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About FSFN User Guide

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

The Intended Audience

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

Adult and Child Protective Investigators 1 Ongoing Case Managers
Financial Workers Provider Management

Hotline Criminal Investigation (CI) Unit Security Officers/Administrators
Legal Workers Supervisors

Independent Living Workers Support and Data Entry Staff

= =4 -8 —a -8
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Prerequisite Knowledge

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

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

1 You must have a working understanding of the basic FSFN navigation and
functionality. See the Multi-Topic Basics User Guide and How Do | Guide.

9 If you are a supervisor, also see the Multi-Topic Supervisory User Guide and How Dol
Guide.

1 Key tasks described in this guide start at the FSFN Desktop, Case Book, or Person Book,
unless otherwise noted. If you are unfamiliar with how to navigate to these three pages, see
the User Guides for Multi-Topic Basics, Case Book, and Person Book.

1 The Search page referred to within this user guide is the Search page with four (4) tabs:
Person, Case, Provider/Organization, and Worker. This Search page is commonly called
the Utility Search or Navigational Search. It is accessed primarily from the Desktop by
clicking Search on the Banner or Utilities menu. Other type of searches may be referredto

Page 4 of 17



Florida Safe Families Network Person Merge
(FSFN) User Guide

as data retrieval searches. These searches use different search functionality than the Utility
Search. For example, the Person Search page provides a method to search for a person
and retrieve person data that pre-fills into the page in which you are working. The Person
Search page should not be confused with the Search page with the Persontab.

Related Resources

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

FSFN Project Information

Online Web-based Training (WBT)

User Guides

How Do | Guides (job aids)

Topic Papers (System Functionality Design)
Reference Data (Selection Values)

=A =4 -4 —a —a -9
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Person Merge Overview

While access to the actual person merge process is controlled by security, all users play a part
in locating persons that should bemerged.

The Person Merge process can be described as an ID replace. The system allows the user to

search for up to three Person I Ds, two called the
AfRetainedo | D. The stbrougheuttherdatabass lsokisgdoaall thén e
instances of the ARemoveodo | Ds and replaces them w

instances of the incorrect/duplicate Person IDs in FSFN. Due to the database structure and
constraints, merging records for duplicate people in the same case could result in a primary
key violation causing the merge to fail. When this scenario occurs, the merge process updates
all tables and columns where the result would not cause a primary key violation. Any records
that were not updated are left as is. The system will remove certain records or links between
records in order to achieve the desired merge. Users will have the ability to view the records
that were not updated during the merge process, through the application.

f the persons identified as the ORemovedOd persons
following edit checks, it will result in the failure of the merge:

1. The ARemoved Persons and the fARetainedd Person
overlapping Removal Episode(s) or Living Arrangement., Family Support Status, or
has a O6penddoptignd Pri vate

2. Thefi Re moRemansorthe i Re t a Pensendsda Worker in the system.

3. Thedi Re moRemsadns andthefl Re t a Pensenchr@ in the same case and participants
in a Family Assessment or Case Plan.

4. The fARemoveodO Person and the ARetaind Person ar
a Family Functioning Assessment (FFA) i Investigation; Family Functioning Assessment
(FFA) 1 Ongoing; Progress Update; Case Plan Worksheet; or Judicial Review
Worksheet.

5. Theid Re moPRemsans andtheii Re t a Pensenddth have an Unresolved MCR
record.

6. The ARetaind PersPereoni s an o6Unknowno

7. Thei Re moRewan and the i R e t Rersondave overlapping Title IV-E Foster Care
Eligibility records.

8. Thefi Re moRemwan and the i R e t @eison dave overlapping Adoption TANF
Eligibility records.

9. Thefi Re moReman and the i R e t @eisan dlave overlapping Medicaid Eligibility
records.
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10. Thei Re moReman and the i R e t Rersondave a Trust Account of the same typein
the same Agency.

11. The i R e moRersan is Pre-Adoptive and the i R e t @eisan ds Post-Adoptive.

12. The i R e moRersan is Post-Adoptive andthe i R e t efson s Pre-Adoptive.

13. The fARemoved Person has apagePleen dfi Riegndo vPerd vpae res cAd
nont er minated (active) Child Placement Agreemen
an active Child Placement Agreement page, upon attempting to perform Person Merge the
following validation displays:

1 Cannot merge Remove Person record(s) with Person ID (ID). Remove person(s)
cannot have an active Child Placement Agreement.

I f the Person identified as the ARemoveodo Person o
Templ ate, 6 the following error mpafersmthgRersomi | | di spl
Merge:

Cannot merge Remove Person record with Person ID: XXXXXXX. Remove Person has
a ODefault TempdOKt ed Legal Page.

IE» I n order to proceed with the Person Merge, t he
deleted by a user with the appropriate security.

Upon selecting the Merge button, i f any agef t he se
of18 and the selected ARetaind person is 18 years
i R e moRewsans are 18 years of age or older and the i R e t Rersonds under the age of 18,

the following validation message will be displayed:

You are about to merge person(s) who is/are under the age of 18 with person(s) who
is/fare 18 years of age or older. Do you wish to proceed with this merge? <Yes><No>

f Upon selecting AYes, 0 the existing validati.i
indicating that the user is about to merge persons.

T Upon selecting fiNo, 06 the user wi-Udpbagbe retur
where he or she can make the applicable updates or exit the merge process.

The Person Merge functionality will automatically
iRet ainedo person records. | f any values on the
are valuesonforthei Re mo v e 0 recerd for thesmme field, the system willautomatically

retain this value on the ARetainedo perteon record
user is able to select on the Person Merge page. The following data from the Person Merge

page will be automatically stored:

9 The SSN not selected on the Person merge (Pre-Merge SSN)

1T Al Person I dentificationPdrsbs and Types for th
1 The First, Last, and Middle Name not selected on the Person Merge page (As an AKA)
1

The 6Removedo6 Pemgad®PersonIiD)D ( Pr e
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Delete Person Overview

Access to the Delete Person page is limited through security (see CM09: Security). A person
can be deleted from the system if they are not associated with any pieces of casework.

The system wil |l dteetde rpreirnseo ni fi st hae péaDretlieci pant i n an
work.

Safety Assessment

Education

Medical Mental Health

Interim Child Info

Legal

Placements

Living Arrangements

Family Support

Private Adoption

Case Planning

Safety Planning

Special Conditions

Family Assessment

TANF Eligibility

Adoption TANF Eligibility

Title IV-E Foster Care and Adoption Eligibility
Medicaid Eligibility

Intake (Screened In)

= =4 4 -4 -4 -8 -8 -8 _a -8 _Aa _a -8 -2 -8 -2 -5 -2 -°

Independent Living

Independent Living includes associated work: Life Skills Assessment, EFC
Program Eligibility, PESS Program Eligibility, Young Adult Case Planning
Worksheet, Young Adult Judicial Review Worksheet, Young Adult Court Involved
Case Plan legal document, and Young Adult Judicial Review legal document.

Provider
Narrative
Worker
Investigation
MCR

1
1
1
1
1

Page 8 of 17



Florida Safe Families Network ' Person Merge
(FSFN) ‘ N User Guide

Adoption Information

Forms

Payments

Rate Setting

Family Functioning Assessment (FFA) T Ongoing
Progress Update

Case Plan Worksheet

=A =4 =4 -4 4 A4 A 4

Judicial Review Worksheet

Key Tasks

To access Person Merge from the Desktop
1. From the Desktop, click on the Utilities drop down.

2. Select Person Merge.

yyyyy 15001 Tacwt/LOGON o L4 ] x I 8o

e Favortes | g @) BM Busines Transformat... ) 1BM Standard Sottware ... @) 1T Help Central , 5CS Lewming & Knowl.. ~ i IBM Unks = Public Sector = | AppleSyncinfo ) M Home Page ) Join Workd Communty Gr.. @) Soggested Stes »
B v B -0 v Bages Seye Tocke @

Fraoncel Wok § | Case Work & Prover Work -~ Sewch Q Remh S pmt R b ? | Logost ()

| AFCARSANYTO Fosiroter »
‘rKlmnPMM‘LI CTIVE INVESTIGATIONS FSEN ond Links

[ oseresmana 0
| B Wy Tasks Catent Backgound Loteg

p
ESEN Wenate

Unit Mossages and Links

& Local mntranet | Protected Mode: O
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1. At the bottom of the Person Management page, click on the Merge button.

Birth Certificate - [23ase78%0 [ Delste

Name
02000085 ot [ake 0 sumc v T e ode Nome: [osat
Basic
— o I us. ciizen I SN neigble Ss 131231237 Date SSN Appled: [00/00/0000
Birth Date:  [04705/1970 Type of Bith Verificaton:  Bith Certfcate v  Estmated Age:  [43
sitnpace | County v Sbing Group 4
DeathDate:  [000OD000  Death Tme: [000 @ aw C g Couseof Death =
identification
1D Type 1D Number State

I interpreter Requred

Priot & | Audet B  SpelCheck /| Heb ? l

Ethnicity: [~ Atrican AmericanBlack [ Easten European [ tatian

™ Arsbic ™ Figno I jspanese I™ Russian I™ Decined

Primary . Secondary =
Language Language
Reigion - Marital Status:  Common Law Marriage v
Vihat Device i
I™ Hearing impared needed o [
Ethnicity
Race: ¥ American ndiavAlaskan Native I Asisn I Backafrican American ™ Muti-Raciskone or more races not known
I Native Hawaian/Other Pacific slander [ Whee I™ Decined I Unable to Determine ™ unknown
[ PuetoRican ™ Other [American ndisnAlaskan Native
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To document information on a Person Merge
1. Within then Person 1 column, select the Retain or Remove radio button.

2. Click the Search button.

@ Person Merge - Windows Internet Explorer provided by IBM Corporation =8 %
Florida Sale Families Network HandBook [ Print B Audt B SpelCheck < Hep ?

Person Merge

Field Person 1 Person 2 Person 3

Mode: O Retain O Remove O Retain O Remove O Retain O Remove

Person ID:

Name: ® (@] O

DOB: ® (@) O

Gender: ® (@) @)

SSh: ® (@) ®)

Primary Address: (®) (] (@)

Race: ® (@) (@]

FLORIDA PINg: ® (o) (@)

Phone:

Case:

Assignment

County

Intakes:

Investigation:

Placement:

Provider:

Related People:

Photo:

Enter the search criteria and click the Search button.

4. Click the Merge hyperlink for the appropriate person (either removed or retained) and
select the Continue button.

You can search for up to three participants and remove up to two at one time,
keeping one retained person.

May12, 2017 Page 11 of 17




Florida Safe Families Network
(FSFN)

5. Repeat Step 4 to merge multiple people.

i Person Search - We
Florida Safe Families Network

Persons Returned

Merge 4 Gainsville, Aunt Person Book (200003691) Female, 01/10/1980
Merge 4 Gainswille, child Person Book (200003688) Male, 07/22/2004
Merge 4 Gainswile, Dad Person Book (200003590) Make, 01/01/1960
Mergé 4 Gainsville, Kid Person Book (200003692) Male, 01/01/1994
Merge 4 Gainswille, Mom Person Book (200003689) Female, 07722/1960

Search Criteria
LastName: [Gainsvile Frsthame: | Middie Name personD | ssn [
A
m“"‘" [00/00/0000 20BRange  [oomoi0000 008 000070000 B:;:”" Age Range End
Search Precsion Emmmm—
Low High
D Adstonsi Searcn Crers
Record 1105 of §

May12, 2017
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6. Once all the appropriate radio buttons have been selected on the Person Merge page,
click the Merge button.

& Person Merge - Windows Intemet Explorer provided by I8M Corporation i & RS —— LT ]
Florida Safe Families Network: Hand Book /| Print ‘B, | Audt B & SpelCheck s Hep ?
Person Merge N
Field Person 1 Clear Person 2 Clear Person 3 Clear
Mode: © Retain ® Remove ® Retain O Remove O Retain ® Remove
Person ID: 7826953 10107873 10552331
Name: ® WFIZMXV, MARSHA E O «kzm, Jovce O HNRGS, AALIVAH L
008: @® oa2onses3 O 12031984 O o0s2011995
Gender: @® Female O Female O Female
SSH: © 733-80-7555 O 732306863 O 404-48-5447
X ; © JOYCE PARRY 7360 80GS HGIWG IWMD O 3756 Nvgil Kzipdzb Ft. Myers, FL 33916
Primary Add : 3
fyAddress: | @ Sebring, FL 33852 Ocala, FL 34475 United States
Race: @ whnie O wnie O Black/African American
FLORIDA PIN#: ® (@} 0]
Phone: (863)441-5746 (352)732-5140 (239)334-0019
oo m, MARLYN (2506599) In-Home - Court XZHGROOL, OLIVIA (2458570) Family Support (GLB, MARY (2276970) Investigation Ciosed 100212014
pe e
— EzmVviwv, Jessica CLS/OAG/SAO Lead Attorney NXPVV, JESSICA R Chid Investigations Primary
. 111922014 1012112014
County Highlands Marion Lee
X 2012-151960-01 Wurrance, Tana E Chid Intake 2014-278637-01 DZHSRMTGLM, MELQUANISHA S Child
Intakes: Highlends i vats 2001-145944-02 YZOO, MATTHEW Chid Intake Lee
3 2014-147700-01 WFIZMXV, MARILYN Chid 2014-278637-01 XZHGROOL, OLIVIA Chil Investigation b
Investigation: Tvostigation Highlinds or 2011-160465-01 GLIB, MARY Chid Investigation Lee
Placement: 05/26/2004 SMITH, GLORIA Unknown Closed
Provider: Durrance, Marsha E (100033536) Active PARRY, JOYCE (89768) Active SMITH, GLORIA (100088569) Active

DZHSRMTGLM, MELQUANISHA S (11663210) Female  GLIB, MARY Maxine (11765638) Female 10/19/1974

Rolwlod feoplor.  Fapwide, Usknewn (101921014 Mele Q1N 1678 06/23/1997 Hispanic/Latino Black/African American  African American/Black Black/African American

Related P 3 Fmpmidm, Unknown (101973396) Unknown 01/01/2001 DZHSRMTGLM, MELVIN ALLEN (6637788) Male HNRGS, MARKISHA M (11878896) Female 04/14/1997
= White 09/20/1974 African L i Other ican American

Related People: Fmpmidm, Unknown (103126310) Unknown Unknown ~ DZHSRMTGLM, MONAE (11463670) Male 05/03/2001  HNRGS, MARQUISHA Q (12101637) Female 04/14/1997
B Unable to Determine Other White Other Black/African American

Emamidm Hinknaun (021982111 linknawn Hnkaswmn HNDRS SHADNE | (11101770) Famala N2I0M00

Options : V Search | Merge | Close

7. Upon selecting the Mergebutt on, i f any of the selected fARe
the age of 18 and the selected ARetaino person
the selected i R e mopersons are 18 years of age or older andthefi R e t peison &
under the age of 18, the validation message will be displayed. Click Yes on the FSFN
dialog prompt.

You are about to merge person(s) who is/are under the age of 18 with person(s) who
is/are 18 years of age or older. Do you wish to proceed with this merge?

(] T
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8. Click Yes on the subsequent FSFN dialog prompt confirming the merge.

9. Click Close on the FSFN dialog prompt to confirm that the merge iscomplete.

Select 'Yes' to finalize the approval for this merge request and to merge these
people.

10. On the Person Merge page, click Close.

Upon performing Person Merge, if both participants have a Post Adoption Services page
FSFN will automatically keep the Post Adoption Services page associated with the
fRetaindb per son but wil | mMMOdfEentad oh the Post Adoptionor mat i o
Services page asReotoivaetoe dp ewistohRetahdee pietr s onids ®o
Adoption Services page.

Upon performing Peetasmn pdersg@a, hiafs tah@ost Adop
page biemodwneod idoesnst,ahe information will remain as it was on the
Post Adoption Services page.

IE®» Upon performing PeResmonmeblepgesonf habeafiPost A
page bRetanbhepefison does not, FSFN wil UPDATE
pagewi t h all the demographic infor maRetam;m, i ncl
personés information.
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To perform a Person delete
1. From the Desktop Utilities drop down, select Delete Person.

Flonds
@) Mtp//schiedd}) 15001 Fisacwin/ L OGON do vl | X = 80g P

Ut Favorites | g @ 1BM Business Tansformat... g £ 1T Help Central |, v 4 BMUnks v ) PublicSectorv | e e - @) Suggested Saes
1 Fionda Sate Famites Netwedt Bk~ 0 -2 % - Bage Seyv Tooke @~ "
Florida Safe Families Network FrancelWork § | CaseWork & Provider Work -~ Sewch Q Refeh  pae A Meb 7 Legost (1
Cose  Martan Uiz _Hebo
AFCARS

-
Kishan Pfmwz| AFCARSNYTO Foomater » ICTIVE INVESTIGATIONS
Management

 Date Resticted i
D 1wy Tasks Catenc Backpound Lising
P Cases Cal Record Sewch.

FSFN Messages and Links

ESEN Weoste
-
\mvestgaton Comand Certer Qume &

Iovesnganen IR Unit Messages and Links

Investigation 07082013 WUSLELANE Lesa FL

() Gamsuite Wom (200002935 ) Adions Case Beok
investgation 072222013 Prmucsd Kenen Lesa FL

() Gorres, Crystal (200002282) Actons Case Book
Investgation 07/142013 ZWWIVOM, ALFREDA NCOLE Pok FL

(& Gump Juier (200002207) Acions Case Book
Inestgaton OBAZOT) WLSLELARE Lees FL

€ Local intranet | Protected Mode: Off

-

2. Click the Search hyperlink.

Hand Book /~ Print B Audt B SpelCheck 7y Hep ?

€ Local intranet | Protected Mode: Off
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3. Enter the search criteria and click the Searchbutton.

Person Merge
User Guide

4. Select the radio button for the appropriate person to delete and click Continue.

Person Search -- Webpage Dialo

Florida Sare Families Network

Pt &  Audt B SpelCheck \/ Hep ?

Search Criteria

LastName: [gainsvite Fisthame: [ Middie Name Person D
:f:“'h"“ [oor0r0000 :{(": Range (30000000 008 [ooroom000 ::;‘“‘"" |
Search Precion: Im—
Low High

D Adaeonsi search creeris
Record1toSof S
Persons Returned
(‘fcamsvﬂle.mnl Person Book (200003691) Female, 01/10/1960
" 4 Gainswille, child Person Book (200003688) Male, 07/2272004
€ 4 Gainsville, Dad Person Book (200003690) Male, 01/01/1960
[@]% Gainsville, Kid Person Book (200003688, AKA) Male, 07/22/2004
€ 4 Gainsville, Mom Person Book (200003689) Female, 07/22/1980

SSN
Age Range End.

5. Click Save.
6. Click Yes on the FSFN dialog prompt.

May12, 2017
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