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About FSFN User Guide

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

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

E ]

Adult and Child Protective Investigators
Financial Workers

Hotline Criminal Investigation (CI) Unit
Legal Workers

Ongoing Case Managers

Provider Management

Security Officers/Administrators
Supervisors

Support and Data Entry Staff

=4 =4 -8 -8 a8 8 2 9

Prerequisite Knowledge

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

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

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

Related Resources

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

FSFN Project Information

Online Web-based Training (WBT)

User Guides

How Do | éGuadgies (job
Topic Papers (System Functionality Design)
Reference Data (values in drop downs)

= =4 -4 -8 A -9

Security Information

FSFN restricts your ability to create, modify, and view specific information through the security
profile associated with the Login Profile you used to access FSFN. Specific security applies
across all information. For example, a security resource for Protection Investigators Child and
Adult, Investigation Supervisors Child and Adult, Licensing Specialists, Case Specialists, and
Prevention Specialists added to FSFN supports access to the Investigation/Special Conditions
Referral Workload page accessed from the Utilities menu.

Page7 of 30
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FSFN Desktop

About FSFN Desktop

The FSFN Desktop is the starting point for you to work in the FSFN application. The Desktop is
personalized and contains the work assigned specifically to your logged in profile in FSFN.
Additionally, the Desktop provides menus to create and document new work in FSFN.

The following section of this user guide provides you with an overview of the various sections of
the Desktop. Each section is also discussed in detail later on in this userguide.

Florida Safe Families Network
Create Maintain  Utiies Help

Prancil Work Gy Work €= Provelor Work

+) Search Q | Refrech = | Print & | Hep ? | Logout (D

-
Conn Corn's Desktop - DCF - 07
P FSFN Messages and Links
[ Date Restricted [~ Participant View
b My Tasks Calendar NEXT DATA WINDOW: December 4th at 5pm - December 9th at 9pm
b Cases Pre- 4 ”
b Providers Pending Invoice Report
D workers ESFN Website
D Approvals
D intakes

Unit Messages and Links

Banner Bar

Florida Safe Families Network

Fnancal Work § Case Work &  Provider Work «~ Search Q  Refresh = Prnt B Heb ?  Logout (D

The Banner Bar provides buttons to launch work common to many of the pages in FSFN, such
as, Create Financial Work, Create Case Work, Create Provider Work, and Search. The Banner
Bar includes buttons to perform common functions including, refreshing the page to obtain the
most current information, printing the page, or performing a spell check on narrative fields.
Additionally, you can access helpful information using the Help and Hand Book buttons. The
Logout button allows you to exit FSFN properly.

Page8 of 30
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Menu Bar

The Menu Bar provides menus to create and

maintain work in FSFN. It also provides menus for Create  Maintain  Utiities Help |
a variety of FSFN tasks and Help pages.

Create Menu

Florida Safe Families

Creste | Maintain  Utilities

Case Work

Provider Work

Hotline Intake »
Service Referral
Information and Referral
Provider Inquiry »
Recuitment Event
Worker Training »

Maintain Menu

Florida Safe Families N
Maintain | Utilities Help

Checklist Template

Messages and Links

Manual Tasks Due
Recruitment Activity
Security »
Organization »

Basic Subsidy Rate

Page9 of 30
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Create Maintain

AFCARS

AFCARS/NYTD Footnotes »
Approval Management
Assignment Management
Baokground Listing

Call Record Search

Case Transfer Request
Command Center Queue
Counselor Productivity Report
Delete Person

FPL Maintenance Page
Hotline

Interstate Compact System
Investigation/Special Conditions Referral Workload
Judicial Group Management
Legal Record Search
On-Call Schedule »
Pending Provider Delete
Person Merge

Placement Comection
Provider Delete

Provider Merge
Receiving Unit List »
Reporter Search

Reporting

Search

Tasks Due Management
Worker Transaction Search
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FSFN Desktop Outliner

The organization of your Desktop helps you retrieve case information either by Subject,
Investigations, or by Case Participant. To open an expando, click the plus sign next to the
expando®& name. You can move freely from one expando to another.

Florida Safe Families Network

«= Search Q | Refrecth 2 | Prnt & | Heb 7 | Logout (D

Creste Maintain  Utilities Help
-
Bala Sengodan's Desktop

FSFN Messages and Links
@ Date Restricted [~ Participant View

D My Tasks Calendar

Click here to view the Child Protection Transformation overview!
b Cases FSFN Webst
b Providers
b workers
b Approvals Unit Messages and Links
D itakes

Outliner Views

91 Date Restricted i When selecting this
check box, the amount of time a piece of

v Date Restricted [~ Participant View
work remains displayed on the Outliner ‘ﬁb

varies based on the determined time
restriction.

Refer to SM04b: Navigation Topic Paper for exact details.

9 Participant View i When selected, displays the work in the Outliner by case participant.

A hyperlink allows you to launch the Person Book for each FSFN Case.
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FSFN and Unit Messages and Links Pages

The FSFN Messages and Links page (system wide content display) and Unit Messages and
Links page (Unit-specific content display) are accessed from the menu Maintain> Messages
and Links> System Wide and Maintain> Messages and Links> Unit. FSFN security controls
access to each page.

Florida Sare Families Network: Print & Audt B SpelCheck s Hep ?

FSFN Messages and Links

StertDste:  [07/28/2008  EndDete:  |00/00/0000 I~ HyperLink?  Format: | Boid Text v/ &
Web Bold and Red Text
Address: Bolkd Text
Red takc Text |

Additional FSFN Training sessions coming in March. Talk to your Unit Supervisor to register.
Message: Delete
Start Date: W End Date: 05/26/2008 IV HyperLink? Format: >

http://fsfn01 .dnsalias net/knowledge _web/
Address:

FSFN Knowledge Web now available
Message: Detete

Start Date:  [05/19/2008 EndDste:  |05/1972008 I HyperLink?  Format | Bold and Red Text v:

Web
Address:
Eemnniar IS rren TR Y PR YTV R TV v
&) Done © Trusted sites
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My Tasks Calendar Expando

My Task Calendar is the first expando displayed on your Desktop and is already expanded upon
login.

All tasks assigned to you display under this expando. Each task due identifies the profile
associated with the task. Tasks due that are associated with a profile other than the one you are
currently logged in with display as plain text and not as a hyperlink.

A hyperlink launches the piece of work associated with tasks belonging to the current profile you
used to log in to FSFN.

If the task is past due, it displays in red font with an exclamation point at the end of the taskline.

My Tasks Calendar contains four (4) group boxes that pre-fill with the tasks due across all your
profiles.

1 Currently/Past Due

9 Past Due Tasks display in red, bold font with an exclamation point (1) displayed at the

end.

1 Tasks display from furthest past due to currently due.

1 Due in Future

1 The Due in the Future group box pre-fills with all tasks due in the future.

1 Manual Tasks

9 Tasks display in reverse chronological order. The older the task, the closer it is to the
top of the Ilist box. This is based on the task
with the same End Date, the task with the most recent Start Date displays first.

1 Tasks display the Message text with an associated End Date.

1 Manual Tasks display until they are marked asfi Co mp | et e 0.

1 Past Due Worker Tasks (Only display when logged in with a supervisor profile)

1 The Past Due Worker Tasks group box pre-fills with overdue task assigned to a worker

logged in with a supervisor profile.

1 Past Due Worker Tasks display in red, bold font with an exclamation point (!) displayed
at the end.

1 Tasks display from furthest past due to past due by one (1) day.
Key Tasks

To access the Task Due
1. On the Desktop, click the My Tasks Calendar expando.

2. Click the Task Due hyperlink.
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3. The page associated with the task
launches.

Florida Safe Families Network: FrancalWok §  Case Work se  Provider Work
Create  Maintan  Utites Help
Conn Corn's Desktop - 032113 Investigations
‘f D}" R"““',‘, ‘ P}Qoog View
& My Tasks Calendar

You also have the ability to access

tasks due associated with each
participant by selecting the Participant
View check box in the Outliner.

Curreatly Past Due

Imvestgaton Due 031112007 2100640 Chid Care Unit!

Update Photo and Review Wed Narrative 03/1872007 10508 DCF - 07!
Investigation Due 03222007 10493 032113 investigatioas !

Investigation Due 0322:2007 10494 03211) Investigatoas !
Investgation Due 03232007 10744 03211) investigatoas !

Due in the Future
invesboation Oue 0572472013 2100642 DCF - 07
Ievestigation Due 06:0872013 2100764 DCF - 07
irvestigation Due 06/09/2013 2100542 Child Care Unit
Investigation Due 05:0972013 2100784 DCF - 07

HManual Tasks

New Task 105312013
Now Task 2 0672872013

Past Due Worker Tasks

Investgation Due 04152000 1502942 Serminole, Tramer Seminole County Shert!
lnvestgaton Due 04292006 26 QA, Test Chad Care Unit

Investgation Due 011152007 10049 Jackson, Terry Seminole County Sherift
Investigation Due 03/11/2007 2100640 Com IV, Conn Child Care Unit

vestgation Due 03187007 1501130 Sage, Saity 03211 investigations

Pagel4of 30
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Cases Expando

About the Cases Expando

The Cases expando allows you to view your assigned Cases. From this page, authorized users may
access all pieces of work associated with the Case.

Each expando displays the information in an Outliner format with the ability to drill down to access more
detailed and specific information. Similar to a traditional outline, the Outliner expands to several levels,
each covering a different subject, or

pertinent to that subjectarea. P —m————

The FSFN Case expando consists of a Kortney . Ifww's Desktop - FSFN Team
series of icons that graphically
represent Cases and the pieces of
work associated with them. Each
expando displays the information in an

[#] Date Restricted [] Participant \iew
b My Tasks Calendar

S Caszes

|__) Anits Bravo, Bravo ABC [ 200002646 } Actions Case Book
Inwestigation 01/1272017 meka, anlz Broward 1A 12345-6750

Outliner format with the ability to
expand each expando to access more
detailed and specific information.
Similar to a traditional outline, the
Outliner expands to several levels,
each covering a different subject, or
additional information pertinent to that

Relsted People
B Intzkes
Aﬁ.saesﬁrrem and Flanning
iE] Azsignment
j_ﬂC"l d Placement Agreement
»" Eligibility
File Cabinet
& Income/Eligibility
£3 Investigation

subject area. fiilLegal
Marrative
By Placements
L) CF& Demo, Mom { 200002843}  Actions Cass Book

Inwestigation 03152017 Ifww, Kortney Polkc FL
Related People

R nzkes

uef| A=signment
Child Placament Agreemsent

gFi e Cabanet

& Income/Eligibility

£3 Investigation

By Placements

The Cases expando:

1 Displays all the Cases you manage or that a supervisor oversees, and includes a text
indicator if the case is Restricted

1 Displays the Case Name, Case Type, Most Recent Investigative Subtype, Case Status, Most

Pagel5of 30
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Recent Intake Received Date, County, and Case Address. These details display for cases
retrieved via Case and Person navigational search

9 Displays all the case participants (when the Participant View check box is selected) and the
work associated with each case participant

9 Displays and provides access to all the pieces of work for a Case by subject area in
reverse chronological order, including case activity notes, by work subject in the
following order: Related People, Intakes, and remaining Case Work Categories in
alphabetical order

1 Displays the Alerts icon on the Case icon if
there is an active alert associated with any
participant in the case

Kortney . Ifww's Desktop - FSFN Team
Date Restricted [] Participant View
b Wy Tasks Calendar

o Cases

|} Anits Bravo, Bravo ASC [ 200002645}  Actions Case Book
Inwestigation 01/12/2017 meka, anlta Broward 14 12345-E755
ﬁﬂea:ed Feople
B Intzkes
4 A=se=zsment and Flanning
A4 Case Flan Workshest - Judicial
Hougehaold Name: Brave ETL

i From the FSFN Case, expand the icons
representing major pieces of work (e.g.,
Investigation, Assessment and Planning).
There are smaller pieces of work that can be
created at the Investigation Level such as:
Present Danger Assessment (PDA), Safety

Plan; FFA-Investigation, and Risk
Assessment, which can be accessed by
drilling down from the Investigation. Similarly,
on the Desktop Ouitliner, there are also
pieces of associated work that will display
under each of the other icons. An example of
this is the Assessment and Planning icon,

May 12, 2017

Date Last Momiied: 020272017, (131000727)
JA Case Flan Workehest - Judicial

Househaold Mame: Cubzome

Cate Last Modiled: 0200272017, (1310007E0)
A Csse Flan Workshest - Judicial

Household Mame: case plan

Dtz Last Modiled: 02272017, (1310007E0)
i Judicia| Sevisw Workshest

Houeshold Mame: Jidizlal

Cake Last Modiad: 01/27/2017; (131000340)
A\ Progress Update - Fenging

Household Mame: Saturday

H _ H Craated Date:01/14:2017; Completian Date: ; (121000432}
when expanded, displays any FFA-Ongoing, A Progress Upcsts - Pzndn
Progress Updates, Case Plan Worksheets, Household Name: Bravo ETL i i
L. ) Craaled Date:01/14/2017; Comgpletian Date: ; {(121000433)
and Judicial Review Worksheets that have A Progress Update - Pending
. .. - Haousehald M - B 1
been created in the Case. Similarly, drilling u:r:aiee:lﬂ:at;;E'zs-"rza:T?;u:-:--rnleu:n Date: ; (131000501)
down on the Child Placement Agreement 4i Progress Update - Pending
) A A H:LIEEHDL:I \-?HE.. ?E_".'D".I . -
icon, the pages Wl" be dlsplayed as lall:rEEﬂlF_L:I Diabe:01/25/2017; Completian Date: ; (131000502)
hyperlinks and clicking on the hyperlink will Housenald Name: Bravo 1
. Craated Date:01/2572017; Completian Date: ; (131000303}
launch the Child Placement Agreement page A Progese Undate - Peading
in edit or view mode. The pages will display g?;;igm:ua;;?ég"rza:??ilu:-:--rzleu:n Dale: ; (131000504)
newest to oldest based on the very first A :ﬂuﬁ% iy
. QUEEND dame: Testing far Pro 2fact
Effective Date documented on the page. If Craated Date: 0340972017, Comglatian Date: ; (131000550]
. . Family F Aes 1 FFA& -0 - Fand
more than one child has the same Effective 4 Faml Puncten 12 Assesser R
Date, thel’l the page |ISt Wl" be based on LaSt ACEH:‘E Dafa: MM 2017, ::mpEt?::Da'.f:-: -:131[-]551‘35:]
Name, First Name, Middle Name Househokl Name: BRava 12 .
| habetica”y ] Craale Date: 011252017, Completion Data: ; {131000855)
alp .
Key tasks
Pagel6of 30
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To access the Actions pop-up page

You may also update a case by clicking the Actions hyperlink next to the case you wish to
update. Select the appropriate radio button, and then click Continue.

1 Create Case Note to add a new note or use Case Note
Search Criteria to locate or review specific notes

1 Create Meeting to schedule or document a Meeting for the
Case without identifying a specific Case participant

Create Assignment to add a worker case assignment
View Tasks Due to view all tasks associated to the case
Create Alert to add a new Alert to a case

=A =4 =4 =

Create Transfer Request to document a case transfer
request. This does not replace the verbal communication
necessary to the case transfer process

i File Cabinet Search to upload and access scanned
documents from associated pieces of work within FSFN

To update Case Information
1. From the Desktop, click the Cases expando.

2. Click the Case icon for the case you wish to update.
3. Click the Case Name hyperlink.
4. The Maintain Case page displays.

Florida Safe Families Network HngBook! . Pt B Aude B Spelweck |, Hep ?
Case
LastProvder pVamwright CLS Case Name Case D 2100742 Status Oper géﬁ:{\;’;’r
Fst Sarsh Middie Nome Open Date 04182013 Program Code Chid

Rpfstionships___1 Professional/Other Contacts

Closing History
L by S

Basic

CaseType  lnvestgation v Famiy Structore:  Marmied Couple v County:  Leon v [ Restricted Case
Participants

Name Hsid Status Gender Senvice Role DOB Age Ethnicty  Legal

CamwighlEnc U Actve Make  Cowe v 0372002 1% Thad None Miesiones DeAcaate Remowe Qaamm“

‘%ﬁs’mnﬂM U Actve Mske Chké Not Recewng Service v 0827/1995 17 Thai None Miestones DeActale Remove
Cartwright Tony ¥ Actve Male  ParenthotnTheMome v OBS/1989 43 Thai Hone Milesiones DeAchate Remowe
Waltwrigh Andy U Acive Mal  Parentin The Home - 0420967 45 Figno Hone Miesiones DeAchale Remove
WEDWOQNL Jonn N Acve Mae  Cag ~ uzszo0s 7 repno sl Mussignes Descyale Kemove
7 Shetter -

Wanwnghi Micha ¥ Actve Female  Chis v 10162004 8 Thas Addintod Mdssiones Desckate Remows
Aainwngng U Acve Female  Parentin The Home - 082711389 43 That None Milesiones DeAdwate Remove

Sarah
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To access the Case Book and Person Book

You may also access and update information by clicking the Case Book hyperlink next to the case
information or the Person Book hyperlink next to the person information you wish to update.

You must select the Participant View check box for FSFN to display the Person Book hyperlink.

Florida Safe Families NeIwork: reancalWork $ @ Case Work sw | Provider Work <~ | Search Q | Refresh = | Pt B Heb ? | Logout (D

Create Mantain  Utiities Help

-
Conn Corn's Desktop - D2 Unit 2
D My Tasks Calendar
W Cases
() Adams Adam (1505961) Adlions Case Book
Investigation 05/05/2007 Gadde, Kiran =
) Wal 13l 742) Actio
Investigation 04/18/2013 Johnson, Robe: 2
(1] 1014 M 7.
4 Cartwright Il Mike Afthur (2101386 Active W —Tl
4 Cartwright. Tony (2101384) Active M 06/19/1969  Ations Person Book

Circle North Eas , Webster, FL

& Wainwright Andy (2101380) Active M  04/20/1967  Actions PersonBook
W Johh (2101382) Active M 037282006 Shelter - Adiudicated Actions Person Book

% wai ht M 101383) E___ 10/16/2004 fter - A Adlions Person Book
4 Wainwright Sarah (2101381) Active F  06/27/1969  Actions Person Book

b Providers

D workers

D 2eprovais

b Intakes

You use the Case Book and Person Book to easily access and view pertinent case and participant
information. The at-a-glance views assist you in assessing information for a more thorough picture of

the family or person history. The Case Book and Person Book present a summary of case and
participantsd information while providing you dir
for viewing and updating information. The Case Book includes hyperlinks to create new pieces of work

by using the Case and Participant Actions ListBoxes.

Collectively, the Case and Person Books simplify access to the information to support your work. See
the Case Book and Person Book User Guides on the DCF Website for additional information
(http://fsfn.dcf.state.fl.us).
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Florida Safe Families Network Desktop Navigation
(FSFN) User Guide

Providers Expando

About the Providers Expando

The Providers expando is accessed from the Outliner section of the u s e DeSksop by clicking the
Providers expando. Providers in FSFN include individuals, homes, vendors, and out-of- state
agencies.

Key Tasks
_ _ Florida Sate Families Network
To view Provider work e a1 e i
1. From the Desktop, click the Providers expando. Conn Corn's Desktop - DCF - 07
. . [V Date Restricted [~ Participant View
2. The Provider names, types of business, and D W Tasks Caisosar
locations display. b cases
Providers
3. Click the Provider icon for the Provider whose & Proader NYTD (2100150) Achons )
. . i . Active Person Provider Relative/Non-Reistive Leon JENKS, AMY
associated pieces of work you wish to view. “E;ﬁ;‘lg""‘e"‘s
. . Licenses
4. The subject icons that cascade beneath the B Person Provider inquiry
. . . . Provider, NYTD  JENKS, AMY  RelativeMion-Relative
Provider icon represent Provider work that is 5 TIEmEeTs
completed or in progress. %S:ZiT:W
. . . ] ) ) B PlacementSenices
5. Click a subject icon, such as Narrative or Licensing, @:5 sgisin
display the pieces of work under that specific subject. __Acive Person Provder Foster Care Leon JENKS, AWY

You also have the option of creating additional provider work |
Select the appropriate radio button, and then click Continue.

1 Create Meeting to schedule or document an Appeals/Fair Hearing or an Adoption Applicant Review
Committee (non child-specific) meeting

Create Assignment to add a new worker assignment to a provider
Create Provider Note to add a new note or use Provider Note Search Criteria to locate or
review specific notes

FSFEN HandBook ') | Prot B | Aude & | Spel Check /| Heb 7

Select Action
Create Meetng
Create Assignment
Create Provider Note
) Provider Note Creeria Search

Ve o o [ cioee |
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Approvals Expando

About the Approvals Expando

The Approvals expando stores and displays required approvals and related actions, and keeps track
of work as it passes through the approval process. Your Approvals data area displays work items
(generated by the user) for which the user has requested approval, as well as those requiring review
for approval. The Outliner separates the approval data into three (3) different types:

T My Approvals i displays only those approval

routed to you and require your response. Florida Safe Families Network
1 Approvals in Progress i displays items that do O ——

not have final approval, but are in the approval Conn Corn's Desktop - DCF - 07

process.

¥ Date Restricted [~ Particdipant View
1 Approvals History i displays any items you have "b My Tasks Calendar
had contact with that received final approval D cases
(Approval or Not Approved)

D Provders
_ ) o ) D workers
Each expand displays the information in an Outliner O Aoprovals
Format with the ability to drill down to access more D My Aoprovats
detailed/specific information. Similar to a traditional outline, D Approvals in Progress
the Outliner expands to several levels, each covering a D Approvals History

different subject, or providing additional information relative to [ intaxes
that subject area.

Key Tasks

To approve a piece of Work Florida Safe Families Network

1. From the Desktop, Click the  crese Mantsn  Usites Helo
Approvals expando.

Conn Corn's Desktop - DCF - 07

2. Click the My Approvals % Date Restricted

Expando. ' i_m Tasks Calendar

3. Click the Case icon. D cases

Participant View

. ‘ . b Providers

4. Click the appropriate icon D workers
dlsplgyed for the work that & Approvals
requires approval. W My Approvals

L AA Fred (2100680)

(_JAbba, Aaron (13961)
BB Placement & Senice

v/ 1 Com IV Conn 0410172013

5. Click the Initial hyperlink.

Inihal _Inisal OCF-07 Actions
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6. The page with the piece of work requiring
approval displays.

7. From the Options drop down, select
Approval.

8. Click Go.
9. The Approval History page displays.

10. From the Approval Decision group box,
select the appropriate radio button (Approve,
Reroute, or Recall/Return).

11. Click Continue.
12. Click Close.

Selecting ANot Approveo freezes the piece of
of work; therefore, you must recreate the work.
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