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CASE REGISTRATION

Create a New Master Case

When a family does not have a Master Case already in N-FOCUS, you will need to create one for
them.

1. On the Main Menu, select the Master Case icon.

2. On the Search for Master Case window, select the New push button.

[F] N-FOCUS - Search for Master Case Al
~Master Case
Number
|
-0R- /
Program Case
Number I— Program Type l—_l/

Case Person Information
SSN /
Name

Last |

First

" Exact Spelling

& Sounds Like

/

Search I New ( Clear | Cancel

Result: The Add Person window will appear.

Help |

3. Enter all information available for the mother of the family as she will be the Master Case
Name. (If a mother is not available, enter the father’s information first).

x|

~Name

First [MELISSA

Middle |

—
5

ast [ANDERSEN

Ext [[NONE] =

Sex (FEMALE 'l
SSN |5?1-35-99|]1
Birth Date [04-05-1988

Ethnicity INut Hispanic or Latino LI

Race American Indian or Alaska Native
[Select ALL | Asian
Black or African American
that appl
pRiy] Declined

Native Hawaiian or Other Pacific Islander
Unknown

Perform Clearancel Cancel | Help |
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4. Select Perform Clearance.

Continue entering information as windows appear (Address, Telephone, Add CFS Case, and
Language)

[E] n-FOCUS - Detail Address

P I 4
Address of: PERSON | @ Physical Address ' Mailing Address ‘ ADD
Number Direction Street Name Type Postdirection
2812 [ =] [staGEcoacH for =] [ =]
Unit Type - Unit Number
City [GRAND ISLAND State [NE = | Zip Code [68801 - |
County |Hall 2 Directions...
Attenti E-Mail Address...
v Name | _—
School Information...
| @ Current Address ¢ Last Known Address ‘ End Mailing Address...
Physical Address Mailing Address
MELISSA ANDERSEN MELISSA ANDERSEN
2812 STAGECDACH CIR
GRAND ISLAND NE 68801
- 2 I I
OK Cancel | Help |

N-FOCUS - Telephone

r Primary Numbers
Home [[308)385 6123 Ext. | TODHome [ |
Work | Ext. | TDD Work I—
Fax l— Message | Ext. |
Ceular [ | Other | Ext. |
~hdd bers
Wark Ext. | Celular [ |

Ok I Cancel | Help |
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i(x]

Name MELISSA ANDERSEN
Case Begin Date: -01-:
Person Number 0 E.01:2013
0K Cancel
rPrograms ——————————
Selectt
ADULT PROTECTIVE

AID TO DEPENDENT CHILDRENMEDICAID
ASSISTANCE TO AGED, BLIND, DISABLED/MEDICAID
CHILD CARE

EMERGENCY ASSISTANCE

SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM
FORMER WARD

JUVENILE COURT

LOW INCOME HOME ENERGY ASSISTANCE PROGRAM
MEDICAL ASSISTANCE ONLY

AID TO DEPENDENT CHILDREN PAYMENT ONLY
PRESUMPTIVE ELIGIBILITY MEDICAID

SOCIAL SERVICES AGED/DISABLED =l

OK I Cancel | Help |

N-FOCUS - Case Name Language and Interpreter Information

Interpreter Needed © Yes

Primary Yyritten Language I

L] L«

Primary Spoken Language I

You will be provided a Master Case Number and the option to add another person into the
Master Case. Continue doing this until everyone living in the home is entered into the Master

Case.

File Actions Goko  Detasl  Help
] EdElsl

—Master Case UPDATE
Name MELISSA ANDERSEN

Number 1174

N-FOCUS - Confirmation

Last First mtus Begin Date Unborn's Mon

—m Do you want to ADD another Person? ason
ANDERSEN MELISSA 02-01-2013

—~Master Case Persons

—Program Cases

Program Assistance Case Name 8t Stat Beg Dte  Mode Program ID
CFs SAFETY ASMNT ANDERSEN MELISSA AC 06-01-2013 ASSIGN 5255542
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Note: On the Change Case Name window, only select this if you want to change the
case name. The mother's name should be the case name and if you entered her first, it

will be fine.

_lolx]
Program Status  Program Case Name Participants

> ANDERSEN MICHAEL
CFS SAFETY ASMNT Active _ ANDERSEN ANDERSEN MELISSA

ANDERSEN SEAN
wm=
4| | U]
e |

7. After entering adding all household members to the Master and Program Cases the Multi-
Select Address window enables.

8. Highlight other Master Case Persons whose physical address is the same and select Update
Address.

N-FOCUS - Multi-Select Address

miE m

el d Add,

Name MELISSA ANDERSEN MC Number 1174
Physical Address Mailing Address

2812 STAGECOACH CIR

GRAND ISLAND NE 68801

- Master Case Person Add

Select Person(s) whose physical and/or mailing address should be changed to the above address

Last First M Ext  Birth Date Physical Address [Asterisk indicates Last Known Addres

ANDERSE MICHAEL 02-14-2011
ANDERSE SEAN 01-22-2010

Update Address

9. Save and Close.

Results: You are returned to the Detail Master Case window.
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Add a Children and Family Services Program Case to an Existing Master Case

1. On the Detail Master Case window, highlight the

Persons group box.
Select Actions on the Menu bar.
Select Add Program Case.

N-FOCUS - Detail Master Case
File | Actions Goto  Detal Help
Add Person o Master Case
Add Person to Program Case

=

mother’'s name from the Master Case

I8 I=f 4

The New Programs window appears.

gl ~dd Program Case
| s Close CasePereon UPDATE
Reopen Case Person
Change Master Case Mame
Household Status
Family Relationships
| CHARTS Referral
Tie Pragram to Application
Mz
Update Program Case Mode
L: Ext Birth Date Household Begin Date Unborn's Mom Dt
Interview Tracking
Status
IRF Tracking
D peviewRecert Tracking 03-28-2001 In HH 08-01-2006
L 07-02-1997 In HH 08-01-2006
CopyPersen e cfo. 11
Print Master Case Bar Code. GEH+ShifEHM)
Prink Person Bar Code Ctrl+5hift+P >
: Check-out Case | _’I @
-Program Cases
Program Assistance Case Name St Stat Beg Dte  Mode Program ID
ADC{MED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404
cC CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 86505612 @
SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 25802
EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168 =

Highlight the Children and Family Services option on the New Programs window.

N-FOCUS - New Programs

I [ 3]

Master Case Person

Name MONICA LIGHTNER

Person Number 13090182 Birthdate  02-17-1967 Sex FEMALE

~Programs

Select the Programs the person is requesting

ADULT PROTECTIVE SERVICES -
AID TO DEPENDENT CHILDREN{MEDICAID
ASSISTANCE TO AGED, BLIND, DISABLED{MEDICAID
CHILD CARE

CHILDREN AND FAMILY SERVICES

DD ADULT COMP WAIVER

DD ADULT DAY WAIVER

DD ADULT RESIDENT WAIVER

DD COMMUNITY SUPPORT ADULT WAIVER

DD SERVICE COORDINATION

DD STATE AID

EMERGENCY ASSISTANCE

EMPLOYMENT FIRST

FOOD STAMP PROGRAM

o]

Cancel Help

6. Select OK.

7. Enter the case begin date. Once saved, date will
regulations.

default to first of month due to benefit

Developed for DHHS - DCFS by DHHS - HRD and UNL - CCFL |
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8. Select Child/Abuse/Neglect from the Population Served from the drop-down list.
k]

rMaster Case Person

Name MONICA LIGHTMER

Person Number 13090182 Birthdate  02-17-1967 Sex FEMALE
QR o  chicren s oy Services ase
[ Program Case Begin Date: |

Population Served: I j =

OK Cancel

DD ADULT RESIDENT WAIVER

DD COMMUNITY SUPPORT ADULT WAIVER

DD SERVYICE COORDINATION

DD STATE AID

EMERGENCY ASSISTANCE

EMPLOYMENT FIRST

FOOD STAMP PROGRAM =

0K | Cancel Help

9. Select the OK push button.
10. Select OK again.
11. The Add / Reopen Program Case window appeatrs.

N-FOCUS - Add/Reopen Program Case ==l %]
Program CF3 CHILDREN AND FAMILY SERVICES/MEDICAID
~Program Case Persons
Last First M Ext SSN Birth Date Household Begin Date  Unborn
Status

LIGHTNER 23353-5338 07-02-1997 08-01-2006
LIGHTNER 525-13-2646  07-28-2005 02-01-2009

LIGHTNER 233-02-0107  02-17-1967 06-01-2006
LIGHTNER 233-02-0108  03-28-2001 08-01-2006

Program Case Name [MONICA LIGHTNER B

LISA LIGHTNER

SUSAN LIGHTNER

0K | Cancell Help |

12. Highlight all of the people in the person’s box.

13. Select the mother again from the Program Case Name drop-down box.

14. Select the OK push button.
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15. Select the OK push button again.

MN-FOCUS - Add/Reopen Program Case Confirm

A CHILDREN AND FAMILY SERYICES{MEDICAID
Program Case will be added with

MONICA LIGHTNER

as the Program Case Name

.......... oK Cancel |
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Program Case Assignments

An assignment identifies who is responsible for the on-going management of a Program Case.
All program cases must be assigned to a position. From the Detail Master Case window, select

the Assignments icon &I to see who is assigned to the non-CFS program cases. Contact that
person to notify them that you are adding a CFS program case. Consult your supervisor as to
how it is done in your office.

Assign yourself to the CFS Program Case

1. On the Detail Program Case window, select the Assignments icon. [

/
[E] N-FOCUS - Detail Program Case o =7 |
File Actions View Goto Detal Help
F—
= [==) E Lay [l
P2 [ 91 [0 ] ]
% D # n
e s 1 2 5 5 = = 2 = 2 = A 2 2
UPDATE
Praogram Information Administrative Roles | Case Plan |
Program CFS SAFETY ASMNT ID 75012039 Legal Action | { Case Detail I
Status Active Status Begin Date 12-01-2010
Population Served | IL Plan |
Master Case ID 58 Mode ASSIGNED
C Itation Point | Program Person |
Program Case Persons
Last First M Ext MMIS # Role St Begin End Status Re:
DONALDS SUSAN 01309018201 CFS PARTIC  AC 12-01-2010
LIGHTNE BILLY 01309018203 CFS PARTIC  AC 12-01-2010
LIGHTNE MONICA 01309018202 CFS PARTIC  AC 12-01-2010
[
q | |

Results: The Detail Program Case Assignments window will appear.

[E] N-FOCUS - Detail Program Case Assignments =] 9]
File Actions Goto Help
T
[l iy
UPDATE
Program Information
Program CFS SAFETY ASMNT Master Case ID 58
Name MONICA LIGHTNER
A .J d to:
Last First Office Begin End YWorker Role Position Class Logon
LINCOLN 10-01-2009 PRIM WRKR 99999999 DEF
0l | |
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Select Actions on the Menu bar.
Select Assign Position.

N-FOCUS - Detail Program Case Assignments

File | Actions Goto  Help

Assig o T
T [l iy
——  Close Assionment

Change Worker Role

UPDATE
Program Information
Program CFS SAFETY ASMNT Master Case ID 58
Name MONICA LIGHTNER
gned to:
Last First Office Begin End Worker Role Position Class Logon

TINCOLN T0-01-2009 PRIM WRKR 99999999 DEF

4. The Search Office Position window displays.

N-FOCUS - Search Office Position

I =1

—Position

Number |

-0R-

~ Office

Number lT

CENTRAL

_0 R_
—Staff Person

Logon

§earch| New | Clear | Cancel

Help |

5. A search can be completed by entering a Position Number
-OR-
Entering an Office Number
-OR-
Entering your Staff Person Logon.
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6. If a Search is completed on a Position Number, a confirmation window appears. If the
information is correct, select the Yes button.
-OR-
If Search for an Office Number is selected, find the person’s name to be assigned, highlight,
and select the Blue Arrow. A confirmation window appears. If the information is correct,
select the Yes button.
-OR-
If a Search for a Staff Person Logon is selected, you can type in the Logon ID and select
Search, a confirmation window will appear. If this information is correct, select Yes. If you do
not know the Logon ID, select the Black Arrow, type in the last name and first initial of the
person, select Search, highlight the person’s name and select the Blue Arrow. A confirmation
window appears. If the information is correct, select the Yes push button.
n . lalx]
UPDATE
~Program Information
Froaram CI8 i rocus worermie N
Name MONICA LIGHTNEF Mode ASSIGNED
rls this the....———————
Assigned to:  Primary Notice Worker
Last First Offi e Position Class Logon
[RABBIT  PETER LA 8 AT er R 0683 CFSS  DSSZ927
CE ¢ Accounts Receivable Contact (0 EEEEEEEE) (=
¢ Fraud Contact
" CFS Case Manager
Cancel
4 | |
NOTE: If you are the first person assigned to the Program Case, you will be the Primary
Notice Worker by default. The HHS worker is always the Primary Worker. If there is
someone assigned as the Primary Notice Worker, you will receive the above Worker Role
window and will select the appropriate role.
7. Ifyou had to select a role, Select OK.

8. The program case is now assigned.

Remember: Assigning all program cases to a staff position is required before a Master Case can

be checked-out to Expert System. Children and Family Services program cases can only be
assigned from inside the program case.
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Add Additional People to a Master Case

Return to the Detail Master Case window.
Select Actions on the Menu bar.

Select Add Person to Master Case.

[B] N-FOCUS - Detail Master Case o (=] 3
File | actions Goto Detsil Help

< [Pl L) | T 2

UPDATE

Add Program Case

| s Clase GasePerson
Renpen Case Person
Change Master Cass Name
Household Status

Familly Relationships
CHARTS Referral

Tie Program to Application

R ET——
L: . Ext Birth Date Household Begin Date Unborn's Mom Dt
Inkerview Tracking Status
IRF Tracking .
D ReviewRecert Tracking 03262001 In HH 06-01-2006 ; [I]I
L 07-02-1997 In HH 08-01-2006
L CopyPersonlndexinfe  FLL 02171967 In HH 08-01-2006
Frinit Master Case Bar Code Chrl+ShiftHb
Frinit Persor Bar, Code: ChrlSHiFEHF ’j
4 *
Check-ouk Case | |5
~Program Cases
Program Assistance Case Name St StatBeg Dte Mode Program ID
ADC{MED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404
cc CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 88505612 @I
SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 25802
EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168 =
CFs SAFETY ASMNT LIGHTNER MONICA AC 10-01-2010 ASSIGN 68678274 7/@'

Result: The Add Person window displays.
x|

rName
First |MAFlK
Middle |
Last |[RUFF
Ext [NoNE) ]

Sex IMALE v[
SSN [
Birth Date |

Ethnicity I[NONE] j

Race American Indian or Alaska Native
[Select ALL | Asian
Black or African American
that I
at apply) Native Hawaiian or Other Pacific Islander
Other

White

E'Eerform Clearance§ Cancel | Help |

4. Enter all available data for the new Master Case Person. Minimally, Name, Sex, Birth Date,
Ethnicity and Race, which is required before checking-out a case to Expert System.

5. Select the Perform Clearance push button.
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6.
to the Person Clearance List window. If there isn’t a

If there is a possible match within N-FOCUS to the person you want to add, you will be taken

person that is a possible match,

N-FOCUS will simply add the person to the Master Case and you will be at the Detail Master

Case window.

N-FOCUS - Person Clearance List
File Wiew Goto Help

ﬁ

=lol =]

S

~New Person Infi

........
First Name
MARK

Last Name
RUFF

MI Ext Birth Date Sex

SSN
| B

M <— Add New Person

~Possible Matches of Persons Existing in N-FOCUS
Match
Type SSN

Last Ml Ext Birth Date

~ Physical Add,

Master Case 5

Use Existing N-FOCUS Person |

Sex Person Number

7.

If you are provided a list of possible matches to the person you want to add, there will be two

possible functions, Add New Person push button OR Use Existing N-FOCUS Person push

button. If the person you want to add is already in N-

FOCUS, highlight the name in the lower

box and select Use Existing N-FOCUS Person on the bottom. If the people listed do not
match the person you want to add, then highlight the person in the top box and select Add
New Person. You want to make sure you are not duplicating a person already on N-FOCUS.

8.

9. Select appropriate the answer.

N-FOCUS - Person Clearance List
File Wiew Goto Help

You will then get a confirmation pop-up making sure this is a person you want to use.

=lofx]

S]]

REC ore
~New Person Infi ion E d

........

N-FOCUS - Confirm Person Selection

You have sel d the following individ:

| who is already on N-FOCUS.
~Poss

Ty MARK RUFF
The information you just entered on the Add Person window will be deleted and the information
already on N-FOCUS for the above individual will be used. If changes or corrections are needed,

make them from the Detail Person window.

Do you want to continue?

No | Help |

~ Physical Add,

Master Case 5

Use Existing N-FOCUS Person |

10. You will then be prompted to add the date the person entered the MC.
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Add Master Case Person to Existing Program Case

1. On the Detail Master Case window, highlight the name of the Master Case Person to add to a
Program Case.

Select the Actions menu on the Detail Master Case window.

Select Add Person to Program Case.

[B] N-FOCUS - Detail Master Case =l
File | Actions Goto Detal Help

Add Person ko Master Case
Add Pers

[T AddProgram Cass
s Close Case Person UPDATE
Reopen Case Person
Change Master Case Mams
Household Status
Family Relationships
| CHARTS Referral
Tie Program ta Application
Mz
Update Program Case Mods
L: Ext Birth Date Household Begin Date Unborn's Mom Dt
Interview Tracking
Status
IRF Tracking
D Review/Recert Tracking 03-28-2001  In HH 08-01-2006
L 07-02-1997  InHH 08-01-2006
| Copy Ferson Tndex Info F11 02171967 In HH 013-01-2006
Frint Master Case Bar Code ChriShift+1 02-15-1965 In HH 12-01-2010
Print Person Bar Code Crl+shift+p N
1 heckeout Case i I 1]
. Program Cases
Program Assistance Case Name 8t Stat BegDte Mode Program ID
ADC{MED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404
cc CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 88505612 @
SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 25802
EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168
CFs SAFETY ASMNT LIGHTNER MONICA AC 10-01-2010 ASSIGN 68678274 %

Result: The Existing Programs window displays.

N-FOCUS - Existing Programs I [ 3

Master Case Person

Name MARK RUFF

Person Number 79609551 Birthdate  02-15-1965 Sex MALE

To place this Master Case Person into an existing case, highlight the case from the list below.

To add this person to an Expert System case, check out the case and use the Case Maintenance actions

rExisting Cases
Program PC# Program Case Name

[cFg SAFETY ASMNT 1290091 LIGHTNER MONICA

oK I Cancel | Help |

4. If the person is not an out-of-household person, the Existing Programs window appears.

TRAINEE | N-FOCUS
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5. Highlight the Program Case to which you want to add your Master Case Person.

Note: An Application Request Date pop-up window displays. The request date defaults
to today’s date but can be changed.

N-FOCUS - Existing Programs ==X

[ Master Case Person

Name MARK RUFF

Person Number 79609551 Birthdate  02-15-1965 Sex MALE

To place this M s e o fot s oo oo fmtfom oo
N-FOCUS - Application Request Date:
To add this person Maintenance actions
You may change the Request Date
if different than the current date.

= “==— fthe list below.

Existing Cases
Program

[ SAFE

Request Date|

0K | Cancel

Help |

6. Enter date if different than the default.

Note: You cannot set the person’s begin date prior to the Master Case begin date.
7. Select OK.

Result: The Existing Program window displays.
8. Select the OK push button on the Existing Programs window.

Result: The Detail Master Case window displays with the selected person added to the
selected program case(s). To see that the person has been added, you must go to the
Detail Program Case window.
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Household Status

HH Status Window

Persons not involved in any program case who are out of household, such as terminated unborn
and absent parents, will not display on the Detail Master Case window. They will still be visible
on the Household Status window.

To view history or update a person’s household status, you may continue to Select Household
Status from the Detail Master Case window Actions drop-down menu OR select the new
Household Status icon.

[E] N-FOCUS - Detail Master Case o [ 23
File Actions | Goto Detal Help

&

- Master Case UPDATE
Name MONICA LIGHTNER

Number 58

-Master Case Persons

Last First Ml Ext Birth Date Household Begin Date Unborn's Mom Dt
Status

DONALDSON SUSAN 03:28:2001  InHH 08:01:2006 i [III

LIGHTNER BILLY 07-02-1997 In HH 08-01-2006

LIGHTNER MONICA 02-17-1967  InHH 08-01-2006

RUFF MARK 02-15-1965 In HH 12-01-2010

il | | @I
-Program Cases

Program Assistance Case Name St StatBeg Dte  Mode Program ID

ADC{MED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404

cc CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 88505612 @I

SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 25802

EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168 =

CFs SAFETY ASMNT LIGHTNER MONICA AC 10-01-2010 ASSIGN 68678274 7@'

Result: The Household Status window displays.

Note: Master Case persons not associated with any program case who is out of HH, will
not display on the Detail Master Case window, but will display on the Household Status
window. In this master case, for example, Tyler Prior is not involved with a program case
and he is out of household, so he does not display on the Detail Master Case window, but
his Household Status can be viewed or updated on the Household Status window (see
next picture).

[B] N-FOCUS - Househuld Status [_Ta] x]
File | Actions Goto  Help

|

UPDATE
Master Case Persons
Last First MI Ext Birth Date  Household Person
Status Number
TOWNSENDLAND LEA 10-27-2004 InHH 33905701

TOWNSENDLAND TINA 08-24-1979 In HH 83961276

Household Status History

Status Begin Date End Date
Out of HH 01-01-2007
In HH 10-01-2006 12-31-2006
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To Change Household Status:

Highlight the person.
2. Select Change Household Status from the Actions drop-down menu.
Result: The Change Household Status window displays.
Choose the appropriate Household Status radio button.
Enter the Effective Date.
Select the OK button to return to the Household Status window.

Note: Because persons no longer in any program case and out of household will no
longer display on the Detail Master Case window, you may run across master cases
where the Master Case Persons box is blank.

N-FOCUS - Detail Master Case =101
Fle Actions Goto Detal Help
&l
~Master Case UPDATE
Name MAGGIE ARGYLE .
_ EX: In the picture to the left,
Number 460 Office  OMAHA-3737 LAKE ST

Maggie Argyle is deceased and

Master Case Persons

was the only person in the

Last First Ml Ext SSN Birth Date Household Begin Date Unborn

Status master case, so the Master

1] Case Persons box is blank.
—~Program Cases

Program Assistance Case Name St StatBegDte  Program ID
cc SLIDING FEE ARGYLE MAGGIE CL 04-01-2007 42739457
FSP ARGYLE MAGGIE DE 04-01-2007 65937056 @
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Administrative Roles

Types of Administrative Roles

e Case Representative

¢ Emergency Contact

An Administrative Role provides a specific functional responsibility for a Program Case. Certain
administrative roles are designated only to members of the specific Program Case (Primary
Household Member, Principal Wage Earner). Other administrative roles are generally held by
someone in neither the Program Case nor the Master Case (Case Representative, Emergency

Contact). The administrative role of Payee is usually held by a member of the Program Case, but
not always.

These steps illustrate how to update administrative roles. An organization may sometimes serve
in an Administrative Role assignment (e.g., a Treatment Center as Food Stamp Case
Representative). The process demonstrated here would be the same for an organization as for a
person, except for the selection of Organization from the Select Administrative Role window.

Navigate to the Detail Program Case window.

1.

Select the Administrative Roles push button.

rProgram Case Persons
Last First MI Ext Role Status Reason Assistance
BROWN BETTY CFS PARTICI ACTIVE SAFETY ASMNT
BROWN JIM CFS PARTICI ACTIVE SAFETY ASMNT
BROWN JOEY CFS PARTICI ACTIVE SAFETY ASMNT
BROWN SUE CFS PARTICI ACTIVE SAFETY ASMNT D
4] | i
~Administrative Role
Name Role Notice Begin Date End Date
BETTY BROWN CASE NAME Y 12-01-2007
m‘l Select Role
Change Notice
ore
H Close Rale
0K | Cancel | Help |

TRAINEE | N-FOCUS
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2. Select the Role push button.

~Person
First I
Last Address
35N - - Telephone

-0R-

3

~Organization

Name

Role

0K | Clear | Cancel | Help |

Select the Out Select arrow icon from the Person group box.

4. Enter the first and last name of the Person who will have the Administrative Role. Include as
much information as possible to assist with person resolution issues that maybe encountered.

5. Select the OK push button.

6. On the Select Administration Role window, select the Address push button.

7. Enter the address.

8. Select OK.

9. If there are telephone numbers to enter, select the Telephone push button.

10. Enter any telephone number(s).
11. Select the OK push button.

12. Select the Role in the list box.

Note: Emergency Contact is an administrative role in which a person not in the Master
Case is listed as a contact on behalf of the client. Case Representative is a generic role
including persons generally not in the Master Case who apply on behalf of other
individuals or who serve as Guardians, persons serving as a power-of-attorney,
conservators, etc. also fit into the administrative role of “Case Representative”.

13. Select the OK push button.
14. Select the Yes push button.
15. Select the OK push button.
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Family Relationships

Viewing Family Relationships
Family Relationships and Marital Status must be completed for everyone in the Master Case.
There are multiple documents to which this information automatically attaches, most notably the
Court report. You will not be able to complete a Safety Assessment without having all of your
family relationships completed.

1. On the Detail Master Case window, select Actions.

2. Select Family Relationships.

N-FOCUS - Detail Master Case

File | Actions Goto  Detail Help

Add Person to Master Case
£y Pt son b Program Case:
Add Program Case

Close Case Person

Fleopen Case Persar
Change Master Cass Name
Household Status
Family Relationships
CHARTS Referral

Tie Program to Application

<l

I8 (=] 4|

UPDATE

Update Program Case Made

L: Ext Birth Date Household Begin Date Unborn's Mom Dt
Interview Tracking Status
g IRF Tracking 2 )
T ReviewjRecert Tracking 03-28-2001 In HH 08-01-2006 []I
L 07-02-1997 In HH 08-01-2006
L| CopyPersonindexinfo il 02-17-1967  In HH 08-01-2006
R|  Print Master Case Bar, Code.  Chrl#ShiftH 02-15-1965 In HH 12-01-2010
Frint Persor Bar, Code: ChrlSHifE+E ’j
4 *
1<) Check-out Case | NS
i Program Cases
Program Assistance Case Name St StatBeg Dte  Mode Program ID
ADCIMED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404
cc CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 88505612 @I
SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 256802
EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168 =
CFs COURT LIGHTNER MONICA AC 12-01-2010 ASSIGN 68678274 7{3'

Family Relationships List

Review the list. Notice that there is missing information.

2. Proceed to Checking out a Master Case.

N-FOCUS - Family Relationship List

File Actions View Help

Ci=l

EEEE

Name

Age Birthdate

u
more-

Verification Sow

Non-Relative
Non-Relative
Non-Relative
Non-Relative
Non-Relative
Never MarriedfAnnulled

- LGHTNER
Parent [Bio)
Parent [Bio)
Never MarriedfAnnulled

- LIGHTNER
Sibling (Bio)
Newver MarriedfAnnulled

- DONALDSON
Newver MarriedfAnnulled

LOGGMNER UNBORN [due]
LOGGNER  LISABELL
DANALYSON SUSAN
LOGGNER  BILL
LOGGNER  MONIC

MONICA
DONALDSON SUSAN
LIGHTNER BILLY

BILLY
DONALDSON SUSAN

SUSAN

04-14-2007
07-28-2005
03-28-2001
07-02-1997
02-17-1967

42 02-17-1967
03-28-2001
07-02-1997

12 07-02-1997
03-28-2001

8 03-28-20M

Relationship Type Name {EDD Begin Date
- LIGHTNER GRANDMA 64 10-05-1945
- RUFF MARK 44  02-15-1965

07-14-2006 UNVERIFIED
07-28-2005 UNVERIFIED
03-28-2001 UNVERIFIED
07-02-1997 UNVERIFIED
02-17-1967 UNVERIFIED
02-15-1965 UNVERIFIED

03-28-2001 HOSPITALORC
07-02-1997 HOSPITALORC
02-17-1967 UNVERIFIED

03-28-2001 HOSPITALORC
07-02-1997 UNVERIFIED

03-28-2001 UNVERIFIED

2
moret
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Family Relationship Summary on Detail Program Case window

1. On the Detail Program Case window, highlight the person on interest and select the Family
Relationship Summary icon.

.
e

File Actions Wiew Goto Detall Help

2221 [

DR EREEEEE R

R R E RN

Relative Notices Program Person

UPDATE
Program Information
Administrative Roles | Case Plan |
Program CFS COURT ID 55674452
5 . Legal Action | Case Detail |
Status Active Status Begin Date 02-01-2013
Master Case ID 1188 Mode ASSIGNED Consultation Point | IL Plan |

- Program Case Persons

Last First M Ext MMIS # Role St Begin End Status Rez
ANDERSO SEAN 0 PARTICIPAN  AC 02-01-2013

CHRISTE JOEY 0 CFS PARTIC  AC 03-01-2013 =
ANDERSO MICHAEL 0 PARTICIPAN  AC 02-01-2013 %}
ANDERSO MELISSA 0 CFS PARTIC  AC 02-01-2013

ALLEN TYLER 0 CFS PARTIC  AC 03-01-2013

4 | 0]

Results: The Family Relationship Summary window enables.
Note: Information about the Relationship, Legal Status, Parental Rights, Deceased and
Person Number can be located on this window.

N-FOCUS - Family Relationship Sul _ | X

File Help
Program Person  SEAN ANDERSON Person Number 15021327 ‘
Name Relationship Legal Status Parental Rights
JOEY CHRISTENSEN NON-RELATIVE
MICHAEL ANDERSON SIBLING [BIO] HHS WARD
MELISSA ANDERSON PARENT [BIO]
TYLER ALLEN PARENT [BIO]
1 i
Note: Family Relationships can only be updated in the Expert System.
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Checking-Out a Master Case

1. On the Detail Master Case window select the Actions menu.
2. Select Checkout Case.

Note: Prior to checking out a case each person in the Master Case must have a race
code and Birth Date documented. Also, all Program Cases must be assigned.

i
File | Actions Goto  Detal Help
Add Person to Master Case )
Add Persan ko Program Case. @ @
[ addProgram Case
s Close Case Person UPDATE
Reopen Case Person
Change Master Case Name
Household Status
Family Relationships
| CHARTS Referral
Tie: Program ko Application
Mz
Update Program Case Mods
L: . Ext Birth Date Household Begin Date Unborn's Mom Dt
Inkerview Tracking Gratus
g IRF Tracking
D peviewfRecert Tracking 03-28-2001 In HH 08-01-2006 @
L 07-02-1997  InHH 08-01-2006
L GopyPersan IndexInfo Fil 02-17-1967  InHH 08-01-2006
R Print Master Case Bar Code. Chrl-ShiftHi 02-15-1965 In HH 12-01-2010
Print: Person Bar Cade CErbShiftH G
L ! »
. Program Cases
Program Assistance Case Name St Stat Beg Dte  Mode Program ID
ADC/MED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404
cC CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 88505612 @
SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 25802
EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168 =
CFS COURT LIGHTNER MONICA AC 12-01-2010 ASSIGN 68678274 @

3. A Check-out was successful message appears.

| |
N-FOCUS - Check-out Suee X

\!J) Zase check-out was successful,

K

4. Select OK on the message.
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[B] N-FOCUS - Detail Master Case =11
File Actions Goto Detsl Help

I -1 =1 551

- Master Case INQUIRY
Name MONICA LIGHTNER

Number 58

I Master Case Persons

Last First Ml Ext Birth Date Household Begin Date Unborn's Mom Dt
Status

3 I
DONALDSON SUSAN 03-26-2001 In HH 08-01-2006 m
LIGHTNER BILLY 07-02-1997 In HH 08-01-2006
LIGHTNER MONICA 02-17-1967  InHH 08-01-2006
RUFF MARK 02-15-1965 In HH 12-01-2010

-Program Cases

Program Assistance Case Name St Stat Beg Dte  Mode Program ID
ADC/MED LIGHTNER MONICA AC 06-01-2007 ASSIGN 21481404
cc CURRENT FAMIL LIGHTNER MONICA AC 12-01-2010 ASSIGN 88505612 @I
SNAP LIGHTNER MONICA AC 11-01-2010 ASSIGN 25802
EF LIGHTNER MONICA AC 06-01-2007 ASSIGN 22862168 =]
CFS COURT LIGHTNER MONICA AC 12-01-2010 ASSIGN 68678274 7/@I

Result: The Detail Master Case window displays.

Note: It no longer says “Update” in the top right-hand corner. Status has changed to
“Inquiry”. This is because you have successfully checked out the case, and no one else

can make any changes to it. Other people can make changes only when you check the
case back in.

5. Clickonthe Q & A icon in the upper right hand corner of the window.

A N-Focus - case status =10 x]

Fle Actions GoTo Help
=i o)) () (5

Select a case to process:

Case ID Case Name Status

Result: The Case Status window displays with a list of all checked-out cases.
6. Select (highlight) the Master Case and double click or use the Open icon.
Result: The Navigator window displays.
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The Navigator window

Warning: Don’t Check Out or Check In a Master Case when N-FOCUS is down.

The Navigator window is the first window that will appear once a case is selected from the Case
Status window.

¥ 3 NFOCUS - Navigator MONICA LIGHTNER. 58 o =l 3

File A fiew  Goto Help
(T i

Case Maintenance
® Eligibility
Summaries
Utilities

CWIS

Tasks |ani[:e5|

A red “X “is indication that work is required in the field following the X.
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Navigator window with the Tree List Expanded

S
File Actons View Goto Help

e

EEIE] [T el

=¥ Non Financial

i Family Relationsh|

- Guardianship

¥ Health Check

Immigration

i Living Arrangemer
Medical Impairme
Medicare

- Sanctions

~¥ ‘Work Registration

Financial

® Verifications
2l Case Maintenance
5 ¥ Eligibility
3l Summaries
3l Utilities
¥ CWIS

Adoption
¥ Funding Detail

4| U
Tasks |Nu(ices|
[ I 04042007 | 11:34

@

A green “” is indication that someone or the computer updated information.

e Click on the “+” sign next to Data Collection to expand.
e Click on the “+” sign next to Non Financial to expand.

o Click on the “+” sign next to CWIS to expand.

These are the items for which the CFS Specialist is responsible especially:
¢ Non Financial
= Family Relationships
= Guardianship
= Health Check
= Immigration
e CWIS
= Adoption
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Processing Family Relationships

1. Single click on the Family Relationships task.

established.

Note: The Summary view is read only or Inquiry.

5]
File Actions Wiew Goto Help
EEE] [ e
=% Data Collection [LAST HAME [FIRST NAME [DOB/EDD  [AGE [NUMBER
5 ® MNon Financial ) Relationship Type [LastName  [FistMame  [Begin Date |End Date
i Citizenship/lmmig FF MARK 02-1965 44 79609551 ~]
Pl [Riel o Never Married/an... 02-15-1965 |
Guardianship HTNER MONICA 02-1967 42 13090182
Health Check i Parent [Bio] LIGHTNER  SUSAN 03-28-2001
4 Living Arrangeme] Parent [Bio) LIGHTNER BILLY 07-02-1997
Medical Impairme| Never Married/An... 02-17-1967
Medicare = LIGHTNER BILLY 071997 11 59487427
: Sibling (Bio] LIGHTNER ~ SUSAN 03-28-2001
\S;"i";"s. ati Never Married/An... 07-02-1997
. yvork Hegistralion  Child [Bio) LIGHTNER  MONICA 07-02-1997
Financial = LIGHTNER SUSAN 032001 7 5734104
Verifications Newver Married/an... 03-28-2001
@ Case Maintenance Child [Bio) LIGHTNER  MONICA 03-28-2001
= M Eligibility Sibling (Bio) LIGHTNER  BILLY 03-28-2001
®-  Summaries = LIGHTNER LISA 072005 3 29051473
& Utilities i~ Never Married/An... 07-28-2005
o CWIS
Hell
< | » g

Tasks |Nu|i[:es|

Summary |

Click on the Add push button.

Double-click on the Family Relationships task.

[£3 encus-novptor—— vomcaamen s LB
| File Actions Wiew Goto Help
= s
== [ e i
Data Collection [LAST NAME [FIRST NAME [pOB/EDD  [AGE [NUMBER
- Non Financial [ Relationship Type LastName _|FirstName | Begin Date
. Citizenship/lmmig) | = pyFF MARK 02-1965 44 79609551 -
Family Relationsh Never Married/Annulled 02-15-1965 .
Guardianship
i Health Check LIGHTNER MONICA 021967 42 13090182
i Living Arrangemer Parent (Bio) LIGHTNER ~ SUSAN 03-28-2001
Medical Impairme Parent [Bio] LIGHTNER  BILLY 07-02-1997
Medicare Never Married/Annulled 02-17-1967
. f;"f';"s. ati GHTNER BILLY 071997 11 59487427
& vvork Registration Sibling (Bio) LIGHTNER  SUSAN 03-28-2001
@~ Financial Never Married/Annulled 07-02-1997
Verifications
E-  Case Maintenance GHTNER SUSAN 032001 7 5734104
@-¥  Eligibility Never Married/Annulled 03-28-2001
®- Summaries
B Utilities LIGHTNER LISA 07-2005 3 29051473
B CWIS Never Married/Annulled 07-28-2005
al | . [Add ] I Update Help

The Family Relationships task displays the summary of all relationships that have been

The Family Relationships task displays with the Current Tab active and the ADD, Update
push buttons bars available in the lower right side of the window.
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6. The Add Family Relationship window displays with the first person in the Person group box
window highlighted.

Note: Persons are listed chronologically by age, oldest to youngest. Each person must
have Relationship Type and Marital Status.

Family Relationships consist of:

e Parent (adoptive) of Child
e Parent (biological) of Child
e Parent (step) of Step Child
e Sibling Adoptive

e Sibling Biological

e Sibling Step

e Relative

¢ Non Relative

e Married
e Divorced
e Widowed
NFOCUS - Navigator MO =]
File Actions View Goto Help
E = [ R
T
x
Person: Relationship Type: Person(s]:
02-15-1965 Divarced LIGHTNER MONICA 02-17-1967
LIGHTNER MONICA 02-17-1967 Married LIGHTNER BILLY 07-02-1997
LIGHTNER BILLY 07-02-1997 Non-Relative LIGHTNER SUSAN 03-28-2001
LIGHTNER SUSAN 03-28-2001 Parent (Adopi] LIGHTNER LISA 07-28-2005
LIGHTNER LISA 07-28-2005 Parent (Bio)
Parent (Step)
Relative
Sibling [Adopt]
Sibling [Bio)
Sibling [Step)
Begin Date:
Maritall Status: l—
Divu.med Veritication Source
Married
Never MarriedfAnnulled IUnveriiied j
Widowed
Next | 0K | Cancel I Help |
\ [
. | J Add | Update | Help

7. Select the Relationship type from the Relationship Type box.

8. Select the person the relationship is with from the Person(s) group box.

Note: Multi selection is available in the Person(s) box.
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9. Enter the Begin Date if enabled.

Note: Biological relationships, Relative, and Non-Relative relationships will automatically
have the Begin Date of the birthday of the youngest person in the relationship.

10. Select the Next push button. The relationship created is saved. If another relationship is
required for the highlighted person, the person’s name will remain in the Person box on the
left side of the window. If all required relationships have been established, the person’s name
will be removed from the list and the next person’s name will be highlighted.

Note: Selecting the OK push button will return you to the previous window.
Navigation Tip: Continue documenting relationships until the Next push button is disabled.

11. When all relationships are processed, the Next push button will go gray and the OK push
button will highlight. Back out of the window and answer Yes to the Save question and Yes to
the return to the Case Status window.

==
File  Actions  Wiew Goto  Help
= = W~
=THICS MRkl (5]
Person: Relationship Type: Person(s]:
RUFF MARK 02-15-1965 || Divorced
Married
Non-Relative
Parent [Adopt]
Parent [Bio)
Parent [Step]
Relative
Sibling (Adopt]
Sibling [Bio)
Sibling [Step)
Begin Date:
Marital Status: 07151965
D'v"_":gd Verification Source
Married
Never MarriedfAnnulled IUnverified j
Widowed
Next: | OK | Cancel | Help |
\
T I
" - add | Updote | Hep |
Tasks |Nuli[:E5| Current |Hislury| Summary
] | dd Famiy Fiekationships 04052007 | 11:07
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Checking-in a Master Case

WARNING: If you do not check-in a Master Case by the end of the day you will
lose all changes made to that case for the day!!

Note: When returning to the Case Status window from the Navigator window, your case

will still be in Case Locked status. You will have to single click on the case line to return

the Master Case to Case Ready. You will then be able to Check-In the case. If the case
is in Case Locked status, the Check-In option will be disabled.

1. Select the Close icon on the Navigator window.

Note: The message says “Close Navigator” rather than “Close Window.”

Result: The confirmation window displays asking, “Do you wish to return to the Case
Status window?”

2. Select the Yes push button.
Result: The Case Status window displays.
3. Select (highlight) the Master Case.

4. Select the Actions menu; select Check-In Case.

Note: The Override Check-in option is available if you do not wish to save any information
which was documented from the tree list tasks.

5. You are given a message to tell you that the check in was successful.

Note: If it was not successfully checked in, you get an error message and should call the
Help Desk, immediately!

6. Select the Menu icon to return to the Main Menu.

Navigation Tip: Determine the Master Case status when entering the Master Case. The Detalil
Master Case window will display the word “INQUIRY” in the upper right hand corner while a
Master Case is checked out. It will display “UPDATE” when checked in.

It is possible to have more than one Master Case checked-out at any given time. This allows
workers to look up/change information in Expert System on one case without checking-in another
Master Case first.

When the check-out is complete, return to the Main Menu window and select the Expert System
icon.
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