RELEASE NOTES
N-FOCUS INTERIM RELEASE
December 18, 2011

An interim release of the N-FOCUS system is being implemented on December 18, 2011.
Interim Releases are made between scheduled major releases. The last N-FOCUS Major Release
was November 13, 2011. The next N-FOCUS Major Release is scheduled for March 13, 2012.
This document provides information explaining new functionality, enhancements and problem
resolutions effective with this release. The Release Notes are divided into five main sections:

¢ General Interest and Mainframe: All N-FOCUS users 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 if there are enhancements, tips, or fixes specific to
DD programs.

¢ Foster Care Review Board: N-FOCUS users with responsibility for Foster Care Review
Board functions should read this section. Note: This section will only appear when
there are tips, enhancements or fixes specific to Foster Care Review Board functions.

¢ Protection and Safety Programs: N-FOCUS users with responsibility for Child Protective
or Adult Protective Services should read this section. It will be noted when the
information is specific to only one of these areas.

¢ Expert System: N-FOCUS users responsible for case entry for AABD/MED, ADC/MED,
FSP, FW, IL, MED, and Retro MED should read this section.
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General Interest and Mainframe

IRS Compliance Efforts

The IRS has identified areas in which DHHS is deficient. In order to correct some of these
deficiencies, it is necessary to collect additional provider information to be used in the annual
processing of payments for the purpose of creating an appropriate 1099 or W-2 tax form. The

following changes have been made with this release:

Organization Tax Form Information W-9 (Change)

Organization tax form information can now be entered on N-FOCUS. To
accommodate this change the Tax ID History pushbutton on the Detail Organization
window has been replaced with a new Tax Details pushbutton.

The Tax Information group
box will remain on the
Organization Detail window;
however the information can
no longer be updated. Adding
or updating tax information
can be done on the new Detail
Tax Information window.

The Withhold FICA indicator
has been moved from the
Organization Detail window to
the new Detail Tax Information
window.
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List Tax Information Window (New)

This window is accessed
by clicking the Tax Details...
button on the Detail
Organization window. The List
Tax Information window will
display if the Organization has
more than one Tax ID
number.

To open the Detail Tax
Information window, either
double-click on a listed row or
highlight a row and click the
Openiicon.
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Detail Tax Information Window (New)

Existing Tax Information has been converted to the new Detail Tax Information
window. The Tax Form and Tax Classification will be blank until updated by the worker.
The Withhold FICA indicator will be set as it was prior to this release. The Exempt Payee
and Backup Withholding indicators will be blank.

When the window is opened from the Detail Organization window, the ORG Name, ORG ID,
Tax ID, Tax ID Begin Date and

Tax ID Type will be disabled. I ic6ss tem i oreen | DR RGAAE® LI TP e =
|r4= Acbons Gobe b ]
|
If the organization is the [i ﬁ r
only owner organization using Te Dctal
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then one must be obtained.

The W-9 must be scanned into File Director and indexed to the Primary Organization.
Adding/Updating Tax Information (Change)
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allowing the service approval to be created.

Complete tax information is considered to be the Tax ID, Begin Date, Tax ID, Tax ID
Type and Tax Form. If the Tax Form is a W-9 then Tax Classification is also required.

When creating a new organization, the Organization Resolution window is presented. If you
select “Owns the Service Approval, EIN/SSN is required”, the Tax ID, Begin Date and Tax ID Type
are required. When the OK button is clicked, the information will display on the Detail
Organization window. Once the Organization Name and address have been saved, the Detail Tax

Information window will open.

e Select a form type from the Tax Form drop down
e If the tax form type is W-9, select the Tax Classification as indicated on the W-9
¢ If the taxpayer has checked the Exempt Payee box on the W-9, check the Exempt

Payee Indicator on the window
Note: Financial Services

will provide
instructions on
when it is
appropriate to
select W-4 as the
tax form type.
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Services/Claims Processing have

security to change the FICA indicator if it is determined that the system set the indicator

incorrectly.

The Backup Withholding indicator is secured and will be maintained by Financial

Services/Claims Processing.

Multiple Organizations using the Same Tax ID (Change)

Because of the number of multiple owner organizations sharing a single Tax ID number in
N-FOCUS, it is necessary to designate one owner organization as the official IRS name associated

with that tax ID number. This organization becomes the ‘primary’. All other owner
organizations using the same tax ID number become ‘secondary’.

Any changes required to Detail Tax Information must be made on the ‘primary’ owner
organization. The only exception to that would be if the tax ID number is changed and new
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Detail Tax Information is added for the new tax ID number on a secondary owner organization.
For example: A secondary organization goes into a separate business with a new tax
identification number; changing the tax ID number on the secondary organization disassociates
it from the primary organization and all other secondary organizations that were under the
previous tax ID number. The former secondary organization is now a primary associated with
the new tax ID number. Detail Tax Information must be completed for the new primary
organization.

The primary owner organization name and tax ID must match the information that is on the
W-9 which, in turn, must match the IRS records.

Year-end tax forms (IRS form 1099 or W2) will be sent to the Primary Taxpayer Organization.

If the wrong organization is designated as the Primary Taxpayer, contact Production Support
or Financial Services/Claims Processing for assistance.
Back Up Withholding (Change)

Only certain personnel in Financial Services/Claims Processing have security to turn on/off
the Backup Withholding indicator. Backup Withholding occurs when IRS records do not match
N-FOCUS records for name and taxpayer id numbers. Financial Services/Claims Processing staff
will correspond with the organization to get the correct information.

While the backup indicator is turned On, 28% of approved claim amounts will be withheld
and deposited with the IRS as required by law.
Reviewed By (Change)

Certain personnel in Financial Services/Claims Processing have security to mark Tax Details
as Reviewed. Once Reviewed By is marked, changes can’t be made to the Tax Details by RD
staff. Call Financial Services/Claims Processing if changes are needed.

More Detailed Information to Follow

The Legal Services and Financial Services divisions are in the process of reviewing all tax-
related issues associated with N-FOCUS provider payments and will provide more detailed
information regarding necessary changes as soon as a plan is finalized.
Classification History Button (New)

Select the Classification History button from the Detail Tax Information window to view the
history of any changes to the Tax ID number.
Actions Menu Functionality (New)

From the Detail Tax Information window, select
Actions>Review... to mark the Tax Information as reviewed.

il [F] N-FOCUS - Detail Tax Information
' File | Actions Goto Help

Select Actions>Designate Primary Org... to designate t D_
—

the Organization as the Primary Taxpayer. Designate Primary Org...

Page 6



On-line Training Demonstrations (New)

The following new N-FOCUS On-Line Training Demonstrations are available with this release

* Topic Area — Organization

0 Organization Related Investigations
* Document Imaging

0 AddImage -1 Overview

0 Add Image — 2 Browse Button

0 AddImage —3 QA Button

Correspondence

CWIS Correspondence (Fix)

Previously, the narrative for the Child Disclosure/Placement Agreement was not printing
from either the List Narrative window or the Detail Narrative window. This has been fixed so
that the narratives will now print from both windows.

Alerts

Economic Assistance - Refugee Time Limit (New)

This alert will be created when a client’s immigration status is Refugee Resettlement
Program and it is nearing the end of the 8" month time limit for assistance. The alert is created
the 15" of the month prior to the month the time limit ends. The alert will create a High Priority
Work Task for Universal Caseload.

The first time this Alert will be generated is December 15, 2011.

Alert Text — 8 month of RRP eligibility will end on <mm/dd/yyy> for <first name last name>,
<ARP ID>. Take appropriate action.

Document Imaging

The way you access N-FOCUS and the scanning capabilities you have will determine the
method you will use to bring e-mails and files into the Add Image Window

ANDI Center Staff
Workers who scan and index have full functional access. Please review this entire
section.

All Other HHS Staff
Most of the functionality is available. You do not need to review the QA Buttons section.
Please review the rest of this section.
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Citrix Users

The only functionality available is the use of the Browse button to locate saved files to
be saved into Document Imaging. Please review the Add Image Window, the Add Image Window
Overview and the Browse Button sections.

Add Image Window (New)

E-mails, e-mail attachments and saved files may now be added to the Document Imaging
section of N-FOCUS by workers. The way you access N-FOCUS will determine the functionality
that is available to you. Please refer to the section above for further details regarding your
functionality capabilities.

The new Add Image Icon is located on the Detail Master Case window, the Person Detail
window and the Detail Organization window. This new functionality will allow you to drag and
drop e-mails, e-mail attachments and saved files into the Add Image window. You will also
have the ability to browse saved files and save them in the Document Image area of N-FOCUS.

Citrix Users
The drag and drop functionality will not be available for your use, however, you will
have the ability to move saved documents to the Document Imaging area of N-FOCUS
through the Browse function. Please refer to the Citrix Users Instructions for Adding E-
Mail Images to Document Imaging in this document.

Add Image Window Overview (New)
All N-FOCUS staff should view this section.

The following section provides an overview of the new Add Image window. Please take a
few moments to become familiar with the different sections of this window.

[E] N-FOCUS - Add Image = g
Index Information Indexing Mode
Name ‘ - ) Copy @ Select
Index Type Index ID File Location
Category l v‘ Browse. ..
[¥] Generate Alert Area
Selected Documents Available Documents
- Received Date
Imaging Option
@ Standard ) Enhanced 10-19-2011  [E~
Selected
document will
display here. &
Preview Area
Highlight to see i
the Preview. b4
Close | Help ‘
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Window Section

Description

Index Information Box

Index Information Box — This box will hold the Indexing
information for the e-mail or document you are adding to
Document Imaging. This information will be populated one of two
ways:

1. When the Indexing Mode Radio Button of Select is active,
select the options from the drop down fields. The information
available in these fields will be populated from the Detail
Master Case, Person Detail or Detail Organization window
from which you opened the Add Image window. If you
opened the Add Image window from Detail Organization,
Related Persons will also display in the Name field.

2. When the Indexing Mode Radio button of Copy is active, you
will populate the Index Information fields by selecting
Actions>Copy Person Index Info or Copy Organization Index
Info from the Detail Master Case, Person Detail or Detail
Organization window from which you opened the Add Image
window. . If you opened the Add Image window from Detail
Organization, Related Persons will also display in the Name
field.

Generate Alert — When this check box is checked, an Alert will be
generated indicating a document has been added to Document
Imaging. If you do not want an Alert generated, uncheck this check
box.

Indexing Mode Box

The option selected, Copy or Select, will determine how the Index
Information fields are populated in the Index Information Box. The
option you selected the last time you opened this window will
become your default. Select the other option to change your
default.

Note: Copy is the default for ANDI Center staff. Select is the
default for all other workers.

Please refer to the description for the Index Information Box for
further explanation.

File Location Box

Browse Button — You will click the Browse button when you need
to add a saved file to Document Imaging. This functionality will
allow you to browse your drives to locate a saved file.

Selected Documents Box

Information that you are adding to Document Imaging will be
brought into this section. (Refer to the “Adding E-Mail Images to
Document Imaging” sections for further information on moving e-
mails and documents into this section.) The e-mail, attachment or
file you are working with will initially be listed in the smaller box
labeled “Selected document will display here” in the above screen
print. You will preview the document by selecting from this box.
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Window Section

Description

¢ If you attempt to Close the Add Image window while
documents are still listed in this section, you will receive
an error message. You can close this window at that
time; however, any documents left in this section will
be removed and not saved to Document Imaging.

The Preview Area will show you an image of the item you selected
from the section labeled “Selected document will display here”
area of the Selected Documents Box. It is recommended that you
preview the image before you Save.

Imaging Option — Standard is the default option. Select the
Enhanced option if the document shown in the Selected
Documents Box is difficult to read. You will not see a difference on
this window; however, there will be a difference in the readability
from the Document Imaging window.

Note: It is recommended that you select the Enhanced option
when a document has text in grey areas or there are
pictures on the document.

Received Date — This field will default to the Current Date. If the e-
mail or document you are adding to Document Imaging was
received on an earlier date, you can change the date.

Add and Remove Buttons

The Add Button is used to add documents from the
Available Documents Box to the Selected Documents Box.

the Selected Documents Box.

N
The Remove Button is used to remove a document from —

Note: You can also remove documents from the Selected
Documents Box by using the click and drag method to
drag the document off of the Add Image Window.

Available Documents Box

Documents that you locate through the Browse Button in the File
Location Box will display in this section. Once documents are listed
in this box, they can be Saved into Document Imaging by moving
them to the Selected Documents Box.

Save Button

Once a document has been completely Indexed, click the Save
button to add it to Document Imaging. Up to three consecutive
documents can be in the save process at one time. The larger the
document, the longer it will take to save. If there are currently
three documents being saved, you will receive an error message to
wait and then try the save again.

Close Button

The Close Button should be used to close the Add Image window.
If you attempt to close this window while there are still documents
listed in the Selected Documents box, you will receive an error
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Window Section

Description

message. If you continue to close the window without Indexing
those documents, the documents will be removed from the
window.

Help Button

Click the Help Button to receive specific window help for the Add
Image window.

QA Add and QA Show

Buttons

ANDI Centers staff who scan and index will see these two
additional buttons. Other workers will not see these buttons.

ANDI Center staff should refer to the QA Add and QA Show
sections of this document for an explanation of their functionality.

Adding E-Mail Images to Document Imaging (New)

Follow these instructions to add e-mails and attachments to Document Imaging.

1. Open Outlook

2. Open N-FOCUS
The following steps will encompass actions that take place in both of the above
mentioned programs.

N-FOCUS

3. Within N-FOCUS, navigate to the Detail Master Case, Person Detail or Detail
Organization window of the person or organization related to the e-mail you are
working with.

4. Click the Add Image icon.

The Add Image window will open.

5. Populate the Index Information fields based on the option selected from the
Indexing Mode Box.
¢ When the Indexing Mode Radio Button of Select is active, select the options

from the drop down fields. The information available in these fields will be
populated from the Detail Master Case, Person Detail or Detail Organization
window from which you opened the Add Image window.

0 If you opened the Add Image window from Detail Organization, Related
Persons will also display in the Name field.

Index Information

Name |

Category ‘

Indexing Mode

©)

Index Type

Index ID File Location

¥] Generate Alert

Area
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When the Indexing Mode Radio
button of Copy is active, you will
populate the Index Information fields
by selecting Actions>Copy Person
Index Info or Copy Organization Index
Info from the Detail Master Case,
Person Detail or Detail Organization
window from which you opened the
Add Image window. . The Index Type,
Index ID and Area fields of the Add
Image window will populate with the
appropriate information. You will then
need to select the correct person
from the Name and Category field
drop down options.

0 If you opened the Add Image

window from Detail

N-FOCUS - Detail Master Case

File [Actions| Goto Detail
Add Person to Master Case

Help

Add Person to Program Case

Add Program Case

Ma
Close Case Person
Reopen Case Person
Change Master Case Name
Household Status
Family Relationships

Ma
CHARTS Referral

La

Tie Program to Application
Update Pregram Case Meode

5

5 Interview Tracking

3 IRF Tracking

s Review/Recert Tracking

<
Copy Person Index Info F11
Pro I =
Print Master Case Bar Code Ctrl+Shift+M
Pr Print Person Bar Code Ctrl+Shift+P

Check-out Case

Organization, Related Persons will also display in the Name field.
0 The Copy option is the default for ANDI Center staff that scans and

index documents.

6. Navigate to MS Outlook to locate the e-mail you want to add to Document Imaging.

MS Outlook

7. Select the e-mail to be moved from MS Outlook.

8. Click the selected e-mail and drag it from the MS Outlook window and drop it into
the Add Image window, Selected Documents box.

If there is an attachment to the e-mail the attachment will be included in the

Selected Documents.

Fle Edit View Go Tools
X | CaReply (@ Replyto All (5 Forward | (4} Search

Actions Cenferencing  Help
JiNew -

ElMeet Now | E24Schedule aLive Meeting | kil Schedule a Conference Call _

Vail « || 5 Inbox

Testing Add Image
favorite Folders 2 ||[scarch Inbox P~]¥ i e
e Anlarasd B Pats [ sert: wed 101972011 301 P11
0 Unread it [forer st AT T |l 5
=4 Koza, Diane 3:1. Koza, Diane

[ Sent ems

Wotroiden 5| _ Tenasaain.
£ Brule, LaDonna...

(54 DHHS Helpdesk

340 Mai Hems =
388 Mailbox-Ke &
~ (|

You can drag and drop an e-mailfrom [ 7]
S Outlook into the Add image
dows. The e-mail can then be saved

9.0 ey Book Meeting . o Bocument Imaging. 4
A Teaimiry 4 Keith Thonen 2.
5 [0 AccessNe MACM 1
3 Camtasis
ri=paisaad EPRCUL
1 e BN FOC\IS Add
EECER B L e
e Index {nformation
Namgk [BABVSlMPSDN -
MasterGase———

Name HOMER SIMPSON

Number 8

Master Case Persons

Last First

Imagink Option
@ std 7 10-19-2011 @~

T o ® stdhdard %) Enhanced

SIMPSON BART

SIMPSON HOMER Testing Add Image

SIMPSON LISA ;

SIMPSON MAGGIE B fOZE'KD'E'SE

‘Lo 'ﬂ Sent: 10/19’/10113 11PM i

Program Cases = You can drag and drop an e-mail from MS Outlook into the Add Image &l
. window. The e-mail can then be saved to Document Imaging.

Program  Assistance Case Nal)| —

CFS COURT SIMPSOR| k_‘
= E Save Close Help

IndexType Person

Iindex 1D 57600694

Indexing Mode
@ Copy

@ select

File Location

Categhry

|correspondence

,‘ Browse ...

[7] Generate Alert

selectedipocuments

Area  N-FOCUS

Received Date

Available Documents
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N-FOCUS
9. Select the e-mail you have drug into the Add Image window to see a preview of the
image.
10. Ensure the Indexing Information is correct.
11. The Generate Alert check box default is checked.

* If you do not want an Alert Generated to indicate that the item has been added

to Document Imaging, then uncheck the check box.
12. The Image Option defaults to Standard.

e If the document is difficult to read, (text within grey areas or the document
includes a picture) select the Enhanced radio button to improve the readability
of the document. The look of the document does not improve on this window;
however, the document readability will be improved on N-FOCUS.

Standard Image Option Enhanced Image Option
i ' g OTacCCSs_ L
Ry MO ac

13. The Received Date will display the current date.

e If the e-mail was received prior to the current Received Date
date, change the date to the correct Received 10-19-2011 [Gr]
Date. ‘ October, 2011
gAd' Sun Men Tue Wed Thu Fri Sat
o If yOl:| select the. drop down on th.e Siane | o Mon Tue Wed Thu Fi Sot
Received Date field, a calendar will ba, Dy 2 3 4 5 6 7 8
. . J9/20f 9 10 11 12 13 14 15
16 17 18 194 20
display allowing You to select the drag | { | ntothe a
correct date. Notice on the example of  pailca -
Today: 10/20/2011
the calendar shown here, the future

dates do not display. If you access N-
FOCUS through Citrix, the future dates will display, however, you will
not be allowed to select a future date.

14. When all of the information regarding the image is correct, click the Save button.

e A Printing dialog box will display. This indicates that the image is being checked
in to Document Imaging. Do not close the Add Image window until the Print
dialog box disappears.

e The image can now be viewed by using the Document Image icon.

Note: If images should be Indexed to another person, the name on the Add
Image window can be changed by selecting a different name from the
Name drop down field or by highlighting the new person on the N-FOCUS
window you navigated from. The name on the Add Image window will
change to display the new person’s name.

ANDI Center Staff can use the QA Buttons to split and copy documents
when they need to be Indexed to multiple persons. Please refer to the
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“ANDI Staff - QA Buttons — Indexing an Image to Multiple Persons”
section for further instruction.
15. If there are additional documents in the Selected Documents box, it is suggested
they be Indexed, Saved or Removed prior to selecting the Close button.

¢ Images can be removed by highlighting the image and then dragging the
image off of the Add Image window —Or- highlight the image and click the %_‘

Remove button.
¢ This window can be closed with documents still listed in the Selected
Documents box. If this is done, the documents listed will be removed without

being indexed.

Citrix User’s - Adding E-Mail Imaging to Document Imaging (New)

Citrix users cannot drag e-mail from MS Outlook into the Add Image window. Neither can
Citrix users save an e-mail through the File>Save As function into another file type and then add

that image.
x|

“ll) Adding images of e-mail is not supported for Citrix users,
OK

Citrix users, however, can add documents through the Browse button. Please refer to the
“Citrix Users - Adding a File by Browsing” section for further instructions.

ANDI Staff - QA Buttons - Indexing an Image to Multiple Persons (New)

The following steps are only available to ANDI Center staff that scan and index documents.

If the document applies to more than one person, the QA Add button is used to perform
additional indexing in File Director. When the QA Add button is clicked, the selected file will be
Checked In to FileDirector. The QA Show button is used to Check Out the files and complete the

Indexing process in FileDirector.

Note: Only ANDI Center staff that scan and index documents will see the QA buttons. (QA
Add, QA Show and QA Images)

Tip: If you select the Indexing Mode Select, the QA Buttons will no longer display on
the Add Image window.

Steps to Index a document to multiple persons:
1. Highlight the document that needs to be Indexed.

2. Complete the Indexing fields as appropriate for the first person.
3. Click the QA Add button.
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A blue line will _
outline the QA Add  [Eroes sssiese — T R

Index Information Indexing Mode

button and the e (B EEoH Sy Bseea
document W|” be IndexType Person Index 1D 57600694 File Location
checked in to Gt |coesmondon, ] | || o
. - E enerate Aler Area N-FOCUS
FileDirector. k.m;ml A: —
Click the Save maging Option recenved pate
@ Standard @ Enhanced 10-19-2011 [~ QA Add QA Show
button. . -~ i
. ) Testmg_ Add Image

A Print Information ¥oza, Diane

. Sent: 10/19/2011 311 PM [y |
message window B e (| |

l The e-mail can then be saved to Document Imaging.

will appear. When
this message
disappears, the
document has been
moved to File
Director. Split and
index the , Save Lot ]

document as usual.

Note: Do Not close N-FOCUS until the document has moved to File Director.

Click the QA Show Button.
The QA Show button is used to check out the documents checked into FileDirector
in the QA Add process.

N-FOCUS - O Image [ = ]
Select the Images you =
want to work with in
FileDirector Date  Name Category i Index D
L4 To multi—select, 10-20-2011 | BABY SIMPSON Correspondence Person 57600694

hold you Shift or 10-20-2011 | LISA SIMPSON child Support Person 12744930
Ctrl Key while you
left-click the rows.
Select the Review
button to open the
selected document(s)
in File Director.
* Click the Delete
button if you have

added an image to
the QA Image [ eete

window in error. ——— |

File Director will open.
If the documents are not listed in the Local Documents section of the window,
Select View>Local Document.

Note: The documents will display in the Local Documents area at the bottom of the
File Director window. These documents are considered checked out. Index
the documents as appropriate.
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9. Index as appropriate.

10. Check in the documents.

11. Once the Indexing is completed and the documents have been checked in, close File
Director.
You will return to the QA Images window.

12. Delete the finalized documents from the QA Image window.

13. Close the QA Image window.
If documents remain in the QA Images box, a message will display indicating some
documents have not been saved.

Adding a File by Browsing (New)

This functionality is available to all N-FOCUS workers. This is the only functionality available
to staff who access N-FOCUS via Citrix.

The Browse button on the Add Image window enables workers to add files that have been
saved to a specific drive on the Workers workstation or on a local Server, into Document
Imaging. The supported file types are PDF, Word (DOC, DOCX, DOT, DOTX), Excel (XLS, XLSX) and
Images (TIF, TIFF, JPG, JPEG).

Note: It is recommended that you create a specific folder on one of your available Drives in
which to save the documents you will move to Document Imaging. For instructions
showing how to create a Folder on a specific drive, please refer to the “Creating a
Folder on a Specific Drive (Tip)” later in this document.

*  Citrix Users will need to create the folder on the C Drive while other staff will be
able to create the folder on their Personal or Shared Drive.

To use the Browse button, follow these steps:
1. Within N-FOCUS, navigate to the Detail Master Case, Person Detail or Detail

Organization window of the person or organization related to the document you
want to move to Document Imaging.
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2. Click the Add Image icon.
The Add Image window will open.
3. Click the Browse... button.

The Browse For Folder window displays with a list of files stored on the drives

available to the worker.

Locate the Folder that contains the documents to be Indexed.

e Please refer to the “Creating a Folder on a Specific Drive” section of this

document if you have questions regarding how to create a folder in which you

will save files you with to add to Document Imaging.

You will need to create your
folder on the C drive. The C drive
is not seen as an option in this
window. You need to select the
C$ on ‘Client’ (V) drive to locate
the Folder you created. The
folder created in this example is
named Documentimaging.

Non-citrix Users Browse For Folder P
Please select the folder containing documents to index,
Locate the Folder you created.
You will be able to create this
. . i | CBT NFOCUS Material -
Folder directly to your H drive. CDBumetP Projects
The folder created in this Coppefatiie TG g
. ' dkoza |2
example is named
Documentimaging. ERg ATy Iy
FileDirector
Foodd4Thought
. Howdeol
. Iconldeas =
4 | " 3
| oK Cancel |
Citrix Users
x|

Please select the folder containing documents to index.

+ 2 Techdoc on 'Domain Controller | 220 Snutd
+ 2 Nfosys on 'Citrix NFOCUS 64 bit Test | 301
+ 2% 200_apps on '0: Drive | 301 Centennial Ma
+ 2% 215_share on 'Domain Controller | 301 CerJ
+ 2% ES on 'Client' (T:)
+ Z# Bf499-charts on 'Bf200Ink’ (U:)
= 2% CSon 'Client’ (Vi)
+ | DocumentImaging

= [ FLD -
4 »

5. Select the Folder.
6. Click OK.

All of the supported files held within the selected Folder will display in the Available

Documents box.

7. Double-click a file to move it — Or — Select the file and click the Add button.
The file will move to the Selected Documents box.
Note: The files that you have saved on your C drive to be added to Document

Imaging will remain listed in the Available Documents box of the Add Image
window until you delete them from your designated folder. Once you have
uploaded the document to N-FOCUS, you can delete the document from your
C drive folder. If you ever need to print the document, you can do so from

Document Imaging.
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It is important to remember, any time your workstation is re-imaged by the
Help Desk, all personal files that you have saved on the C drive will be deleted
by the re-image process.

15 N-Focus ol x|
Index Information Indexing Mode
Name [BABY siMPsON - | © ooy  select
Index Type "Psrson—m Index D W —File Location
Category  [correspondence B Browse...
¥ Generate Alert Area W [v\pocumentimaging

Selected Documents

Available Documents

st Ontiont Received Date

# Standard € Enhanced 10-13-2011  ~

[festing Addimage.does Bl

Testing Add Image

| &)
This is a test document that 1 will be using to leam the steps used for |
Add Image. This document will be saved on my C drive so that I can (|
upload it into Document Tmaging through the Browse button. ‘ h_[

:

Close Help

8. Select the file from the Selected Documents box.
A preview of the document will display.
9. Index the image as appropriate.
e Refer to the Adding E-Mail Images to Document Imaging sections for further
instructions regarding Indexing the image.
Note: PDF files will take longer to save than other file types.
10. Click the Save button.
11. If there are additional documents in the Selected Document Box and you attempt to
close this window an error message will display.

* Files can be removed by dragging them off the window or by highlighting them
and clicking the Remove button.

Selected Documents

Imaging Option Received Date

@ Standard © Enhanced 10-19-2011  [E-~

Testing Add Image

/ This is a test document that I will be using to learn the steps used for

Add Image. This document will be saved on my C drive so that I can
upload it into Document Imaging through the Browse button.

G5

S

12. Click the Close button to close the window.
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Creating a Folder on Specified Drive (Tip)

To create a new folder on a specified drive for you to save documents that you would like to
upload to Document Imaging in N-FOCUS, follow these steps:

1. Open Windows Explorer by following one of the
steps listed below:
a. Right click the Windows Explorer icon on

Nindows Explorer

your task bar —Or [ m
b. Right-click the Start button and select the
Open Windows Explorer option
The Windows Explorer will open.
2. Select the desired drive.

e For this example, we have selected the (C): Windows drive. This is the drive
Citrix users need to select. If you do not access N-FOCUS through Citrix, select
your (H): drive.

3. Click the New Folder
option.

A New Folder will display. |

4. Enter the name you wish |
to give to the Folder.
5. Press Enter.

The Folder has been

created with the name

Properties !

Cpen Windows Explarer

£ » Computer » (C) Windows »

Organize » [z Open  Includeinlibrary v Share with +

Burmn |NwauLdEr |

! , 5 S
¥ vt MName Date modified Type Size

B Desktop
1 Downloads FLD

NFOCUS

OnBase Printer Spool
PerfLogs

Program Files

] Recent Places

G Libraries File folder
M Filefolder
File folder

M File folder

= Documents
& Music
[ Pictures TEMP

Pub._inc

il

6 PM  File folder
M File folder

e folder

[B# videos Users
Utils
you typed. You can now Windows

save documents to this
location in order to
upload them into N-
FOCUS Document
Imaging.

a (D7) System
5 (H) dkoza (\\hhss.local\BF215\data\2
% (1) PROJSHAR (\\BF215D01) L4
% (M) TECHDOC (\\BF499D01)

9 (N:) NFOCUS (\BF215D01)

2 (0:) 215_APPS (\\BF215D01)

£ eiconfig
| | IMAGE.ver
G (P:) 215_DATA (WBFZISD01)

{ML Document
VER File

File folder

9 (51) 215_SHARE (\\BF215001) ol

New folder Date modified: 10/19/2011 10:16 AM

il

) File folder

Important: It is important to remember, any time your workstation is re-imaged by the
Help Desk, all personal files that you have saved on the C drive will be
deleted by the re-image process.

Once documents have been moved into Document Imaging, it is suggested
that you delete the document from the temporary file location. Should you
need to print this document in the future, you will be able to do so from
within N-FOCUS Document Imaging.

Protection and Safety Programs

APS Investigation

The following changes have been made to the Organization Related Investigations area to
alleviate issues that have been identified with the changes made during the November Release.
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Detail Investigation Status Update (Fix)

An issue was identified that, in some instances, prevented the updating of the Status for an
APS Investigation in which Domain Narrative entries overlapped. This has been fixed.

Detail Investigation Action - Print Investigation Summary (Fix)

An issue was identified that, in some instances, when an attempt was made to print the
Investigation Summary the following error message occurred. (AAAOO10E — Error in Codes
Manager). This has been fixed.

APS Supervisor Review Display (Tip)

The data from the Supervisor Review (Investigation Review window) is not displaying
correctly for APS Investigations which were reviewed prior to the November release. The display
will be corrected in a subsequent release.

In the meantime, those criteria responses (YES, NO, or N/A), dates and user ids displayed
refer to the original 14 criteria codes in use prior to the November Release. You may print a
copy of this page to refer to if you may be reviewing supervisory information entered prior to
the release. This display will be fixed in a subsequent release.

Pre-November 2011 release Supervisory Review criteria

C&t:tr;a Criteria in Use Prior to the November 2011 Release

1 Yes Was vulnerability determination adequately supported?

2 Yes Were assessment tools utilized when indicated?

3 Yes Was maltreatment determination supported?

4 Yes Was evidence supporting/refuting finding sufficient?

5 Yes Was safety determination fully evaluated and documented?

6 Yes Was capacity determination supported as documented?

7 Yes Were recommendations for services appropriate?

8 Yes Was the victim interviewed?

9 N/A Was the alleged perpetrator interviewed?
10 N/A If perpetrator not interviewed, was finding substantiated?
11 N/A If perpetrator not interviewed, was reason documented?
12 Yes Were all timeframes met?
13 N/A If timeframes not met, were reasons fully documented?
14 Yes Allegation updates made including marital status and living information?

There are 20 new criteria codes for supervisory review responses which now display on the
Investigation Review window. These will generally display correctly and supervisors will respond
to them using the same options as for the criteria previously in use.

In those instances in which the investigation process dates overlap the date of the
November Release, both the 20 new criteria and the 14 original criteria responses may display.
If the Investigation Review was not finalized, it will be necessary for the Supervisor to respond to
the new criteria before finalizing the Investigation.
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The following two window prints show what this will look like.

8] T1-FOCUS - nvestigation Review

File - Actions  Help

HlE | S=

Name INGUIRY

Criteria Date Userld

Did coordination occur with Licensing, DD, MED, etc. as indicated? -

Did the factual information or evidence suppart the allegation finding?

Iz documentation entered into N-FOCUS?

‘Was APS vulnerable adult determination adequatehy supported?

Was adequate assessment of satety completed and lully documented?

Was immediate action taken to assure the safety of the alleged victim?

‘Was rcason a victim was not intervicwed within timeframe documented?

‘Was reason alleged perpetrator was not interviewed documented?

‘Was sufficienl information gathered and documented for decision making?

Was the alleged perpeirator inlerviewed?

Was the alleged viclim interdewed?

‘Was the finding correct?

‘Was the first face-to-face interview completed within reguiatory timelines?

‘Was the investigationfassessment compleled within the regulatory timelrames?

Were available law enforcement, medical, school, and legal records abtained?

‘Were efforts to coordinale with law enforcement made and documented?

‘Were intendew protocols followed as required or deviations documented ¥

Were mandatory consultation points completed and documented ?

‘Were recommendalions for sendices or to the organization appropriate?

Were the family network and others inlerviewed fo gather information?
YES 11-07-2011 LMEAT
YES. 11-N7-2001  LMEST

As you scroll down, immediately following the 20 new items are the responses for the 14
items which were answered in the Supervisor’s Review prior to the November Release. The date
and UserID of the person who conducted the Review is listed; however, the Criteria list is
missing.

Criteria Diate: Userid
‘Was the investigationfassessment completed within the reguiatory timeirames? -
Were avallable law enforcement, medical, school, and legal records obtalned?
Were efferts to coordinate with law enforcement made and documented?
Were intervicw protocols followed as required or deviations documented ¥
WWere mandatory consullation points completed and documented?
Were recommendaiions for services or o the organization appropriate?
Were the family network and others interviewed to gather information?
YES 11-07-2011 LMEAT
YES 11-07-2011 LIEAT
YES 11-07-2011 LIMEAT
YES 11-07-2011 LIMEAT
YES 11-07-2011 LIEAT
YES 11-07-2011 LIMEAT
YES 11-07-2011 LIMEAT
YES 11-07-2m1 LMEAT E
P 11-07-2011  LMEAT
Mjh 11-07-2011 LIMEAT
Mjh 11-07-2011 LIMEAT
YES 11-07-2011 LIMEAT
BiJA 11-07-2011 LIMEAT
YES 11-07-2011 LIEA] s
L m (]

Refer back to the Pre-November 2011 Release Supervisory Review Criteria table, on the
prior page to see what Criteria is for each response.
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Organization Related Investigation (Tip)

Tie an Intake closed for the reason “ORG Related Investigation” ONLY from the ORG
Investigation flow accessible from the DETAIL ORGANIZATION WINDOW. Do NOT tie an ORG
Related Investigation Intake from the APS Investigation navigation flow.
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