N-FOCUS Major Release
CFS
March 16, 2014

A Major Release of the N-FOCUS system is being implemented March 16, 2014. 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

List Position Assignments — Organization (Change)

The Licensing Agent will now ~loix]
display on the List Position — G" @ |
Assignments — Organization o =
window. The Licensing Agent will UPDATE
also dlsplay on the printed report Position 2634206 in BEATRICE Class SSW
created from this list window. Currentlyfilled by:

JENISE ERIKSON

City Status  Facility Type Licensing Agent

LINCOLN HOLD ~ FOSTER HOME - TRADITIONAL KYC BEHAVIORAL HEALTHCARE NEBRASKA, INC,
LINCOLN INQUIR ADOPTIVE HOME [APPROVED])
LINCOLN ACTIVE CHILD CARE CENTER

LINCOLN INQUIR DD FAMILY HOME [APPROYED]
LINCOLN ACTIVE DD GROUP HOME

LINCOLN ACTIVE  FAMILY CHILD CARE HOME |
LINCOLN INQUIR FAMILY CHILD CARE HOME Il
LINCOLN ACTIVE FOSTER HOME - TRADITIONAL
LINCOLN ACTIVE FOSTER HOME-AGENCY-BASED
LINCOLN ACTIVE  KINSHIP FOSTER HOME [APPRO
LINCOLN ACTIVE RELATIVE FOSTER HOME [APPR
LINCOLN ACTIVE RELATIVE FOSTER HOME [LICE
LINCOLN ACTIVE FOSTER HOME-AGENCY-BASED GRACE CHILDREN'S HOME CO INC

Kl | i
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Person Detail (Change)

The Professional Relationships icon has been added to the Person Detail window.

loix]

‘wnnm & oncx] |

UPDATE

These relationships are different than the program professional relationships used in CFS
and APS programs. This new function has been added as a means to readily identify the roles
that non-case persons have related to persons on NFOCUS, if relationships exist.

This function will allow for entry of the Personal Details of Conservator, Guardian and/or
Power of Attorney (POA), only. These relationships should not be entered unless appropriate
supporting documentation is on file. If there are questions as to if a relationship should be
entered, you will want to contact your policy program specialists.

To enter these Professional Relationships, follow these steps:

1. Open the appropriate Person Detail Window.
Click the Professional Relationships icon.
e If no Professional Relationship has previously been created, the Professional
Relationships window will display.
3. Select the Out Select arrow =T

File Goto Hep

to retrieve the information.

e The Person Search
window will display.
4. Enter the search criteria Case Person
and click Search. ANNIE M INTERFACE E
e The Person List
window will display.

Professional

5. Click the Blue Return S
Arrow.
e The Professional EE—
Relationships window Conservator ‘
will display. S N
6. Select the Relationship -
Type from the drop down.

7. Enter the Begin Date.
8. Save or Save and Close.

Relationship Type of the Professional Relationshi 0220-2014  10:35:04 |

Note: If the Case Person already has a Professional Relationship entered, when the
Professional Relationship icon is selected, the List Professional Relationships
window will display.

¢ Open the existing relationship by either double clicking on the row on the list or
highlighting that item and selecting the Open icon.
¢ Create a new Professional Relationship by selecting the New icon.
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Correspondence

APS Victim Notification Letter (New)

Correspondence for APS Victim Notifications will available to create a letter informing an
alleged victim the results of an APS investigation. This letter is only available for APS
investigations where there is an allegation of perpetrated abuse, neglect or exploitation. It is not
available in assessments of self-neglect. This letter can be printed using the Action menu on the
Detail Allegation window and will inform the victim who the perpetrator was, if known, the
finding, and show the allegation category of Abuse, Neglect, or Exploitation. It will not identify
the specific allegation type. Each allegation type will be displayed on the letter as follows:

e Abuse: Physical Abuse, Cruel Punishment, Unreasonable Confinement, Sexual Abuse,
Sexual Exploitation

e Neglect: Neglect, Denial of Essential Services

e Exploitation: Financial Exploitation

APS Perpetrator Notification Letter (Change)

Correspondence for APS Perpetrator Notifications will change to only show the category of
Abuse, Neglect, or Exploitation when informing the alleged perpetrator about the results of an
APS investigation. It will no longer identify the specific allegation type. Each allegation type will
be displayed on the letter as follows:

e Abuse: Physical Abuse, Cruel Punishment, Unreasonable Confinement, Sexual Abuse,
Sexual Exploitation
Neglect: Neglect, Denial of Essential Services

e Exploitation: Financial Exploitation

Request for Verification Correspondence Archive (Change)

Effective with this release, Request for Verification correspondence will be archived for 12
months from the create date.

Document Imaging

Citrix User’s Drag and Drop (Change)

Workers who access N-FOCUS ]
via Citrix will now be able to save [romem = [ e
messages and any attachments B
received in Outlook then drag and S— g {w_l
drop them as a group into the Add B Commat s | ey Decsmerocumertmsging
. . [~ Selected Documents. [~ Available Documents
Image window. To do this, follow [j
& standare < Enhance 03-03-2014 M
these steps: e
l el 14 Mo B CMEE RE: March Release Notes
== Brockmeier, Greg
1. Open OuthOk' r;:éug:zeg’:ylanzéiiezrorlhe March release = ?ﬂl
Select the Message to be |
brought lnto Document Greg Brockmeier, Business Systems Analyst B
. DHHS - Children & Family Services
Imaglng. 301 Centennial Mall South Nebraska State Office Building , 4
Lincoln, NE 68509
3. Click Fi1e>save AS- (402)471-6615 | Greq Brockmeier@nebraska gov
el Ceam: Waa Niana =l
Save Close Help




BN o

Save the file on your C or H Drive.

IMPORTANT: Any information you save to your C Drive will be deleted when
your work station is reimaged. Once the message and/or
attachments are moved to Document Imaging, the will be saved on
N-FOCUS within Document Imagine.

Open the Document Imaging Add Image window.

Click the Browse Button.

Locate the Document Imaging folder you created.

Click OK.

All of the files you saved to this folder will display on the Add Image window,
Available Documents Group Box.

Note: Aslong as you continue to save files you want to add to Document Imaging in
the same location, you will only need to Browse for the Folder once. Each
time you open the Add Image window, the list of files saved to the last Folder
you browed for will automatically display in the Available Documents Group
Box.

Highlight the appropriate file and click the Add Button.
If the saved Message has an attachment both the message and the attachment will
display in the Group Box located on the left side of the window.

10. Highlight the appropriate file to view the image.
11. Index the image as appropriate.

12. Click Save.

For further instructions
regarding the use of
Document Imaging, refer to
the Demonstrations Help
section of N-FOCUS.
Demonstrations are located
within Help Contents.

/£ N-FOCUS - Windows Internet Explorer provided by State of Nebraska

(el = |@ nttp/publictest-dhhs.ne gov/nfocus, O =] [42 )| % | @ nrocus - I g 602

File Edit Wiew Favorites Tools Help

Contents

HEhglhees P ¥EELE R

(gN-Focus

[H)N-FOCUS Help System Contents
[HN-FOCUS Window Help
[#Policy Logs

[ Process Guides

[# Policy Manuals

[# Help on Help

N-FOCUS Help System Contents =

The following N-FOCUS Help Topics are available:

& &

Window Help

Overview and Field Descriptions for each N-FOCL

Policy Manuals
Policy Manuals for the programs supported by N-f

o How Dol | |
% Step-by-step instructions for completing case actic
i Demonstrations
Step-by-step movies for completing case actions
L) il ® Policy Logs
B Index Links to selected DHHS Policy logs
2 search
-

<|

Praresa Guides | _|;|
»
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Alerts

List Master Case Alert Filter (Change)

You can now filter the List
. File Actions Wiew Goto Help
Master Case Alert window by BF] | r—
Division. To use this filter, select P
. . . Master Case - Alerts

View>Filter from the List Master Numbel| ¢ status |

Case Alert window; the Filter Alerts PIOGIN | - p1ort Number —

List by.... will display. Select the o o | © Diviy D —

appropriate filter and click OK. — = ¢ by Date — R
oPN CE, ANNIE M|
OPN ¢ Name I CE. TRISHA .
OPN CE., TRISHA .
0PN ¢ Program Code - CE, TRISHA
0PN CE, ANNIE M
oPN © ree 5 CE, ANNIE
gg: © Limit to EA Alerts EE mﬁ:‘“‘
gg: £ Limit to MLTC Alerts gE mm‘g‘“'
gg: £ Limit to APSICES{WVR Alerts gE mm‘g“ i
OPN CE. ANNIE _';l
4 »

EXIT this window 2-28-2014  10:13:35

Protection and Safety

SDM Safety Assessment Narrative Enhancements (Change)

You will now be able to enter narrative for Child Vulnerabilities, Safety Threats, and Safety
Interventions directly on the window where the selections for those items in an SDM
Safety Assessment are made. You will continue to have the ability to enter narrative for @

those items via the SDM Narrative icon that has been used to access the narratives prior =
to this release.
. :
Each of the windows for Child e
Vulnerabilities, Safety Threats, Select Safety Threats
and Safety Interventions has a ) e serions Infany o dhonc t he chltd athes thom aceoal - e s caae serlaua ""j
: 3 Caregiver fears hefshe will ically harm the child
Narratlve SeCtlon below the {Xll Currgem threat to c{luse serﬁl':l,:harl":nr retaliate against the child
selectable vulnerabilities and box e e
to describe and ‘Other’ selection B T o
. ild eevnal ahuee ie syenected and circumetances cunneet that the ‘e cafets maw he of imm
. . 4] »
en a selection is made an Other -
Wh lect d d =
. [Specity]:
narrative entered the OK button E
will enable which when selected,
will save the selection and
narrative.
Narrative:
. fadfd
The Safety Threats narrative ’ i
will also be saved when the ‘No £
Safety Threats’ button is selected.
These narratives can be viewed
Via thiS WindOW and the SDM No Safety Threats |I I 0K I Cancel M -
Narrative icon. masenma | sam
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SDM Risk Reassessment Narrative Enhancements (Change)

Each question on the Risk Index for the Risk Reassessments will now require narrative. You
will be able to narrate for each of these items on the same window that you make your selection

for the item.

[ﬂ N-FOCUS - Detail SDM Risk Reassessment

ol x|
Fie Actons Detal Goto Hep
=i s . L I =
CFS Case Name HAN SOLO MC & 4237 UPDATE

HHName LEIA O SOLO

Referral Date 09-01-2012

Assessment Date |Dd-llz-2ll‘|4 ID Nbr 9937012

Risk Index | Abuse/Neglect Summ

Completed By JOSEPH SWIFTY ¥
Office  AINSWORTH
Status Draft

Final Level

ScoringfOverride | Contact Detail

as of 04-02-2014
Scored Level

Status History

Recommended Decision

~Persons Involved in the A

MName Fole Birth Date
LEIA O SOLO Primary Caregiver 05-05-1980
HAN SOLO Secondary Caregiver 04-04-1974
JAINA SOLO Child 11-01-1994
JACEN SOLO ‘Young Adult 11-01-1994

Reviewed By

Supervisor On Behalf Of Review Narrative ”

SDM Risk Index (Change)

When you select the Risk Index button on the Detail Risk Reassessment window the
Abuse/Neglect index will open with the first question and narrative box. You can navigate
through the questions by entering in information and hitting ‘Save and Next’ or scrolling
through the question numbers in the drop down for the Abuse/Neglect Questions.

M-FOCUS - SDM Risk Reassessment - Abuse [Neglect Index
HH Name
~Abuse/Neglect Index

ool

LEIA O SOLO

Number of prior neglect or abuse investigations of any household adult

[ =2

Marrative @
]

Save and Previous I I[]I vl of 9  Abuse/Neglect Questions Save and Next
AbusefNeglect Summany | Save | Save and Close Cloge | Help |
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For questions in the Risk Index where the answer is longer than is viewable in the selection

box, you can select the ‘Full Text’ to see the expanded answer.

HH Name LEIA O SOLO
~AbusefNeglect Index

Q04 : Characteristics of children in the household [mark applicable items)

[one or more children has one or more characterist »| | Full Text

[ Developmental disability

[ JLearning disability Expanded Answer
[ JPhysical disability
[ ]Medically fragile or diagnos

apply)

One or more children has one or more characteristics (mark all that

x|

=]

SDM Abuse/Neglect Summary Window (New)

In the Risk Reassessment, workers will

also be able to review the answers to the Risk Index

Abuse /Neglect Index questions on a new
Abuse/Neglect Summary window and
navigate to each question. This window is
accessible by using the Abuse/Neglect

Scoring{Override | Contact Detail

I AbusefNeglect Summ

Summary button on the Detail SDM Risk

Status History

Reassessment window.

By double clicking or
highlighting and selecting ‘Go to HH Name LEIA 0 SOLO
Detail’ on any of the Question Answer

questions/answers on the

Household previously had an open ongo

service case [voluntary or court-ordered)]

summary window, the user will | | Fim creaher baes bty ol sbuce o st oz i

be taken dlI:eCtly 'to the ﬁl"ll:l-l:r:elr:ianr;gsli‘::;::i Iaa.gla2‘5:;::;Z:tt,":::‘.:;.r:;?r:rT:shI:;T‘Jressed an alcohol or
corresponding window for the Primary careghver praviles physical care cansistent wih £ach child's needs
question/answer With narrative Caregiver's progress with case plan objectives outcomes and addressing critical nee

box.

| 2

Goto Detail

Close Help

04-28-2014 | 13:48
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SDM Reunification Assessment Narrative Enhancements (Change)

You will now be able to enter narrative each question in the Risk Index directly on the
window where they make the selections for those items in an SDM Reunification Assessment.

You will continue to have the ability to enter narrative for those items via the SDM
Narrative icon that has been used to access the narratives prior to this release.

Each of the questions for Risk
Index has a narrative box below the
selectable answer. When a selection
is made and narrative entered the
OK button will enable which when
selected, will save the selection and
narrative. These narratives can be
viewed via this window and the
SDM Narrative icon. The question
about initial risk level corresponds
with the ‘Initial Risk Level’
narrative, the question about any
new substantion corresponds with
the ‘Risk Evidence and
Observations’ narrative, and the
question about progress with case
plan corresponds with the ‘Risk
Supports’ narrative.

X

N-FOCUS - SDM Reunification Assessment - Risk

LEIA O SOLO
LEIA O SOLO
HAN S0LO

Household Name INQUIRY
Primary Caregiver
Secondary Caregiver

r Risk Index

Q01 : Has there been a new Sub iation(In this h
assessmentfreassessment?

[no E

hold) since the last

[ JDHHS made the agency aware of a concern in the household, but did not investigate.
[ ]No Reports During Assessment Period

< | B
Narrative |l like chocolate. 9 =
I like chocolate.
<
‘wl 01 =] of 3 Abuse/Neglect Questions Save and Next ‘

Marrative | Save | Save and Clnsel Close | Help |

SDM Assessment of Placement Safety and Suitability Narrative Enhancements (Change)

You will now be able to enter narrative for Child Vulnerabilities, Safety Concerns, and Safety
Interventions directly on the window where they make the selections for those items in an SDM

Assessment. You will continue to have the ability to enter narrative for those items
via the SDM Narrative icon that has been used to access the narratives prior to this

release.

Each of the windows for Child
Vulnerabilities, Safety Concerns, and
Safety Interventions has a narrative
box below the selectable
vulnerabilities and box to describe
and ‘Other’ selection. When a
selection is made and narrative
entered the OK button will enable
which when selected, will save the
selection and narrative. The Safety
Threats narrative will also be saved
when the ‘No Safety Threats’ button
is selected. These narratives can be
viewed via this window and the SDM
Narrative icon.

N-FOCUS - SDM Assessment of Placement Safety and Suitability - Safety Concerns

rSafety C.
Select Safety Concerns
2] Care provider caused physical harm to the child or made a plausible threat to cause physical harm =
2] Any non-accidental injury or abuse to any child in the household
[l Care provider fears hefshe will physically harm the child and/or requests removal
[l Threat to cause harm or retaliate against the child
[l Excessive discipline
[l Use of physical force or corporal punishment
[l Current ci bined with prior allegati of ab fneglect and}or incident reports, su;
III Child sexmal ahnae is d and ri that the rhild's aafetu mav he of imi.iLl
L] 3
Other -
Safety —I
Concern =
[Specify]:
Other ;I
Care | _I
Concern -
[Snecifl:
Narrative:
ladids =
Max|
i

No Safety Concerns OK | Cancel

[FETETIF]

1 1A
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Kinship Narrative Icon (Change)

The icon Kinship Narrative will now be called Multiple Person Narrative.

Multi- Person Narrative Required Contacts (Change)
Required Contacts has been added to the Subject Area for Multi-Person Narrative.

Note: Multi-Person Narrative was previously known as Kinship Narrative.

_—lojx]
Involved Peopl
People

Last First Middle Name Ext

BAGGINS BILEO

BAGGINS FRODO

BOB BILLY

GAMGEE SAMWISE © Select All

 Deselect All
< | i

i Subject Area

KINSHIP SEARCH
REQUIRED CONTACTS

 Select All
" Deselect All

All narratives that were documented on the CFS Program Person Information window
Required Contacts and Contractor Specific Required Contacts have been moved to the Multi-
Person Narrative Required Contacts. Required Contacts will no longer display on the CFS
Program Person Information window.

Multi-Person Narratives allows users to attach narratives to more than one person.

Placements Documented in More Than 72 Hours

State Statute

Gle  Actions Detal Goto Help

i h D
it 1

documented within Name
72 hours. When a

placement is

documented in more
than 72 hours, a

OD-UD Message Type x|
p p p . g . OQut of Home -
appeaI'S I‘emlndlng Mebraska Revised Statute 43-1314 requires that all contact information shall
~YWhere Placed —  be up-to-date within seventy-two hours of any placement change. This
WOI'kerS that state L. placement was documented in more than seventy-two hours, Please notify
. Organization | your supervisor,
statute was violated
and they need to Parent/Caretaker oK ﬁl H.II
discuss the issue e 2 [T
with their
SupeI'ViSOI' — Status Infor
*  Additional Details...
Status ACTIVE ICPC...
Status Date W I:I I”| Planned Change of Placement i i
Consultation Point...
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FCRO Report (Change)

The FCRO, “Add, Change, Delete Report”, will be updated to include youth who are
participating in the new, Youth in Voluntary Services Program.

The FCRO, “Contact Information” window will also be updated to automatically display the
Program Case Assignments for the Youth in Voluntary Services Program.

Page

11



