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1.1 Introduction   

Notes are point-in-time occurrences of activities.  Every note is associated with either the Case 

or a Provider. Notes associated with the Case are called Case Notes (CNs).  Notes associated 

with a Provider are called Provider Notes (PNs). Notes are generated by a user manually and 

create a point-in-time log of activities.  Any staff member with appropriate security access to 

the Case Note or Provider Note page can create these notes.  A person does not need to be 

assigned to the Case or Provider to create a note.  However, only the user who created a 

particular note, or their supervisor or acting supervisor can edit a Case or Provider Note.  The 

user who created a particular note must have an assignment to the Case or Provider to edit the 

note.  The supervisor of the user who created the note must have an assignment to the Case or 

Provider to edit the note or be the supervisor of a user with an assignment to the Case or 

Provider to edit the note.  Notes are date and time stamped with the date and time that the note 

was entered.  

Case and Provider Notes are the narrative about a Case or Provider. With the implementation 

of this design, users can create new notes or view existing notes directly on the Case and/or 

Provider Note page.  In addition, Case and Provider Notes provide for the review of case files 

and providers for accuracy, completeness, and compliance with Federal requirements and State 

standards.   

Each CN and PN has a Category (subject) and Type (item) associated with it. Each Category is 

associated with a subject area of either the Case Outliner (for CNs) or the Provider Outliner 

(for PNs).  Each subject has one or many items/types associated with it.  These Categories are 

listed in a display page on the Create Case Work or Create Provider Work pages, or are 

available in the drop down list group boxes depending on how a user accesses the CN/PN 

pages.  

There are six pages that make up Notes:  

1. Case Note page  

2. Provider Note page  

3. Case Note Search Criteria page  

4. Provider Note Search Criteria page   

5. Case Note Search Results page  

6. Provider Note Search Results page  

Both the Case and Provider Note pages can be used to either create the appropriate note or 

view an existing Case/Provider note. The Case Note page can be used to add case-related notes 

and comments.  An authorized user can enter a general case note regarding activities related to 

an entire case such as a home visit, a phone call, or an office visit.  The user may also want to 

enter a participant-specific case note regarding activities specifically related to one or more 
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active case participants by documenting either a face-to-face contact or a non face-to-face 

contact. 

The Provider Note page can be used to document general activities (meetings, phone calls, 

etc.) and to record personal notes, narratives and comments related to a provider.  All notes are 

saved as a narrative along with the category and type selected for the note.  A user can make 

changes after the narrative is saved, as long as that person is the user who created the note or 

that userôs supervisor.  

The Case/Provider Note Search Criteria pages enable users to search out Case/Provider Notes 

and categorize them by Category, Contact Begin Date, Date Entered, Type, Worker Creating 

Note or Worker Making Contact.  

The Case/Provider Note Search Results page displays all notes matching the criteria entered in 

the Case/Provider Note Criteria page.  The user is able to view and print the notes from this 

page.  View All Notes functionality is available to view and/or print all notes.  
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1.2 Pages  

1.2.1 Case Notes Page (expanded) 
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1.2.1.1 Page Overview  

Page Navigation  

The Case Notes page is accessed from the Create Case Work page (with the exception of 

specific Investigation notes outlined in Section 1.2.2) by selecting the appropriate Category, 

Case, and active Case Participant (if applicable).  The Case Notes page is also accessible by 

selecting the Actions hyperlink on the Outliner next to the Case Name or Participant Name (in 

Participant View).    

Case Notes can be accessed from Case Book and Person Book pages. From Case Book, there 

are three ways Case Notes can also be accessed: Create Case Work hyperlink; Case Note 

hyperlink, and the Work drop down:  

Å Upon launching Case Book, the Work drop down automatically defaults to Case Notes.  

All associated Case Notes display in the center panel group box.  Each note displays as a 

hyperlink, which launches the applicable Case Notes page when selected.  

Å From the center panel, the user selects the Create Case Work hyperlink.  The Create Case 

Work page displays and the user selects a category from the Narrative drop down and a 

participant from the Case Participants group box.  The Case Name is pre-selected.  

Å From the Case Actions list box, the user selects the Case Note hyperlink. The Case Notes 

page displays and the user selects the Category and applicable Type. The Case Name is 

pre-selected.  

Å From Person Book:  Upon launching Person Book, the Work drop down automatically 

defaults to Case Notes.  All associated Case Notes display in the center panel group box.  

Each note displays as a hyperlink, which launches the applicable Case Notes page when 

selected.  

In Search mode, the Case Notes page is accessible by selecting the Actions hyperlink next to a 

returned Case. Once on the Actions page, select Create Case Note. If Case Book or Person 

Book was launched from the Search page, the Case Notes page displays in View mode only.   

Case Name, Category, and Type are preselected and disabled.  In addition, the Case Note and 

Create Case Work hyperlinks do not display on the Case Book page.   

  

Page Summary  

The Case Notes page can be used to create, edit, or view a Case Note. Depending on the 

function (create, edit or view), fields on the page are either enabled or disabled.  The Case 

Notes page is used to add case-related notes and comments.  An authorized user can enter a 

general Case Note regarding activities related to an entire case such as: a home visit; a phone 

call; or an office visit.  The user can also enter a participant-specific case note regarding 
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activities specifically related to one or more active case participants by using the face-to-face 

contact information hyperlink or the non face-to-face contact information hyperlink.   

Upon entering the Case Notes page in Create mode, the Case, the Worker Creating Note and 

Worker Making Contact fields are pre-filled.  Worker Making Contact defaults to the name of 

the user creating the note.  This can be changed by clicking the Search link and searching for 

an existing user. If the Other checkbox is selected, then the Other text field becomes required 

and another name can be entered.  However, the name entered in the Other text field does not 

immediately pre-fill the Worker Making Contact field. Upon saving the note, the name typed 

in the Other field displays as the Worker Making Contact.  The Category and Type (in some 

cases) fields are pre-filled if the note is created from the Case Work page.  All active Case 

Participants and Professional Contacts are listed in the Participants list box with checkboxes 

to indicate that the note ñApplies toò them (if Case Participants are selected in the Create Case 

Work page, the checkbox is selected to indicate selection).    

The following fields are required for all case notes: Contact Begin Date and Time, Category, 

Type and Narrative.  If Adult Investigation, Child Investigation or Special Conditions 

Referral is chosen as the Note Category, then an Investigation number must be selected from 

the Investigation drop down.  

The Case Notes page includes hover definitions to provide additional information.  Hover 

definitions are limited to 300 characters.  Additional information can be found in the 

associated help page for this module.  

The Add Face-to-Face Contacts link is always available.  The Contact Information expando is 

available to the user when Contacts have been added via the Add Face-to-Face Contacts 

hyperlink.    

The Add Non Face-to-Face Contacts link is conditionally displayed based upon the Category 

and Type selected for the Note.  The Non Face-to-Face Contact repeating group box displays 

and a new row is populated within it when the Applies To checkbox is selected in the 

Participants group box and the Add Non Face-to-Face Contacts hyperlink is selected. 

Users with the applicable security will now have the ability to document the details regarding 

potential SAMH issues on Case Notes, including a participantôs progress in addressing 

identified substance abuse and mental health issues. Furthermore, if a participant's progress is 

identified as Not Adequate or No Progress, the primary worker on the FSFN Case will be 

notified of such via an automated message. In addition, users will now be able to select more 

than one Note Type per Case Note, which provides a more accurate account of what 

transpired during the course of one activity. For instance, if a worker conducts a home visit, 

but also obtains photographs during that home visit, the user will now have the ability to 

identify both "Note Types" on a single Case Note since they occurred at a single, 

simultaneous point in time.  

The user can select active case participants in the Participants list box and click the Add Face-

to-Face Contacts link or the Add Non Face-to-Face Contacts link in order to insert rows and 
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pre-fill the participant names in the applicable Contact Information group box. While the Add 

Face-to-Face Contacts link is always present, the Add Non Face-to-Face hyperlink will only 

display when certain Categories and Types are selected when creating the Note. Other 

contacts can be added via the Insert button. All fields are required to be entered for an Other 

Contact.  Selecting active case participants from the Create Case Work page automatically 

creates rows for each selected participant and pre-fills their name.  The user can delete a row 

by clicking Delete.  

Once the details of the note have been entered, the information is saved when the user clicks 

the Save button.  A case note can only be edited by the user creating the note or the 

Supervisor or Acting Supervisor of the user creating the note.  A versioned history of the note 

is available by selecting View History hyperlink from the Actions List Box.  A Version 

Number field is displayed within the Case Note header group box that indicates to the user if 

there are additional, historical versions of the current note.  

Å Case notes created in a closed case cannot be edited once the note is saved.   

Å Notes cannot be edited from search.  

Å Case notes are displayed on the Outliner under the correct subject location, with the 

proper subject icon associated to it.  

The user can click the Create button to create multiple notes for the same case.  Clicking the 

Create button returns a prompt to save the existing note.  The Clear Fields button can be used 

to clear all entries made to the page except for the Contact Information.  The Contact 

Information subjects have to be deleted one by one.   

Users will now have the ability to attach and associate Imaging pages with Case Notes in the 

event that such documentation is obtained. This includes the ability to attach and associate 

multiple Imaging pages with a single Case Note. For example, if multiple photographs are 

obtained during a home visit that require upload, the user can document the applicable Case 

Note and attach as many Imaging pages as needed to that particular Case. The Imaging page 

is then associated and accessible from both the Narrative and File Cabinet work icons.  

Existing case notes can be viewed via the Outliner by expanding the case and clicking on the 

appropriate hyperlink for the note.  Case notes can also be accessed via the Search page by 

searching out the case, expanding the case, and clicking on the appropriate note hyperlink.  

When the hyperlink is selected, the user is taken to the Case Notes page in view mode.  

On the Outliner most case notes are displayed either under the Narrative icon or under the 

icon associated with the case noteôs category. For example, Investigation Case Notes are 

displayed under the Investigation icon. For all case Notes displayed on the Outliner, the user 

can see the Category, Type, Contact Begin Date, Worker Making Contact and Participant.  

For a note with multiple identified participants, the note displays on the Outliner in a 

collapsed view that can be expanded.  The category of the note determines the hyperlink name 

(i.e., Case, Child Investigation, Adult Investigation, Legal, etc.) The line directly beneath the 
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hyperlink displays the following: Type, Contact Begin Date, and Worker Making Contact.  

Directly beneath this information displays each participant in the format of: Last Name, First 

Name, and Middle Initial.  Each participant separated by a semi-colon.  

 

Outliner Display 

 
 

Notes created within the last three months days are displayed on the Outliner.  To see notes 

created prior to that time, users must clear the Date Restricted checkbox located on the Outliner.  

Exception: In Search mode all notes display with no date restriction in effect. 
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Person Book Case Notes Display 

 
 

Case Book Case Notes Display 

 

 

1.2.1.2 Page Information  

Group Box  Case Note    

  Case Name  Create and View Mode: Displays the case name 

determined from the Create Case Work page or Case 

selected from the Case Outliner; system derived; not user 

modifiable.  

  Worker  

Creating Note  

Create, Edit, and View Mode: Displays the creating user's 

name; system derived; not user modifiable.  
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    Create and Edit Mode: Displays the name of the creating 

user as the default value; system derived. Can be modified 

when the user clicks the Search link and retrieves a 

different user or when the user checks the Other checkbox 

and enters a name in the text field  

View Mode: Displays the name of worker making contact; 

system derived; not modifiable. (No Search link) 

  Case Note ID  Create and Edit Mode: System derived number associated 
with the creation of a case note; system derived; not user 

modifiable.  The ID is assigned during save processing.  

View Mode: Displays the note ID of the retrieved note(s); 

system derived; not user modifiable.  

  Version Number  Create, Edit, and View Mode: Version Number of the 

current note; system derived; not user modifiable.  

  Date Entered  Create, Edit, and View Mode: Date on which the note is 

entered into the system; system defaulted to the current 

date; not user modifiable.  

  Other  Create Mode: Enabled and cleared. User can check it to 

enable and require the Other text field.  

Edit Mode: Defaults to what was selected in Create Mode. 

Can be cleared. When selected, it is enabled and requires 

the Other text field when cleared.  

 Worker Making 

Contact 

Create Mode: Displays the creating workerôs name as the 

default workerôs name as the default value; system 

derived. Can be modified when user clicks Search 

hyperlink and retrieves a different worker. 

View Mode: Displays the name of worker making contact; 

system derived; not modifiable. (No Search link) 

Hyperlinks:    Search, Create and Edit Mode: Clicking the Search 

hyperlink opens the Worker Search page.    

View Mode:  Not displayed. Clicking the Case Name 

opens the Maintain Case page.    

Group Box  Actions    

Hyperlinks    View Note, Upload Image, View History, View Attached 

Images  
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Group Box  Note  

Information  

  

Field  Contact Begin 

Date and Time  

Create and Edit Mode: Date and time when the contact 

with the case note subject(s) began; user entered text field; 

required.  

View Mode: Displays the date and time when the case note 

contact began; system derived; not user modifiable. 

    

  Contact End  

Date and Time:  

Create and Edit Mode: date and time when the contact 

with the case note subject(s) ended; user entered text field.  

View Mode: Displays the date and time when the contact 

with the subjects ended; system derived; not user 

modifiable.   

  Category  Drop down contains the following values: Adult 
Investigation; Case; Case Reviews; Child Investigation; 

Commercial Sexual Exploitation of Child (CSEC); 
Federal Funding Reviews; Independent Living; Legal; Out 

of County Services; Post Adoption Services; Special 
Conditions; and Substance Abuse Mental Health (SAMH). 

Create and Edit Mode: Displays the Case Note Category 

as selected from the Create Case Work page (i.e., 
narrative); system derived drop down; required field.  

View Mode: Displays the selected Case Note Category; 

system derived; not user modifiable.  

  Investigation  

Number  

The Invs/Assessment Number drop down displays the  

Investigation Number without the sequence. For  

Investigation notes only and is disabled for other types of 

case notes; system derived; not user modifiable.  

Group Box  Participants    

Fields  Participants  Create Mode: Pre-fills with all ñactiveò Case Participants 

and Professional Contacts. Displays in Last Name, First 

Name, Middle Name and Suffix format and sorts in the 
following order: Last Name > First Name > Middle Name 

> Suffix > Date of Birth > Person ID.  

View Mode: List box displays the names of all selected 

participants (if applicable) for the associated case note; 

not user modifiable.  
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  Person ID  Pre-fills with each participantôs applicable Person ID.  

  Date of Birth  The participantôs date of birth   

  Applies to  User selected checkbox.  

Expando  Type  Type expando is automatically expanded on opening the  

Case Notes page. Create and Edit Mode: Displays the  

Case Note Type; of all Types based on the updated  

Category selection; system derived; required field.  

Group Box  Type    

Fields  Type  Type displays checkbox selections which are system 

derived based on the selected Category.  

 

View Mode: Displays the selected Case Note Type.; 

system derived; not user modifiable.  

Expando  Commence  

Intakes  

The expando is automatically expanded when creating a 

Commencement Note from the Investigation.  For all 

other Note Types the expando remains collapsed. 

Group Box  Commence  

Intakes  

  

Fields  Invs/Assessment 

Number  

Displays all Initial and Additional Intakes for the specific 

Investigation or Special Conditions Referral, from which 

the Commencement Note was launched.  

  Non-labeled 

header column  

Checkbox that indicates an intake(s) is associated with a 

specific Commencement note. Checkboxes are system 

derived in that they are only enabled in sequential order.  

Expando  Request for 

Action  

  

Group Box  Request for 

Action  
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Fields  Safety  Create and Edit Mode: User selected checkbox to indicate 

if the request for action is Safety related;  

conditionally enabled when the Category selected is Case 

Reviews or Federal Funding Reviews and any Type is 

selected; disabled if the ñNo Request for Actionò 

checkbox is selected; at least one checkbox within the 

Request for Action group box must be selected in order to 

save the Case Notes page; user can multi-select the 

ñSafety,ò ñFSFNò and ñAdminò checkboxes; user 

modifiable. View Mode: Displays the selected and entered 

data within the Request for Action group box; system 

derived; not user modifiable  

  FSFN  Create and Edit Mode: User selected checkbox to indicate 

if the request for action is FSFN related;  

conditionally enabled when the Category selected is Case 

Reviews or Federal Funding Reviews and any Type is 

selected; disabled if the ñNo Request for Actionò 

checkbox is selected; at least one checkbox within the 

Request for Action group box must be selected in order to 

save the Case Notes page; user can multi-select the 

ñSafety,ò ñFSFNò and ñAdminò checkboxes; user 

modifiable. View Mode: Displays the selected and entered 

data within the Request for Action group box; system 

derived; not user modifiable.  

  Admin  Create and Edit Mode: User selected checkbox to indicate 

if the request for action is Admin related; conditionally 

enabled when the Category selected is Case Reviews or 

Federal Funding Reviews and any Type is selected; 

disabled if the ñNo Request for Actionò checkbox is 

selected; at least one checkbox within the Request for 

Action group box must be selected in order to save the 

Case Notes page; user can multi-select the ñSafety,ò 

ñFSFNò and ñAdminò checkboxes; user modifiable. View 

Mode: Displays the selected and entered data within the 

Request for Action group box; system derived; not user 

modifiable. 
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  No Request for 

Action  

Create and Edit Mode: User selected checkbox to  

indicate if there is no request for action related to the Case 

Review or Federal Funding Review being documented; 

conditionally enabled when the Category selected is Case 

Reviews or Federal Funding Reviews and any Type is 

selected; disabled if the ñSafety,ò ñFSFN,ò or ñAdminò 

checkbox is selected; at least one checkbox within the 

Request for Action group box must be selected in order to 

save the Case Notes page; user modifiable.  

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable.  

  Resolved  Create and Edit Mode: User selected Yes and No radio 

buttons to indicate if the associated Request for Action 

has been resolved; conditionally enabled and required 

when the associated checkbox (Safety, FSFN or Admin) is 

selected; defaults to No; user modifiable.  

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable.  

  Date field (no 

label)  

Create and Edit Mode: User entered date field to indicate 

the date the associated Request for Action was resolved; 

conditionally enabled and required when the associated 

Resolved radio button selection is Yes; user modifiable.  

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable.  

  Resolution  Create and Edit Mode: User entered text field to 

document the details of the resolution for the associated 

Request for Action; conditionally enabled and required 

when the associated Resolved radio button selection is 

Yes; user modifiable.  

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable. 
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Hyperlinks  Add Face-to- 

Face Contacts  

Create Mode: Clicking the Add Face-to-Face Contacts 

hyperlink inserts a row in the Contact Information group 

box for every participant selected in the Participants 

selection list box. The participant name pre-fills to the 

name field.  If the person is already listed, no insert 

occurs.  

View Mode: Add Face-to-Face Contacts link not 

displayed  

 Add Non Face-

to-Face Contacts 

User selected hyperlink conditionally displayed ONLY 

when the following Categories and Types are selected, 

otherwise hidden: Category = Adult Investigation AND 

Type selected is Telephone Contact or Telephone Contact 

- Legal; Category = Case AND Type selected is E-Mail 

Contact, Facsimile, or Telephone Contact; Category = 

Child Investigation AND Type selected is E-Mail 

Contact, Facsimile, Telephone Contact, Telephone 

Contact - Case Manager, Telephone Contact - CPT or 

Telephone Contact - Legal; Category = Special 

Conditions AND Type selected is E-Mail Contact, 

Facsimile, Telephone Contact, Telephone Contact - Case 

Manager, Telephone Contact - CPT or Telephone Contact 

- Legal; Category = Post Adoption AND Type selected is 

1 Year Post Communication - Telephone Contact, 1 Year 

Post Communication - Email, 1 Year Post 

Communication - Other Correspondence, Email or 

Telephone Contact. 

Create Mode: Clicking the Add Non Face-to-Face 

Contacts hyperlink inserts a new row in the Contact 

Information group box for every participant selected in 

the Participants selection list box. The participant name 

pre-fills to the name field. 

Expando  Substance  

Abuse Mental  

Health (SAMH) 

Progress 

The expando automatically expands when the Case Note  

Category of "Substance Abuse Mental Health (SAMH)" 

Category is selected and it may be enabled and required  

when the Category is "Substance Abuse Mental Health  

(SAMH)."                 

Group Box  Substance  

Abuse Mental 

Health (SAMH) 

Progress 
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Fields  Excellent  Radio button selection; One must be selected when the  

Note Category and Type are "Substance Abuse Mental 

Health (SAMH)."  

  Adequate  Radio button selection; One must be selected when the 

Note Category and Type are "Substance Abuse Mental 

Health (SAMH)."  

  Not Adequate  Radio button selection; One must be selected when the  

Note Category and Type are "Substance Abuse Mental 

Health (SAMH)."  

  No Progress  Radio button selection; One must be selected when the  

Note Category and Type are "Substance Abuse Mental 

Health (SAMH)."  

Hover Text  Excellent  Parent is demonstrating actions that are evidence of 

significant progress towards achieving changes in 

behavior and/or one or more protective capacities. Parent 

is demonstrating considerable commitment of time and 

energy.  

  Adequate  Parent is demonstrating actions that are evidence of 

beginning progress towards achieving changes in 

behavior and/or one or more protective capacities. Parent 

is demonstrating an acceptable level of commitment of 

time and energy.  

  Not Adequate  Parent is demonstrating minimal actions that do not 

reflect a sufficient commitment of time or energy to 

achieve the necessary changes in behavior and/or one or 

more protective capacities.  

 OR   

Parent is ready and willing to participate in treatment or 

ameliorative services but progress is not being made 

based on __  

_ service availability,   

 _ accessibility or   

__is not of sufficient intensity  
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  No Progress  Parent is demonstrating behaviors that are a significant 

indication that the parent has not made any commitment 

of time or energy to achieve the necessary changes in 

behavior and/or one or more protective capacities; has 

dropped out or is no longer attending treatment or 

ameliorative services; has been discharged from 

treatment services due to non-compliance.  

Group Box  Narrative  The narrative group box allows the user to enter text or 

comments in this section.  

Field  Narrative  Narrative group box allowing up to 32,000 characters of 

text to be entered by user.  

Group Box  Contact  

Information  

Enabled for all note types.  

Fields  Name  Create and Edit Mode:  System derived field pulled from 

the list of participants when the Add Face-to-Face 

Contacts hyperlink was selected.    

View Mode:  Display only field displaying the name of 

the contact person selected.  

  Face-to-Face 

Contact   

Create and Edit Mode:  System derived; required; user 

selected.  

View Mode:  Display only drop down displaying the 

Face-to-Face Contact.  

  Reason Not 

Seen  

Create and Edit Mode:  System derived; required and 

enabled when Face-to-Face Contact = Attempted.  

Enabled but not required when Face-to-Face Contact = 

Not Attempted.  

View Mode:  Display only drop down displaying the 

Reason Not Seen.  

  Different Date  Create Mode: User selected checkbox for each inserted 

row. When checked, the associated Date/Time fields are 

enabled and required and the Date field pre-fills with the 

Date documented for the overall Case Notes page.  

View Mode: Display only field displaying the date and 

time of the contact; not user modifiable  
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  Contact  

Date/Time  

Create Mode: Contact Date/Time fields (Date, Time and 

AM/PM designation) disabled unless the Different Date 

checkbox is selected. At that time the Date/Time fields is 

enabled and required.  

View Mode: Display only field displaying the date and 

time of the contact; not user modifiable.  

Group Box Non Face-to-

Face Contact 

Information 

Group box containing a repeating group with the 

following columns: Name; Non Face-to-Face Contact; 

Reason Not Completed; Different Date; Contact Date/ 

Time; non-labeled column. A new row is populated when 

the Applies To checkbox is selected in the Participants 

group box and the Add Non Face-to-Face Contacts 

hyperlink is selected. IMPORTANT NOTE: as with all 

other existing fields and the current manner in which the 

Case Notes page works, when the Case Notes page is 

launched in Edit mode by ONLY the worker who created 

the Case Notes page or that worker's Supervisor is any of 

the page user modifiable; otherwise disabled and grayed 

out. 

 Name Create and Edit Mode:  System derived based on the 

selected ñApplies Toò participants when the Add Non 

Face-to-Face Contacts hyperlink is selected; non-

duplicated listing; displays as Last Name, First Name, 

Middle Name Suffix; read only. 

View Mode:  System derived; not user modifiable.. 

 Non Face-to-

Face Contact 

When a row is populated, a drop down is displayed 

which is enabled and required. The following values 

are displayed: Attempted and Completed. 

Create and Edit Mode:  User selected drop down; 

enabled and required. 

View Mode:  System derived; not user modifiable. 
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 Reason Not 

Completed 

Create and Edit Mode: Conditionally enabled and 

required when Non Face-to-Face Contact = Attempted; 

disabled and grayed out when Non Face-to-Face Contact 

selected = Completed. If enabled, the values are 

dynamically displayed based on the selected Type as 

follows: If Category = Adult Investigation AND Type 

selected is Telephone Contact or Telephone Contact - 

Legal; Category = Case AND Type selected is Telephone 

Contact; Category = Child Investigation AND Type 

selected is Telephone Contact, Telephone Contact - Case 

Manager, Telephone Contact - CPT or Telephone Contact 

- Legal; Category = Special Conditions AND Type 

selected is Telephone Contact, Telephone Contact - Case 

Manager, Telephone Contact - CPT or Telephone Contact 

- Legal; Category = Post Adoption AND Type selected is 

1 Year Post Communication - Telephone Contact or 

Telephone Contact the values are Phone Disconnected; 

No Answer; Left Voicemail; Wrong Number; or Left 

Message with Other Party; if Category = Case AND Type 

selected is E-Mail Contact; if Category = Child 

Investigation AND Type selected is E-Mail Contact; 

Category = Special Conditions AND Type selected is E-

Mail Contact; Category = Post Adoption AND Type 

selected is 1 Year Post Communication - Email or Email 

the values are Sent Email; Invalid Email Address; or No 

Email Response; finally, if Category = Case AND Type 

selected is Facsimile; if Category = Child Investigation 

AND Type selected is Facsimile; Category = Special 

Conditions AND Type selected is Facsimile; or Category 

= Post Adoption AND Type selected is 1 Year Post 

Communication - Other Correspondence the values are 

Return to Sender; No Response; or Sent Correspondence - 

Awaiting Response. 

 

View Mode: System derived; not user modifiable. 
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 Different Date Create and Edit Mode: User selected checkbox to 

indicate that the Non Face-to-Face Contact Date/ 

Time is different than the overall Case Note Contact 

Begin Date and Time. 

View Mode: System derived; not user modifiable. 

 Contact 

Date/Time 

Create and Edit Mode: Conditionally enabled and 

required date/ time field if ñDifferent Dateò checkbox 

is selected; if Different Date checkbox is selected, 

pre-fills with the overall Case Notes Contact Begin 

Date and Time and is user modifiable; cannot be prior 

to the overall Case Notes Contact Begin Date and 

Time. 

View Mode: System derived; not user modifiable. 

 Delete When a row is populated, this column displays a 

Delete hyperlink. The Delete hyperlink is displayed at 

all times when the Case Notes page is launched in 

"edit" mode and the user accessing the page is either 

the worker who created the Case Notes page or that 

worker's Supervisor; otherwise hidden. Upon 

selecting the Delete hyperlink, the following 

validation prompt is displayed: "Are you sure you 

wish to delete the selected row?" <Yes><No>. 

Create and Edit Mode: Clicking the Delete hyperlink 

prompts a validation message, asking if the worker is 

sure they wish to delete the contact.  Upon clicking 

the ñYesò button the row is removed. 

View Mode: Delete hyperlink is not displayed. 

Group Box  Other Contacts    

Fields  Name  Create and Edit Mode: User entered text field showing 

name of Other Subject(s); user entered field; required 

once a row is inserted.  

View Mode: Display only field displaying name of Other 

Subject(s) entered in Name text field of the group box; 

system derived; not user modifiable.  
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  Affiliation  Create and Edit Mode: User entered text field showing 

affiliation of Other Subject(s); user entered field; required 

once a row is inserted.  

View Mode: Display only field displaying Affiliation of 

contact person entered in the Affiliation text field of the 

group box; system derived; not user modifiable.  

  Title  Create and Edit Mode: User entered text field showing 

Title of other subject(s) entered in Title text field of the 

Contact Information group box; required once a row is 

inserted.  

View Mode: Display only field displaying Title of Other  

Subject entered in the Title text field of the Contact 

Information group box; system derived; not user 

modifiable.  

  Contact  

Date/Time  

Create Mode: Required once a row is inserted; User 

modifiable.  

View Mode: Display only field displaying the date and 

time of the contact; not user modifiable.  

Hyperlinks  Delete  Selecting the Delete hyperlink deletes the contact row in 

the Contact Information group box.  

List Box  Actions    

Hyperlinks  View Note  Launches the current version of the note. The user can 

print the note from the menu of the word document.      

  View History  Launches the note and all corresponding versioned            

histories of the note beginning with the most recent in a 

word doc.  

  Upload Image  Hyperlink launches the Imaging page for the user to 

attach the applicable Image.  

  View Attached 

Image  

Hyperlink launches View Image History pop-up page. 

The View Attached Images hyperlink will only display 

once if at least one (1) Image is attached to the Case 

Notes pages.  

Buttons  Insert  The user may click on the Insert button to create and 

record ñOther Subjectò contacts; enabled in create and 

edit mode.    
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  Clear Fields  Selecting this button clears all values on the Case Note 

page except for Contact Information Subjects.    

  Create  Selecting this button prompts the user to save the existing 

case note and then opens a new Case Note page for the 

same case allowing multiple notes to be created in the 

same session.  

  Save  Standard save processing.  

  Close  Standard close processing.  

    

1.2.1.3 Background Processing  

Å The Case, Worker Creating Note and Worker Making Contact are pre-filled into the page.  

The Case is pre-filled based on the Case selected on the Case Work page or the Case for 

which the Actions hyperlink was selected.  The Date Entered field is system generated.  

The Worker Creating Note and Worker Making Contact are pre-filled with the current 

user.  

Å Selecting the Search link launches the Worker Search page.  The user can search for any 

worker in the system, select them and click Continue to return the name back to the 

Worker Making Contact field.   

Å Selecting the ñOtherò checkbox enables and requires the ñOtherò text field.  Upon saving 

the note, the name typed in this field displays as the Worker Making Contact.  

Å The Category field displays the Case Note category, as selected in Create Case Work Page 

(i.e., narrative); system derived.    

Å All active Case participants are listed in the Participants repeating group box.  If 

participants are selected on the Case Work page, the selected participants are highlighted 

on the Case Note page. (Professional/Other Contacts are not displayed on the Create Case 

Work page, but the Professional Contacts display in the participantsô list box on the Case  

Note page.  Other Contacts do not appear on the list.)  

Å The repeating group contains the following columns: Participants, Person ID, Date 

of Birth and Applies To  

Å The Participants column pre-fills with all active Case Participants and Professional 

Contacts.  

o The Case Participant Name is in the following format: Last Name, First Name, 

Middle Name and Suffix.  
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o The Participants sorts in the following order: Last Name > First Name > Middle 

Name > Suffix > Date of Birth > Person ID o The Person ID column pre-fills 

with each participantôs applicable Person ID.  

o The Date of Birth column pre-fills with each participantôs Date of Birth 

documented on their Person Management record.  

o The Applies To contains a checkbox for each participant displayed.  Selecting the 

checkbox indicates that the Case Note applies to that particular participant and 

results in the participantôs name displaying on the desktop outliner.  

o There are 2 views from the Desktop for notes: Case and Participant. For both 

views the outliner displays the Note hyperlink within the Narrative icon. The 

Category of the note determines the hyperlink name (i.e., Case, Child 

Investigation, Adult Investigation, Legal, etc.) and the line directly beneath the 

hyperlink   displays the following: Type, Contact Begin Date, and Worker 

Making Contact.    

o In the Case view, a new line directly beneath Type, Contact Begin Date, Worker 

Making Contact, each participant displays Last Name, First Name, and Middle 

Initial, separated by a semi-colon.  

 Outliner Display (narrative Icon)  

Narrative  

 Case  

      Note to File - General    07/29/2011    JENKS,  

AMY   

      Participants: Taekwondo, Amy; Taekwondo, Baby  

  

Outliner Display Investigation/Special Conditions Referral icon  

 Child Investigation    In- 

Home    Open    09/21/2010    2010-65002001    

09/21/2010 9:00 AM   Alachua    JENKS, 

AMY    20002 HOTLINE  

    Updated In Home Child Safety  

Assessment   Open   10/08/2010  

 Initial In Home Child Safety Assessment   Submitted for 

Supervisory Review   09/21/2010  

    Child Investigation  

       Note to File - General    07/29/2011    JENKS,  

AMY  

        Participants: Taekwondo, Amy; Taekwondo, Baby  
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Case Book display of Investigations/Special Conditions Referral Icon  

  

 
  

o In the Participant view all Investigation Notes display within the 

Investigation/Special Conditions Referral icon regardless of which person is 

drilled down upon. In the Participant view, below the row displaying Type, 

Contact Begin Date, Worker Making Contact, each participant displays Last 

Name, First Name, and Middle Initial, separated by a semi-colon.  

Outliner display Participant view (Investigation /Special 

Conditions Referral icon)  

  

 Taekwondo,  

Baby    (200001527)    Active    F        03/20/1999    Actions  

 Adoption  

 Assignment  

 Eligibility  

 Family Assessment  

 Income/Eligibility  

 Investigation  

 Child Investigation    In-Home    Open    09/21/2010    2010650020-

01    09/21/2010 9:00 AM   Alachua    JENKS,  

AMY    20002 HOTLINE  

    Updated In Home Child Safety  

Assessment   Open   10/08/2010  

 Initial In Home Child Safety Assessment   Submitted for  
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Supervisory Review   09/21/2010  

    Child Investigation  

                 Note to File - General    07/29/2011    JENKS, AMY  

           Participants: Taekwondo, Amy; Taekwondo, Baby  

Narrative  

 Child Investigation  
         Note to File - General    07/29/2011    JENKS, AMY    Taekwondo, Baby  

Person Book Display of Investigations/Special Conditions Referral Icon 

(Participant View)  

  

  

Å Clicking the Clear Fields button clears all values except for the Contact Information 

subjects.  

Å Clicking the Create button enables save processing for the existing note and then directs 

the user to a new note for the same case.  

Å Upon selecting Not Adequate or No Progress and saving the Case Notes page successfully 

an automated message will be generated and sent to the most recently assigned Primary 

Case Worker that states the following o A Substance Abuse Mental Health (SAMH) 

Case Note has been documented as "Not Adequate" or "No Progress" for Case ID: 

XXXXXXX to which you are currently assigned as the Primary. Please review the Case 

Note to determine next steps <OK>.   

Å If an update is subsequently made to the Case Notes page, upon successfully saving the 

new version of the note another automated message will be generated if the radio button 

selection is ñNot Adequateò or ñNo Progress.ò Regardless if the radio button selection 

has changed, if upon save it is ñNot Adequateò or ñNo Progressò the automated message 

will be generated. Only if the radio button selection is now ñExcellentò or ñAdequateò 

will the automated message not be generated.  

Å Contact Information Group box is always enabled.   
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Å Selecting the Insert button inserts an active row in the Other Subjects Contact Information 

group box.  

Å Selecting the Add Face-to-Face Contacts hyperlink inserts a row in the Contact 

Information group box, for every participant or professional/other contact selected in the 

Participants selection group box.  

Å Selecting the Delete hyperlink deletes the selected row from the Contact Information 

group box.    

Å If the Face-To-Face Contact = Attempted then the Reason Not Seen field is enabled and 

required.  

Å If the Face-To-Face Contact = Not Attempted then the Reason Not Seen field is enabled, 

but not required.          

Å If the Contact Date and Time for a Face-To-Face Contact or Other Contact does not fall 

between the Contact Begin Date/Time and Contact End Date/Time for the case note, then 

an error message displays saying that ñContact Date and Time for the Contact does not 

fall between the Contact Begin Date/Time and Contact End Date/Time for the Case 

Note.ò  

Å Upon initial creation of a case note, the Version Number field is blank.  

Å Upon selecting either ñNote Category,ò ñCase Reviewsò or ñFederal Funding Reviews,ò 

and any ñType,ò the ñRequest for Actionò expando automatically is expanded.  

Å More than one Face-to-Face Contact row cannot be inserted for the same person on a 

single Case Notes page.  Therefore, once a participant is selected and the Add Face-to-

Face Contacts hyperlink is selected and row populated within the Contact Information 

group box, even if the Add Face-to-Face Contacts hyperlink is selected again a second 

row will NOT be populated. 

Å More than one Non Face-to-Face Contact row cannot be inserted for the same person on a 

single Case Notes page.  Therefore, once a participant is selected and the Add Non Face-

to-Face Contacts hyperlink is selected and row populated within the Non Face-to-Face 

Contact Information group box, even if the Add Non Face-to-Face Contacts hyperlink is 

selected again a second row will NOT be populated. 

Å Please refer to the description column within the Page Information table above for further 

field level background processing. 

  

1.2.1.4 Save Processing  

Å Save Processing is initiated by clicking the Save button.  Save processing is also initiated 

when clicking the Close button, and then answering Yes when the system asks if the 

user would like to ñSave changes before closing the page.ò  
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Å On Save, the Case Note ID and Date Entered is system generated.  

Å For each participant selected in the Case Note, one row is written to the Link Part table 

when Save is clicked.  

Å For each Case Note, one row is written to the CAN Text Event table.     

Å On Save, a note with an Investigation number selected links the note to that specific 

Investigation.  

Å If the Other checkbox has been selected and no name has been entered in the text box, the 

following message is generated upon save: ñPlease enter data in the fields which are 

highlighted - Worker Making Contact.ò  

Å Upon making an update to a Case Note and saving, the Version Number field is prefilled 

with 1. And then for each subsequent update, the number increases by 1.  

Å Upon selecting the ñSafetyò checkbox and initially, successfully saving the Case Notes 

page an automated message is sent to the following persons:  

o Primary worker  

o Primary workerôs supervisor  

o Supervisor ï Parent Unit  

o The Subject is REQUEST FOR ACTION ï [Checkbox Label]!!!  

o The email states the following:   

Á A [Note Category ï Note Type] Case Note with a Request for Action of 

[Checkbox Label] has been documented for Case ID: [#######] with a 

Contact Begin Date and Time of [Date] at [Time].   

Á Example:  A Case Reviews-QA-CPI Review Case Note with a Request for 

Action of Safety has been documented for Case ID: 2675841 with a 

Contact Begin Date and Time of 09/15/2010 at 09:00am.  

Å Upon selecting Not Adequate or No Progress and saving the Case Notes page 

successfully, an automated message will be generated and sent to the most recently 

assigned Primary Case Worker that states the following:   

o Primary worker 

o Primary workers supervisor 

o The Subject is: A Substance Abuse Mental Health (SAMH) Case Note has been 

documented.  

o The email states as follows:  A [Note Category ï Note Type] Case Note has been 

documented as "Not Adequate" or "No Progress" for Case ID: XXXXXXX to 

which you are currently assigned as the Primary. Please review the Case Note to 

determine next steps <OK>  
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o Example: A Substance Abuse Mental Health (SAMH) Case Note has been 

documented as "Not Adequate" or "No Progress" for Case ID: 32419 to which 

you are currently assigned as the Primary. Please review the Case Note to 

determine next steps.   

Å If any update is subsequently made to the Case Notes page, upon successfully saving the 

new version of the note another automated message will be generated if the radio button 

selection is ñNot Adequateò or ñNo Progress.ò  

Å Upon selecting the ñFSFNò or ñAdminò checkbox and initially, successfully saving the 

Case Notes page an automated message is sent to the following persons:  

o Primary worker 

o Primary workerôs supervisor 

o The subject is REQUEST FOR ACTION ï [Checkbox Label]!!!  

o The email states the following:   

Á A [Note Category ï Note Type] Case Note with a Request for Action of 

[Checkbox Label] has been documented for Case ID: [#######] with a 

Contact Begin Date and Time of [Date] at [Time].   

Á Example:  A Case Reviews-QA-CPI Review Case Note with a Request for 

Action of FSFN has been documented for Case ID: 56145 with a Contact 

Begin Date and Time of 09/15/2010 at 10:30am.  

Å If a subsequent update is made to the Case Notes page, and a change to the four 

checkboxes is made, the applicable automated messages will be sent upon successfully 

saving the Case Notes page.  

o For example, initially the No Request for Action checkbox is selected but is 

subsequently cleared, and the Safety checkbox selected.  Upon successfully 

saving the page following the update, the applicable automated message will be 

sent.    

o Another example is if initially the FSFN checkbox is selected and saved and 

applicable automated messages sent, but subsequently an additional Request for 

Action checkbox is selected, such as the Safety checkbox, the applicable 

automated messages related to the newly selected checkbox would be sent upon 

successfully saving the Case Notes page.  

¶ Please note that current FSFN functionality, by which only the user creating the   

Case Note and the userôs Supervisor can update the Case Note, will still apply.  

 

1.2.1.5 CRUD Matrix  

Table Name  Create  Read  Update  Delete  

CASE_MASTER    X      

CASE_PART    X      
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Table Name  Create  Read  Update  Delete  

PERSON    X      

INVESTIGATION_CNTC  X  X      

CAN_TEXT_EVENT  X  X      

CAN_TEXT  X  X      

CAN_PART  X  X      

ORG_WORKER_ROLE    X      

ACCESS_REPORT    X      

INVESTIGATION    X      

CODE_DESC    X      

CATEGORY_TYPE    X      
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1.2.2 Investigation and Special Conditions Referral Notes   

1.2.2.1 Page Overview  

The following section relates to Commencement Notes and Initial Face to Face Contact Notes 

that are required in Child/Adult Investigations or Special Conditions Referrals.  These notes 

are the same as any other note discussed in section 1.2.1, with the exception of they are 

launched from within an investigation or referral and have unique background processes 

unique to support these pieces of work.  

    Based on the page from where the case note page was launched, the note category defaults to  

ñChild Investigation,ò ñAdult Investigationò or ñSpecial Conditions Referral,ò is disabled. 

The only way to create a Commencement note is from the Commence hyperlink found on the 

Intakes tab of an Adult or Child Investigation or the Referral tab of a Special Consideration 

Referral. Other Investigation notes can be launched from the Contacts/Notification tab of an 

Investigation or Referral.  While the Face to Face hyperlink is accessible on all case notes, 

discussed in section 1.2.1, the ñtypeò of Initial Face to Face is only found on notes launched 

from the Contacts/Notification tab. For additional information about the Investigations, see 

SM06 Child Investigation or SM06d Adult Investigation.   
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Investigation Page  
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Commencement Note  
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1.2.2.2 Page Information  

See section 1.2.1.2 for other Page Information  

Group Box   

 Investigation 

Number 

 The Invs/Assessment Number drop down displays the 

Investigation Number without the sequence. For 

Investigation notes only and disabled for other types of 

case notes; system derived; not user modifiable. 

Expando Commence 

Intake 

The expando is automatically expanded when creating a 

Commencement Note from the Investigation.  For all 

other Note Types the expando remains collapsed. 

Group Box Commence 

Intakes 

 

Fields Invs/Assessment 

Number 

Displays all Initial and Additional Intakes for the specific 

Investigation or Special Conditions Referral, from which 

the Commencement Note was launched. 

 Non-labeled 

header column 

Checkbox to indicate an intake(s) is associated with a 

specific Commencement note. Checkboxes are system 

derived in that they are only enabled in sequential order 

1.2.2.3 Background Processing  

Å The Invs/Assessment Number drop down updates to only display the Investigation 

Number without the sequence (i.e., 2011-123456).  

Å The Contact Begin Date and Time must be equal to or greater than the Intake Received 

Date and Time of the most recent commenced sequence selected on that particular note.  

Therefore, if the edit does not pass, the following message  displays:   

ñPlease enter a Contact Begin Date and Time that is equal to or greater than the 

most recently commenced Intake sequence. <Close>ò  

Å The expando labeled ñCommence Intakes is automatically expanded when creating a 

Commencement Note from the Investigation.  For all other Note Types the expando is 

collapsed.  

Å The Commence Intakes expando contains a group box labeled ñIntakesò with a repeating 

group displaying the following two columns: Invs/Assessment Number and non-labeled 

header column.  

Å Invs/Assessment Number column in the Intakes group box  pre-fills in the following 

manner:  
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o If the Notes page is created from the Commence hyperlink on the Investigation or 

Special Conditions Referral, all Initial and Additional Intakes for that specific 

Investigation or Special Conditions Referral, from which the Commencement 

Note was launched, displays in reverse sequential order based on the sequence 

number (i.e. -06, -05, -04, etc.). Supplemental Intake Sequences do not display.  

For that reason the Invs/Assessment Number column may display an -01, -02, -04 

and -06.  

o When the Commence hyperlink is selected for the -01 Initial Intake sequence, the -

01 Invs/Assessment Number checkbox is pre-selected and disabled and the Type 

defaults to Commencement (Initial) and is disabled.  

o Once a sequential number is selected, the next ordered sequence checkbox 

becomes enabled for selection, but all other sequences remain disabled.  The 

remaining sequences follow the same process.    

Example: Commence hyperlink is selected for the -01.  The -01 sequence 

checkbox is pre-selected and disabled, the -02 sequence checkbox is 

enabled, and the -04 and -06 sequence checkboxes are disabled.  If the -02 

sequence checkbox is also selected the next ordered sequence, -04, 

becomes enabled for selection.  

Å Upon saving and closing the Commencement Note page the Intakes tab automatically 

refreshes and displays the applicable Commencement Date/Time.  

Å If multiple sequences were selected on the one Commencement Note, the Commencement 

Date/Time column displays the applicable Date/Time for all selected sequence rows.  

Å The Commencement Date/Time displays as a hyperlink to the right of the Initial Intake 

row, but not next to the additional selected sequence rows.  This is because multiple 

commencements were documented on one note.  Those sequences commenced are easily 

identified by the Commencement Date/Time that displays within the applicable column 

as plain text.  

o The next ordered sequence, not yet commenced, displays a Commence hyperlink 

to the right of the applicable Intake ID row, within the Commencement column.    

Example: Continuing with the example above, the -01 and -02 were 

commenced within one note.  The Commencement Date/Time column 

reflects the Contact Begin Date/Time documented on the note for both the 

-01 and -02 Intake rows.  The -04 Intake sequence row displays a 

Commence hyperlink to the right.  

o Upon selecting the Commence hyperlink for a sequence row (i.e. -02 and up) all 

previous sequence checkboxes within the Commence Intakes group box become 

disabled, and the Type drop down  defaults to Commencement (Additional) and is 



 

CM06 ï Notes                                                                 April 1, 2016  
Topic Paper                       Page 38 of 75  

 

                                                                            Florida Safe Families Network   
  

disabled.  This is because the previous sequences have been commenced or else 

the hyperlink is not available for the selected sequence.  

Example: Continuing with the example above, the Commence hyperlink 

was selected for the -04 Intake sequence.  Therefore, the -04 Intake 

sequence checkbox is pre-selected and disabled, the -06 Intake sequence 

checkbox is enabled for selection and the -02 and -01 sequence 

checkboxes are disabled.  

Å Upon successfully saving the Commencement Note (Initial or Additional) all 

Invs/Assessment Number checkboxes become disabled.  Example: Continuing with the 

examples above, therefore, if the -06 checkbox was not selected, upon successfully 

saving the Case Note page, the -06 checkbox would also become disabled.  The -06 

Intake row would now display an associated Commence hyperlink, which would be used 

to commence the -06 Intake.  

Å If the Notes page is created from the Insert button on the Contacts/ Notifications tab of the 

Investigation or Special Conditions Referral only the Initial (-01) Intake ID tied to that 

specific Investigation or Special Conditions Referral, from which the Notes page was 

launched, displays.  The -01 Invs/Assessment Number checkbox becomes pre-selected 

and disabled.  

Å The Contact Information group box displays at all times.  

Å Within the Contact Information group box, the Face-to-Face Contacts repeating group    

the column labeled ñDifferent Dateò contains a checkbox for each inserted row. When 

selected, the associated Contact Date/Time fields are enabled and required and the Date 

field pre-fills with the Date documented for the overall Case Notes page.  

Å The associated Contact Date/Time fields (Date, Time and AM/PM designation) are 

disabled.  

Å All other fields on the Notes page are user modifiable until the point at which the FSFN 

Case is approved for closure.  At that point the page becomes frozen.  

Å Only the user who created the note and the userôs supervisor or acting supervisor can edit 

the note prior to FSFN Case closure.  

Å Upon selecting the Commencement Date/Time hyperlink on the Investigation or Special 

Conditions Referral the Case Notes page will be displayed in edit mode.  

Å When a Case Note is created, each time a subsequent update is made to the Case Notes 

page and saved, the system creates a new version of the Case Note.  In addition, the most 

recent version of the Case Note will be displayed upon selecting the Edit hyperlink.  The 

versioning history can be accessed from the Actions List Box on the Case Notes page.  
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Å If the Contact Begin Date/Time is changed on the Commencement Note, the Intakes tab 

reflects the Date/Time associated with the most recent version of the note.  

Å Once the Investigation is approved for closure the Commencement Date/Time hyperlinks 

remains.  When selected, the Case Notes page displays in view only mode.  The user 

must access the Case Notes from the desktop in order to make any edits while the FSFN 

Case is still open.  

Å For Commencement Notes, the Contact Begin Date and Time entered CANNOT be prior 

to the Intake Received Date and Time for the most recent Intake sequence selected.    

Example: both the -01 and -02 Intake sequences are selected within the 

Invs/Assessment Number group box.  The Intake Received Date/Time for the -01 

is 7/20/2011 @ 9:00AM and Intake Received Date/Time for the -02 is 7/21/2011 

@ 10:00AM.  Because the -02 is the most recent Intake sequence selected the 

Contact Begin Date/Time cannot be prior to 7/21/2011 @ 10:00AM.  

Å Furthermore, for any Face-to-Face Contact rows inserted, the Contact Begin Date/Time 

entered cannot be prior to the overall Contact Begin Date/Time.  

Å System validates that a Commencement Note is documented for all Initial and Additional 

Intakes linked to the Investigation or Special Conditions Referral.  This edit looks across 

all Commencement Notes documented for the Investigation or Special Conditions 

Referral and confirms that the checkbox is selected for all Initial and Additional 

sequences.   

Example: A total of 6 Intake sequences are linked to the Investigation or Special 

Conditions Referral (-01 through -06).  One Commencement Note is created and 

boxes -01 and -02 are selected.  Another Commencement Note is created and 

boxes -04 and -06 are selected.  Because the -03 and -05 are Supplemental Intakes 

the system does not require they be commenced.  Because all Initial and 

Additional Intakes sequences were commenced between the 2 Commencement 

Notes (-01, -02, -04 and -06) the edit would pass.  Likewise, all 4 checkboxes 

could have been selected on one Commencement Note and the edit would pass.  

Å For Closed Investigations or Special Conditions Referrals, upon selecting the 

Commencement Date/Time hyperlink from the Investigation or Special Conditions 

Referral the most recent Commencement (Initial) or Commencement (Additional) Note, 

whichever is applicable, based on the Contact Begin Date/Time displays.  

Å Because Case/Investigation Notes are accessed and edited from the desktop, regardless of 

the Investigation status while the FSFN Case is open, the following processing occurs:  

o If an Investigation or Special Conditions Referral does not have a Commencement 

(Initial) documented but does have one Commencement  

(Additional) created, the system   
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1. Converts the Commencement (Additional) into a Commencement  

(Initial) > associates it with the Initial Intake row on the Intakes tab 

of the Investigation or Special Conditions Referral > and based on 

the sequence ID of the original Commencement (Additional) the 

system  pre-selects and disables the applicable sequential checkbox 

and all prior sequence checkboxes.    

2. All checkboxes are disabled.  

o If more than one Commencement (Additional) is documented for the SAME 

sequence, the system uses the most recently created/version Case Note.  

Example: There are a total of 6 sequences, the -03 and -05 are 

Supplemental Intakes and are therefore not displayed on the Case Notes 

page. NO Commencement (Initial) Notes exists, but there is a 

Commencement (Additional) for the -04 sequence. The system:   

1. Converts the existing Note to Commencement (Initial) > and the ï 

selects the 01; -02; and -04 checkboxes. They are disabled within 

the Invs/Assessment Number group box: -01; -02; and -04. 

(Because -06 is beyond the date of the -04 note, the -06 checkbox 

is not selected and disabled.  A Commence  hyperlink  is available 

on the Intakes or Referral tab for -06)  

o If an Investigation or Special Conditions Referral is found to not have a 

Commencement (Initial) documented but does have multiple Commencement 

(Additional) Case Notes created, the system:  

1. Finds the earliest sequence Commencement (Additional) and 

converts it into a Commencement (Initial) > associated with the 

Initial Intake row on the Intakes tab of the Investigation or Special 

Conditions Referral > and based on the sequence ID of the 

original Commencement (Additional)  

2. Pre-selects and disables the applicable sequential checkbox and all 

prior sequence checkboxes.   

3. Associates the other Commencement (Additional) Notes with the 

applicable Additional Intake row on the Intakes tab of the 

Investigation or Special Conditions Referral >    

4. Based on the sequence ID of the original Commencement 

(Additional) the system   pre-selects and disables the applicable 

sequential checkbox and all prior sequence checkboxes up to the 

sequence for which there was another Commencement  

(Additional).  
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5. All checkboxes are disabled.  

o If more than one Commencement (Additional) is documented for the SAME 

sequence, the system uses the most recently created/versioned Case Note.  

Example: There are a total of 9 sequences.  Sequences -03 and -05 are  

Supplemental Intakes and therefore do not display on the Case Notes page.   

NO Commencement (Initial) Notes exists, but three Commencement 

(Additional) Notes exist: one for the -04 sequence; two for the -06 

sequence; and one for the -08 sequence).  The system:   

1. Converts the -04 Commencement (Additional) to Commencement 

(Initial) > and selects and grays-out the-01; -02 and -04  

checkboxes   within the Invs/Assessment Number group box:  The 

system does not select or disable the-06, -07, -08 and -09 

checkboxes.  

2. Uses the most recently created Commencement (Additional) Note 

for the -06 > leaves it as Commencement (Additional) > and 

selects and disables -06 within the Invs/Assessment Number group 

box: Because the -04, -02 and -01 were commenced on the 

previous Commencement (Initial) Case Note, those checkboxes are 

not selected and disabled.  The -07, -08 and -09 checkboxes are not 

selected and disabled.  

3. Leaves the -08 Commencement (Additional) as Commencement 

(Additional) > and selects and disables. -08 and -07 within the 

Invs/Assessment Number group box  Because the -06, -04, -02 and  

 -01  were  commenced  on  the  previous  Commencement  

(Additional) and Commencement (Initial) Case Notes, those 

checkboxes are not selected and disabled.  The -09 checkbox is not 

selected and disabled.  

Å When a Commencement Note is created from the Intakes tab the Category, Type and 

Invs/Assessment Number drop downs default and are disabled. Once the Case Note is 

saved, if the user accesses the Commencement Note from the desktop to make any 

updates these fields remain disabled.  

Å The Contact Begin Date and Time for Commencement notes must be equal to or 

greater than the Intake Received Date and Time of the most recent commenced 

sequence selected on that particular note.  Therefore, if the edit does not pass, the 

following message displays:   

 Please enter a Contact Begin Date and Time that is equal to or greater than 

the most recently commenced Intake sequence. <Close  
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Å If the Category = Case Reviews and the Type = Death Review; QA ï API Review or 

QA ï CPI Review, then the Invs/Assessment Number drop down  is enabled and 

contains ALL Intake IDs linked to that specific FSFN Case ID.  

Å When enabled for the Category ñCase Reviewsò with the applicable Type, the 

Invs/Assessment Number drop down is enabled but not required.  

Å If an Invs/Assessment Number is selected the note display on the 

Contacts/Notifications tab of the applicable Investigation or Special Conditions 

Referral.  

Å If an Invs/Assessment Number is selected, the overall Contact Begin Date/Time, 

within the Note Information group box, must be equal to or greater than the Initial 

Date/Time associated with the selected Invs/Assessment Number.  

Å Each Face-to-Face Contact row inserted MUST be equal to or greater than the overall 

Contact Begin Date/Time of the Case Notes page  
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1.2.3 Provider Note Page  

  

1.2.3.1 Page Overview  

Page Navigation  

The Provider Note page is accessed from the Provider Work page by selecting the appropriate 

Category and Provider.  The Provider Note page is also accessible by selecting the Actions 

hyperlink on the Outliner next to the Provider Name.  In Search mode, the Provider Note is 

accessible by selecting the Actions hyperlink next to a returned provider.  Once on the 

Actions page, the user selects Provider Note.  

Page Summary  
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The Provider Note page can be used to create, edit or view a Provider Note. Depending on the 

function (create, edit or view), fields on the page are either enabled or disabled.  The Provider 

Note page can be used to add provider-related notes and comments regarding activities related 

to the provider.   

Upon entering the Provider Note page in Create mode, the Provider, Worker Creating Note, 

Worker Making Contact and Date Entered fields are pre-filled. Worker Making Contact 

defaults to the name of the user creating the note.  This name can be changed by clicking the 

Search link and searching for an existing worker.  The name can also be changed by clicking 

the ñOtherò checkbox and entering a name in the ñOtherò text field. The Category field is pre-

filled if the note is created from the Provider Work page.  

The following fields are required for all provider notes: Contact Begin Date and Time, 

Category, Type, and Narrative.  

Once the details of the note have been entered, the information is saved when the user clicks 

the Save button.  A versioned history of the note is available by selecting View History and 

pressing the Go button on the Options drop down.  A Version Number field is displayed 

within the Provider Note header group box, which indicates to the user if there are additional, 

historical versions of the current note. Only the user identified as the Worker Creating Note or 

that userôs supervisor can edit the note.   

Å Notes cannot be edited from search.   

Å Provider Notes are displayed on the Outliner under the correct subject location with 

the proper subject icon associated to it.   

The user can use the Create button to create multiple notes for the same Provider record.  

Clicking the Create button will return a prompt to save the existing note and then direct the 

user to a blank note page for the provider.  The Clear Fields button can be used to clear all 

entries made to the page.  

Existing Provider Notes can be viewed via the Outliner by expanding the provider and 

clicking on the appropriate hyperlink for the note.  Provider Notes can also be accessed via the 

search by searching out the provider, expanding the provider, and clicking on the appropriate 

note hyperlink.  When selected, the user is taken to the Provider Note page in edit or view 

mode.  

On the Outliner, Provider Notes are displayed under the Narrative icon location with the 

proper subject icon associated to it.  

Notes created within the last three months are displayed on the Outliner.  To see notes created 

prior to that time, users must uncheck the Date Restricted checkbox located on the Outliner.   

Exception: In Search mode, all notes are displayed with no date restriction in effect.   
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1.2.3.2 Page Information  

 

Fields Provider Create and View Mode: Displays the provider name 

determined from the Create Provider Work page or 

Provider selected from the Case Outliner; system derived; 

not user modifiable. 

 Worker Creating 

Note 

Create and View Mode: Displays the creating worker's 

name; system derived; not user modifiable. 

 Worker Making 

Contact 

Create Mode: Displays the name of current user as the 

default value; system derived. Can be modified when user 

clicks Search link and retrieves a different userôs name. 

 

View Mode: Displays the name of worker making contact; 

system derived; not modifiable. (No Search link) 

 Provider Note 

ID 

Create Mode: System derived number associated with the 

creation of a Provider note; not user modifiable. The ID is 

assigned during save processing. 

 Version Number Create Edit and View Mode: Version Number of the 

current note; system derived; not user modifiable. 

 Date Entered Create and View Mode: Date on which the Provider Note 

is entered into the system; system defaulted to the current 

date; not user modifiable. 

 Other Create Mode: Enables blank field when ñOtherò box is 

checked. User can enter the name of Worker Making 

Contact on the enabled blank field. 

 

View Mode: View only and cannot be edited. 

Links Search Create Mode: Selecting the Search hyperlink opens the 

Worker Search page. 

 

View Mode:  Not displayed. 

Group Box Note 

Information 

The Note Information group box allows the user to 

document all the information related to the Note.   

 Contact Begin 

Date 

Create and Edit Mode: Date on which the contact with 

the Provider began; user entered text field; required field. 

 

View Mode: Displays the date when the Provider Note 

contact began; system derived; not user modifiable.   
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 Contact End 

Date 

Create and Edit Mode: Date on which the contact with 

the Provider ended; user entered text field. 

 

View Mode: Displays the date when the Contact with the 

Provider ended; system derived; not user modifiable.   

 Category Create Mode: Displays the Provider Note category as 

selected from the Create Provider Work page (i.e., 

narrative); system derived drop down; required field. 

 

View Mode: Displays the selected Provider Note 

Category; system derived; not user modifiable. 

 Type Create Mode: Displays the Provider Note Type; system 

derived drop down contains all Types; required field. 

Enables and required when a note Category   is selected 

from the Category drop down. 

 

View Mode: Displays the selected Provider Note Type; 

system derived; not user modifiable. 

Expando Request for 

Action 

 

Group Box Request for 

Action 

 

Fields Safety Create and Edit Mode: User selected checkbox to 

indicate if the request for action is Safety related; 

conditionally enabled when the Category selected is 

Federal Funding Reviews or Licensing Reviews and any 

Type is selected; disabled if the ñNo Request for Actionò 

checkbox is selected; at least one checkbox within the 

Request for Action group box must be selected in order to 

save the Provider Note page; user can multi-select the 

ñSafety,ò ñFSFNò and ñAdminò checkboxes; user 

modifiable. 

 

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable. 

 FSFN Create and Edit Mode: User selected checkbox to 

indicate if the request for action is FSFN related; 

conditionally enabled when the Category selected is 
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Federal Funding Reviews or Licensing Reviews and any 

Type is selected; disabled if the ñNo Request for Actionò 

checkbox is selected; at least one checkbox within the 

Request for Action group box must be selected in order to 

save the Provider Note page; user can multi-select the 

ñSafety,ò ñFSFNò and ñAdminò checkboxes; user 

modifiable. 

 

View Mode: Displays the selected and entered data  

within the Request for Action group box; system derived; 

not user modifiable. 

 Admin Create and Edit Mode: User selected checkbox to 

indicate if the request for action is Admin related; 

conditionally enabled when the Category selected is 

Federal Funding Reviews or Licensing Reviews and 

any Type is selected; disabled if the ñNo Request for  

Actionò checkbox is selected; at least one checkbox 

within the Request for Action group box must be selected 

in order to save the Provider Note page; user can multi-

select the ñSafety,ò ñFSFNò and ñAdminò checkboxes; 

user modifiable. 

 

View Mode: Displays the selected and entered data  

within the Request for Action group box; system derived; 

not user modifiable. 

 

No Request for Action: Create and Edit Mode: User 

selected checkbox to indicate if there is no request for 

action related to the Federal Funding Review or Licensing 

Review being documented;  conditionally  enabled 

when  the Category selected is Federal Funding Reviews 

or Licensing Reviews and any Type is selected; disabled 

if the ñSafety,ò ñFSFN,ò or ñAdminò checkbox is 

selected; at least one checkbox within the Request for 

Action group box must be selected in order to save the 

Provider Note page; user modifiable. 

 

View Mode: Displays the selected and entered data  

within the Request for Action group box; system derived; 

not user modifiable. 
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 Resolved Create and Edit Mode: User selected Yes and No 

radio buttons to indicate if the associated Request for 

Action has been resolved; conditionally enabled and 

required when the associated checkbox (Safety,  

FSFN or Admin) is selected; defaults to No; user 

modifiable. 

 

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable. 

 Date (no label) Create and Edit Mode: User entered date field to indicate 

the date the associated Request for Action was resolved; 

conditionally enabled and required when the associated 

Resolved radio button selection is Yes; user modifiable. 

 

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable. 

 Resolution Create and Edit Mode: User entered text field to 

document the details of the resolution for the associated 

Request for Action; conditionally enabled and required 

when the associated Resolved radio button selection is 

Yes; user modifiable. 

 

View Mode: Displays the selected and entered data within 

the Request for Action group box; system derived; not 

user modifiable. 

 No Request for 

Action 

Checkbox that allows the user to document that there are 

no request for action. 

Group Box Narrative The Narrative group box allows the user to document text 

in this section. 

Field Narrative Narrative group box allowing 32,000 characters of text to 

be entered by user. 

Buttons Clear Fields When selected all fields on the Case Note are cleared. 

 Create When selected Create, the Case Note is created. 

 Save Standard Save processing 

 Close Standard Close processing 
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1.2.3.3 Background Processing  

Å The Provider, Worker Creating Note and Worker Making Contact are pre-filled into the 

page.  The Provider is pre-filled based on the Provider record selected on the Provider 

Work page or the Provider record for which the Actions hyperlink was selected.  The 

Date Entered field is system generated.  The Worker Creating Note and Worker Making 

Contact are pre-filled with the current user.  

Å Selecting the Search link will launch the Worker Search page.  The user can search for 

any worker in the system, select the worker, and click Continue to return back to the 

Worker Making Contact field.  

Å Checking the ñOtherò checkbox will enable and require the ñOtherò text field.  The text 

entered into the ñOtherò text field will display as the Worker Making Contact after the 

note is saved.  

  

Å The Category field displays the Provider Note category, as selected in Create Provider 

Work Page (i.e., narrative); system derived.   

Å Clicking the Create button enables save processing for the existing note and then directs 

the user to a new note for the same Provider record.  

Å Upon initial creation of a Provider Note, the Version Number field will be blank. Upon 

selecting either ñNote Category,ò ñFederal Funding Reviewsò or ñLicensing Reviewsò 

and any ñType,ò the ñRequest for Actionò expando will automatically be expanded.  

1.2.3.4 Save Processing  

Å Save Processing is initiated by clicking the Save button.  Save processing is also initiated 

when clicking the Close button, and then answering Yes when the system asks if the user 

would like to ñSave changes before closing the page.ò  

Å One row is written to the PAN Text Event table when the page is saved.  

Å For each Provider Note, one row is written to the PAN Text with type of ñp.ò On Save, the 

Provider Note ID and Date Entered is system generated.  

Å If the óOtherô checkbox has been selected and no one has been entered in the text box, the 

following message will be generated upon save: ñPlease enter data in the fields which are 

highlighted - Worker Making Contact.ò  

Å Upon making an update to a Provider Note and saving, the Version Number field will be 

pre-filled with 1. And then for each subsequent update the number will increase by 1.  
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Å Upon selecting the ñSafetyò checkbox and initially, successfully saving the Provider Note 

page an automated message will be sent to the following persons:  

o Primary worker  

o Primary workerôs supervisor 

o Supervisor ï Parent   

¶ The Subject will be REQUEST FOR ACTION ï [Checkbox Label]!!!  

o The email will state the following:   

Á A [Note Category ï Note Type] Provider Note with a Request for 

Action of [Checkbox Label] has been documented for Provider ID: 

[#######] with a Contact Begin Date and Time of [Date] at [Time].   

Á Example:  A Licensing Reviews-QA-CBC Licensing Review Provider 

Note with a Request for Action of Safety has been documented for 

Provider ID: 2675841 with a Contact Begin Date and Time of 

09/15/2010 at 09:00am.  

  

Å Upon selecting the ñFSFNò or ñAdminò checkbox and initially, successfully saving the 

Provider Note page an automated message will be sent to the following persons:  

o Primary worker  

o Primary workerôs supervisor  

o The Subject will be REQUEST FOR ACTION ï [Checkbox Label]!!!  

o The email will state the following:   

Á A [Note Category ï Note Type] Provider Note with a Request for 

Action of [Checkbox Label] has been documented for Provider ID: 

[#######] with a Contact Begin Date and Time of [Date] at [Time].   

Á Example:  A Licensing Reviews-QA-Licensing Review Provider Note 

with a Request for Action of FSFN has been documented for Provider 

ID: 56145 with a Contact Begin Date and Time of 09/15/2010 at 

10:30am.  

  

Å If a subsequent update is made to the Provider Note page, and a change to the four 

checkboxes is made, the applicable automated messages will be sent upon successfully 

saving the Provider Note page.  

o For example, initially the No Request for Action checkbox is selected but is 

subsequently cleared and the Safety checkbox selected.  Upon successfully 

saving the page following the update, the applicable automated message will be 

sent.  

o Another example is if initially the FSFN checkbox is selected and saved and 

applicable automated messages sent, but subsequently an additional Request 
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for Action checkbox is selected, such as the Safety checkbox, the applicable 

automated messages related to the newly selected checkbox would be sent 

upon successfully saving the Provider Note page.  

o Please note that current FSFN functionality, by which only the user creating 

the Provider Note and the userôs Supervisor can update the Provider Note, will 

still apply.  

1.2.3.5 CRUD Matrix  

Table Name  Create  Read  Update  Delete  

PROVIDER_ORG    X      

CATEGORY_TYP 

E  

  X      

PAN_TEXT_EVE 

NT  

X  X  X    

CAN_TEXT  X  X  X    

PERSON    X      

ORG_WORKER_ 

ROLE  

  X      
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1.2.4 Case Note Search Criteria Page  

  

1.2.4.1 Page Overview  

Page Navigation  

The Case Note Search Criteria page is accessed from the Actions hyperlink on the Outliner and 

from the Actions hyperlink from Search.  From the Actions page, select Case Note Criteria 

Search radio button and click Continue. It is also accessed from the Case Book using the Case 

Note Search Criteria hyperlink.  

Page Summary  

The Case Note Search Criteria page is used to search for multiple notes for a case.  When this 

page is accessed, the case name and the case ID are system pre-filled.  The start and end dates 

are system pre-filled 60 days prior to the current date.  The start date and end date are user 

modifiable.  If Investigation/Assessment # is selected then the start date defaults to 01/01/1900 

and the end date remains the current date.  This enables notes to be searched out based on a 

specific Investigation/Assessment within any time frame.  
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Once the date range for the notes to be searched has been entered, the user uses the Categories 

list box to select (or multi-select) the categories.  Using the CTRL key, the user can select all the 

categories to use in the search and then click the Add button.  This pushes all of the selected 

categories into the Selected Categories list box, and all the Types for the selected categories are 

listed in the Types list box.  Participants can be selected (or multi-selected) in the Participants list 

box (For a provider search, the Participants list box is not an option).  Once all of the criteria 

have been selected, the user clicks the Search button.  All search results are displayed on the 

Case Search Results page.  

 

1.2.4.2 Page Information  

Group Box Note Criteria  

Fields Case Name Displays the case name determined from the Create Case 

Work page or the case selected from the Case Outliner; 

system derived; not user modifiable. 

 Case ID The case ID; system derived; not user modifiable. 

 Invs/Assessment 

Number 

List of Investigations for the case; system derived; user 

selectable. 

 Start Date Defaults to 60 days prior to the current date; user enters 

start date.  Start date will be used as criteria for retrieving 

case notes in view mode; required field; if 

Investigation/Assessment # is selected, the start date will 

default to 01/01/1900. 

 End Date System defaulted to the current date.  User enters end date; 

end date will be used as criteria for retrieving case notes in 

view mode. 

Links Creator Search Launches the Worker Search page to select a worker as 

part of the search criteria. 

Button Clear Only displays if a user was selected in the Creator field. 

Selecting this clears the Creator field prior. 

Group Box Category and 

Type Criteria 

This group box allows the user to further refine the search 

results based on the category and type selected. 

Field Categories List box listing all categories that can be used as criteria for 

retrieving notes.  User is able to multi-select using the 

CTRL key; user selected list box. 

 Selected 

Categories 

List box containing all categories selected from the 

Category list box. This is used as criteria for retrieving 

notes. Users may select/multi-select directly within this 

group box to deselect categories; user selected list box. 
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 Types List box containing all types for the selected categories.  

User is able to multi-select using the CTRL key; user 

selected list box. 

 Case 

Participants 

List box containing all active Case Participants for the 

selected case.  This list box is not visible for a Provider 

Note search.  

Buttons Add Adds all selected categories to the Selected Categories list 

box. 

 Add All  Adds all categories in the Category list box to the Selected 

Categories list box. 

 Remove Removes selected categories in the Selected Categories 

list box and places them back into the Category list box. 

 Remove All Removes all categories in the Selected Categories list box 

and places them back into the Category list box. 

 Search Initiates note search for the selected criteria. 

 Close Standard Close processing 

 

 

1.2.4.3 Background Processing  

Å The Case Note Search Criteria page displays the Investigation/Intake ID in the 

Invs/Assessment # drop down without an associated sequence ID (i.e. 2011-123456) to 

allow users to search ALL Investigation Notes. All Investigation IDs associated with the 

FSFN Case ID for which the Actions hyperlink was selected displays in the 

Invs/Assessment # drop down.    

Å Upon selecting the applicable Invs/Assessment # and invoking the search ALL 

Investigation Notes linked to the selected Invs/Assessment #, which also meet any other 

search criteria entered or selected (i.e., Start Date and End Date), are returned.  This 

includes Commencement, Initial Face-to-Face, etc.  

Å For Closed Investigations or Special Conditions Referrals, upon selecting the 

Commencement Date/Time hyperlink from the Investigation or Special Conditions 

Referral the most recent Commencement (Initial) or Commencement (Additional) Note, 

whichever is applicable, based on the Contact Begin Date/Time display.  

Å Upon selecting the Search hyperlink, the Worker Search page will display allowing the 

user to search for and select any user within FSFN to include as part of the search criteria. 

After searching for and selecting the applicable user, clicking the Continue button on the 

Worker Search page, and returning to the Case Note Search Criteria page, the selected 

user name is prefilled into the Creator field. In searching, the system will return all Case 

Notes within that particular case that were created by the selected user with the 

combination of the search criteria selected.  
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Å The Start Date field is system defaulted to 60 days prior to the current date; user enters 

start date.  Start date is used as criteria for retrieving case notes.  The start date entered 

cannot be greater than the date entered for the end date field or a future date.  If 

Investigation/Assessment # is selected then the start date will default to 01/01/1900.  

Å The End Date field is system defaulted to the current date.  User enters end date. End date 

will then be used as criteria for retrieving case notes. The end date entered cannot be less 

than the date entered for the start date field or a future date.  

Å The Categories list box allows the user to select a category(s).  Multi-selections are 

permitted.  Category(s) selected is used as criteria for retrieving case notes in view mode.  

The user uses the Add and Remove buttons to perform the selections.  

Å The Selected Categories list box contains all case note categories selected.  Users may 

select/multi-select directly within this list box to remove selected categories.  The user 

uses the Add and Remove buttons to perform the selections.  

Å The Types list box automatically lists all types for association to the selected categories 

that are pre-selected.  The user may deselect using the CTRL key.  

1.2.4.4 Save Processing  

 None  

1.2.4.5 CRUD Matrix  

Table Name  Create  Read  Update  Delete  

CASE_MASTER    X      

ACCESS_REPORT    X      

INVESTIGATION    X      
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1.2.5 Case Note Search Results Page   

  

  

1.2.5.1 Page Overview  

Page Navigation  

From the Case Note Search Criteria page, selecting the Search button initiates searching and 

redirects the user to the Case Note Search Results page if matching criteria is found.  

Page Summary  

The Case Note Search Results page displays the results based on the identified search criteria on 

the Case Note Search Criteria page. As Case Notes are created under a Workerôs Security Profile 

within a Unit, Case Notes can be created for the same case, but under different profiles. The Case 

Note Search Results page captures the Unit within the Creator of the Note drop down to help 

with filtering the search results. In addition, the search results within the Notes group box 

includes the Unit for the Creator of the Note and Worker Making Contact. The results are sorted 

based on the default Sort Criteria.  Sorting can also be done on each individual column heading. 

The header section of this page shows the user the case, dates criteria, and sort order.  Each note 

found has a View and Print hyperlink associated to it to allow the user to view or print the note.  

The Options drop down contains the View All function, allowing the user to view and then print 
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all notes that are returned as a result of the search to modify or perform a new search, the user 

can click the New Search button to return to the Case Note Search Criteria page.  

  

1.2.5.2 Page Information  

Group 

Box 

Note Criteria  

Fields Case Name Displays the case name; system derived; not user  

modifiable 

 Case ID The Case Note ID; system derived; not user modifiable 

 Invs/Assessment 

Number 

The 

Investigation/Assessmen

t selected on the  

Previous page; system derived; not user modifiable. 

 Start Date Start date used in search criteria; system derived; not user 

modifiable. 

 End Date End date used in search criteria; system derived; not user 

modifiable. 

 Worker 

Creating Note 

Drop down displaying each worker that has created a Case Note 

for the identified case. 

Group 

Box 

Notes This group box displays search results in a table format based on 

the criteria entered in the case note criteria page. 

Fields CNID Case/Provider Note ID; system derived. 

 Begin Date Contact begin date for note; system derived. 

 Date Entered Date note entered; system derived. 

 Category Category of note; system derived. 

 Type Type of note; system derived; if multiple types are selected on the 

same Case Notes page, each will be displayed in this field 

separated by a semi-colon (;). 

 Worker 

Creating Note 

Worker identified as the Worker Creating Note on the note; system 

derived 

 Unit Displays the Unit associated with the Creator of the Note, under 

which the Worker created the associated Case Note; non-sortable 

column. 

 Worker Making 

Contact 

Worker identified as the Worker Making Contact on the note; 

system derived. 

 Unit Displays the Unit associated with the Worker Making Contact that 
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is documented on the associated Case Note; non-sortable column. 

Options View All Notes Selection of the View All Notes options launches the notes 

returned by the search in an MS Word document which can be 

viewed or printed. 

Links View Selection of this hyperlink accesses the selected note in view 

mode. 

 Print Selection of this hyperlink prints the selected note. 

Buttons New Search Returns user to the Case Note Criteria Search page. 

 Close Standard Close processing 

 

1.2.5.3 Background Processing  

Å Selecting the View hyperlink takes the user to the selected note page in view mode.  

Å Selecting the Print hyperlink launches the selected note into a MS Word document for 

printing.  

Å Clicking the New Search button returns the user to the Case Note Criteria Search page.  

Å For the Worker Creating note, Next to each name displayed within the drop down, the 

Unit under which the Worker created the Case Note will display in parenthesis. The value 

of "All" will display first and then the Workers will display in alphabetical order by Last 

Name, First Name.   

o If a Worker Name is listed multiple times, the second filter is alphabetical by Unit 

Name.   

o If Creator is part of the search criteria, this drop down will only include the Worker 

Name with the associated Unit in parenthesis that was used as part of the search 

because only Case Notes by the specified Creator are displayed within the Notes 

group box search results.  
1.2.5.4 Save Processing  

 None  

1.2.5.5 CRUD Matrix  

Table Name  Create  Read  Update  Delete  

CASE_PART    X      

PERSON    X      

CAN_TEXT_EVENT    X      

ORG_WORKER_ROLE    X      

CATEGORY_TYPE    X      
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CAN_PART    X      

INVESTIGATION_CNTC    X      

 

  

1.2.6 Provider Note Search Criteria Page  

  

1.2.6.1 Page Overview  

Page Navigation  

The Provider Note Search Criteria page is accessed from the Actions hyperlink on the outliner 

and from the Actions hyperlink from Search.  From the Actions page, select Provider Note 

Criteria Search radio button and click Continue.  

Page Summary  

The Provider Note Search Criteria page is used to search for multiple notes for a provider.  When 

this page is accessed, the Provider name and the Provider ID are system pre-filled.  The start and 

end date are system pre-filled one month apart from the current date.  The start date and end date 

are user modifiable.  
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Once the date range for the notes to be searched has been entered, the user uses the Categories 

list box to select (or multi-select) the categories.  Using the CTRL key, the user can select all of 

the categories to use in the search and then click the Add button.  This pushes all of the selected 

categories into the Selected Categories list box, and all of the Types for the selected categories 

will be listed in the Types list box.  (For a provider search, the Participants list box is not an 

option).  Once all of the criteria have been selected, the user clicks the Search button.  All search 

results are displayed in the Provider Search Results page.  

1.2.6.2 Page Information  

Group 

Box 

Note Criteria  

Fields Provider Displays the provider name; system derived; not user  

modifiable 

 Number The Provider note ID; system derived; not user modifiable. 

 Start Date Defaults to one month prior to the current date;  

user enters start date.  Start date is used as criteria for retrieving 

Provider Notes in view mode; required field. 

 End Date System defaulted to the current date.  User enters end date; end 

date is used as criteria for retrieving Provider Notes in view mode. 

Group 

Box 

Category and 

Type Criteria 

 

Field Categories List box listing all categories that can be used as criteria for 

retrieving notes.  User is able to multi-select using the CTRL key; 

user selected list box. 

 Selected 

Categories 

List box containing all categories selected from the Category list 

box. This is used as criteria for retrieving notes. Users may 

select/multi-select directly within this list box to deselect 

categories; user selected list box. 

 Types List box containing all types for the selected categories.  User is 

able to multi-select using the CTRL key; user selected list box. 

Buttons Add Adds all selected categories to the Selected  

Categories list box. 

 Add All Adds all categories in the Category list box to the Selected 

Categories list box. 

 Remove Removes selected categories in the Selected Categories list box 

and places them back into the Category list box. 

 Remove All Removes all categories in the Selected Categories  

list box and places them back into the Category list box. 

 Search Initiates note search for the selected criteria. 
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 Close Standard Close processing 

 

  

  

  

1.2.6.3 Background Processing  

Å The Start Date field is system defaulted to one month prior to the current date; user enters 

start date.  Start date is used as criteria for retrieving Provider Notes.  The start date 

entered cannot be greater than the date entered for the End Date field or a future date.  

Å The End Date field is system defaulted to the current date.  User enters end date. End date 

is then used as criteria for retrieving Provider Notes. The end date entered cannot be less 

than the date entered for the start date field or a future date.  

Å The Categories list box allows the user to select a category(s).  Multi-selections are 

permitted.  Category(s) selected is used as criteria for retrieving provider notes in view 

mode.  The user uses the Add and Remove buttons to perform the selections.  

Å The Selected Categories list box contains all Provider Note categories selected.  Users 

may select/multi-select directly within this list box to remove selected categories.  The 

user uses the Add and Remove buttons to perform the selections.  

Å The Types list box automatically lists all types associated to the selected categories which 

are pre-selected.  The user may de-select using the CTRL key.  

 

1.2.6.4 Save Processing  

Å None  

1.2.6.5 CRUD Matrix  

Table Name  Create  Read  Update  Delete  

CATEGORY_TYPE    X      

PROVIDER_ORG    X      



 

CM06 ï Notes                                                                 April 1, 2016  
Topic Paper                       Page 62 of 75  

 

                                                                            Florida Safe Families Network   
  

 1.2.7 Provider Note Search Results Page   

  

 

1.2.7.1 Page Overview  

Page Navigation  

From the Provider Note Search Criteria page, selecting the Search button initiates searching 

and redirects the user to the Provider Note Search Results page if matching criteria is found.  

Page Summary  

Search results found based on the criteria entered in the Provider Search Criteria page are 

listed on the Provider Note Search Results page in table format.  Sorting can be done on each 

individual column heading. The header section of this page shows the user the provider and 

dates criteria.  Each note found has a View and Print hyperlink associated to it to allow the 

user to view or print the note.  The Options drop down contains the View All Notes function, 

allowing the user to view and print all notes that are returned.  Case notes can also be filtered 

by Worker Creating Note to display notes for only the worker selected.  To modify or perform 
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a new search, the user can click the New Search button to return to the Provider Note Search 

Criteria page.  

1.2.7.2 Page Information  

Group 

Box 

Note Criteria  

Fields Provider Displays the provider name; system derived; not user modifiable. 

 Number The provider note ID; system derived; not user modifiable 

 Start Date Start date used in search criteria; system derived; not user 

modifiable. 

 End Date End date used in search criteria; system derived; not user 

modifiable. 

 Worker 

Creating Note 

Worker identified as the Worker Creating Note on the note; system 

derived. 

Group 

Box 

Notes This group box displays search results in a table format based on 

the criteria entered in the provider note criteria page. 

Fields PNID Provider Note ID; system derived. 

 Begin Date Contact begin date for note; system derived. 

 Date Entered Date the note is entered; system derived. 

 Category Category of note; system derived. 

 Type Type of note; system derived. 

 Worker 

Creating Note 

Worker identified as the Worker Creating Note on the note; system 

derived. 

 Worker Making 

Contact 

Worker identified as the Worker Making Contact on the note; 

system derived. 

Options View All Notes Selection of the View All Notes options launches the notes 

returned by the search in an MS Word document for viewing 

and/or printing. 

Links View Selection of this hyperlink accesses the selected note in view 

mode. 

 Print Selection of this hyperlink prints the selected note. 

Buttons New Search Returns user to the Provider Note Criteria Search page. 

 Close Standard Close processing 
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1.2.7.3 Background Processing  

Å Selecting the View hyperlink takes the user to the selected note page in view mode.  

Å Selecting the Print hyperlink launches the selected note into a MS Word document for 

printing.  

Å Clicking the New Search button returns the user to the Provider Note Criteria Search page.  

1.2.7.4 Save Processing  

¶ None  

1.2.7.5 CRUD Matrix  

Table Name  Create  Read  Update  Delete  

PAN_TEXT_EVENT    X      

ORG_WORKER_ROLE    X      

PERSON    X      

CATEGORY_TYPE    X      
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1.3 Inventories  

1.3.1 Table Description  

  

Table Name  Description  

CAN_TEXT  This table stores information pertaining to a CASE 

NOTE including type and timestamps.  This table does 

contain CASE NOTE text.  Processes of CM06 (Notes) 

build and maintain this information.  

CAN_TEXT_EVENT  This table stores identifying information pertaining  to a 

CASE NOTE including category, type, timestamps, 

work units associated, and billable designation.  This 

table does not contain CASE NOTE text.  Processes of 

CM06 (Notes) build and maintain this information.  

CASE_MASTER  A CASE is the focus of every human services business 
activity. A Case is created as a result of intake work and 

can be one of three types: individual (which includes  

TPR and Adoption Cases), family, and  

DCF/Community-Based Care /Sheriffôs Office. The 

CASE_MASTER table contains case relations, address 

and approval information. Processes of SM04 (Maintain 

Case) and SM05 (Close Case) create and maintain case 

records.  

CASE_PART  This table maintains information pertaining to the  

Persons involved in a CASE, or a collateral person about 

whom DCF/Community-Based Care/Sheriffôs Office 

needs to keep information for assessment or other 

purposes. A CASE PART may be any person who has a 

high degree of relevance to the family in question. A 

PERSON may be a case participant, eligible for 

payments, in only one open case at a time, though the 

person may participate in a second or third case as a non-

client (a neighbor, attorney, teacher, aunt, etc.). A client 

is any person for whom the agency is required to provide 

either voluntary or mandated services, such as a court 

study, services or Interstate Compact home study or 
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supervision. A CASE PART is assisted by one or more 

workers at any given time. SM04a (Maintain Case) 

processes build and maintain this table.  

CATEGORY_TYPE  This table contains categories and types for manual 

events, tasks, and checklists.  

INVESTIGATION_CNTC  INVESTIGATION CNTC table maintains information 

about people important for a Child/Adult Investigation 

and Special Conditions Referral. These people are not 

Persons in FSFN. Information such as contact name, 

affiliation/relationship, and contacted dates are created 

and maintained by processes in SM06a (Child/Adult 

Investigation and Special Conditions Referral).  

LINK_PART  This table houses Participant information for 
Assessment Participant, Legal Doc Participant and  

Placement Request Participant.  

PAN_TEXT_EVENT  This table stores identifying information pertaining to a 

PROVIDER NOTE including category, type, and 

timestamps.  This table does not contain PROVIDER 

NOTE text.  Processes of CM06 (Notes) build and 

maintain this information.  

PERSON  This PERSON table maintains information that 
identifies an individual known to FSFN, such as name,  

date of birth, social security number, race, sex, etc. A  

PERSON can be a WORKER, REPORT PART,  

REFERRAL PART, CASE PART or PROVIDER  

PART. Primary search processing is centered on this 

data. Processes of CM01 (Manage Person) build and 

maintain this information.  

PROVIDER_ORG  This table maintains information pertaining to a 

PROVIDER ORG, facility or vendor. Data includes 

name and address information, placement preferences 

and home condition description. Records in PROVIDER  

ORG table are created in PM02a/b (Maintain 

Home/Private Provider) and updated in PM04a 

(Licensing Home Provider).  
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1.3.2 Reference Data  

1.3.2.1 Drop Downs  

FSFN Page:   Case Note/Provider Note  

Field Name:   Category  

Table Name:  CATEGORY_TYPE  

  Group Id:   TX_CTGRY  

  

FSFN Page:   Case Note/Provider Note  

Field Name:   Type   

Table Name:  CATEGORY_TYPE   

Group Id:   TX_CTGRY_TYPE  

  

FSFN Page:    Case Note  

Field Name:   Worker Activity Code  

Table Name:   CODE_DESC   

Group Id:   WRKACODE  

  

FSFN Page:    Case Note  

Field Name:   Invs Number  

Table Name:  CODE_DESC   

Group Id:   INVSIDS  

  

FSFN Page:    Case Note  

Field Name:   Face-to-Face Contact   

Table Name:  CODE_DESC  

Group Id:   FTOFCNTC  

 

FSFN Page:    Case Note  

Field Name:   Non Face-to-Face Contact   

Table Name:   CODE_DESC 

Group Id:    

 

  

FSFN Page:    Case Note  

Field Name:   Reason Not Seen   

Table Name:  CODE_DESC  

Group Id:   RSNSEEN  

  

FSFN Page:    Case Note Search Result/Provider Note Search Result  
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Field Name:   Worker Creating Note   

Table Name:  CODE_DESC  

Group Id:   WRKRLIST  

   

1.3.2.2 Reference Values  

FSFN  Page:  Case Notes  

Tab Name:  N/A  

Field Name:  Category   

  Adult Investigation  

  Case  

  Case Reviews  

  Child Investigation  

  Commercial Sexual Exploitation of Child (CSEC)  

  Federal Funding Reviews  

  Independent Living  

  Legal  

  Out of County Services  

 Post Adoption Category 

  Special Conditions  

  Substance Abuse Mental Health (SAMH)  

    

FSFN Page:  Case Notes  

Tab Name:  N/A  

Field Name:  Type   

  Adult Investigation (Category)  

  Field Visit  

  Home Visit - Other Parent  

  Home Visit - VA's Current Residence  

  Note to File - General  

  Office Visit  

  Reviews - Supervisory Consult  

  Telephone Contact  

  Telephone Contact - Legal  

  Case (Category)  

 Adoption Child Study 

 Adoption Recruitment Event 

 Adoption Recruitment Effort 
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  Birth Verification  

  Case Merge  

  Case split  

  Contact CPT/SATP  

  Court - Administrative  

 Court - DJJ 

  Court - Judicial  

 E-Mail Contact 

 Facsimile 

 Family Finding Effort 

  Field Visit - Other  

  Field Visit - School/ Daycare  

  Fingerprints Obtained  

 Home Visit - Child's Current Residence 

 Home Visit ï Other Parent 

 Home Visit ï Parent/CG Remove From 

 Home Study 

 HSn Conversion/ NA 

 Life Book Activity 

 Missing child ï Attempt to Locate 

 Missing Child ï Debriefing 

 Modification of Placement Summary 

 Note to File ï General 

 Note to File ï Interstate Compact 

 Note to File ï Legal 

 Office Visit 

 Other 

 Other Parent Home Assessment 

 Photographs Obtained 

 Reviews ï Other 

 Reviews ï QA 

 Reviews - Supervisory  

 Service Provider Contact 

 Supervisor Consult 

 Telephone Contact 

 Termination Summary 

 Visitation ï Other 
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 Visitation ï Other Parent 

 Visitation ï Parent/CG Removed From 

 Visitation ï Prospective Adoptive Parent(s) 

 Visitation - Relative 

 Visitation - Sibling 

 Case Reviews (Category) 

 Death Review 

 QA ï API Review 

 QA ï CBC Base Review 

 QA ï CBC Review 

 QA ï CPI Review 

 QA ï In Depth Review 

 QA ï Other 

 QA ï Side-by-Side Review 

 QA ï Special Review 

 Child Investigation (Category) 

 E-mail Contact 

 Facsimile 

 Field Visit 

 Home Visit ï Childôs Current Residence 

 Home Visit ï Other Parent 

 Home visit ï Parent/Caregiver 

 Home Study 

 Missing Child ï Attempt to Locate 

 Missing Child ï Debriefing 

 Note to File - General 

 Note to File ï Interstate Compact 

 Note to File ï Legal 

 Office Visit 

 Other 

 Reasonable Efforts to Locate Child 

 Reviews ï Other 

 Telephone Contact 

 Telephone Contact ï Case Manager 

 Telephone Contact ï CPT 

 Telephone Contact ï Legal 

 Commercial Sexual Exploitation of Child (CSEC) 

 CSEC ï General 












