N-FOCUS Major Release

Children and Family Services
April 10, 2016

A Major Release of the N-FOCUS system is being implemented April 10, 2016. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through
the Web based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD
programs and those who work with the related Medicaid cases should read this section.

Note: This section will only appear when there are tips, enhancements or fixes specific
to Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD, ADC
Payment, SNAP, CC, FW, IL, MED, and Retro MED should read this section.

Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie
General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the
functionality will be described in one primary location. This location will usually be
the General Interest and Mainframe section or the Expert System section. Alerts,
Work Tasks and Correspondence that are part of the new functionality will be
documented in both the primary location that describes the entire process and in the
Alerts, Work Tasks and Correspondence sections.
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General Interest and Mainframe

Policy Logs/Manuals on N-FOCUS Help

The Policy Logs and Manual lin1_<s on N-l? OCUS MN-FOCUS - Main M_
Help have been updated to current information :
stored mostly on SharePoint. To access this File Goto [Help |
information, from the Help menu select Contents. Window Help...
~Case Contents...
Pelicy Help...
El How To...
SNAP |
Wao Help on Help...
About M-FOCLS..,

The N-FOCUS Help System Contents window will display.

Contents H & % @ 2 ¥ D& LR aE &
|{an-Focus N-FOCUS Help System Contents
[HN-FOCUS Help System Contents
N-FOCUS Window Help N . -
The following N-FOCUS Help Topics are available:
7 Frocess Guides
[#Help on Help ®  Window Help
Overview and Field Descriptions for each N-FOCUS window
4 How Dol
] Step-by-step instructions for completing case actions
. Demonstrations
Step-by-step movies for completing case actions
[ Contents 0 Policy Logs/Manuals
E mdex Links to selected DHHS Policy logs and Manuals

Manuals/Policy Logs
Select either the Policy Logs option

in the N-FOCUS tree list on the left side EBT Policy Log

of the window or the Policy .

Logs/Manuals link. Links to the CFS Rules and Regulations

Honuats and Policy Log pages wil Medicaid Eligibility SharePoint Site

Select the desired link to access the Medicaid Eligibility Regulations
current Manual/Policy Log information. SNAP Policy Log
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Person Detail Window (Change)

New Action Buttons and a new icon have been added to the Person Detail window. With this
change, the order of the action buttons has also changed as displayed below.

New Action Buttons:
e Client Preferences
e E-Mail Addr. History

New Icon:

e Phone Applications Icon

[#

Client Preferences

E-Mail Addr. History

N-FOCUS - Person Detail

= | Bl K

File Actions Detail Goto Help

m d

M

oooon
oon
MEMU

Person Name

First |JAMES

Middle |

CHARTS Referral NCP...

Medicare Inquiry

Last |BUCHANAN

Ext |[NONE) ~

SSN |154-64-8885

Birth Date |ug-|]9-1955

Deceased Date |

Person Number 77652133

Case Registration (New)

MMIS History...

Person Involvements

UPDATE

Demographics...

Address...

Address History...

Client Preferences

E-Mail Addr. History

Sex PIN Management

" Female

v Male

Program Cases...

 Unknown School Attendance...

State Ward Details...

Tribal...

YRTC Marrative

MilitaryfInternational...

Name History...

Person Yerification...

S5N History...

Telephone...

03-18-2016

10:23:37

Email address may now be added from the Address window.

Email address history may now be viewed on the Person Detail window and may be updated
in Client Preferences and by the client in MY Preferences on the WEB.

Program Case Assignment (Change)
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When using the Assignment Icon on the Detail Master Case window to multi-select program
cases to assign, Closed and Denied Program Cases will be included in the selection list.

Contractors Service Authorization Begin Date (Change)

Prior to this release, N-FOCUS allowed users to correct the begin date of Service
Authorizations to Contractors to a begin date prior to the begin date of the Contractor’s Service
Approval. This resulted that Service Authorizations could not be viewed. With this release, the
begin date cannot be changed to an earlier date than the begin date of the Service Approval.

Child Care 9o Day Claim Rejection (Change)

Child Care Program Policy and DHHS Legal determined that in accordance with the
notification on the Child Care Authorization Notices they would begin enforcing the 9o day
timeframe for Child Care providers to submit their billing or they will not be paid for services.

If a provider attempts to submit a claim on the ECM Portal after the 9o days has passed they
will be allowed to “submit” the claim line online. When the claim information comes to
N-FOCUS the claim will reject for the reason “Child Care Timely Filing Requirements Not Met”
and N-FOCUS will send the information back to OnBase/ECM in the EOP that the claim has
been rejected. The provider will be able to view this in the EOP section of the ECM portal.

*OnBase is working on an error message that will populate immediately when the provider
attempts to submit the claim that is older than 9o days. The message text is to be determined at
this time. NFOCUS is sending them an error immediately as of now and will continue our
current process when OnBase/ECM has implemented their changes.

Child Care Frequency on Service Authorization (Fix)

When workers create a Service Authorization for Child Care for the come-up month because
the Child Care program case is either Closed or Denied for the current month, the Frequency
Category has not been appearing on the Units and Rates window. This has been fixed.
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Correspondence

Request for Verification (Change)

The Request for — —
Verification N-FOCUS - Add Person, Verificstion Type(s), | =
correspondence has been Division-— _Person DksiOsts __ Poresiembor
updated tO remove the r EA FRANKY F FINGERS 02-19-1967 34472735 's:(:::::i:gﬂsﬂn
obsolete Paternity ¥ MLTC | Yorfieefiont®
ACknOWledgement (CSE— Program(s)]  Program Case Name St Program ID
12) Notarized OptiOIl. This | MEDICAID __ FRANKY F FINGERS AC 66835557 Seltcx Prograiel st
option has been replace -
with a new option of Proof
of Paternity. Category  |[OTHER =~

Select Verification(s)

E COMMENTS BELOW FOR DETAILS]

PO NLIAL INCOME-APP]
PROOF OF PATERNITY
HEALTH INSURAN ARD (COPY BOTH SIDES)
PROVIDE SOCIAL SECURITY NUMBER

POWER OF ATTORNEY. GUARDIANSHIP PAPERS
IMMIGRATION DOCUMENTS

- et St ot

SIGN AND RETURN FORM IM 1-AGREEMENT TO SELL REAL PROPERTY AND REPAY ASSI: -

CICM AMD DETIHIDM ETDII ACD AR L ALITHNDIZATION END DEI FACE NF INENDMATINNM

|

Comments Add { Next Selection I

Childcare Service Authorization Correspondence (Change)

Childcare Service Authorization correspondence will now be automatically updated when
the Child Care fee changes.

When a childcare budget is authorized and the fee has changed from the previously
authorized budget, the system will automatically send out new service authorization
correspondence to the client and the provider. The new fee will be on the correspondence. The
units, rates, comments, and service authorization dates will not be changed.

In order for the system to automatically update the fee on the correspondence there must be
a service authorization that covers at least one day of the month that was budgeted.

If there are multiple service authorizations the system will update all of them.

The user will be notified at case check in if the system was unable to create the new service
authorization correspondence. The Check In was Successful message would have additional text
that says “The Service Authorization Correspondence was not Updated”. If you receive this
message you will need to manually update the service authorizations.

The CC MESA will automatically create the new service authorization correspondence. This
eliminates the need for Alert # 386- CC Serv Auth Update. Alert 386 will only be created if
MESA is unable to update the service authorization correspondence.
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Document Imaging

Categories (New/Change)

New Categories

Audit Documentation — available to Protection and Safety staff

Utility Bill- available only for Economic Assistance staff

Child Care Provider Grant

Payment Type/Selection -EA&RD —available for indexing of the FA-100
financial documents received for clients and/or providers.

¢ Central Registry

Updates to Categories
¢ Tax Information Form - is now available for Resource Development staff to
utilize
¢ Agreement, Confidential, Correspondence, & Quality Assurance - are now
available for Protection and Safety staff

File Director Auto Tie (Change)

File Director will now send an update trigger to N-FOCUS allowing the Auto Tie/Pend
process to take place if an

Economic Assistance ] M-FOCUS - ist Comespondencey By =
Review/Recertification | e tn Optors tb
. . Print Now.... trle <

Application had been @ e o ] @
previously saved and Print Preview RHODA TEST
indexed to the ARP via o o
PEI'SOH Detall (COpy L=} Cancel Batch Regrint e Sent To Language Stalus

. || " cotons POV MARI'S BUSY BEE'S ENGLISH PRINT BATCH
Person Index Info or using il pite Comment Lt RHODA TEST ENGLISH PRINT BATCH
a barcode sheet) then 1| eprammeie | [T RHODA TEST ENGLISH_PRINT BATCH
saved. '

The user can now
check out, edit and re- H
index the document via
the Correspondence- Copy |
Person Index Info feature |
which will now allow the
Auto- Tie process to occur.

N I b

03-168-2016 12:03:53
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Expert System

Verification Request Tracking (Change)

Verification requests can now be created while the case is checked out to the expert system.
Verification requests are created from the Verification task using the verification request tab.

File Actions View Goto Hp

% Data Collection Cieate Date | Sent To |Division  [Status  [Due Date J

#-* Non Financial
[} Financis
MED APTC Informatio
=  Case Maintenance
= Eligibility
Collections
# LIHEAP
= Summaries
# Uhilities
] CWIS

View New | U|..1.,|.-| peiete | Help |

k] m ¥
Tasks | Notices | Unverified | History | Summary verification Request | |
FRurrngVenhoations 0317-2ME [ 100807

To create a Verification Request in Expert System, follow these steps:
1. Select New to create a request.
The Add Verification Request window opens.

2. Select the Division, person, program, category, and verification type.
3. Add Comments as needed.
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Note:

4. Answer the Complete Verification
Request question as appropriate.
a. Answer no if you want to
continue processing the
case and then come back
to the VR to add more
items and finalize it later.
b. Answer yes if you are

5.

You can
continue to
add categories
and types for
the same
person and
program. If
you need to
add another
person or
program,
select the
Add/Next
Selection
button. When
all items have
been added
select the OK
button. The

Complete Verification Request

Add Verfication Request

== o 4

Division Person
& EA [L |
~ MLTC PAUL GUNDER D6-03-1955%  SB423280 Select Persan
requiring
Verification[s]
Program
Program Case Name [ Status | Program ID
AABDMED  PAUL GUNDER Closed 91497588 Select Program
AABINPMT  PAUL GUNDER Closed 64327787 that require the
selected
‘ Verification[s]
Category |Resources =
Select | Verification Type
a Current Trust, Bonds, Certificates of Deposit (CD), IRA, Money Market, Keagh, S01(K), Mutusl Funds
(I (] Life Insurance
O Lump Surm payments (insurance payments, inhentance, income tax refunds, rebates and from any other source]
||:~f1 Most recent Bank Statements (checking, savings, credit union) for all Household Members -
Comments
AddNext Selection (119 Cancel

question appears.

-~

Complete Verification Regeust

oy

Areyou ready to finalize Verification Request?

ready to finalize the request. The Summary of Verification Type(s) window

opens.

A Sent To
person must be
selected.

The due date
defaults to 10
days in the
future but it can
be changed.
The language
defaults to
English and can
be changed to
Spanish.

Summary of Yenfication Type(sh
[5erte” I —— | OveOs [z
Language! [ENGLISH =
Summary of Verification Type|s]
Feceived | Verification Type | Person | Program
Most recent Bank Statemens [checking, savings, credit u...  PAUL GUNDER AABDPMT
Annuity PAUL GUNDER AABDIPMT
[
Delete
Recard Date Comments:
03172016 Semd in recent proed of annuity payment.
Muximize Add Comments
] b
SManchmw| Finalize I
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Note: Items can be deleted from the request by selecting an item and clicking the Delete
button. Comments can be added by using the Maximize/Add Comments option
which opens the Verifications-View Narrative window.

Verfications - View Narrative

Send in recent proof of annuity payment.

SpBIICthk| oK | Cancel |

Note: Comments can be added or edited. Spell check can be performed. Spell Check will
be disabled if there are no comments. Click on OK when finished and you will be
returned to the Summary of VR Types window.

Summaey of Werification Type(s)

Sentto: [PAUL GUNDER - Due Date: [p3.27-2016

Language: [ENGLISH B

Summary of Verification Typels]

Received |\'cli1ir:alinn Type | Person | Frogram
Most recent Bank Statements [checking, savings, credit u.. PAUL GUNDER AAEDPMT
Annuity PAUL GUNDER ARBDPMT

Record Date Comments:

03:17-2016 Send in recent peood of annuity payment f
Maximize Add Comments

0
Bave and Close | | Finalize |

8. The Finalize button is enabled when the Sent To, Due Date, and Language are

populated.
a. If you decide you are not ready to finalize select Save and Close.
b. If you are finished then select Finalize. The Confirm Finalize will open.
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Confirm Finalize ﬁ

* Select "OK" to finalize the Verification Request.

* Select "Cancel” to keep the Verification Request pending and return to the
Yerification Request main window.

(0].4 | Cancel

[

9. Select Ok and the VR status is now open.

Note: A VR in open status cannot be edited. A VR that was created and finalized while
the case is checked out can only be deleted by overriding the check out.

If you cancel from the Confirm Finalize message you will be taken to the
Verification Request main window and the VR will be in pending status. Edits can
be made as long as the VR is in pending status.

The VR will be in pending status anytime you leave the VR request without
finalizing. This happens when you answer no to the finalize question or when you
cancel from the Confirm finalize window.

Finalizing a Pending Verification Request

When a Verification Request is in pending status it can be changed and finalized. To do so
follow these steps:

1. From the Verification task and the Verification Request tab, a list of all pending and
open Verification Requests display.
2. Select the Pending Verification Request.

The View, Update and Delete buttons are enabled.
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E_NFOCUSAW PAUL GUNDER. =
File Actions View Geto Help

EE e A

=% Data Collection Cigate Date | Sent To Division | Statuz Due Date
= * Non Financial -
® inancia
| Verifications |
MED AF niormatio
| 53] Case Maintenance
Eligibility
Collections
LIHEAP
Summiaries
LHilities
CWIS

- [ Wiew ] I | Update | Delete Help
L ¢

Tasks | Notices | Unverified | History | Summary Verification Request |
Dpon tack Runrengenfications 03172006 11:07:04

View: is aview only of the entire VR, no edits can be made.

Delete: Will delete the pending VR. Delete cannot be used on a VR in open status.

Update:Will allow you to complete the pending VR. Selecting Update opens the Add
Verification Request window. Items and comments can be added.

3. Select Ok when ready to finalize the Verification Request.

Note: When the selected Verification Request is in open status the View and Update
buttons will be enabled. View will allow the user to view the entire VR but no edits
can be made. Update will allow the user to mark items as received, close the VR, or
Add/Resend comments.

Only one VR can be in pending status. The New button will be disabled if there is a
VR in pending status. The Master Case cannot be checked in if there is a VR in
pending status. If

you tI'y to eXit the Pending Verification Request! ﬁ1
expert system with
a VR in pending
status you will There is an unfinished Pending Verification Request.
receive the
following message:

. [Return and Finalize] Delete Pending YR
The pending VR can be

deleted or you can opt to return
to the verification task and
finalize the request.
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Stop TMA from Going to Medically Needy (Change)

Parent caretakers who are over income for Transitional Medical Assistance (TMA)
will automatically be closed. They will no longer be reconfigured into a MN/PC
category since there is no verification of resources, or an ongoing medical need.

Pregnant Women Category not Counting Spouse Income (Fix)

Prior to this release, the Pregnant Women’s Category was not counting the spouses income
when they were both filing as single tax payers. With this release, the spouses income will be
counted regardless of the couples individual tax filing status.

Child Support and Parent Receiving SSI Income (Fix)

Prior releases excluded income of SSI recipients in ADC budgeting. This caused an issue
when child support is assigned.

Child support is interfaced as the parent’s income when assigned from CHARTS. If the
parent was receiving SSI, child support was excluded for grant comparison. This has been fixed
to allow for child support when assigned to be used in the comparison if the parent is also
receiving SSI income.

Exit Message (New)

A warning message has been added when exiting Expert System. If ADC, AABD/PMT, Child
Care and/or Medicaid programs are in active status and the come up month has not budgeted,
the following warning message will display.

Warning - Run Coenfiguratic » I

Before exiting Expert system, you need to run configuration and budgeting for the
following cases as they were found to be active without budgets continuing into
the future.

AABDYPMT - 42203320, ADC - 28008226, CC - 7390661

Click '"0OK' to return to Expert System for further processing,
Click 'Cancel' to ignore this warning message and exit Expert System,

QK Cancel

OK - will return to the navigation window. The budgeting buttons will not appear until
“Budgeting” is double clicked. However any selection on the tree list may be made.

Cancel - will navigate to notices.

Note: Existing budgets will not delete. For example if a program is a processed through
the come up month, a change is noticed and SSW goes back to a prior month to
close a participant, the future budgets will still be available and not pop this
message. If any change is made retro months, budgeting would still need to be
processed through the come up month.

Page
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Unearned Income (Fix)

With this release, the issue of old instances of incoming being pulled into the Unearned
Income section of the Medicaid Renewal Form has been fixed.

Income for Dependent Parent Not Counting in Child’s Budget (Fix)

When a parent is claimed as a tax dependent the threshold rules will not be applied
and all countable income will be included in their childs Medicaid budget.

N-FOCUS Tips

Department of Motor Vehicles Interface

[ 7= 1y
(&) N-FOCUS - Interfaces Menu = =
File Melp _‘
Case Person ‘
Name REBECCA S COMINGS
SSN  130-92-9707 Sex MALE Birth Date 01-03-1995 |f§l
Interfaces

W OE B[R] R E § @
5OEEE D EE B &

Select the DMV icon to access the Search Driver License/Vehicle wndow.

N-FOCUS - Search Driver License/Vehicle

Search Type
" Driver License (v V_[c hicle

Person

Last Name [N saondenees

LAl
First Name [GLENN  Female

Birth Date IDS-ZU-IQEZ = Male

County of Registration  |[NONE) |

When you search the DMV interface and use the Person’s Name information as your search
criteria, you get back many vehicles that may belong to your client.
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N-FOCUS - List Vehicle Information

File ‘Mv_’.-ri;-‘:el;;
=N REC
= (el /7] BJE]
Search Criteria
Name BRUMBAUGH,GLENN
Name Year Make Model Style Plate County Of Title County Of VIN
Type Registration
GLENN 1971 INTL cB HARLAN 114501
GLENN 1989 FORD F15 PK HARLAN 1FTDF1
GLENN 1990 HMDE XC WEBSTER
GLENN 1972 BUIC CNT 4T HARLAN 4P3972
GLENN,S 1968 CHEV XXX XX XC  WEBSTER CE148J
GLENN,S 1952 CHEV SD XC WEBSTER 5KKA48
GLENN,S 1949 CHEV XC WEBSTER 35JC13
GLENN,S 1985 PLYM VLE SV XC HARLAN 2PA4FHE
GLENN,S 1961 FORD GAL 4D XC FRANKLIN 1P52X1
GLENN,S 1980 FORD F100 PK  TC WEBSTER WEBSTER F10EPC
GLENN,S 1969 HOND XXX XX TC HARLAN CMI1A
GLENN,S 2011 HOMD Xu WEBSTER
GLENN,SHANE 1964 CHEV PU XU WEBSTER 4C144)
GLENN,SHANE 1982 CADI FBR 4D XU  WEBSTER 1GBABt
,GLENN,SHANE 1979 OLDS CCB SW XU HARLAN 3H35F9
‘ i '

By narrowing your search by County of Registration, the result is the list of the person’s
vehicles that were registered in the selected county, not those that received their Title in the
selected County.

N-FOCUS - Search Driver License/Vehicle a 7 - y
Search Type
" Driver License * Vehicle
Person
LastName |BRUMBAUGH G{f“f’?’

First Name IGLENN i Fearalt [a
Birth Date  [115.20-1962 - Mals

LCoun!y of Registration IWebsler __v_j J

N-FOCUS - List Vehicle Information

File View H;'r

= e A [y 7] EE]

Search Criteria
Name BRUMBAUGH,GLENN County of Registration Webster
Mare
Name Year Make Model Style Plate County Of Title County Of VIN
Type Registration
GLENN 1990 HMDE XC WEBSTER
GLENN,S 2011 HOMD XU WEBSTER
GLENN,S 1980 FORD F10 PK TC WEBSTER WEBSTER F10EPC
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DHS/SAVE Interface Requests

To avoid errors make sure the DOB, Doc number and Name are correct.

The name should be the N-FOCUS - US Citizenship/Tmmigration

name on the Immigration
document. If the
Application Management
person entered the name
on N-FOCUS differently
than it appears on the
Immigration document
change the name on the
Person Detail window in N-
FOCUS and resubmit the
SAVE request.

Do not include
extensions such as JR. and
SR in the name.

In the SAVE Response
the Status Granted date is
the date they count for the
date the 5 year bar begins.

= P

File Actions Goto Help

[

aon
HENLI

Master Case ID 281

Medicaid Persons

Name FLEMING HARRISON

Last Name First Name M Ext Birth Date SSN
GARBO JACK G 0917936 200K -
HARRISON FLEMING 0111811952 20X {=

. MC DONALD MAXIE
HAYES AVA
RANDOLPH M

RUDOLPH

1 .

Document Details

11126119680 300K

07123119688 004 m
0112041992 3004 ~

ADD

" Attested US Citizen
m * Documented Non-Citizen

" Undocumented Mon-Citizen

- Determine As Of Date (01-01-2014

Document Type |0ther

Document Expire Date |08-21-2014

Passport Number Passport Country of Issuance |

94 Number
Alien Number |984057630

Other Document Description |

5|

SEVIS ID

5|

Clear

| 1
Resp Status "n 4 Comp

Submit to DHS{SAVE Interface

SAVE Request History
|]f1 N-FOCUS - Test Date

1| 03-21-2016 09:06

If the I-551, Lawful Permanent Resident card, is beyond the expiration date the person
DOES NOT lose their status, the person just needs to renew their card.

On the I-551 the Receipt number is the same as the Case number.

If the client has an older form of documentation it may not have all the numbers that they
have today. On the US Citizenship/Immigration window use the ‘Other’ option and enter as
much data as possible to eligibility to be determined.
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Children and Family Services

Central Registry Expungement Request (New)

New functions are being implemented to assist with tracking requests for expungements
from the APS and CPS Central Registry including decision dates, hearing dates and decisions, as
well as waivers from minors who have been placed on the Central Registry. The new window for
this function is the Central Registry Expungement Request window.

[¥] N-FOCUS - Central Registry Expungement Request - I jm| I X I

File Actions Goto  Help

/7]

Perpetrator LARRY ALTERNATIVE Id # 93725189
- Ex t R t
Date Received Decision Date Adm Hearing Date Adm Hearing Decision Appeal Hea
Allegations Reviewedl
—Agency Decision
Date Received | Decision Date I
Add
—Administrative Hearing Update
Hearing Date | Decision I j Tele
 District Court Appeal Hearing Clear
Hearing Date | Decision I j
~Hearing Waiver
Date Received Option Selected
Add
Update
Date Received I Delete
Clear
Option Selected I j

‘u: N-FOCUS - Test D

03-16-2016 | 10:13

Accessing the Central Registry Expungement Request Window

There are multiple ways to access the window for Central Registry Expungement Request
windows:

Page
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Detail Intake Window

From the Intake Detail window, follow these steps:

Na T
sta et .. | SumusDae 03012016 | leiiif
Stabus Reas  50M Risk/Prevention Assessment [0301-2016 S Caloritrpate
M et ] Time_ [02:07 P AN Puctocs Al
Boceved . .. Update Date 03082016 AR tetery o]
LastUpdated  Porpesator Characterists [ _latake Notication |
-

Persons/Allegations

First M Allegation Rode Age C
24 ,'.l

Alleged Perpetrator

Mleged Peepetrator 24 ADULT Satrch by Addreie
FAR JANNA Alleged Victim 5 CMILD Search by Phone
Finding Complete? No

e Select/highlight an Alleged Perpetrator from the lists of persons in the
Persons/Allegations list box.
e Select Goto > Expungement Request option

OR -~ ParscnaAllagaiions
La#t First Ml Allegation Rele Age Clas

e Right click on
the selected
person

e Select
Expungement
Request from
the pop up
menu.
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List Allegation Window

From the List Allegation window, follow these steps:

e Navigate to the List Allegation window that has a Perpetrator listed.

e Select the Perpetrator from the list box.

e Select Goto>Expungement Request. N-FOCUS - List Allegation

File Actions View Help

OR - see other option on the following page

Policy

Contents

Expungement Request

. . Alleged Area Type i
¢ Right click the selected person Perpetrator

e Select Expungement Request from the C PHYSICAL NEGL |

L)

POp Up menu. LARRY ALTERNATIVE C SEXUAL ABUSE !

C MED NEG HNDCP

- LARRY ALTERNATIVE ¢ PHYSICAL NEGL
N-FOCUS - List Allegation
File Actions View Goto

Help
= ABG _G
=)
Alleged Area Type Alleged
Perpetrator Victim
C PHYSICAL NEGL BABY FIN
LARRY ALTERNATIVE C  SEXUAL ABUSE  STEYE AL
C MED NEG HNDCP BABY FIN
: LARRY ALTERNATIVE C

Open...

Enter Findings
Enter Expungements

Expungement Request

Detail Allegation Window

From the Detail Allegation Window, Select the Expungement Request button.

Note: The Expungement Request button is enabled when an Alleged Perpetrator is listed.

L L IFE )

Incident Date (03092016 Incident County [cherry -

Ivpe [PHYSICAL NEGLECT

Relationship to Alleged Victim  [Other Relative

Page

Intake Number 479 Type  Child Absse/Neglect
INTAKE NAME STEVE ALTEANATIVE CLOSED
Allegation Information

Alleged Vicin  BABY FINLEY =

UPDATE
Consultation Point

Created By DSS2918  Created On 03-092016 Modified By DSSZ918  Modified On 83-16-2016

Living dnformation

=l
e
=)

Alge Alleged Victim's Foster Parent? IN. .l Carctaker of Alleged Victim? l"" .|
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Using any of the above methods opens up the Central Registry Expungement Request
window. Workers who have access to view or update allegations can also view this window.
Only workers with special access related to entering expungement information will be able to
make changes to this window.

On the Expungement Request window, when an expungement request is received the worker
must at least enter the date the request was received prior to adding and saving. Once the
worker enters the received date and clicks ‘Add’. The expungement request is added to the list
box. Any allegations that placed the person on the Central Registry and reviewed as part of the
request will be saved in the ‘Allegations Reviewed’ push button. Clicking this button will open
an Allegation List window with those saved allegations.

B 1 FOCUS - Cennal Regestry Expusdpeenent Beguest = e B
Fde Aghons Goio  Help

/7] HIE

Expungement Requesls
Date Fecoived  Decition Dae Adm Hearing Date Adm Hearing Decition  Appeal Hea

(T — T

Agency Decisian

Date Aegeived [EEIFIIE = Decision Date

i
Administratiee Hearing fwl
Hearing Dste | Decision I J Delete
[Mistrict Court Appeal Hearing Clear

Hearing Dste | Decision I j

Update, Delete and Clear Buttons

Workers can Update the expungement request with the Decision Date and, if Administrative
or District Court Hearings are held, the dates of those hearings and the decision (result) of the
hearings. The options for Hearing Decisions for Administrative Hearings are ‘Affirmed’ or
‘Reversed’ and the options for Hearing Decisions for District Court are ‘Affirmed’, ‘Reversed’, or
‘Remanded back for additional consideration’.

When a worker makes a change to the expungement request, they will need to click Update
to update the particular request and save the window.

Bl M-FOCUS - Central Regutry Expungement Request _I_I" =] L‘
. Fde Actions Gels Hel
Workers will also be = = -
able to click the Delete L. [- ]
Perpeirator  LARFY ALTERNATIVE Id & 93725189
button to remove an D R
expungement request. Date Received Decision Date  Adm Hearing Date  Adm Hearing Decision  Appeal Hea
pung t request
013-01-2016 013-10-2016 03-12-2016
. Allegations Reviewed
The Clear button is 2 | 2
Decision
used to clear the i
information without Date Reccbeed [03-01-2016 Decision Date [03-10-2016
Adld

making any changes. Administrative Hearing Update

Hearing Date  |(03-12-2016 Deciaion l.ﬂﬂirmcd E| Delete

District Courl Appeal Hearing m

HElﬁﬂﬂ Diate 03-14-2016 Decision |.AHirm-=d 'j

Atfirmed
Ll d
H;;:r:c\:;mr Option Selected ltx:n biack for additionsl consideration




Minor Placed on Central Registry

Also, on this window is a section to track waivers received related to minors who have been
placed on the Central Registry. When a minor is placed on the Central Registry, they have an
option to waive the automatic hearings when they are first placed on the Registry as well as
when they turn 19 years old. When a waiver is received the users enter the ‘Date Received’ and
the option selected on the waiver and then click ‘Add’. This will add the waiver to the list box.
The user will then need to save the window. If the user makes any changes to the waiver, they
can make those changes and then click ‘Update’ followed by saving the window. They can also
delete the waiver by selecting the ‘Delete’ button.

~Hearing Waiver
Date Received Option Selected
Add
Update
Date Received [03-16-2016 Delzie
Clear |
Option Selected IWaive both hearings j

‘Waive hearing held within 60 days of placement on CR
YWaive hearing held within 60 days of 19th birthday
YWaive both hearings

16 | 10:36

Central Registry-Remove Court Pending (Change)

When an allegation has a finding of Court Pending, those allegations will no longer show on
Central Registry searches for a person listed as Alleged Perpetrator. A Central Registry search
will now only show when a person is listed as an Alleged Perpetrator in an allegation that has a
substantiated finding. Should a Court Pending finding be updated to Agency or Court
Substantiated, then the listed perpetrator will appear on the Central Registry. Should a Court
Pending finding be updated to Unfounded, then the listed perpetrator will not appear on the
Central Registry.

Page




Search CFS Consolidated Narrative (Change)

The Search CFS Consolidated Narrative window is accessed from the Detail Program e
Case window by selecting the Consolidated Narrative icon. ‘

Note: The CFS Consolidated Narrative icon is located on the Detail Program Case
Window, Detail Tribal Information Window and the Cultural Plan Window.

Date Range options

have been added to the 'IN-FCI]CUZ —PSearth CFS Consolidated Narrative o 0 S
. . nvyolve eople
search criteria for the CFS Last First Middle Name Ext
Consolidated Narrative. MCKEE AARON A
The Options available MCKEE ALAN SR |z
. . MCKEE CHUBS © Select All
include searching by Week, MCKEE DARRYL - Deselet Al
MCKEE DEREK.
Month, 3 Months or MCKEE JERRY L
Entering a Date Range. - )
Subject Area
R CFS/APS NARRATIVE B
Note: Wheq G
FAMILY FUNCTIONING NARRATIVE E
selecl’ilng theh INDEPENDENT LIVING PLAN : EE'E'T ':'A"
KINSHIP SEARCH esele
Weel\/’[ME()}Ill t LEGAL ACTION
or 3 Mon PROGRAM PERSON o
Option, the Keyword Search Date Range
Previous and gt Options =
Next buttons From [11-26-2015
will become To [02-262016
active. Prev Next
Clear Cancel Help ‘

Detail Common Referral for Placements (New)

The Common Referral has been added to N-FOCUS for workers to complete when
requesting placement for a child. Highlight a child from the Program Case and click on %
the new Common Referral icon. Select which Placement Type is applicable, the Reasons =
for Placement, and which strengths and needs under Youth Information they want printed.

Optional items you can complete are Referral Narratives and Services to be provided.

Information that will be pulled into the Common Referral from other areas in N-FOCUS (if
the worker has them completed) are:

Primary Permanency Goal
Worker/Supervisor Information
Relative Notices

FSNA Strengths and Needs (worker will have to select which ones they want printed)
Child’s most recent court information
Conditions

Most Recent Medical Appointments
Child’s Medications

Child’s Allergies

Child’s most recent Safety Decision
Child’s School Currently Attending

Page
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e Child’s Home School (School District Attended When Made a Ward)
e Child’s current Placement Type
e Child Demographics

List Common Referral Window

From the List Common Referral Window, you can create a new Common Referral by
selecting the New icon or open an existing Common Referral by highlighting the appropriate
row and selecting the Open icon.

Note: Both the New and Open icons will open the Detail Common Referral for
Placements window.

" — = 5
N-FOCUS - List Common Referral I .l":' = é}
File View Goto Help
ol AEC oooon
([ETF K= RS [ HE
Case Person:  LATROY MCKEE
Referral Date Placement Needed Date Current Placement Type 1D Number
01-02-20 01-02-20 P FO R HO APPROVED
il
|
I
|
|
|
|
L
Page




Detail Common Referral for Placements Window (New)

The Detail Common Referral for Placements window is used to create and view information
regarding a Common Referral for the Placement of a youth. The information entered via this
window will be used in the Common Referral correspondence. Information documented on this

window includes:

e Assigned
Worker/Supervisor
Name

e Youth
Demographics

¢ Permanency Goal
from the Case Plan

e Court Information
from Legal Actions

e FSNA Strengths
and Needs

e Relative Notices

e SDM Statuses

Navigation Buttons:

Plmnt Type Narrative

N-FOCUS - Detail Common Refel

Actions  Detail Goto Help

m

Mc# 544 UPDATE
i Youth Demographics

Name DARRYL MCKEE Age 13 DOB 02-09-2002 Gender MALE

Race YWHITE Ethnicity NOT HISPANIC OR LATINO Primary Language

Home School  OMAHA PUBLIC SCHOOLS Secondary Language

School Currently Attending RONCALLI CATHOLIC HIGH SCHOOL
Current Placement Type FOSTER HOME-HHS

The Plmnt Type Narrative button opens the Placement Type

Requested Narrative window. This narrative is to be used to document information pertaining to
the selected placement type of Other.

Note: To activate this button, scroll to the bottom of the Placement Type Request List Box
and select Other/Location Preferred.

Worker/SpvrfCourt Info

The Worker/Spvr/Court Info button opens the Common Referral

— Worker/Spvr/Court Information window. This window displays the Worker, Supervisor and
Court Information associated with the Common Referral.

Relative Motices ‘

The Relative Notices button opens the List Relative Relationships

window. This window lists the Relative Relationships within the Program Case as well as

Contact/Response History.

Referral Narratives ‘

Narrative window.

The Referral Narratives button opens the Common Referral

Page

Date of Referrral  |01-01-2016 Date Placement Needed  |01-01-2016 Id Nbr 85121113
Completed By LARRY LAYENDER
Office LINCOLN
WorkerfSpvrfCourt Info | Reason for Plcmnt |
Placement Type Requested
PRTF ﬂ Relative Notices | Youth Information |
Out of State
OtherfLocation Preferred - ) ) )
Plmnt Type Narrative Referral Narratives | Services |
4
L
Per v Goal
’7(" Reunification © Guardianship &+ Adoption  Independent Living ~ Other ‘
[E-roc
Nnaar anire I 10, an




Reason for Plcmnt

The Reason for Plemnt button opens the Common Referral —
Reason for Placement window. This window documents a series of questions that indicate the
reason a placement is being made.

-)C.Coﬂr_lon Referral - Reason for Placement‘d - !_ &

Name |ATROY MCKEE Person ID 53514927

Commeon Ref I 12992593

"Reasun for Placement

Why is the youth in care?

Physical Abuse
Sexual Abuse

Neglect
Dependency
3c]

N

Save and Previous | |1 vl of & Save and Next

Save | Save and Close | Close

“outh Information |

The Youth Information window opens the Common Referral —
Youth Information window. This window documents the Strengths and Needs of the youth.

N-FOCUS - Common Referral - Youth Information =L

Name LATROY MCKEE ID 53514927 UPDATE

Rating
f { CSN1  : EmotionaliBehaviora

Strength or Need [Click Below to include) {l

¥] C :Limited emotional adjustment
4 [ | B

Specific Youth Information fl

Polite

Mature

Honest

Sense of Humor
Running

Immature

Lies

Physically Aggressive = 3
History of Suicidal Ideations Youth Information Summary I I
Verbally Aggressive f

XEXERREREER

Save and Next

Save and Previous Save | Save & Close Close Help |

Page
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Note:

To see a summary of the information

documented, click the Youth Information
Summary button to open the Common Referral

Youth Information Summary

— Youth Information Summary window.

N-FOCUS - Common Referral - Youth Information Summary

Name LATROY MCKEE ID 53514927
Rating ltems Legend

CSN1_: Emotional{Behavioral
C8N2 : Sexualized Behavior
CSN3 : Physical Health/Disability
CSN4 : Education
CSN5 : Family Relationships
CSN6 : Child Physical and Cognitive Development
CS8N7 : Substance Abuse
CSN8 : Cultural ldentity
CSN9 : PeerfAdult Social Relationships

CSN10 : Delinquent Behavior

CSN11 : Life Skills[optional for Children aged 14 and under]

C8N12 :ldentified Child StrengthfNeeds[not covered in CSN1 - CSN11]

Child Strengths and Needs Rating [CSN) ltems
Child Name 1 2 3 4 5 6 7 i} 9 10 11 12
| LATROY MCKEE c
Legend Comments [For CSN12: Not covered in CSN1-CSN11]):
A - Strength fdasf -
B - Average
C - Increase Need
D - Extraordinary Need i
Close Help

Services

‘ The Services button opens the Com

mon Referral — Services to be

offered the Youth window. This window is used to Add/Update and Remove services for the

Youth.

N-FOCUS - Common Referral - Services to be offered to Youth

l Name LATROY MCKEE
Common Ref ID 12992593

Person

Service

™ Misc Service

Provider Name

Number 53514927

EEI

e |

Provider Name

Service

Clear

FAMILY SUPPORT SERVICES
TRACKER SERVICES

VISINET INC

Close

Page
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Copy Common Referral (New)

From the Detail Common Referral window, click the Copy Common Referral icon to
copy the information from the existing Common Referral. All of the information in the
Youth Demographics are will be added to the new Common Referral. The
Worker/Supervisor/Court Information will also be copied.

Change of Placement Notice (Change)

The title of the Change of Placement Notice will now be titled Change of Placement/Change
of Worker Notice. You will now be able to CC the child’s current placement, current placement’s
licensing agency, and service providers under the “Send Copy To” function.

Home Details - Training (New)

A new training function has been added to Home Details for foster homes. You can now add
Trainings, Date Completed and Hours of the training to this new window. These trainings can be
added for each of the Related Persons on the Detail Organization.

Home Detail — Placement Preference (Change)

Unlimited Acceptable Conditions can now be selected in Placement Preferences.

Nebraska Caregiver Responsibility (NCR) (Change)

The NCR has been updated to add an Electronic Signature to the print out. When a
supervisor finalizes the NCR, it will show that the supervisor electronically signed the NCR.

SDM Case Plan (Change)

The following changes have been made to the SDM Case Plan:

e Tying Transitional Living Plans to Case Plans has now been updated to include 14
year olds and older.

e The Case Plan will also now allow a user to update the Progress Narratives when a
Case Plan is in Final Status.

Superintendent Letter (Change)

Users will now be able send Superintendent Letters to Nebraska Public School Districts
where State Wards are attending. The user will follow the same steps as before and when the
user clicks print they will be asked if they would like to electronically send the Superintendent
Letter. The Superintendent Letter will then be emailed immediately to the Superintendent of the
School District that the State Ward is attending. This Superintendent will then send it directly to
the School.
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Relative Notices (Change)

Relative Notification has been redesigned to make it easier for workers to document contacts
and responses from relatives. To document follow these steps:

e Select the Relative Notices pushbutton on the Detail Program Case window.

M-FOCUS - Detail Pragram Caze ,;J,Ll,i

‘il Actions  View Goto  Detail Help

a1 e 1 [ 5 e O o Y
i 123 e 2 = o £ 2 I 8 5 N P = B [T R

~Program Information

Adminisirative Roles Casze Plan
Program CFS COURT I 21208200
Master Case ID 2 Made ASSIGNED Legal Action Case Detail
Status Active Status Begin Date  01-01-2015 Consultation Paint TLP

Relative Notices Program Person

Note: Ifthere are no previous Relative Notifications, then the following message will
display.

M-FOCUS - confirm x I

=% MNFOAUBLC - Mo relative relationships were found, would you like to
¥ create a new onef

Yes Mo

e Select ‘Yes’.

The Add Relative Notice Relationship window will display.
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N-FOCUS - Add Relative Motice Relationship

MC ID# 2 Program Case Name HOMER H SIMPSON

e | ||

Related Children | BART SIMPSON
BENNY SIMPSON
LISA SIMPSON

MAGGIE SIMPSON H.II
SALLY SIBLING

Relationship Type j

Save Save and Next Cancel

There are two methods for entering Relatives.
Method 1

e The Relative drop down list is populated with everyone who has a Family
Relationship established to any of the children in the CFS Case.
e Select the appropriate relative.

MC D 2 Frogram Case Name HOMER H ZIMPE0N

e (AN BMARING j [-1 E

GRANDPA SIMPSON
HOMER H SIMPSON
Aclatel) Chikdren  |MARGE SIMPSON

SALLY SIBLING E‘

Felatianghip Type | =

Smvee Smve .u..sm.-le Cancel I

Note: Ifyou don’t know who the person is that is listed in the drop down, you can
highlight them and select the Detail Person icon to find additional N-FOCUS
information on the person. (i.e. Address and Master Case involvements).
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M-FOCLUS - Add Relatiee Notsce Relationship

MC DR 2 Program Case Name HOMER H SIMPSON

Relative [ | E

e Select the Related Children from the list box.
¢ Select the Relationship Type from the drop down list.

% - Add Felstree Mot Rolatiofrbap
MCIDE 2 Program Case Name HOMER H SIMPS0N
Relative  [GAANDPA SIMPSON - Eﬂ
Related Children

SALLY SIBLNG wi

Relstionahip Type |tiﬂnd|;ur:l1 - Paternal j

Save 5mmnm| Cancel |

e Select Save and Next to create another Relative Relationship or Save to return
to the previous window.
Method 2

e Select the Out Select Arrow.

MCiDE 2 Program Case Hame HOMER H SIMPS0N

e | ||

Helated Child BART SIMPSON
e " BENNY SIMPSON
LA SIMPSON

MAGGIE SIMPSON E

BALLY SIBLING

Relationship Type ﬂ

S Save and Next I Cancel |
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The Person Search window will display.

o ]
55N 55N Last Four Digits ’V I~ | Search on 58N History:
- OR_
—Person
— Sex Last Name Search Method
Last |SMITH
I “ Al " Exact Spelling
First [SUSIE C Female || & pariial Name
o
Birth Date [05-03-1968 Male  Sounds Like
City | " Search on Central Register/Registry
State I[NONE] j " Search on Name History
-0R- -0R-
—Person MMIS Cross Reference
Number I Number I
- OR_
~CFS Docket Numb Search by Address |
Court Docket Number Page Number
-0R- Search by Phone

_Seach by Prane |
_search by dcaun |

Search by Account

Clear | Cancel | Help |

N-FOCUS - Tes
Jl]3-l nA112n1g |1

e Enter the known information about the relative
e Select the Search button.

Note: If the person is not located on N-FOCUS the Person not found pop up will display.

N-FOCUS - Person Search P I |
~Person
85N I 55N Last Four Digits I ’7 " Search on 55N History
- OH -
~Person
- Sex Last Name Search Method
Last |SIMPSON
I Al " Exact Spelling
First |PA‘|‘r| ¢ Female | & padial Name
Birth Date _x |Mate © Sounds Like

City I _ Search on Central Register/Registry

[@I Person not found
State I[NONE] il Eearch on Name History

-0R- -0R-
- Person ross Reference
Number ‘ ‘ Number

-0OR-

- CF5 Docket Numb Search by Address |
Court Docket Number Page Number
-0R- Search by Phone

Search by Account |
Search | Clear | Cancel | Help |

e Select the OK button and then the Cancel button.
Page
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The Add Person window will display.

N-FOCUS - Add Person x |

~Name

—.
=
&
=Y

|PATTI

Middle |

Last [SIMPSON

Ext [NONE)  ~]

Sex (YIS -
ssN [
Birth Date |

Ethnicity I[NONE] j

Race | American Indian or Alaska Native
[Select ALL g?ia: Attican Ameri
ack or African American
that apply] Declined
Native Hawaiian or Other Pacific Islander
Unknown
White

Perform Clearancel Cancel | Help |

¢ Enter the information you have for the relative.
Select the Perform Clearance button.

e Once the person is added to N-FOCUS select the Related Children, Relationship Type
on the Add Relative Notice Relationship window.

e Select Save or Save & Next.

N-FOCUS - Add Relative Notice Relationship

MC ID# 2 Program Case Name HOMER H SIMPSON

Relative  |PATTI SIMPSON j

ERETLRTT I BART SIMPSON
BENNY SIMPSON

LISA SIMPSON
MAGGIE SIMPSON
SALLY SIBLING

Retationship Type [T - |

Save | Save and Next | Cancel |
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Once you are finished adding the Relative Relationship(s), the Relative will display in
the Relationship box on the List Relative Relationship window.

k] N-FOCLES - List Relatere Relationibaps ;LI_K

Fille Actions Yiew GoTo Help

[

Master Case I 2 Program Case Name HOMER H SIMPSON
Relationships
Relative Name Child Name Type
GHANDPA SIMPS0OMN BENNY SIMPE0ON GHANDPAHEN
GHANDPA SIMPS0N MAGGIE SIMPS0N GHANDFPAHE
GRANDPA SIMPSON BART SIMPSON GRANDPAFE |
GRANDPA SIMPSON LISA SIMPSON GRANDPARE|
FATTI SIMPSON BART SIMPS0N AUNT - MATEF
PATTI SIMPEON MAGGIE SIMPSON AUNT - MATEF - F9E
PATTI SIMPSON SALLY SIBLING AUNT - MATEF —
PATTI SIMPSON LISA SIMPSON AUNT - MATEF Delete
| | i |
ContaciFlesponse History
Date Description Helative Child
Add
Update
Telete
View

Note: To add another relative select Add in the Relationship box.

¢ From the Contact/Response History group box, select Add
The Detail Contact and Response window will display.

o Select the Relative from the dropdown list.
o Relative Children Group Box will populate based on the Relative selected
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Note:

Note:

N-FOCUS - Detail Contact and Response = I | I X

File Goto Help

MCID# 2 Program Case Name HOMER H SIMPSON ADD

Relative |GRANDPA SIMPSON j

Related Children BART SIMPSON
BENNY SIMPSON

LISA SIMPSON
MAGGIE SIMPSON

—Relative Notification

[¥ Contact Date  |04-10-2016
[ Response Type ILetler j

Narrative

B

Then select the contact or response check box.
Enter the appropriate date.

Select the Type from the drop down list.

Enter Narrative as appropriate.

This is an optional narrative that replaces the need to do a Kinship Narrative.
Because this is a contact made by letter, it is not required to document a narrative.

Select Save, Save & Close or Save & Next.

For contacts by letter when you Save, Save & Close or Save & Next, the following
pop-up box will display.

MN-FOCUS - Relative Motification

Please select the letter type you want to create.

’rNotifi cation Letter Type

' Relative Notification ' Relative Notification Follow-Up Letter

Is the relative considering the possibility of providing a home for the child at this time?

Does the relative wish to remain involved with the child?

oo

At the current time placement with this relative is being considered?

YWorker's Email Address

If you have not had phone contact with the Relative, select Relative Notification.
o You will need to enter the Worker’s Email Address and Select OK.
o This prints the Relative Notification Letter.
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e Ifyou have already made contact with the relative by some other method than
written correspondence, select Relative Notification Follow-Up Letter.
o Answer the three questions and enter the Worker’s Email Address.
o This prints the Relative Notification Follow-Up Letter.

Note: State statute requires that all relatives be notified in writing. If you had
phone or in person contact with the relative, you must generate the
Follow-Up Letter which confirms your prior conversation and satisfies the
statue requirement.

Relative Letters may only be created for children who are state wards.
Both of the letters contain language stating the child is in DHHS custody.
Contacts other than letters may be created for state wards and all other
children in the case.

When you are finished documenting contacts and responses, they will display in the
Contact/Response History box on the List Relative Relationships window.

e Selecting a Relationship will cause only those contacts and responses for that
Relationship to display.
e To view the entire list of contacts and responses deselect the Relationship.

H-FOCUS - List Relative Relationships él;lil

File Actiens Yeew GoTo Help

&7 | [E4 ] ] 2] iy 7] BE]

Master Cage ID 2 Program Case Name HOMER H SIMPSON
Relationships
Relative Name Child Mame Type

GRANDPA SIMPSON BENNY SIMPS0N GHANDPAAEN
GRANDPA SIMPS0N MAGGIE SIMPS0ON GHANDPAREN
GHANUIFA SIMFSUN

TLARLTFA BT

LHANLIFARE N

HAHT S
. SHANLIPAHE I

LN
] )

Ll

Add

PATTI SIMPE0MN BART SIMPS0ON ALUNT - MATEF

PATTI SIMPS0ON MAGGIE SIMPSON AUNT - MATEF Updul:l
PATTI SIMPS 0N SALLY SIBLING ALNT - MATEF

PATTI SIMPS 0N LISA SIMPSON AUNT - MATEF  Delete |
i | |
ContacfHesponse History

Date Description Relative Child

D4-11-2016 CAMN PROVIDE A HOME GHANDPA SIMPS0OMN BART SIMP3 .

b4-11-2015 CAN PROVIDE A HOME GHANDPA SIMPSON BART SIMP3

041 0-2016 LETTER GRANDPA SIMPSON BART SiMPY Lipdate

Delete

LA
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History of Relative Notification (New)

The History of Relative Notification is a new correspondence that shows all of the contacts,
responses and narratives for the selected children.

B IWEFALELIEE N EEWED sELFEW —

e From the List Relative N-FOCUS - List Relative Relationships
Relationships window, select File View GoTo Help
Actions>Print History of —
. . . Add New Relationship
Relative Notification. o i
Update Relationship Type
Mas Delete Relationship Nase Name
Add Contact/Response
Re Wpdate Contact/Response
R Welete Contact/Response Child b
f View Contact/Response :
BENN
G Create Motice To Court MAGG
Print History of Relative Motification BART
. 4 154 S
The Print History of Relative Notification window will display.
LB MN-FOCUS - Print History of Relative Motification X I

Select the children you want to include in the history report.

LISA SIMPSON
MAGGIE SIMPSON
BART SIMPS0ON
SALLY SIBLING

0K | Cancel |

¢ Select the children you want to include in the History Report.
e Click OK.
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Notice to the Court (Change)

The Notice to the Court is printed from the List Relative Relationships window, Actions
menu, Create Notice to Court option.
e From the List Relative NF:, —— i
Relationships window, select

- List Relative Relationships

File View GoTo Help

Actions>Create Notice to Court. —
Add New Relationship i“
. . Update Relationship Type
The Create Notice to Court window Dpl S e P
11 displa Mas elete Relationship “ase Name
wi play. Add Contact/Response
Re Update Cantact/Response
R [elete Contact/Response Child b
C view Contact/Response :
G BENN'
G Create Motice To Court MAGG
Print History of Relative Motification

I AN 1oAae

MN-FOCUS - Create Motice to Court

Children

LISA SIMPSON

SALLY SIBLING

BART SIMPSON

MAGGIF SIMPS0ON LI

Court to Notify:

Adams County Court j Court Docket Number IJW 23
Page Number |45

Prepared By: |SUE SUE SINGER Iﬁ

oK | Cancel

Select the Children from the list.

Select the Court to Notify from the drop down list

Enter the Court Document Number

Enter the Page Number

Enter the appropriate staff person in the Prepared By field by selecting the Out Select
Arrow.

e C(lick OK

Note: The Create Notice to Court has been simplified and the parents’ names will pull in
automatically.
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Transitional Living Plan (New)

With this release, the Independent Plan has been converted to the Transitional Living Plan
in order to be in congruent with policy

The Transitional Living Plan series of windows is used to
document transitional living plans for youth age 14 to 23. The TLP
Transitional Living Plan windows open from the Transitional Living
(TLP) button on the Detail Program Case window.

Note: If there is more than one Transitional Living Plan for the youth, the List
Transitional Living Plan window will display.
Detail Transitional Living Plan Window (Change)

The Detail Transitional Living Plan window allows for documentation of the Transitional
Living Plan for the youth.

MN-FOCUS - Detail Transitional Living Plan - =] | b

File Acticns Help

[

Name LISA SIMPSON Person Number 6385695 UPDATE
. Transitional Living Plan
Begin Date  [01-24-2013 PlanjGoals | Provided Servil::e|
Status Modified asof  04-11-2016
Progress | Status History |
Updated By DS52903 Number 52399225

Plan Participants

Name Begin Date End Date Role
LISA SIMPSON 01-24-2013 Youth
MRS MARINO 01-01-2015 Participant

DAN MARINO 04-11-2016 04-11-2016  Participant | il m

d| | o]

-~ Transitional Living Plan Review [By Worker)

Last Date  04-11-2016 Reviewed By SUE SUE SINGER Aeview | History

Plan Goals: Select this button to add or Update plan goals. The Detail Transitional
Living Plan Goal window will display.

Provided Service: Select this button to document what services have been provided to the
child during the selected month. The Transitional Living Provided
Services window will display.

Progress: Select this button to enter Progress Notes for the selected category.
The Transitional Living Plan Progress window will display.

Note: The plan needs to be in Approved Status for the Progress
button to become active.

Status History:  Select this button to view the status history of the Plan. The
Transitional Living Plan Status History window will display.
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e To view the Person Detail for the participant, highlight the
appropriate row and select the Person Detail icon.
e To add additional participants, select the Out Select Arrow icon.

The Plan Participants are listed in the Plan Participants group box. | . ﬁ

The Transitional Living Plan Review (By Worker) group box is used to document and view
who reviewed the plan and also to view the plan history.

Note: The Plan must be in Approved Status for the Review button to become active.

From the Action menu, you can Update N - - -
’ ’ | M-FOCUS - Detail Transiticnal Living Plan
Modify, Review and Close the Plan. You can _ i
also End Date or Remove a Plan Participant as File [ Actions | Help
well as print the Transitional Living Plan. D Update Status
— Medify Plan L

Review Transitional Living Plan
Tr Close Plan

E End Diate Plan Participant

Remowve Plan Participant

I Print Transitional Living Plan I

Required Contact Narrative (Change)

The following changes have been made to Required Contact Narratives:

e  Workers will no longer be able to create narratives for ‘Phone Call to Child’, ‘Phone
Call to Parent’, and ‘Phone Call to Provider’.
o Any phone calls should be documented in the appropriate ‘Efforts to Contact’
narrative.
e Check boxes to filter the narrative item list have been added to make to easier to find
correct narrative item.
o Example — if the Child/Young Adult checkbox is checked only the narrative
item pertaining to children and young adults display.

Marrative Information

Subject Hequired Contacts Oecurrence |[I-I1-'| 1-2016
Childfvoung Adult | Parents
WARDS ON RUNAVWAY STATUS Mother I~ Provider
PRIVATE VISIT WITH CHILD IN RESIDENCE Father

PRIVATE VISIT WITH CHILD NON-RESIDENCE ﬁ:cnrd 04-11-2016

PRIVATE FACE TO FACE WITH YOUNG ADULT

EFFORTS TO CONTACT CHILD child.

e Workers should be narrating about Safety, Permanency and Well-Being. A reminder
was added to the Required Contact Narrative window.
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R N-FOCUS - Multi-Person Narrative
Sile  Actions  Edit Goto  Help

[ ][] i

Detail Program Case
=Invalved People
Last First Middle Ext

BROWN JIMMY Add
Remove

-Narrative Information

Subject Required Contacts Occurrence |04-11-2016
¥ Childf¥oung Adult |~ Parents
Item IWARDS ON RUNAWAY STATUS j I” Mother ™ Provider
I” Father
Created By Last Updated By Status DRAFT Record 04-11-2016

Document contact with law enforcement regarding status of efforts to locate child.

Safety, Permanency and Well-Being

Spell Check | Maximize Narrative Text | Previous | Next |

Parent Contact Button (Change)

There are some situations where the worker cannot make contact with a parent through no
fault of their own. Prior to this release, the worker a complete a ‘Efforts to Contact’ narrative on
a monthly basis to avoid being penalized on reports.

With this release, a Parent contact button has been added to the Parental Rights window.

Note: To access the Parental Rights window, from the CFS Detail Program
Case window, select the Parental Rights icon. ] % ‘

x|

File Actions

il =

Parental Rights

Child — fLucy BROWN =l |/add Parental mgm:“ Parent Cnnl:nﬁl 15 of 22 OH |

Selecting this button will display the Parent Contact Exception window.
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Child

Name LUCY BROWN

Birthdate 05-24-2004

~Contact Exception Reason

ADOPTED BY A SINGLE FEMALE
ADOPTED BY A SINGLE MALE

SAME SEX FEMALE PARENTS

SAME SEX MALE PARENTS
DOCUMENTED REFUSAL FOR FATHER
—|DOCUMENTED REFUSAL FOR MOTHER

Add

Update

H

Delete

DOCUMENTED REFUSAL FOR BOTH PARENTS

r Farent COMTact EXT

|

Reason

Begin Date End Date

oK | Cancel |

i \-Focus - Test Datell

To document the Exception Reason, follow these steps:

e Select the appropriate Contact Exception Reason from the drop down list

e Select the Add button.
e Select OK

o The Parental Rights window will display
e Select Save to finish the process.

Note:
not be required.

If a worker selects ‘Adopted by a Single Female’, monthly contacts with a father will

If an exception ends, the worker should highlight the exception in the Parent Contact

Exceptions list bottom
box, enter the end date,
select update button and
select OK. The Parental
Rights window will
display. Select Save to Gontact Exception Reason

Partet Contact Exception

Child

Hame LUCY BROWN

Birthdste  05-24-2004

complete the process. [DOCUMENTED REFUSAL FOR FATHER

There is also
a Delete

Note: Begin Date [I507 2015

End Date [IECEOE

function
which should
only be used
if the
exception was
entered in

Farent Contad Exceplions

Feanon

LOCUMENTEL HEFUSAL FOH FATHER

error.




ICWA Cultural Plan (New)

Cultural Plan is accessed from the Detail Tribal Information window by
selecting the Cultural Plan button. This window is used to document the Cultural Plan
cultural needs of the youth.

New functions to enter a Cultural Plan for a Foster/Adoptive/Guardianship or Resource who
have a Native American child placed with them have been added to N-FOCUS. The Cultural
Family Plan can be accessed from the Detail Tribal Information window for a child by
selecting the ‘Cultural Plan’ push button or from a SDM Case Plan by highlighting the
child and selecting the Cultural Plan icon.

Bl N-FOCUS - Detail Cultural Plan

CLN BE

Child's Name BRUCE FINLEY Date of Birth  09-08-2011
Complcted By JOSEPH SWIFTY V [E' PlanDate (04112016 FRea Naraives
KAHN, MADELINE Tribe Details |
Child"s 1l fregi ber and amy other indication of membership or eligibility for membership

-

in a tribe fi.e. Certificate af Deglzc of Indian Blood, Indian Health Services card testimony of tribal elder, etc):
‘Bruce's father 5 uy he is & member of the Ponca tribe

) Fa

Membership cligibility of parent{s] and earollment number(s) and any other indication of membership or eligibility
for membership in a tribe:

Parent Name Tribe Enroliment
| CHUCK FINLEY PONCA TRIBE OF NEBRASKA 54656156

[Chuck is & member of the Ponca tribe with an entollment number

If a response has not been recelved from tribe, do you have - Y ~ No
a reasonable betief that ICWA will apply. If na, why?: = Y

To create a Cultural Plan workers must first enter the name of the worker completing the
plan, the Plan Date, and the name of the Organization serving as the Resource Family or

Foster/Adoptive/Guardianship placement. Once those fields are entered, the worker can save
the plan.

On the Detail Cultural Plan window, workers can entered a narrative with information
regarding the child’s enrollment or membership in tribes as well as information regarding the
parents’ eligibility. If a parent has tribal information entered on N-FOCUS, the tribe and
enrollment number will be displayed.

Workers can also indicate if they believe ICWA will or will not apply to the child prior to
sending a Tribal Membership Inquiry for to one or more tribes. If the worker selects that ICWA
will not apply, they can enter a narrative explaining why not. If the child already has the ICWA
indicator marked ‘Yes’ on the Detail Tribal Information window, the ‘ICWA already Exists’ will
be pre-selected. Users can unselect that designation if they choose to and mark ‘Yes’ or ‘No’.
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Tribe Details (New)

The Cultural Plan-Tribe Details window is accessed by selecting the Tribe
Details button on the Detail Cultural Plan window. This window is used to
document the youth’s tribal information, the Cultural Plan Motion and Court
Decision in addition to information regarding the Tribal Membership Inquiry Form.

Tribe Details

Each tribe listed in the child’s Tribal Information window will be listed.

o]
File Actions Help
N N a HENL
Childs Name BRUCE FINLEY Date of Birth 09-08-2011 UPDATE
Tribe Name Enroliment Number
ALATNA VILLAGE

AROOSTOOK BAND OF MICMACS
PONCA TRIBE OF NEBRASKA

SANTEE SI10UX NATION, NEBRASKA 96543213
Motion Date Hearing Date Court Decision
R if motion denied:
1
Man|
i
~Tribal Membership Inquiry Form
" Yes, sent € No, not sent f not current Last Sent Date
Reason, if not sent }/ not current
T
Max|
o

o
03-17-2016 | 13:05

When the worker highlights a tribe on this window, the most recent motion to intervene date
will populate, if one exists. If there is a motion and hearing date, that will populate as well as
the Court Decision on the motion to intervene. If the decision is to deny the intervention, the
user will be able to enter a narrative about the reason it was denied.

Also, on this window, staff will be able to enter if a Tribal Membership Inquiry form has
been sent to a particular tribe or not. If one has not sent, the worker can enter a narrative about
the reason it was not sent.

If a child has information entered on the Detail Tribal Information window for ‘Status Date’,
‘Verification Document Receiver’ (marked ‘Yes’), or ‘Document Signed By’, the answer will be
defaulted to ‘Yes’ unless they have previously documented a narrative with ‘No’ selected.
Otherwise, the answer is defaulted to ‘No, not sent/not current’. Users will have to manually
enter the ‘Last Sent Date’ each time prior to printing the Cultural Plan.
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Cultural Plan Narratives (New)

The Cultural Plan Narrative window is accessed by selecting the Plan
Narratives button on the Detail Cultural Plan window. This window
includes narratives on the tribes’ views concerning placement, information
on the Indian Child Welfare Worker and Native American Association, as well as the specific
plans that the Resource Family has made.

Plan MNarratives

To enter a narrative, highlight the particular narrative and enter text pertaining to that
subject area. Select Save

and Next to move on to the Bl N-FOCUS - Cuttural Plan Narratives il - ol x|
File Actions Edit Help

next narrative if desired. @

Once all Of the Narrative Type Record Date  Narrative Text NEDAIE
. . TRIBES VIEWS CONCERNING PLACEMENT 02-29-2016 fdasfsd -
necessary information for INDIAN CHILD WELFARE WORKER 02292015 fdasted il
NATIVE AMERICAN ASSOCIATIONJ/CENTER 02-29-2016 fdsafsd
the Cultural Plan has been SHARE BIOLOGICAL FAMILY INFORMATION WITH CHILD 02292016 dastsd o
MAINTAIN CONTACT WITH TRIBE(S 02-29-2016 fdastsd
entered, you can select MAINTAIN CONTACT WITH EXTENDED FAMILY/SIBLINGS 02292016 fdsafsd
Action >Print Cultural Plan || A e T Oy TRADITIONS, YALUES Deeycilo fendied =
select the Print Option. The NAME AND ADDRESS OF LOCAL NATIVE AMERICAN ASSOCIATION OR CENTER. =l
printed correspondence =
pulls in information o
entered on the Cultural Text Last Updated By DSSZ918  On 02-29-2016
desafsd
Plan as well as other
information related to the =
child’s tribe(s) and their o
parents’ tribe(s).
There also is the option , —
to delete the Cultural Plan. O e one | 17
N-FOCUS - Detail Cultural Plan = I [m| I X I
File Help
7] SE
Delete Cultural Plan E E E (I
Child's Name BRUCE FINLEY Date of Birth 09-08-2011 UPDATE
Completed By JOSEPH SWIFTY ¥ Plan Date  [p4-11-2016

Name of Resource Family KAHN, MADELINE Tribe Details |

Child's enrollmentfregistration number and any other indication of membership or eligibility for membership
in a tribe [i.e. Certificate of Degree of Indian Blood, Indian Health Services card testimony of tribal elder, etc):

Bruce's father says he is a member of the Ponca tribe.

ICWA-Tribal Ancestry Information (Change)

When entering Ancestry Information on the Tribal Membership Information window, a
child’s biological mother and father will automatically populate.

When adding a person and selecting a relationship type of Mother or Father, if a female
biological parent is already on N-FOCUS, that person will automatically be shown on the
window for the relationship of mother. If a male biological parent is already on N-FOCUS, that
person will automatically be shown on the window for the relationship of father. Any
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information for that person including, birth/deceased dates, addresses, tribal information, etc.
will also be pulled in if already on N-FOCUS.

M-FOCUS - Ancestry Detail Information

Once the person is pulled into
the window, you can update any
additional information and then
click ‘Save’ or ‘Save and Close’ to
save that person in the Tribal
Membership Information window.

Relationship: Mother j

Name

|7F't:rsun Details -

Intake-Add Person (Change)

When adding a person to an intake, if the person being added is involved one or more
Master Cases with additional people. There is the option to add those people to the intake. he
worker will confirm that they want to add a person to the intake, the ‘Associated Master Case
Person’ window will open showing any persons involved in a Master Case with the added

person. Highlight the person(s) to add to the intake and click ‘OK’ to add them or ‘Cancel’ to not
add the Master Case persons.

M-FOCWS - Associated Master Case Person

Below are the associated persons from the master case
where the selected person is involved

Name Birth Date Sex ARPId Master Case Nbr
SALLY ALTERNATIVE 12-12-2012 F 20109204 511
MIKE ALTE RNATIVE 12-12-2011 M 26029023 511

TERMNATIVE 12-12-1980 M 40904593

- MOM ALTERNATIVE 12-12-1982 60373243

Ok | Cancel

Note: Only 10 people can be added to the intake at one time using this method. If more
than 10 need to be added, add another person to the intake and start the process
again.

Intake-Law Enforcement Notice (Change)

Law Enforcement Notices will now always be created for Child Abuse/Neglect and Adult
Protective Services type intakes. Previously, there were some scenarios where these notices
were not required to be created when the source was Law Enforcement or for APS intakes when
the status reason was ‘Does Not Meet Definition’. This creation allows the notices to be shared
with the NDEN/NCJIS interfaces and ensures that all of the reports are shared. Also with this
change whenever new people, organizations, allegations are added or a status reason is changed,
a new Law Enforcement notice will be created and shared without the user being required to
print.
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Removal Window (Change)

On the Detail Removal window, the check box for ‘Parent/Caretaker Unknown’ has been
moved to the bottom of the window. This was done in order to reduce this box being selected in
error when there is a known parent or caretaker.

lo(x]
L[ = [E4] = E
UFPDATE

Name | FIVE REMOVES

&
Date |08-02-2015 ™ ICPC-ME Receiving State

[ BC-NE Fiecehvding State Cansullation Paint...

[ Mot Returning in 90 Days:
Hemeneal Information

Femoved By |I mw endnrcement j
Bemoval Reason | Child s Hehavior Prohlem

Heasonable Efforts |Active Effarts =

Remaved From

ParentfCarelaker [a D

¥ ParestfCarcinker Unknawn

| H-FOCLS - Te
0317- 031706 | 1342

APS-Org Notification Letter (Change)

The Recommendations section of the Organization Notification Letter used for APS Org
Related Investigations has been removed from the letter and will no longer print on newly
created correspondences. Also, in place of the DHHS logo, a return address for the assigned
worker’s DHHS office will appear. This was changed so that when the letter is printed via the
batch process, the return address will appear in the envelope window as opposed to just the
DHHS logo.

APS- County Attorney Letter (Fix)

On the County Attorney letter for APS investigation that have Agency Substantiated findings
the telephone number for the assigned worker has been corrected. Previously, the 3 digits that
were normally after the area code were appearing last (402)5555-555. That has been corrected
so that the telephone number appears correct (402)555-5555.

Alternative Response-R.E.D. Notification (Fix)

This change fixes an issue that occurs when R.E.D. Team criteria is selected for a county that
is not currently a pilot county, but will be in the near future (the begin date is planned and will
automatically implement once that date occurs). In this situation when the county is not yet
Alternative Response and a R.E.D. Team criteria is selected, the system was requiring that an
eligibility decision be made and narrative entered. With this change that will not be required
and the worker will be able to close the intake without sending it to the R.E.D. Team. Once the
begin date for that county to start Alternative Response occurs, then the R.E.D. Team will need
to have a decision and narrative as is typical for active Alternative Response Counties.
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