Restricted Access

To cancel Restricted Access for a worker applicable to a Person:

1. On the Person record, Details tab, simply click the Restriction button at the bottom of the
page.
2. This screen will display showing the active restrictions.

User restrictions for Carmine Carrot and all related... ®

Select users who may NOT view these persons' records.

norm user A@

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

(Son)

Note: Coordinator users can always view client records

3. Click the x against the worker’s name (as shown above) and Save.
The message pop-up will no longer display.
The worker will now have access to that Person’s record, and the Persons with whom that
Person has Relationships recorded.
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13.3 Restricted Access Audit Log

The Admin page, Audit tab displays the available audit log records.

Click on the Person User Restrictions sub-tab to display the following:
=  Select the date range you wish to view restricted access activities for
= The Worker field refers to the User who applied or removed the restriction.

= The Person ID field is the numerical Person Identifier for the Person record for whom access
has been restricted.

supporﬁng IFS - UAT Service Worker Two (Coordinator)
families Advice, Referral and Case Management (ARC) L C

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

a5 Person User Restrictiops Referral View

Person Views | Person Updaf
Groups

Start Date | 08/05/2018 End Date | 08/05/2018 |Z§l Person Id Worker | Worker Two ‘
Days '
Cases
Reports Auditlog Id Workgroup Cluster Access Worker Restricted Restricted Action Date Time Then
p 1 Worker Client 1d Restriction
. 1d
Admin
1318 IFS - UAT IFS - UAT prohibit Worker Two norm user A 7828 added 08/05/2018 10:08:32 404
Service Service
1317 IFS - UAT IFS - UAT prohibit Worker Two norm user A 4237 added 08/05/2018 10:08:32 404
Service Service
1316 IFS - UAT IFS - UAT prohibit Worker Two norm user A 4238 added 08/05/2018 10:08:32 404
Service Service
1315 IFS - UAT IFS - UAT prohibit Worker Two norm user A 4237 added 08/05/2018 10:07:01 96
Service Service
1314 IFS - UAT IFS - UAT prohibit Worker Two norm user A 4238 added 08/05/2018 10:07:01 96
Service Service
1to 5 of 5 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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14 Managing Groups

This section outlines the steps to create and manage targeted support groups as part of service

delivery in supporting families.

The Groups page contains 5 tabs:

supporting  IFS Training 1

families

el Waiting Lists Fulfilment Activity Management

[Jview prior 9

Persons
Group: | please select...

Manage Membership | Group notes

Advice, Referral and Case Management (ARC) - Training

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. Time recorded in Group Notes is included in
your Service hours within the ARC Performance Report and OASIS Report (with details
displayed in the corresponding Lists).

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 support groups and/or do not involve
client participation. Time recorded in Activity records is not included in your Service hours.

Management: to create new Groups, Activities and Lists. Retains register of all items
created.

This is standard functionality from the Infoxchange SRS product. For additional guidance on using

these features, click on the Help icon to access SRS Help.

14.1 Adding a New Group

1. From the Groups page, Management tab, select New Group.

supporting
families

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

“ Groups Walting Lists Fulfilment Activity

e
e

B &£ Recent List

o
‘ New Group .

Groups

No current Groups

Waiting Lists
No current Waiting Lists

Fulfilment Lists
No current Fulfilment Lists

Activities

No current Activities
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Complete details and click Save.

Edit Group

* Group / List
Name

Sub Group

Description

Nominal Length

Set Individual
Nominal Length

Maximum
Number

Track Attendance
Count Others

* Start Date

O Yes @ No

O Yes ® No
O Yes @ No

28/02/2018 £

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.

- 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.

- 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 the section What does Track Attendance do? 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 the Group was created in ARC.
- Current group? — defaults to ‘Yes'.
- Click Save.

A message will appear to advise the Group has been successfully created, as shown in the following
screenshot.
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supporting

families

Cases

Waiting Lists

No current Waiting Lists

IEERINE ruriment vists

B & Recent List

No current Fulfilment Lists
Activities

No current Activities

Family name search

Program Group

L)

Start Date
28/02/2018

New Waiting List
New Fulfilment List

Edit Group

A Coordinator (Coordinator)

E o &

Group successfully created

* Group / List
Name

Sub Group

Description

Nominal Length

Set Individual
Nominal Length

Maximum Number

Track Attendance
Count Others

* Start Date
End Date

Attachments

* Current group?

Last update

Routines for Household Harmony

Explores life skills for routines, responsibilities and
family needs in the household v

min
O Yes ® No

The maximum number of
persons permitted in the
group

O Yes ® No
O Yes ® No

28/02/2018 i
2]

Select & Upload

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

® ves O No

A Coordinator
28/02/2018 09:00:35

The new group will now appear in the list / register on the Management tab.

Additional Notes :

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.

You are able to edit/update the details of each Group from this tab, at any subsequent time.

Any relevant documents are able to be attached to the Group template.

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.
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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.

icon links to the Attendance Note that has been created.

A

On the Group Notes sub-tab, the

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

Home [eielis) Waiting Lists Fulfilment Activity Management

(2]

Persons

Group: | Fabulous Fathers Cview prior

Edit Group Note Details:
Groups
Manage Membership | Group notes

Days Group notes

New Group Note

Cases

Date | 30/01/2018 |7

Worker & A Coordinator, IFS Training 1 x

Date Created By Notes
N N N Group/List Fabulous Fathers
Reports 28/02/2018 A Coordinator Researched material for the next session
07/02/2018 A Coordinator Worked through the items arising from the session. * Activity Type | Group work delivery
Admin 30/01/2018 A Coordinator All participants positive and engaged. Thes
- a

Update Attendance

B & Recent List
Peter Potato

All participants positive and engaged.

N . Group Participants Include Attendance
Xavier Zucchini
Steve Spinach Peter Potato 4 Present O
Greg Grape
Paul Pumpkin i ]
p Paul Pumpkin 4 present
Xavier Zucchini & Please do not record sensitive information pertaining to specific
e Present people in Group notes.

15/01/2018 A Coordinator Collated content and plan for the first session Service provided
# Child / Family

[# Health / Counselling

1 to 4 of 4 results

# General Support/ Counselling / Advocacy

® pDomestic and Family Violence (DFV)

# General/ Personal Support

® Financial/Employment

# Other

Consultation with []PCPP

[IbFV Consultation
[CJcultural consultation
[Ipisability Support
[Jpractice consultation
[Jother

A copy of this note Peter Potato; Paul Pumpkin; Xavier
is associated with: zucchini;

Number of others D

Total participants 3

Click this icon to open the Attendance Note for that Person and enter any comments.
Click 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  IFS Training 1
families Peter Potato male, DoB: 21/02/1985 (Age 33 yrs)

Home Search

Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Persons © Attendance Notes

Add to Group

Groups Groups

Group: Fabulous Fathers

Days Program Program Group Comments Registered
Fabulous Fathers 28/02/2018 @ Date Partici ot
Cases 28/02/2018 Absent without notice
Renort Waiting Lists PCERSAVELENNES  07/02/2018  Absent without notice
eports
p Not currently on a waiting membership list 30/01/2018  Present
Admin 15/01/2018  Absent without notice

Fulfilments

Add to Fulfilment

B £ Recent List Not currently on a fulfillment membership list

Datar Datat,

Services need to assess the value of this and determine their required procedure.

If Track Attendance is set to ‘No’, the Attendance Notes do not appear, 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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14.2 Add a Person to a Group

There are 3 ways a Person can be added to a Group:

1. On the 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.
supporting  IFS Training 1
families Advice, Referral and Case Management (ARC) - Training
T eme EE g s runimene scovty arsgemart
m Group: [ view prior (2]
Fabulous Fathers
d Routines for Household Harmony
2. On the Manage Membership sub-tab, select Add Person to Group.
Search for person and click ADD for each client as relevant.
s“pporﬁng IFS Training 1 A Coordinator ((
families Advice, Referral and Case Management (ARC) - Training g
T oo |B e rutimane sy rsgement
Group: | Routines for Household Harmoi[v] [Clview Prior ? = (o e (o eil) (o G /i
e et A
Group Members
List empty ——— Sex O MaleO Female
EJPE’: R‘;Ci"t List Given Name Family Name Gender DOB Match
XZ:; ;uaccahl'ni Paul Pumpkin male 05/05/1985 3 ADD
Steve Spinach Paige Hahn female 25/04/1988 4 ADI
Greg Grape Peter Potato male 21/02/1985 4 ADD
Paul Pumpkin
3. Enter any comments for each person, if relevant, and click Save. The Person is now listed in

Group Members.

IFS Training 1

supporting

families
[Ty Waiting Lists

Groups

Days Group Members
Cases # Given Name Family Name
Reports 1 Georgie Grape
" 2 Greg Grape
Admin 3  Paul Pumpkin
8 2 Recent List 4 Pamela Pumpkin
Greg Grape (UL Print Mail Labels
Paul Pumpkin selected

Bella Banana

PRISONs | Unistat 38933 (3 x 8)

Fulfilment

Group: | Routines for Household Harmoi[ ]

Advice, Referral and Case Management (ARC) - Training

Activity Management

Cview prior

Manage Membership |Group notes

Add Person to Group

Registered
28/02/2018
28/02/2018
28/02/2018
28/02/2018

Remove
Remove
Remove
Remove

Edit Membership
Edit Membership
Edit Membership
Edit Membership

A Coordinator (Coordinator)

(2] Group Membership

Person Greg Grape

Group: Routines for Household Harmony

Comments

Registered | 28/02/2018

Remove from list? () Yes® No

Last update A Coordinator
28/02/2018 09:56:13 AEST

Save

]

C4

Menu

E

Repeat the above steps to add required Persons to the Group.

| 104 |




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

m [€l M) Waiting Lists Fulfilment Activity Management

Persons

_ Group: | e view Prior 0
Groups Fabulous Fathers

|Managq Routines for Household Harmony

Days

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

[l Waiting Lists  Fulfilment Activity Management

Group: ‘ Fabulous Fathers ‘ Cview Prior (2]

Persons

Groups
Manage Membership |Group notes

S0 Group Members

Cases #

Given Name Family Name Registered

1 Peter Potato 28/02/2018 Edit Membership Removg
2 Paul Pumpkin 28/02/2018 Edit Membership Remow:
3 Xavier Zucchini 28/02/2018 Edit Membership Removd

B8 & My List LGN Print Mail Labels
d

selecte
persons ‘ Unistat 38933 (3 x 8) ‘

Mail Merge Export

Reports

Admin

Exclude
absent
addresses

WU Export Phone List

selected
persons

L4l Export Email List
selected
persons

L dd to ..

Please select...
group

.H ines for Household Harmony

e EE——
\IOM Remove from group

selected

persons

These Persons are now members of your new Group, as below.

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

€]} Waiting Lists Fulfiiment Activity Management

Persons
Group: | Routines for Household Harmol‘ Clview prior o

Groups

Manage Membership |Group notes|

Days Group Members Add Person to Group

Cases # Given Name Family Name Registered
Reports 1 Bella Banana 28/02/2018 Edit Membership Remove
2  Georgie Grape 28/02/2018 Edit Membership Remove
Adm 3 Greg Grape 28/02/2018 Edit Membership Remove
. 4 Peter Potato 28/02/2018 Edit Membership Remove

B £ My List

5 Paul Pumpkin 28/02/2018 Edit Membership Remove
6 Pamela Pumpkin 28/02/2018 Edit Membership Remove
7 Xavier Zucchini 28/02/2018 Edit Membership Remove
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Option 3: On the Person page, Membership tab
On Persons page, Membership tab. Select Add to Group.

supporting IFS Training 1 A Coordinator (Coordinator)
families Bella Banana remale, DOB: 05/05/1990 (Age 27 yrs) & o

Membership Menu

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents

Persons £

A‘
Groups Groups ‘ Add to Group '
—s

Not currently on a group membership list

Days

Cases

Not currently on a waiting membership list

Reports Fulfilments Add to Fulfilment

Admin 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

Please select...
Fabulous Fathers
Routines for Household Harmony

Comments
Registered | 28/02/2018 | T
Last update

Save

Registered date defaults to today’s date.

supporting  IFS Training 1 e
families Bella Banana remale, DOB: 05/05/1990 (Age 27 yrs)

“ Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents [JEElglaSlgds]fs]

2]

ST Grous
Days Program Program Group Comments Registered
Routines for Household Harmony 28/02/2018

Cases

Waiting Lists Add to Waiting List

Not currently on a waiting membership list

Fulfilments Add to Fulfilment

Reports
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14.2.1 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  IFS Training 1
families

Persons

Groups
Manage Membership |Group notes

Days Group Members

Cases

Reports 1 Bella Banana 28/02/2018 Edit Membership( Remove [)
. 2 Georgie Grape 28/02/2018 Edit Membership Remove [#]
Admin 3 Greg Grape 28/02/2018 Edit Membership Remove
= . 4 Peter Potato 28/02/2018 Edit Membership Remove
B8 & My List
5 Paul Pumpkin 28/02/2018 Edit Membership Remove
6 Pamela Pumpkin 28/02/2018 Edit Membership Remove
7 Xavier Zucchini 28/02/2018 Edit Membership Remove

LG Print Mail Labels

selected
PErsons | ynistat 38933 (3 x 8)

Mail Merge Export

Exclude
absent
addresses

LI Fxport Phone List

selected
persons

LW Fxport Email List

selected
persons

selected
PErsons | please select...

WithCI Remove from group

selecte
persons

Family name search
T e

Advice, Referral and Case Management (ARC)

el Waiting Lists  Fulfilment  Activity Management

Group: | Routines for Household Harmm [view prior 2]

Add Person to Group

# Given Name Family Name Registered
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14.3 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.

A Coordinatd

supporting  IFS Training 1
families Advice, Referral and Case Manag

[l I.E] Waiting Lists Fulfilment Activity Management

m [GTOUDZ Routines for Household Harmoi[ V| ] Oview prior

e : )
Edit Group Note Details:
.
Manage Membershig Group notes Date | 28/02/2018 ﬁ
Days Group notes ‘ New Group Note
Worker & A Coordinator, IFS Training 1 %
Cases Update Attendance
Group/List Routines for Household Harmony
Reports Group Participants [] Include * Activity Type
Bella Banana O Group Work
Greg Grape ] Notes | Planning arllddp‘reparation - a
. Gi i
B & Recent List Georgie Grape O F(;ﬁou\i::gractii ilt\;ery
Bl o Paul Pumpkin O Transport for Groups
Xavier Zucchini pamela Pumpkin O
Greg Grape P
Paul Pumpkin Date Created By Notes
Peter Potato Ee ty
Steve Spinach Ist emp!
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
Consultation with []PCPP
[JDFV Consultation
[JCultural Consultation
[[] Disability Support
[JPractice Consultation
[Jother
A copy of this note No persons selected
. is associated with:
Familylnamelseaid) Total participants 0
GO
* Activity Length  Contact Case Work — Travel
‘ ‘ ‘ mins

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.
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.
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supporting IFS Training 1 A Coordinatd
families Advice, Referral and Case Management (ARC) - Training

“ [ceIE) Waiting Lists  Fulfilment Activity Management

.
Manage Memberghi

Group notes
e —

Edit Group Note Details:

Date | 28/02/2018 |

Werar 5 A Coordinatop/TF

Groupy/|

ERGID TSI = {Activity Type | Group work delivery
Bella Banana
Greg Grape O -~
B & Recent List Georgie Grape (] Session was very productive - great feedback.
Bell..a Banana Paul Pumpkin
é?:;egf:;:hml Pamela Pumpkin Please do not record sensitive information pertaining to specific

people in Group notes.

Paul Pumpkin Date Created Notes
g:éi; pSOtiant;ch By Service provided
L 28/02/2018 A Collated material and ensured all arrangements and & Child / Family
Coordinator supplies ready for the first session. # Health / Counselling
1to 1 of 1 results # General Support/ Counselling / Advocacy

# Domestic and Family Violence (DFV)

# General/ Personal Support

& Financial/Employment

 Other

Consultation with []PCPP

[JDFV Consultation
[[JCultural Consultation
[ Disability Support
[Jpractice Consultation
[_]Other

A copy of this note Paul Pumpkin; Bella Banana; Pamela
s associated with: pumpkin;

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.

The following screen will display:
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supporting  IFS Training 1

families
[c]lII] Waiting Lists Fulfilment Activity Management

Group: | Routines for Household Harmoi[ ] [Cview Prior

Groups
Manage Membership | Group notes

Days Group notes

Ce Date Created Notes
By

Advice, Referral and Case Management (ARC) - Training

New Group Note

Reports
28/02/2018 A

Coordinator

Update Attendance

Group Participants

Session was very productive - great feedback.

B & Recent List
Bella Banana
Xavier Zucchini

[ Include

Bella Banana e
Greg Grape X £
Paul Pumpkin Paul Pumpkin @

Peter Potato

Pamela Pumpkin
Steve Spinach

Greg Grape

\
i sslcs|

Georgie Grape

28/02/2018 A C
Coordinator

material and ensured all arrangements and
s ready for the first session.

1to 2 of 2 results

Link to the note
on the Person
record

Family name search

A Coordinatq

© Edit Group Note Details:

Date | 28/02/2018 |F#

Worker & A Coordinator, IFS Training 1 %

Group/List Routines for Household Harmony

* Activity Type | Group work delivery

Notes
Session was very productive - great feedback.

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

Consultation with [[]PCPP

[JDFV Consultation
[[] Cultural Consultation
[] Disability Support
[JPractice Consultation
[Jother

A copy of this note Paul Pumpkin; Bella Banana; Pamela
is associated with: pumpkin;

Total participants 3
* Activity Length  Contact Case Work
feo 1 [ 1|

Travel

| mins.

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.
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14.4 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  IFS Training 1
families Advice, Referral and Case Management (ARC)

Waiting Lists Fulfilment Activity Management

Groups

Group: ‘ Fabulous Fathers | [Cview Prior 12

Groups
Manage Membership | Group notes |

Days
y Group Members Add Person to Group

Cases Gr{up is under subscribed. (Group has a maximum size of 5 persons).
Reports # Given Name Family Name Registered
Admin 1 Peter Potato 28/02/2018 Edit Membership Remove
2 Paul Pumpkin 28/02/2018 Edit Membership Remove
B & My List 3 Xavier Zucchini 28/02/2018 Edit Membership Remove

= Where the Maximum number has been reached

supporting  IFS Training 1
families Advice, Referral and Case Management (AR

S Waiting Lists  Fulfilment Activity Management

Group: ‘ Fabulous Fathers | [Jview prior (2]

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 Greg Grape 28/02/2018 Edit Membership Remove
2 Peter Potato 28/02/2018 Edit Membership Remove
< My List 3 Paul Pumpkin 28/02/2018 Edit Membership Remove
4 Steve Spinach 28/02/2018 Edit Membership Remove
5 Xavier Zucchini 28/02/2018 Edit Membership Remove

=  Where the Maximum number has been exceeded

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

Waiting Lists Fulfilment Activity Management

Groups

Group: ‘ Fabulous Fathers | [view prior (2]

Groups

Manage Membership |Group notes

Cases Group is over subscribed by 1 person/s.
(Group has a maximum size of 5 persons).

Reports
Admin # Given Name Family Name Registered
1 Blake Banana 28/02/2018 Edit Membership Remove
B £ My List 2 Greg Grape 28/02/2018 Edit Membership Remove
3 Peter Potato 28/02/2018 Edit Membership Remove
4 Paul Pumpkin 28/02/2018 Edit Membership Remove
5 Steve Spinach 28/02/2018 Edit Membership Remove
6 Xavier Zucchini 28/02/2018 Edit Membership Remove
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15 Days

The Days page provides an alternate view for Notes, Supports and Tasks for the relevant day/date.

supporting IFS Training 1 A Coordinator (Coordinator)
families Advice—Referral and Case Management (ARC) - Training E & &
“EH Supports Tasks

Persons List date 4 29/04/2016 [T p (2]

Notes: ST ©
Given Name Family Name ! DOB Contact Type

1[4 Carissa Carrot 14/04/2006 [x X Xi]

15.1 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.

(&
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.

15.2 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.

Suppol’ting IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E & &

Home Notes Supports RERS Menu

List date 4 29/04/2016 » @ Search for person to create new Task for 29/04/2016

Given Name
Groups Tasks: Create New Task 2]
Family Name Banana
Days Given Name Family Name | Worker  Task Y
Cases 1 (& Peter Potato N User [ Wi} Sex C Male® Female
Reports Fuzzy ¥
el Cll Select From Recent g
B & Recent List
Philip Pumpkin Given Name f Family Name Sex DoB Match
Alan Robinhood
Briana Banana Beverley Banana Female 14/07/04 0 @
Beverley Banana Briana Banana Female 30/10/85 0 =
Peter Potato
Carissa Carrot 1to20f 2
Charles Carrot
Add new Person

Click the g icon beside the appropriate Person to create a new record.

w
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16 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.

16.1 To attach a Document to a Person record

1. From the Persons page, (in the required Person record), select the Documents tab.

Click Create New Document. The Edit Document Details form will appear to the right of
screen.

supporting  IFS Training 1
families Peter Potato male, DOB: 04/10/2006 (Age 12 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessmer's w M¢ mbership

Fil e [L‘leale New Document ‘I Edit Document Details =e
No Documents to display Dote i
Bring Up =

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

Persons
Documents

Reports

Document Type Attachment
Document
B T Recent List Type Iv]

Peter Potato
Case Summary | Potato Family (29/01/2019 - current ]

Description va

This document is associated with (tick):

Name T Relationship Associate record with:
Pamela Potato Mother [m]
Percy Potato Brother m]

May be edited to 05/02/2019

Last update

2. Date defaults to today’s date - an alternative date can be selected by clicking the calendar
icon.

3. Enter the Bring Up (review) date by clicking the calendar icon, if required.
(This will appear on your My Actions tab on the Home page.)

4, Worker/s |§| icon - defaults to the worker creating this document record. If relevant, click
on the blue person icon to add additional workers.

5. Select Type (of document) from drop down list:

Type

Referral
Assessment
Other

[Ie]

| 113 |


http://srs-support.infoxchangeapps.net.au/person/Doc#_attach
http://srs-support.infoxchangeapps.net.au/person/Doc#_merge

10.

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.

Add a Description of the document. (This description will be displayed in the Documents list
on the left-hand side of the screen).

Associated with: Only where relevant, indicate related persons for this document. The
document record will be copied to their record.

Click Save.

The Select File... button (highlighted below) will now be available to select the document
you wish to attach.

Peter Potato

- ,
B £ Recent List Type | Other ™
Case Summary  potato Family (29/01/2019 - rlll'\'r\m“ﬂ
Description va

supporting  IFS Training 1
families Peter Potato male, DOB: 04/10/2006 (Age 12 yrs)
Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments LIt Membership

P :
creons Documents BTN 0©  Edit Document Details e

i
e Date Worker Document Type Date | 26/01/2019
29/01/2019 A Coordinator Attachment Bring Up i
o Bowen State School Report 2018
1tolofl * Worker/s @ A Coordinator, IFS Training 1 %
Raparss

Document_LyperATtachmen

Admin odfiment (Max'Wle Size: 5 MB)

Bowen State School Report 2018

This document is associated with (tick):

Name 1 Relationship Associate record with:
Pamela Potato Mother [}
Percy Potato Brother (]

May be edited to 05/02/2019

Last update A Coordinator, IFS Training 1
29/01/2019 10:49:08 AEST

11. Click Select File... and the following dialog box will appear.
@ Load File - Internet Explorer - x
@ https://srs-gld-families-training.infoxchangeapps.net.au/loaddoc.phpnotesid=821&doctype=Attachment a
) supporting
Upload File families
Select File Browse... | (Max File Size: 5 MB)
Upload File [Cancel
Instructions « First select the file to load to the server using the browse button.
* Once the file has been selected, click 'Upload File' to load to server.
* You will receive a confirmation when the action has been completed.
12. Click Browse and locate the file you would like to upload.
13. Click Upload File, then Close. The document will be attached to the Person record and the

filename will be displayed in the Document field.
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supporting  IFS Training 1
families Peter Potato male, DoOB: 04/10/2006 (Age 12 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments [lJal[Ihie Membership

Documents B EENETETE 00 Edit Document Details
Date T Worker Document Type Date

29/01/2019 A Coordinator Attachment Bring Up :]

Bowen State School Repoit 2018

1tolof1
Export Properties of Documents

Persons

Groups

* Worker/s @ A Coordinator, IFS Training 1 X

Document Type Attachment

School Report.docx
i (Max File Size: 5 MB)

B & Recent List
Peter Potato Type | Other

Case Summary | potato Family (29/01/2019 - current[V]

Description VA
Bowen State School Report 2018

This document is associated with (tick):

Name T Relationship Associate record with:
Pamela Potato Mother O
Percy Potato Brother O

May be edited to 05/02/2019

Last update A Coordinator, IFS Training 1
29/01/2019 10:49:08 AEST

Family name search

The record will automatically lock on the date displayed May be edited to dd/mm/yy.
If you click Save Final, it will lock the record immediatley.

supporting  IFS Training 1
families Peter Potato Mmale, DOB: 04/10/2006 (Age 12 yrs)

Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments

[pllalily Y el Membership

Persons

Documents E5 EEEEEREEI 0O  Document Details ®
Groups
Dat:
Date T Worker Document Type ate YA
Days Bring Up
29/01/2019 A Coordinator Attachment
Cases Bowen State School Report.docx Worker/s A Coordinator, IFS Training 1
Bowen State School Report 2018 Work group TS Tl 61
Reports > 1to1lof1 raining
Export Properties of Documents Type Attachment
Al Type Other
B & Recent List Case Summary  Potato Family

Peter Potato Document Name Bowen State School Report.docx

Description
Bowen State School Report 2018

Last update A Coordinator, IFS Training 1
29/01/2019.4Q;58:05 AEST

Edit locked

View Document

Users with Coordinator access are able to unlock locked records by clicking on the blue unlock icon
(this does not display for workers with a Normal user access profile).

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.
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16.2 Viewing & Changing Documents

16.2.1 To view the document

1. Click View Document.

Date

Bring Up
Worker/s
Work group
Type

Type

Case Summary

Description

Last update

Edit locked

Document Details

29/01/2019

A Coordinator, IFS Training 1
IFS Training 1

Attachment

Other

Potato Family

Document Name Bowen State School Report.docx

Bowen State School Report 2018

A Coordinator, IFS Training 1
29/01/2019 10:58:05 AEST

29/0

( View Document '

Important 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.

> Save As

record.

If you wish to make any changes to this document ensure you save them by going File

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

Click OK.

16.2.2 To change the document:

1. The Document record must not be locked in order to perform this task.
Click the document date displayed in blue to open the Edit Document Details form — it will

appear to the right of screen.

2. Click Change... and locate the required new file via the dialog box.

supporting  IFS Training 1

families

Documents

Days ‘Worker

3 Coordinator
:
_
eg

Cases

Peter Potato Male, DOB: 04/10/2006 (Age 12 yrs)
Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments [olII 00

Membership
D R 0©  Edit Document Details Be
040 9 =
ment Type bate [ 2970172019 |
Attachment ring Up | |=
Bowen State School Report docx
Bowen State School Report 2018 + Workes/s & A Coordinator, IFS Training 1 %
Lo tof
Document Type Atta
Documer, e e e
Type
Case Summary | potata Family (29/01/2019 - current [¥]
Description va

This document is assaciat

Bowen State Schaol Report 2018

Brother
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3. 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.

4, Click Save to save the document or View Document to view the document before saving.

supporting IFS Training 1
families Peter Potato male, DOB: 04/10/2006 (Age 12 yrs)

Home Search Details Notes Supports Alerts Consent Referrals Plans Tasks Assessments [elITlyl01eY Membership

Persons .
Documents EEETEIE 00 Edit Document Details e
S By p—— o Date [ 29/01/2019
29/01/2019 A Coordinator ment Bring Up ]
o ‘Bowen State Primary School Report - 2018.docx
owen State School Report 2018 * Worker/s & A Coordinator, 77 Training 1 %

Reports 1tolof t

Export Properties of Documents Document Type Al

#~Bowen State Primary School Report =
L 2018.docx

B & Recent List

Pater Potato Type | Other v/
Case Summary | Potato Family (29/01/2019 - current][™]
Description va

Bowen State School Report 2018

This document is associated with (tick):

Name 1 Relationship Associate record with
Pamela Potato Mother ]
Percy Potato Brother O

May be edited to 31/01/2019

Last update A Coordinator, IFS Training 1
29/01/2019 11:11:03 AEST

Family name search
View Document

16.3 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.

Note that the merge document option will only show if merge templates have already been created
for your workgroup.

Additional Notes:

A user with an Administrator or Coordinator access level is able to create and edit merge
document templates.

16.4 Deleting Documents

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

The Document record must be unlocked to access this feature.

Last update A Coordinator, IFS Training 1

29/01/2019 11:11:03 AEST
Save ' Delete l save Final

View Document

| 117 |



16.5 Attaching Documents to other objects

Documents can also be attached to the following objects: Notes, Support/Brokerage; Consent, Plans;

FAST assessment and grid; SDM Safety Assessment.
1.

2. The option to attach a document will appear:

Edit Note Details @ | Edit Support/Brokerage Details

Date | 20/08/2024 [T
* Worker/s & Allison Scanlan, IFS - UAT Service [1 X

20

= Worker/s & Allison Scanlan, IFS - UAT Service [] X

* Activity Type | Accommodation support v -
Support type  Brokerage b

Case Summary  jones case 2 (06/06/2023 - current) v
Case Summary

Notes va

1 visited the family to discuss their current living situation. Amount $ | 50.00

Details
Electricity bill

Service provided
& Child / Family |

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

Payment Approval

Provider NameJ Energex
“Service Type = Finandial and material assistance

 General/ Personal Support Expenditure type @ Goods () Services
@ Financial/Employment

# Other

Brokerage code

el Method of payment (O Cheque
("I Child Safety (RIS) @ Credit Card
[ child safety (CSSC) ‘ Debit Card
Consultation with (] PCPP EFT
[JDFV Consultation 8 Pay
(D cultural Consultation Cash
(Jpisability Support Voucher

[JPractice Consultation %
e Payment date |

Attach Document [ERPREATPEY]

MB

fttach Document [ERTRPRITRTSS
aSize: S MB)
There are no files associated with this document.

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

There are no files associated with this document.

and drop files here.

To upload, click the upload button or in newer browsers drag

To attach a document to an object, complete the ojbect and save.

Edit Review Details

= Worker/s & Allison Scanlan, IFs - UAT service [] X

* Assessment Name SDM Safety Assessment

Case Summary | jones case 2 (06/06/2023 - current) v
* Assessment Stage  Initial A
*Safety Decision | safe v

“Date of
Assessment

Comments

Scanned copy [FSIREE RN o]

ze: 5 MB)

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

This review is also associated with (tick):
Name T
Julie Jones

Relationship Associate record with:
Mother

May be edited to 01/10/2024

Last update Allison Scanlan, IFS - UAT Service
20/08/2024 13:46:38 AEST

Important: these attachments will not be viewable in the documents tab
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17

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.

The

different tab on the Reports Page access different report categories: Reports, Lists, Financial,

Referrals, Groups, Custom and Results.

Users with Coordinator Access profile can view all tabs. Normal Users have a subset available.

17.

1 Reports

Reports are located on several of the tabs on the Reports page.

17.1.1 Reports tab

supporting  IFS Training 2
families Advice, Referral and Case Management (ARC) - Training

= N
Home | Lists Financial Referrals Groups Custom Results

Persons

Workgroup  IFS Training 2 e
Groups
Days Report type Please select v
Please select
Cases Include in report | Demographic Report
Profile Report
Reports Contact Report

Period of Interest Family Report (using relationships)

Admin Plan Report

Start date (—Gfoup Report
ARC Demographics Report

ARC Performance Report
End date | contract Report (IFS)

Service Hours by Worker / by Case

On the Reports page, Reports tab, you can generate a number of reports. Some are generic to
the SRS product.

The following reports 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.

e (Contract Report

The Contract Report is used for satisfying performance-based acquittal obligations of services.
The format of the report is exactly the same format as required to be entered into P2i by service
providers.

Services are able to run a corresponding Contract List (from the Lists tab) which displays the
individual records representing the totals included in the OASIS Report, for data verification and
validation.
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e ARC Demographics Report

The demographics report is a management tool which enables services to run reports that
capture: case plan goals by suburb location; presenting concerns by referrals location; and age
by location.

e Service Hours by Worker/by Case
This report allows services to run accurate reports/lists for individual workers hours and to
perform case reviews.

Running a Worker Hours Report will provide a table collating all ARC recorded time for Activity
Types for that worker. These activities include all Case Notes, Groups, Activities and Enquiries
the worker has been associated with.

Hours by Case will allow services to conduct a review of a case. Information provided will include
times recorded per worker per Activity (Case Notes). Case reviews can be conducted on closed
or ongoing cases

17.1.2 Lists tab

The Lists tab provides details of the individual records that have been used to generate the
corresponding reports. The List results may contain additional fields from those displayed in the
report. This feature allows you to format and analyse the data yourself via the Export function.
(Refer section Exporting Report Results)

supporting  IFS Training 2
families Advice, Referral and Case Management (ARC) - Training

Repons@iwancial Referrals Groups Custom Results

Workgroup IFS Training 2
Groups (To view lists for another workgroup
change to that workgroup.)

Days
List type  Please select Y
Cases
Please select
Reports Include in report | Demographic Details

Profile Details (by person)
g 5 Profile Details (by profile)
Include Identlfylr_\!g Contact Details (by person)
Bile
Contact Totals (by person)
Family List (using relationships)
Outcomes
Start date | Payments
Payments (by family)
Plans
End date ContactS v
ARC Demographics List
ARC Performance List
Contract List (IFS)
Service Hours by Worker / by Case List

Period of Interest

The ARC Performance List, Contract List, Demographic List and Service Hours by Worker/by Case
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.

17.1.3 Financial tab

The Financial tab allows you to generate reports based on the data entered into the Supports tab
within the Persons page.
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17.1.4 Referrals tab

The Referrals tab allows you to generate reports about:

e Referrals sent by your service
e Referrals received by your service.

17.1.5 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 9 0 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.

17.2 Generating Reports

1. On the Reports page, Reports tab, select your Workgroup and the Report type.

supporting  IFS Training 2
families Advice, Referral and Case Management (ARC) - Training

Home B Lists Financial Referrals Groups Custom Results

Persons

Workgroup = IFS Training 2 h
Groups
Days Report type  Please select A
Please select
Cases Include in report | Demographic Report
Profile Report
Reports Contact Report

Period of Interest Family Report {using relationships)

Plan Report
Start date | Group Report
ARC Demographics Report
ARC Performance Report
End date | contract Report (IFS)

Service Hours by Worker / by Case

2. Select parameters as required.
Select period range from the Period of Interest drop down menu. Alternatively, you can use
the calendar icon to enter a date range.

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

Home C el Lists Financial Referrals Groups Custom Results

Report type | ARC Performance Report
Groups
Days period of
Interest | Today
Cases Last Week
Start date | This Month
Reports Last Month
This Quarter

End date || act Quarter

This Six Months
Last Six Months
This Year

Last Year

This Financial Year
Last Financial Year

3. Click Generate Report. The following screen will be displayed.
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supporting  IFS Training 1
families Advice, Referral and Case Management (ARC) - Training

(GElJed} Lists Financial Referrals Groups Custom Results
m Report type = ARC Performance Report

Days Period of | This Month
Interest

Cases

Start date  01/02/2018 ®
e

Generate Report

eport may take a few

? migs to run. The report will be displayed in the results tab.
The report ID number is: 1938
Dhemes he re e

G longer of use.

The report can be accessed from the Results tab using the report ID number (highlighted above).

17.3 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).

supporting IFS Training 1 A Coordinator (Coordinator)
ege - .. =
families Advice, Referral and Case Managemept(ARC) - Training E & -
Home Reports Lists Financial Referrals
Display: @® My Reports() All Reports ©
Report/List ID Run By Processing Time Date Range Workgroup Type Included persons / Actions
Report Title

Report 1938 A 28/02/2018 15:35 From: 01/02/2018 1IFS Training ARC Performance Del View
28/02/2018 15:35 K oordinator 0.736557 secs To: 28/02/2018 1 Report Rep Report
ISt 1939 A 28/02/2018 15:37 From: 01/02/2018 IFS Training ARC Performance List Delete View

28/02/2018 15:37 Coordinator 0.451875 secs To: 28/02/2018 1 List List

Report 1941 A 28/02/2018 15:37 From: 01/02/2018 IFS Training OASIS Report Delete View
28/02/2018 15:37 Coordinator 0.404161 secs To: 28/02/2018 1 Report Report

List 1942 A 28/02/2018 15:38 From: 01/02/2018 IFS Training OASIS List Delete View

28/02/2018 15:38 Coordinator 0.411384 secs To: 28/02/2018 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.
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supporting
fgr';ilies

IFS Training 1 A Coordinator (Coordinator)
Advice, Referral and Case Management (ARC) - Training E &4 &

Reports Lists Financial Referrals Groups Custom LEES]] m

Back to Report Results List | Delete this Report

Advice, Referrals and Case Management (ARC), ARC Performance Report (IFS) ID: 1938 - for period 01/02/2018 to 28/02/2018. 1.
This report was run at 28/02/2018 15:35:58 and all data contained is current as at this date/time. 2. This report may contain
privileged, proprietary or confidential information. If you received this report in error please delete it from your system immediately
and notify the sender.

ARC PERFORMANCE REPORT (IFS)

Report Information
Service Name IFS Training 1
Service Outlet Number 17

Organisation Name

Service Type No T327

Service Type Intensive Family Support
Service Type Name Support - Intensive Family Support
Reporting Period Start Date 01/02/2018

Reporting Period End Date 28/02/2018

INTENSIVE FAMILY SUPPORT PERFORMANCE MEASURES
ENQUIRIES (Non Case Activity)

1. Enquiries received by Source

Indigenous Non-indigenous Total

Child Safety - Regional Intake Service (RIS) 0 0 0
Child Safety Service Centre (CSSC) 0 0 0
Community/Friend/Family 0 0 0
1. To delete a report from the Results tab, simply click Delete Report.

A pop-up message will appear - click OK to delete the report or Cancel to retain the report.
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17.4 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.

'\.

EME
1. From the View Results screen, as above, click the Excel [E] icon
2. At the bottom of your screen, select either Open, Save or Cancel

supporﬁng IFS Training 1 A Coordinator (Coordinator)
TH H A ==
families Advice, Referral and Case Management (ARC) - Training g & &
Reports Lists ancial Referrals Groups Custom [REETIE m
[sie]
Back to Report Results List [§ Delete this Report JIE]
ARC PERFORMANCE REPORT (IFS)
Report Information
Service Name IFS Training 1
Service Outlet Number 17
Organisation Name
Service Type No T327
Service Type Intensive Family Support
Service Type Name Support - Intensive Family Support
Reporting Period Start Date 01/02/2018
Reporting Period End Date 28/02/2018
INTENSIVE FAMILY SUPPORT PERFORMANCE MEASURES
ENQUIRIES (Non Case Activity)
1. Enquiries received by Source
Indigenous Non-indigenous Total
Child Safety - Regional Intake Service (RIS) 0 0 0
Child Safety Service Centre (CSSC) 0 0 0
Community/Friend/Family 0 4] 0
Corrective Services 0 0 0
Disability Service 0 0 0
Domestic & Family Violence Service 0 0 0
Early Childhood Education and Care Professional 0 0 0
Educati
Educati Do you want to open or save srsreport.xls from srs-gld-families-training.infoxchangeapps.net.au?
The results are displayed in Excel. You are able to sort data as you may require.
H - @ [~ sesteportals [Read-Only] - Excel ? ®E - B %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kerry Fortescue =
X Cut " - == . BB . B T =2 X AutoSum - A
Paste E%C:py' k ! _ ” _ C \F’_:‘f ’::?\I \EEIEEVII DEEEF':FIEIt F‘:. - SZKY&ij&
= = B o m
P Formatpainter [B1T W T T DA = MEGESICEmERE] § - % 0 (W e T Sy | o e T @Ckre  Hirers suects
Clipboard i) Font. i) Alignment L} Number L} Styles Cells Editing ~
AL - f\ Advice, Referrals and Case Management (ARC), ARC Performance Report (IFS) ID: 1938 - for period 01/02,/2018 to 28/02/2018. 1. This report was run at 28/02/2018 15:35:58 and al| data v
A B < D E F [ H | J K
Advice, Referrals and Case Management (ARC), ARC Performance Report (IFS) ID: 1938 - for
period 01/02/2018 to 28/02/2018. 1. This report was run at 28/02/2018 15:35:58 and all data
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 [immediately and notify the sender.
2
3
4 ARC PERFORMANCE REPORT (IFS)
5
6 Report
7 Service Name IFS Training 1
8 Service Outlet Number 17
9 |0 i Name
10 |service Type No 1227
11 |Service Type Intensive Family Support
12 Service Type Name Support - Intensive Family Support
13 |Reporting Period Start Date 1/02/2018
14 |Reporting Period End Date 28/02/2018
15
16 INTENSIVE FAMILY SUPPORT PERFORMANCE MEASURES ENQUIRIES (Non Case Activity)
7
18 1. Enquiries received by Source | -
srsreport ® [ ] 0]

| 124 |



18 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.

18.1 Change Password

On the Admin Page, select the Password tab:

To change your password:

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

LEESG N Preferences Documents About

Your reset key and security question have been validated. You may now reset your password.
m 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 1 upper-case letter, 1 lower-case letter, 1 number and 1 symbol.

- It cannot be the same as your current password.

1. Enter your New Password and enter again in the Confirm Password field.
The password must be at least 10 characters in length, contain 1 uppercase, 1 lower case, 1
number 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.

18.2 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.

You may be prompted by the following pop-up message:
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Important: You must update your details,
- & security question must be selected with a proper response.
- An email address must be provided.

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

Home Password PIGEIEHWEY Documents About

User Preferences for A User (2]
Groups
* Email Address
Days
Cases Phone | !
Reports Mobhile
Admin
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?

* Security response |

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.

[11 do not wish to receive these emails

Please enter password to apply changes.

Current Password

Save [l Cancel
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18.3 Documents

The Documents tab within the Admin page provides access to a general document reference area.

These are documents or other files that are of relevance across your service, not pertaining to an
individual (Person) record.

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

Password Preferences [sllsadlyhis} Finance Bulk Actions Users Merge Audit Templates Reference Data About

Groups

DBYS Document Name | Version Description Start Date

Cases Wellbeing Domains Assessment 21/09/2017
Reports SDM Wheels for FAST 1 01/07/2019
Admin SDM Wheels - FAST Definitions 1 01/07/2019
SDM Safety Assessment V4 21/04/2016
SDM Family Risk Re-Evaluation - IFS only 21/04/2016
SDM Family Risk Evaluation 21/04/2016
Safety & Support Planning tool - IFS only 09/08/2016
Non-Engagement advice to Child Safety 01/08/2016
template
Immediate Safety Plan 1.0 09/08/2016
Family Led Decision Making Template - Family 23/02/2017
Wellbeing only
CAP Skinny Safety assessment and Planning 1 09/08/2016
form 2015
CAP Framework Tool 09/08/2016

The documents within the Documents tab can be accessed and printed by clicking on the Document
Name.

Please contact childandfamilycommissioning@dcssds.gld.gov.au if you would like additional
documents available.
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19 Coordinator Functions

The administrative functions detailed within this section are only available to users with Coordinator
access level.

19.1 User Management

The Users tab within the Admin page provides access to the User Management functions.

.. IFS-UAT service
supporting

families Advice, Referral and Case Manageme AR
Password Preferences Documents Finance Bulk Acﬁons@erra Audit Templates Reference Data About

Persons
Cluster | IFS - UAT service

Groups
P Workgroup | IFS - UAT service
Days .
View | Current Users
Cases
S -
Renarts
—
Admin
The IFS UAT senvice accountis licensed for up to 22 named users. You currentlv have 1 soare user licences
Uszer Name | User Date Commenced End Date Last Logon
Central.User1 Rodney Crump 23/12/2015 07/02/2017
frameshni Faraz Rameshni 24/09/2015 06/02/2017
gerard Gerard Palk 01/07/2007 31/01/2017
glenden Glenden Woodworth 08/07/2015 20/12/2016

19.1.1 Creating a New User

There are 4 steps required to create a New User in ARC. These are detailed below:

Step 1: Check for a spare licence:

ARC licences have been allocated to your service (Workgroup). Your allocation of licences is referred
to in ARC as the total number of named users. When a user is allocated to a Workgroup, the number
of spare licences for that Workgroup is reduced by one.

In the screenshot above, IFS Workgroup has 22 named users and 1 spare licences. This means there
are currently 21 allocated users.

If you have no spare licences, the first step is to review the list of Current Users and see if there’s
anybody on that list who is unnecessarily allocated to your workgroup.

If you require additional licences, please contact the Child and Family Program Team or your
contract manager to discuss this requirement.

If you select Non-Current Users, you can view users who are inactive.
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Step 2: Create a new User:

1. Click Add new user button and the Add new user form will open to the right of screen

IFS - UAT service

supporting X _
families Advice, Referral and Case Management (ARC)

Password Preferences Documents Finance Bulk Actions QI Merge Audit Templates Reference Data About

Persons o
_ Cluster | |FS - UAT service Add new user:
Groups

Days

S — | R
Reports
| repers | B ¥
.
Admin

* Default Cluster | IFS - UAT service
The IFS UAT senice account s licensed for up to 22 named users. You currentlv have 1 spare userlicences,

user Name | User Date Commenced End Date Last Logon i
Central.User1 Rodney Crump 22/12/2015 07/02/2017 weweassword |
frameshni Faraz Rameshni 24/09/2015 06/02/2017 = Confirm Password l:l
gerard Gerard Palk 01/07/2007 31/01/2017 User Blocked L

glenden Glenden Waodworth 08/07/2015 20/12/2016 Change password L

michelle.hollywood Michelle Hollywood 23/06/2015 25/10/2016 TS

simon.hendry simon Hendry 02/07/2015 02/07/2015

trish Trish Anderson 26/11/2015 21/12/2016

N

Enter the new User Name (User id). Please note that:
o 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.

w

Enter the First Name and Last Name.

E

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.

o

Ensure that the User Blocked checkbox is not ticked.

o

Tick the Change Password checkbox - this will force the user to change their password when
they first log into ARC.

™~

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: 2

Email Address

|t

* Default Cluster | [FS - UAT Service

Start Date +5/0%/2017

New Password

|

Confirm Password

User Blocked u
Change password o

A new user has been created. You must now add them to a
workgroup to complete the process.

Add to workgroup | Please select... v

Last Updats Worker Two, IFS - UAT Service
ast Update 13/02/2017 16:44:27

Save f| 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, 3 spare licences
will continue until this user has been allocated to a Workgroup.

Step 3: Allocate to a workgroup:

8.

Additional Notes:

Make a selection from Add to workgroup list (highlighted below) and click Save.

Edit user record:

* User Name ‘ Barry.Banana |

* First Name‘ Barry |

* Last Name ‘ Banana |

Email Address ‘ |K.

* Default Cluster | IFS - UAT Service v

Start Date 2201

New Password ‘ |

Confirm Password ‘ |

User Blocked O

Change password U

=)

A new user has been created. You must now add them to a
workgroup to complete the process.

Add to workgroup ‘ IFS - UAT Service v

Last Updat Worker Two, IFS - UAT Service
ast Update 413/02/2017 16:44:27

Save | Remove User

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.

license arrangements.

Sorry, you have reached your user limit. Please remove non-
current users or contact Infoxchange to negotiate your user

Edit user record:

* User Name Don.Bradnam
* First Name Don

* Last Name Bradman

Email Address t.

B

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 Normal Coordinator

Manage Enquiries v v

Create Client/ Person

Create Case Summary

Manage Case (notes, payments,
consent, plans, documents, etc)

NEENIEN
NEENIEN

Delete notes, payments, plans, etc

Unlock Notes

Create/ Manage Referrals

Performance reporting — basic

Manage Restricted Access

Performance reporting — advanced

Merge Clients/ Persons

Auditing

Manage document templates

> [ [ [x [x [x |S|SN % |x
NINISTINISNININININS

Manage Users

Edit user record: =)

* User Name | Barry.Banana |

* First Name | Barry |

* Last Name | Banana |

Email Address | |\.

* Default Cluster | IFS - UAT Service v

Start Date 13/02/2017

New Password | |

Confirm Password | |

User Blocked O

Change password U

Workgroup Administrator Dperational Remove
Coordinator
Normal User
Limited User
Add to workgrof Reception
Reports Only

IFS - UAT Service

= = & - UAT Service
Last Update 13/03/3017 16:48:45

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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19.1.2 Resetting a Password

To reset a user’s password:

1. Open the Edit user record form by selecting the User Name from the list of Current Users.

Edit user record:

* User Name | Barry.Banana |

* First Name| Barry |

* Last Name | Banana |

Email Address | |K.

* Default Cluster | IF5 - UAT Service v

Stact Do 13/02/2017

B

New Password | sssesese |

Confirm Password | ssssssss |

2. Enter the New Password and re-enter the password in Confirm Password.

: Change password >

Workgroup Role Operational Remove

IFS - UAT Service  Normal User ﬂ x
Add to workgroup | Please select... v

Last Undat Worker Two, IFS - UAT Service
ast Update 13/02/2017 16:49:48

Save

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.

19.1.3 Unblocking a User Account

A user account may become blocked due to a number of consecutive incorrect password attempts
or by lengthy account inactivity.

* User Name | Barry.Banana
* First Name | Barry

* Last Name | Banana

Email Address

* Default Cluster  IFS - UAT Service ﬂ
13/02/2017

]

Start Date

New Password

User Blocked

Change password

Workgroup Role Operational Remove
IFS - UAT Service  Normal User ﬂ x
Add to workgroup | Please select... v

Last Upd Worker Two, IFS - UAT Service
ast Update 13/02/2017'16:49:48

Save

Edit user record: 2

The user account can be unblocked by simply unchecking the User Blocked check box (highlighted

above) and clicking Save.
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19.1.4 Removing User Access

When a staff member leaves your service, you have a choice as to how you manage their User record
within ARC. The steps outlined below address the User management functions — all records made by

this User within ARC are retained.

The department will undertake quarterly user audits to reduce opportunities for unauthorised access
to the ARC database and to monitor numbers of licences. Users who have not accessed ARC for 180
days or more will be deactivated but can be re-instated if access is subsequently required. Emails will

be sent to users if further action is required, for example, duplicate accounts.

1. Open the Edit user record form by selecting the User Name from the list of Current Users.
2. Click the red cross to ‘Remove’.
Edit user record: B

* User Name | Barry.Banana
* First Name | Barry

* Last Name | Banana

Email Address

%

* Default Cluster | TFS - UAT Service v

Start Date 13/02/2017

New Password

|

Confirm Password

User Blocked O

Change password (|
Workgroup Role OperationalfR
IFS - UAT Service | Normal User [v|

Add to workgroup | Please select... v

L Und Worker Two, [FS - UAT Service
ast Update 13/03/2017 16:49:48

Save

Edit user record: B

* User Name | Barry.Banana
* First Name | Barry

* Last Name | Banana

Email Address

* Default Cluster  IFS - UAT Service ﬂ

Start Date {02/

New Password

Confirm Password

|

User Blocked .

Change password O

The user is not in any workgroup.

Add to workgroup | Please select... v

Last Update ‘jVS‘:,'bk;"ZTWUJ IFS - UAT Service

0 BT
Remove User ’

This cancels the licence allocated to their record — however, their name remains in the Current User

list.
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A subsequent step is to remove their name from the Current User List. If you have a high turnover
of Users, then choosing to remove them from the Current User List may be beneficial in keeping the
List more manageable.

3. Click Remove User, as highlighted above.

To simply restrict access for a period of time, tick the User Blocked check box. The user will not be
able to login to ARC.
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19.2 Merging Person Records

The Merge tab within the Admin page allows you to merge duplicate records for the same Person.
For example, two workers may have individually created a Person record for a new client.

Prior to commencing the merge process, you should identify the ‘primary’ person record you want
to keep and the ‘secondary’ person record you want to merge into the primary person record. When
you merge the two person records, the demographic information will be retained for the primary
person record but the demographic information contained in the secondary person record will be
deleted.

19.2.1 To Search for duplicate records

On the Admin Page, Merge tab, the Search Duplicates sub-tab enables possible duplicate Person
records (based on the Given Name, Family Name and Date of Birth fields) to be identified.

supporting  IFS Training 1 B Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training o

Password Preferences Documents Finance Bulk Actions Users UEIG[N Audit Templates Reference Data About

m Merge Persons Search Duplicates
m Search for duplicate persons records:
Match Threshold| 5 [x]| Records 50 [7]
4

Cases

5

The Match Threshold field (displayed above) indicates the number of matching ‘points’ the Person
records need to meet before they are selected and listed as possible duplicates. Matching occurs on
the Given Name, Family Name and Date of Birth fields. Fuzzy name matching is also taken into
consideration. A lower Match Threshold allows a less exact match.

The Records field indicates the maximum number of possible matches you would like returned for
review.

To perform the possible duplicates search:

1. Select the required Match Threshold and Records values.
2. Click Search to perform the possible duplicates search. Any possible duplicate person
records will be displayed.

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

m Password Preferences Documents Finance Bulk Actions Users RITFTY Audit Templates Reference Data About m
| rerons ©
m Search for duplicate persons records:

Match Threshold 3 [Possible Match] (%] Records 50 [w| E3

Reports
mi View  PersonID  Given Family DOB  Alias? View  PersonID  Given Name Family Name DOB  Alias? Match Merge
P Namel  Name

) 6378 Alan Robinhood  20/01/1990 [ 6379 Alan Robinhood 20/01/1990 6 Select )

£

|

The results are presented with the two possible duplicate person records listed in the same
row.

The number of matched ‘points’ between the two records is displayed on the right in the
Match column.

This list can be exported to Excel by clicking the green icon in the bottom right corner.

3. 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.

| 135 |



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.

19.2.2 To Merge two Person records

1. Onthe Admin page, Merge tab, click the Merge Persons sub-tab.
The Search for primary record form will appear on screen.

Enter the First Name and/or Last Name of the primary person record. It is also recommended
to click the Fuzzy search check box to display partial matches and to allow for incorrect

spelling.

2. Click GO and a list of possible primary person records will be displayed.

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

m Merge Persons | Search Duplicates
Search for primary record:
Given Name
Family Name Robinhood
Gender @ Male " Female
Fuzzy [
@

S

D Given Family

Name Name Sex DOB Alias? Match Actions

2275 Alan  Robinhood M 20/01/2010 0
2277 Robert Robinhood M 02/08/1990 0 Open elect
2283 Allan Robinhood M 20/01/2001 0 Open Select

m Password Preferences Documents Finance Bulk Actions Users JEEGEN Audit Templates

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 ID is 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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) Advice, Referral and Case M...

5 8% Level3 projects - Departm... £ Web Slice Gallery @) Suggested Sites

suppgrting IFS Training 1 A Coordinator ((
families Alan Robinhood Male, DOB: 20/01/2010 (Age 6 yrs) =
Search PEEN Notes Supports Alerts Consent Referrals Plans Tasks Assessments Documents Membership
P i . . .
Person / Alias: Edit Primary Details Y7

iven Name Alan
)
Relatlo Create new relationship : —
Middle Name
Person Relationship DOB Comments -
Maid Maryon Mother 21/04/1995 EemilyiName] Robinhood &
Robert Robinhood Father 02/08/1990 *Sex @ MaleC Female
Admin -

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

: 'sup;r‘orti;]g ‘ IFS Tra:ir;n;‘l
families Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users [EEISTY Audit Templates Reference Data

Merge Persons Search Duplicates

Persons

Groups Search for secondary record:
Given Name
Daye Lo s T oo oG]
by | colie Family Name Robinhood
Cases piv] 2275
. Gender & Male” Female

Reports Name Alan Rebinhood

Gender male Fuzzy [+
Admin )

Date of Birth 20/01/2010 m

Indigenous Not Indigenous

Status
Country of birth

Language at

Home

Comments

Date of Death

Last update A Coordinator, IFS Training 1
29/04/2016 14:27:17 AEST

Addresses Suburb Type End Date Primary

360 Round  BLACKBUTT Home |7

Circuit 4306

Documents (notes, alerts, etc) assoclated with this record

Workgroup Number

IFS Training 1 1
Alias / Duplicates
No assoclated allas 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

families

Home

Groups
Days

Cases

Reports

Admin

IFS Training 1

Merge Persons  Search Duplicates

2275
Alan Robinhood

ID
Name
Gender male
Date of Birth 20/01/2010

Indigenous
Status

Country of birth

Not Indigenous

Language at
Home
Comments
Date of Death
Last update A Coordinator, IFS Training 1
29/04/2016 14:27:17 AEST
Addresses Suburb Type End Date

360 Round BLACKBUTT Home
Circuit 4306

Primary

I\/
Documents (notes, alerts, etc) associated with this record
Workgroup Number
IFS Training 1 1

Alias / Duplicates
No associated alias or duplicates.

Advice, Referral and Case Management (ARC) - Training

Password Preferences Documents Finance Bulk Actions Users QYEIGI Audit Templates Reference Data Ac

Search for secondary record:
Given Name

Family Name Robinhood

Gender @ Male Female

Fuzzy ¥
ip Glven Family o pog Alias? Match  Actions
Name Name
2275 Alan  Robinhood M 20/01/2010 0 Open Select
2277 Robert Robinhood M 02/08/1990 0 Open
2283 Allan  Robinhood M 20/01/2001 0 Open elect >

A

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
families

Home

Groups
Days

Cases

Reports

Admin

IFS Training 1

Advice, Referral and Case Management (ARC) - Training

Merge Persons  Search Duplicates

1D

Alan Robinhood

D 2275
Name

Gender male

Date of Birth 20/01/2010

Password Preferences Documents Finance Bulk Actions Users QUEGER Audit

Name
Gender

Date of Birth

Templates Reference Data

2283
Allan Robinhood
male

20/01/2001

A Coordinator (Coordinator)

= 4 &

About

Menu

(2]

(

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.)
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supporting
families
Home

Groups
Days

Cases

Reports

Admin

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

Password Preferences Documents Finance Bulk Actions Users QUG Audit Templates Reference Data

Merge Persons |Search Duplicates

D 2275 m 2283

Name Alan Robinhood Name Allan Robinhood
Gender male Gender male

Date of Birth 20/01/2010 Date of Birth 20/01/2001
Indigenous Not Indigenous i Not Ind:

Status Status

Country of birth Country of birth

Language at Language at

Home Home

Comments Comments

Date of Death Date of Death

Last update A Coordinator, IFS Training 1 Last update A Coordinator, IFS Training 1
29/04/2016 14:27:17 AEST 29/04/2016 16:38:24 AEST

Addresses Suburb Type End Date  Primary Addresses

360 Round  BLACKBUTT Home l_,, There are no registered addresses

Circuit 4306

Documents (notes, alerts, etc) associated with this record
Documents (notes, alerts, etc) associated with this record No associated documents.
Workgroup Number

IFS Training 1 1 Alias / Duplicates

No associated alias or duplicates.
Alias / Duplicates

No associated alias or duplicates.

No conflicting Accommodation Periods
No conflicting Profiles / Cases

No conflicting Support Periods

No conflicting Relationships

Make Alias

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:
« 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

13. Be sure to go to the Merged record to ensure all the information is displaying as expected.
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19.2.3 Reinstating Merged Records (Undo Merge)

After two Person records have been merged, you will be able to undo the merge process at a later
date by first locating the person record via the Search for primary record form and then clicking the

blue Undo Merge link (highlighted in image below).

ARC will remember what records have been merged and will separate the records back into the
original two Person records. Please note that any new data/records attached to the Person record
after the merge process will stay with the primary Person record if the merged records are

unmerged at a later date.

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

Password Preferences Documents Finance Bulk Actions Users QIEGEY Audit Templates Reference Data

Persons -

Grows e T s oo e P sewd P ered e

Days D 2263 Merge completed successfully.
Check the merge record and if necessary manually update the
Cases Name John Dough following areas of the Details tab:
S Gender male ;Orfegtnmary address is identified and the primary address is
¥ Date of Birth 01/01/2000 = Duplicate data is deleted or retired, in particular:
Reports . N = Relationships
£ Indigenous Not Indigenous = Phone and other contacts

Status = Key workers
Country of birth

Admin

Language at
Home

Comments
Date of Death

Last update H Coordinator, IFS Training 1
13/01/2016 10:46:39 AEST

Addresses

There are no registered addresses

Documents (notes, alerts, etc) associated with this record

No associated documents.

Alias / Duplicates

Given Family  Alias/
B Name Name Duplicate Lo
2262 John Do H 13/0p16Undo
Coordinatbt.: 0| Merge
IFs 1D(5)
Training
1

19.2.4 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.

19.3 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

19.4 Templates

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
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19.5 Finance

This is standard functionality from the Infoxchange SRS product. For guidance on using this feature,
review the SRS product user guides at the following url: http://srs-
support.infoxchangeapps.net.au/user-guides or contact the Infoxchange HelpDesk.

19.6 Audit

This is standard functionality from the Infoxchange SRS product.

supporting IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Traisi E 4 &

‘emplates Reference Data About m

Persons

Groups

018 | Person ID: l ]Worker: ‘ Please select... ‘
Audit Lo
:
DESCRIPTION: Shows each time a person has been viewed
Reports 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).
Ad 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 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.

supporting IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E 4 o

Home Password Preferences Documents Finance Bulk Actions Users Merge [AUL{id Templates Reference Data About

Persons

JPerson Views JPerson Updates ” Referral Views\

FromeT28/02/2018 |75 To: | 28/02/2018 | person ID: [3373 ]wOrker: ‘ Please select...
Days
Audit Lo
g

Reports Date | Person ID Given Name Family Name Alias/Duplicate Worker Workgroup
28/02/2018 10:04:03 3373 Bella

_ Banana A Coordinator IFS Training 1
Admin AEST

28/02/2018 10:00:42 3373 Bella Banana A Coordinator IFS Training 1
AEST
28/02/2018 09:54:01 3373 Bella Banana A Coordinator IFS Training 1
AEST

2. See which users have updated Person records.

On the Person Updates sub-tab, enter the Person ID or select a worker name and click Go.

supporting IFS Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) - Training E 4 &

m Password Preferences Documents Finance Bulk Actions Users Merge [aUL[id Templates Reference Data About m
Person Views (Person Updates Referral Views| —

s
_ Start Date | 28/02 7d Date | 28/02/2018 |78 person 1d :] Worke
Days

Cases

( A Coordinator

Search Results

Date | Person Id Given Name Family Name Alias Action Worker Id Last Update By
28/02/2018 1286 Blake Banana UPDATE 102 A Coordinator,

Ad 15:15:43 IFS Training 1
28/02/2018 3375 Georgie Grape INSERT 102 A Coordinator,

09:55:21 IFS Training 1

28/02/2018 3374 Pamela Pumpkin INSERT 102 A Coordinator,

09:54:38 IFS Training 1

28/02/2018 3373 Bella Banana INSERT 102 A Coordinator,

09:54:01 IFS Training 1
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3. See which users have viewed referrals.
On the Referral Views sub-tab, enter the Person ID or select a worker name and click Go.

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

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

families

Person Views  Person Updgtes Referral Views

Person ID: :] Worker: | A User

From: l28/02/2018 l To: | 28/02,

supporting IFS Training 1 A Coordinator (Coordinator)

4 o

No matches to your search.

[

DESCRIPTION Shows each time a referral has been viewed. Specify by person and/or worker

Admin 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.

19.7 Reference Data

This tab details the reference sets available for user editing. This is not applicable for ARC.

19.8 About

The About tab contains specific information about your connection to ARC as part of the
Infoxchange suite of products.

You may be asked to access this data to assist the Infoxchange HelpDesk address queries or issues
you may be experiencing.
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20 ARC Support

20.1 Howdol....?

This User Manual has been prepared to assist you with getting to know the functionality available
within ARC for Intensive Family Support services.

Refer to this helpful document as your first point of reference for assistance.

This User Manual can be accessed from the Need Help Using ARC? section on the ARC landing
(login) page.

20.2 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 1300366516 or (03) 9418 7487
e oremail srs-support@infoxchange.net.au

When you contact the Infoxchange HelpDesk, please quote the web address you use to access ARC
and the workgroup that you belong to.

SRS Support is also available via the SRS Online Help website.

20.3 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 User Manual offer assistance for the particular functionality within ARC.
20.4 Practice Support

This manual provides the user with information on how to access and use the Advice, Referrals and
Case Management (ARC) system for Intensive Family Support.

For matters of practice, please refer to the information available at the secure site: FaCC and IFS
Service Provider Secure Area (familychildconnect.org.au)

Or email your query to childandfamilycommissioning@dcssds.qld.gov.au
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