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JOB AID: ENHANCED FUNCTIONALITY

Redesigned Dashboard/Landing Page

Upon login, users will be navigated to the Dashboard where they can view their
Assigned Workload, Unassigned Workload, Approval Requests etc. based on their role.
To switch views, the user can click any of the tabs on the Dashboard screen (Assigned
Workload, Unassigned Workload, Approval Inbox, My Requests).

Assigned Workload: This shows the referrals assigned to a user. Based on user’s role
they will be able to see another user’s workload. Using Program Area, Unit and Worker
dropdowns above the grid.

Kids1o0 [ msenan @

Please Note: This is the UAT Environment.

Assigned Werkioad

Home - Dashboard

Assigned Workload

AssignedWorkiosd (3) | Unassigned Worosd  ADprOVEIWbox My Requests

_ - Fittess

£, Program Area un ok Nor Troe

2 Workar N, Y

= Bruce Noel- INTAXE | | Emity Fries - inTaxe 1 36 ~| | Emiyees v‘ ‘ Al - e -

« Investigation (3)

= = = =

Unassigned Workload: The referrals that are not assigned to any worker but rather just
assigned to either unit or program area will land in this tab. This tab will be visible only
to Supervisors, Clinical Managers, RODs, and Specialists.

To view the referral assigned to a unit within a Program Area, select the corresponding
unit from the Unit dropdown.

To view the referral assigned to a program area (without any unit assignment), select
the Unassigned Inbox in the Unit dropdown.

Kids7o0 - e @

Plaase Note: Thé is the UAT Emiranment,

Unassigned workdosd
Home - Dashboard

« Investigation (11)
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Approval Inbox: This tab will also be visible only to Supervisors, Clinical Managers, RODs and
Specialists. This is where all the approvals sent to them will reside. Users will have the ability to
filter the approval inbox by Unit and Approval Type.

Kids1oo0 ] ——

‘Please Nate: This s the UAT Environment.

o :
Home - Dashboard

Approval Inbox
Assigred Worklond (3)  Unassigned Warkbd (17) | Appeoval b (88) |y Rsquests
Agproval Inbox =5 anaitng approval KIDS 1.0 Approval Inbax (5 * ® awsitng Apgeoesis

Filters.

£
|
v

Emiy Friea - INTAKE 1 - INTAKE | [ ~ -

Awaiting Approval Table

=)

My Requests: This tab will display all the requests sent for approval by the logged in user. The
requests that are approved will stay on this tab for 10 days and then will be removed after that.

kids a - Seasion il e ot 8000 (Y

Piease Note: This ks the UAT Environment

o
Home - Dashboard

My Requests

. 5| My Raquasts (5)

My Request Table

IAssigned Workload Enhancements

In KIDSTOO, the Assigned Workload Dashboard includes additional column names such
as Family Name, Parent Name, Date Assigned, Intake Date, Days Remaining (with 15
Days Remaining indicator), Day 60 Date, Family Worker Name, Admin Worker Name,
Individual Count, etc.
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kids

Allegherny County Department of Human Servioes

kids sessionwittime s i 5240 (@)
Plnase Note: This s the UAT Enviranment.
Assigned Werkdoad
Home - Dashboard
Assigned Workload
Assired Workioad (9) | Unassigned Workiosd (11)  Approvel inbax (85) My Requests (5
© Fiters
o| [ emayroes- mraxe 136 v o] [m ] -
- Investigation (9)
st ey | [ e | [ oo | [ st
® M e [ . tw WU P o g
. 5 o
st s — wsaome oo ® wmEe ey : -

In Legacy KIDS, the column names only include New, ID, Type, Responsibility, Referral
Type, Name, Client, Date Assigned, Open Date, Worker Name, and Family Case Type.

@

« Department of Human Services
Allegheny County, Pennsylvania

Session will time out in: 59:38

nele Looow [ETNNNEET NENNENN

My ity prefins Program Area
Placement Stabilty

Wortars N
o i 2
oy
o for e Clamt Oate AssignedOpen Date =
Tioe
B

=" Inicates Rastricted or "A” Indicates Restricted & Adogtion Security or ‘A Indicates Adoption Security

Assign/Transfer Functionality
Ability to End-Date Admin Assignments, Transfer Summary Popout (on dashboard)

~ Investigation (9)

—— =) =) =
; [ . o Dw L wes omow e ot oo
oy P [—— £ AN ey p—
n) 764859 s name cient ClamFrsthiame  08/11/2024 0610204 4 08092024 EmiyFres 2 -

1. Select a referral from the Dashboard using the checkbox.
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2. Click the Assign/Transfer button in the top right of the grid.

Assign / Transfer Details

Assign/Transfer (Referral: 764859)

Prognm area 11 v 1 workar 11 Responsivany 11 Swnom 11
NTAKE Emily Fries - INTAKE 1 Emiy Friss Famin o612tz
v 1ol
New Assignment
Assignment Type Program Area Requied unit Worker
O Family Adminisirative Bruce Noel - INTAKE v‘ ‘ Emily Fries - INTAKE 1 - INTAKE v‘ ‘ ~ Select an option — ~

Summary

3. Select the Assignment Type, Program Area, Unit, and Worker.

Assign / Transfer Details

Assign/Transfer (Referral: 764859)

Frogram Area 11 Unit 11 Worker 11 Responsibilty 7. Start Date T,
wrae il Fries - NTARE iy Fres Famity P
- 1ot1
New Assignment
Assignment Type Program Area equre urit viorker
O Famiy Adwisistiative Bruce Noel - INTAKE v‘ ‘ Emily Fries - INTAKE 1 - INTAKE w| | stephanie svoios v‘
Summary

4. Click the Save button.

Save Assignment X

Are you sure you want to change the family assignment?

n o
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5. A confirmation popup will appear. To confirm, click the Yes button.

Assign / Transfer Details

Assign/Transfer (Referral: 764859)

Program hres 11

INTAXE Emiy Fries - INTAKE 1| Stepnans Seoics

New Assignment

jgnment Type Program Area

unit 1 Warker 1L Responsibilny 11 sunse 11

Administrative Bruce Noel - INTAKE w| | Emily Fries - INTAKE 1 - INTAKE ~ Select an option ~

4

05 =

6. The Assign/Transfer Details popup will remain open where users can view the
current assignment and assignment history.
7. To go back to the Dashboard, users click the Close button.

J—
Home - Dashboard

NG

Assigned Workload

Assigned workioad (17) by Requests

1 INTAKE w| | EmilyFries - nTaxe 13 v

> Call Screening (1)

+ Investigation (1€)

HE

8. The assigned worker will then have the referral in their Assigned Workload with a
New tag in the Date Assigned column.

9. Users will have the ability to make multiple Admin assignments. And creating a
new admin assignment will not auto-end date previous admin assignment.

10.Users can manually end date the Admin assignment using End Assignment
button within grid for admin assignments.
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Assign / Transfer Details

Program Area 11 Unit 7L Worker 1] Responsibility 11 Start Date 1]
INTAKE Emily Fries - INTAKE 1 Adebimpe Akitoye Administrative 07/11/2024
INTAKE Cathy Long - INTAKE 7 Family 07/11/2024

20 v o« < 1ofl > »

New Assignment

Assignment Type *Program Area Reguired Unit Worker
Q Family Administrative Bruce Noel - INTAKE v\ \ Emily Fries - INTAKE 1 - INTAKE v - Select an option ~ v
Summary
®
E
4
Restrict Functionality
Users can restrict referrals from the Dashboard.
— .
Assigned Workload
= Jnit ™
wrae V| [em v o [ v -
> Call Screening (51)
 Investigation (91)
(Q iicates 15 aays remain befoe 2y oC
e e e
G e T T e ) DA T T T TR e g
.
8 s s tost osana02s om0 e Amoer s -

S 2 -

1. The user selects a referral using the checkboxes in the leftmost column.
2. The user then clicks the Restrict button and the below Restriction/Unrestriction

Reason box appears.
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v Investigation (91)

‘ Restriction / Urvestriction Resson

o b Rutera Type. 1

Famiy e Parera Name

tost

[r——p—

oo | [ s
Ingvdal Coum
2 -

3. The user puts a restriction reason in the textbox and then clicks the Restrict

button.
~ Investigation (91)

Parent Narme

Oote Assigned 1/

otats Oote

4. A Restricted tag will then appear below the referral ID in the grid.

Putting Referral in Focus from Dashboard
Once the user navigates to the Dashboard, the user can see the list of referrals getting
displayed in the grid. To select any referral and view it the user can select the show

button which is present beside each referral in the grid.

wcts | | remgu s
Ingwdusl Court
3 2om

| Transter Summary | | Restrict | | Contacts ‘ ‘ AssignTransfar ‘
Family Admin .
D | :”'E'"’I 71 FamilyName 1] :::: 1l :::‘ ea T :;:.:.:e Worker 71 Worker 'é’:":f“" 1 :‘:‘f's”m"“ 1l
Lind < Name Name u Sons
111612024
794927 CPS/GPS OutcomeApprovalTesting  TEST ADULT o 1/16/2024  Amber Manning 2 No
)
> e
“Alison Mullinary
794923 CPS/GPS testing Test Parent 110/2024  Alison Mullinary No show
Amber Manning
Shannon
921 1101202 5972019 5 3 -
79492 Moro wadiey 171012024 591201 Amber Manning 5 No =
794920 qusdqudsq 11012024 1102024 Amber Manning ] No show
794919 test 1/8/2024 182024 Amber Manning 1 No Show
Shannon
79491 1/5/2024 5197201 Amber M 5 N sow
8 MorsaraWodley /51292 5/9/2019 mber Manning 5 o
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Left Navigation — Additional Information

The Left Navigation gives users a recommended screen flow, so they know which
screens they have or have not completed. Additionally, users are able to move between
screens without using dropdowns. Within the left navigation there is a section labeled
Additional Information| It is collapsed by default but can be expanded by clicking the
arrow. The menu will then appear, and users can use any of the links below. The
selected link will open in a new window.

Incident Address
@Field Screening Research '
Q instate Out of State Foreign

FS/0C Contacts Type Address to Search

FS/0C Photos Unknown Address Homeless

FS/0C Universal
Assessment (5

Business Name Location Detail

© Additional Information Phone 1 Type Phone 1 No Phone 1 Ext

- Select an option ~ v | |

Phone 2 Type Phone 2 No Phone 2 Ext

~ Select an option - v | |
Phone 3 Type Phone 3 No Phane 3 Ext

~ Select an option - ~ | |
Household Address
Q instate Out of State Foreign

Type Address to Search

Same As Incident Address Unknown Address Homeless

To view the options present under the Collapsed View, click on the arrow to open and
view the options available.
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kids

Allugheny Gounty Department of Human Servioes

@ Additional Information

cui

Courts 3

Services (3

Shelter (3

Missing & Runaway Youth (5
Reports (3

Record Review (3
Supervisor Log (3

CWIS Data Correction

Search - Universal and Advanced

There are two main ways for users to complete a search. At this stage, users are only
able to search for Referrals and Clients but as functionality is added to KIDSTOO, there
will be more options available. At the top of the screen there is Universal Search which
is the quickest and easiest search option.

Al ~

#EAI(20)  wmReferral(10) 8 Client(10)

wn Referral (10)

Dadey ( 763243) Status:Screened Out  Type:CPS/GPS  Intake Date :4/3/2024

CWISID: 20063107 CWIS Map ID : 202751

Dailey (711878 ) Status :Accepted Type:CPS/GPS  Intake Date :3/7/2024

CWISID: 20035113 CWIS Map ID: 151355
d Approval Inbo;

1. Users can enter any number of characters (even 1) and return results.
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7 I

=AN(16)  wuReferral(6) & Client(10)
e Referral (6)
Tets 10/7 (590471) Type:CHS Intake Date :7/7/2015

Type :CPS/GPS

7651-Oviginal { 590236 ) Status :Accepted Intake Date :6,/1/2015
CWISID: 234 CWIS Map ID : 882

ad Approval Inba!

2. Users can also enter numbers, such as referral IDs.

All

HIAI(1E) | wiRefral(6) | 2 Client(10)

w Referral (6)

Tets 10/7 (590471) Type:CHS Intake Date :7/7/2015

7651-Original ( 590236 ) Status:Acceptsd Type:CPS/GPS  Intake Date :6/1/2015
CWISID:234 CWIS Map ID : 882

ad Approval Inbo:

3. If the user is searching for a referral specifically and want to filter out the other results,
they can click on the referral tab within the search dropdown.
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#AIN(16) s Referral(6) | & Clieni(10)
2 Client (10)
DOB : 1/23/2007

ID:1141634 Name : F[FLJFM NFTMFZ BSNTUSPOH

SSN: Duplicate Tag: N

844210 Name:222:°7 WEDBUFE DOB:

SSN:111111111 Duplicate Tag :

ad Approval Inbo!

4. Users can do the same for clients.

Referral
Client

If the user would like to filter the results before searching, they can also use the

5.
dropdown to the left of the search bar.

Advanced Search

Dashboard

CWIS Notifications

To access Advanced Search, users need to click on the floating Menu button.

1.

KIDS Training Materials — Internal CYF Staff Page 11 of 34
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Plesse Note: This is the UAT Enviromment.

Advanced Search

Keywords
> Advanced Options
z Chent  Referral &
N —
ey ey e Fostiiama e e [y Boe s ey [ ="

2. The Advanced Search screen will open as shown above.

| ) - B
~ Advanced Options
~ Client

Legal First Name Legal Middle Name Legal Last Name

Legal Sex

[~ saecmncpton- 4 [

e Line 1
[ § J

hdress Line 2

Il | [ -soctonopon- .

KIDS Chent 1D Me State M1 D

> Referral

et Retersl

3. Using the arrow to the left of Advanced Options, users can open the collapsed section.
4. Within that collapsed section there is also a section for Client which can be opened, and
the above fields are available.

Keywords

N — B
~ Advanced Options
> Client
» Referral
s ame Joos Refensi 10 g Reserii0 cwsMsp o

Cllent  Roferr

5. Additionally, there is a section for referral information if the user is trying to search for a
referral.
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sandes @ -
++ Advanced Options.

» Client

+ Referral

Retemal Name KIDS Reterral ID cwis Referral D cwIs Map I

Cllent  Referrsl

Emiyo 11 ey Type 1 e ke wame Lant w11 oom 11 s weio Dupican
aws Smoers ar200 wi0se: v
i Coent upsc.o as0001

Tocosiezrs N

6. To search using keywords, the top search box can be used. The search results are
defaulted to show the Client tab.

~ Advanced Options
> Client
~ Reforral

Referral Nome KIDS Refermal 10

Tiee 10 Aedersl Name 1| Famiy werser 1. Outcorme Dme 1 Befera tatun 1

5. To view Referrals, the Referral tab must be opened.

Auto Complete Address Control

The auto-complete functionality is present for all address search fields.

Household Address

Q Instate Out of State Foreign

Type Address to Search

| Same As Incident Address Unknown Address Homeless

Business Name

Location Detail

Phone 1 Type

Phone 1 No Phone 1 Ext
| - Select an option - V‘ ‘ |
Phone 2 Type Phone 2 No Phone 2 Ext

| - Select an option - v ‘ ‘ |
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When the user types part of an address, minumum 5 characters, the related address
suggestions are displayed in the drop down shown below.

B 06:55 AM EMai v

© Client Relationships PO—

© Collateral

Staff Name
© Crtical Information 2 Abbet Mansl
© Allegation Info
Referral Area
© Referral Outcome e »
Incident Address Required
©Field Screening Research ?
State Out of State Foreign
FS/0C Contacts o Ak b Ses
k4
; Bl FS/0C Photos st main ‘ Unknown Address Homeless
z |
ESE0 Unpemcani 15t Street Arona, PA 15617 Location Detai
Assessment (4
Main Street Homer City, PA 15748
© Additional Informetion 15t Street & Main Street Kamns City, PA 16041 Phone 1 Ext

15t Street & Main Street Cassandra, PA 15925

Select an option v

The user can select any of the values displayed in the drop down. Once the address is
selected, it will be displayed with the Verified tag.

Comenmaion ) | J {

Household Address
o In State Out of State Foreign

Address

1st Street, Smithfield, Fayette, PA, 15478 - 1620 il

Address Line 2
*Address Type Required
{ - Select an option - V} Current Residence

> More Address Information

Business Name Location Detail

( 10

Pencil and trashcan icons are shown to the right of the address for the editing and deletion of
addresses. When a user clicks the pencil icon, they are able to make edits to the previously

5/16/24 KIDS Training Materials — Internal CYF Staff Page 14 of 34
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saved address. If a user would like to completely clear the address, they can click the trashcan
icon and the address will be removed.

Photos - Bulk Upload
On the photos screen, there is the ability to upload photos using the Upload Photo
button.
Filters
Client Photo Type Approval Status
Select all thatapp v Select all thatapp v All b
Thumbnail Approval Status T Photo Type 1! Client Name T. Description Tl Date Taken 1)
No results found
5 v « < 10of0
h

Back Cancel & Go Back to Dashboard

The user can choose a file by clicking in the field or dragging and dropping files into the
section. Once the photos are selected, the user can fill in the required fields below.

T

—J
Choose files or drag them here

< Screenshot (105).png

Dalete
*Photo Type Required *Client Name Required *Date Required *Time Reguired
Developmental ~ -~ Select an option — V| mm/dd/yyyy B | HH:MM T
Child Line Witness Required *Photographer Required
Caseworker Assignment Supervisor Assignment Uploaded By
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If the user selects more than one photo to upload simultaneously, they can click Apply
to All Photos to apply all entered details to all photos.

pload Photos x

Description

‘Apply 1o Al Photos

Screenshot (108).png

*Photo Type Required “Client Name Required *Time Regquired

n ‘ HHMMTT

Child Line *Witness Required *Photographer Required

‘ — Select an option — ~| | -selectanoption—

After applying the details to all photos, you can still edit the information for individual
photos. For example, if the client's name is different but all other details are the same,
use the 'Apply to All Photos' option and then update the Client Name for individual
photos.

Once all the required details are added, the user can click the Upload button and the
photos will be uploaded with entered details.

Amber Manning - Amber Manning

* Address Required

Address
o In State Qut of State Foreign

Type Address to Search

Description

5/16/24 KIDS Training Materials — Internal CYF Staff Page 16 of 34



JOB AID: ENHANCED FUNCTIONALITY

State MCI Clearance

Users can perform the state MCI clearance by using the magnifying glass for State MCI

under Additional Client Information section. The State MCI will show ‘Not available’ until
the client has state MCI.
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kids

Allegherny County Department of Human Servioes

kids m - Sasson it e o 5958 (@)
Please Note: This is the UAT Environment

Investigatan  Investigetion Review  Chent Detasls

Investigation

> Investigation Milestones (3/9)

«cose  Client Details

© Cai Screoning Referral

© brvestionncn Review « naacates Action Needed New ¢

Investganion Oveeview Chant Lagal g Reoeed fleics
Clirt Name Age 11 D08 — ke 11 ace 1 ity prct wet
& Client Details
" 1 . 2 g ot " [}
Cliont Relati o L

Cotlateral SOLARWEDLEY  mmM 1 ooz remse il

© investigation Research

Protos

Universal Assessment (5
Allegations & Assessment )
s
AR Selected Client - Sawyer Barnes
Sefee Dachion - Additional Client Information

CPS Summary

Cvns Summary known Client Informaton

Imvestigation Closure

Select sn option v
© Freld Screening Research

Date of Birt ' Aopron. Age

FS/0C Contacts

> . 2 e
FS/0G Phtos

egal Sex

FS/0C Uniw

Assessment (3
Maie v

© Additonal nformation

Select an option v

Select an optaon v Confidentia

option v

Preferred Prefix eferod First Nas

Latino, Or Spanésh Origin <
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On click of the magnifying glass below popup will open. User can either select one of
the existing state MCI from the Search Results or Create New State MCI by clicking the
button at the top.

User can also see additional information about the Search Results by using the drop
arrow towards the end of the table row.

State MCI Clearance

5/16/24 KIDS Training Materials — Internal CYF Staff Page 19 of 34
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State MCI Clearance ®

‘. James ” H Smith H 03/04/1478

e

Search Results

Upon selecting or Creating the new state MCI, it will start reflecting on the screen.
However, it will not be saved until the Save button is clicked. The message next to State
MCI ID field will indicate the same.

Easy-to-Use Approval Control

In the photos and contacts screens there are options to approve and send back. The
user can directly select the record and click on Approve or Send back.

5/16/24 KIDS Training Materials — Internal CYF Staff Page 20 of 34
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kids

Allugheny Gounty Department of Human Servioes

Client Photo Type Approval Status

v All ~

Bl

Thumbnadl Approval Status 1 PhotaType 11 Cliont Hame 1] Description 1. Date Taken 1.
[] m Send Back Environments| Craated By: Prics Donna on 05/, 05/02/2024 rd v
Requested Environmental Created By: Price Donna on 05/ 05/09/2024 7 v
E — E— R —— osonraza ; .
v 101

[ - [ |

1. For approvals, users will select the entry for which they would like to request
approval. Then they click the Request button.

Request Approval
Requesting Worker Requesting Date
Donna Price 6/21/2024
Approving Worker
Emily Fries - INTAKE 1 % ‘ Rogumst oyeons ‘
Thumbnail Approval Status 1) Photo Type 1) Chent Name 1| Deseription 1/ Date Taken 1)
ﬂ cnanse e o A Do s~
G e (R— oy b -
v 1001
[ — B

2. Users are then prompted to select an Approving Worker from the dropdown.
3. After selecting an Approving Worker, click the Request Approval button.
4. The request will be sent to the Approving Worker’'s Approval Inbox.
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kids

Allugheny Gounty Department of Human Servioes

Approval Inbox

Assgned Workosd(s)  Unsssigned Workdosd | Approvalibax(114) | Wy Racuests
Agproval Inbox 11 awsieng seproval KIDS 1.0 Approval Inbox [5 © 12 swsneg approsls
Filters

EmllyFries - NTAKE 1 - INTAKE
Awaiting Approval Table

(]

[o—— Bt

“J 062104 Domna Price. Emily Fiies

AopromiTyon. 11

Insstigation Phcko

5. The above screenshot shows the request in the Approving Worker's Approval
Inbox.

6. To view the request, click Show at the end of the row.

Photos

Client Photos

Filters

Client Phota Type Approval Status
vH ~ Al .

T ol p— Co— —i T
= ﬂ 2r B Eerm P 5
7. If the request should be approved, the approving worker clicks the approve
button and the request will be approved.
8. If the request is unsatisfactory, the user can either click the Send Back button to
the left of the approve button, or they can send back from the dashboard.
5/16/24
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Approval Inbox

Assigned Workiosd (8 Approvalinbox (114) My Request
Approval Inbox 112 s KIDS 1.0 Approval Inbox [ 11 Awsiting Approvals
Filters
E NT NTAKE v| [(a v e
Awaiting Approval Table
J

RequestOoe Reauestor Name. 17 rn——— Aosworai Tyve FaferaiName Peteral

B o ooms e ambec ey tgaton e sowssen Tosnae —

9. From the Approval Inbox, the user can choose the entry and select the Send Back
button.

Awaiting Approval Table

Send Back Comments Required

10.The user will then be prompted to add Send Back Comments.
11. If the request is sent back it will appear in the My Requests tab of the requesting
worker's Dashboard.

P Davenpments VEITIITIG

" (iD23a56780910 M
Results 1 - 1 of 1
Thumbnail Dascription Date Taken

Craatad By: Sharosky Kristy on 1/22/2024 1:33:50 AM -

Remove  Reassign

Save  Preview  Cancel

In Legacy KIDS, this functionality is not available. The user cannot directly select a
request and approve it.
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Magnifier and Spell Check
Magnifier and spell check tools are present in for text areas like Notes or Comments
throughout the application.

Supervisor Comments

dszd

Cancel & Go Back to Dashbaard Save

When the user selects the Magnifying Glass icon, the Comments pop up is displayed.
From here, the user can view comments and also edit as required. Click the Save &
Close button to save any changes.

Supervisor Comments

The user can also use spell check by clicking on the spell checker icon which is beside
the Comments text box. If there is an internally used word or acronym that is showing
up as misspelled, users can click the Add to Dictionary box so it will not be shown as
misspelled in the future. After clicking, the below pop up is displayed and the user can
go forward in updating the text.
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Supervisor Comments

Character Count: 4

Not in Dictionary:

desd
[ wmn |

e

Suggestians:

DCsD

Multiwindow Usage
Users are now able to have more than one window of KIDSTOO open at a time.

7 Test suite: 1L (Suite 1D: 153802 xl KIDS x KIDS x |+ I = (=] X

[«] 25 sit3-kids2.alleghenycounty.us/callscreening/callscreeninginfo 4 In} o 2

Session will time outin: 59:56 @

ng ~ Referral R

Date Referral Type = ) Far @ Response Time

all Screening : - o s

@ KIDS Developmen: X | «ids KIDS X Login x @ Kbs x| + =

screening/criticalinfo h*¢ ) i |

Family Assignment  Household Name Referral Date Referral Type CWISID  KIDS Referral ID  Family Screening Score  Response

Amber Manning New Referral 9/1/2023 - - 753157 B = =

Selection of Roles (For Users with Multiple Roles)
When logging in, the user selects their desired role using the radio buttons and then
clicks Login.
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Please select which role you wish to continue as

Role Tl Staff Name | Program Office T/ Unit 1l
KIDS Specialist Amber Manning  INTAKE INTAKE 1
Call Screening Supervisor ~ Amber Manning  ERO ERO 7

For users with multiple roles, they can switch roles without closing the application using
Switch Role. Select the user icon (user initials) and then click Switch Role. The user can
switch roles without closing the application.

Session will time out in: 59:58 @

Switch Role

Sign Out

Bulk Assignment Transfer

The user can assign multiple referrals at the same time by selecting the checkboxes of
the referrals and clicking the Assign/Transfer button at the top of the grid.

D1 P Neme 71 PO Date . inake FamiyWorker AdminWorker Indvidial Field Screening
Type < ‘' Name * Assigned * Date * Name """ Name " count * Assigned?
‘conversion testing
744786 i Xe Xexe 8/26/2023 6/1/2012  AmberManning  Crazy Horse 7 No Show
e

698679 GPS :"x‘m" AkshayPerp  1/15/2024 1/15/2024  Amber Manning 2 No Show
Cassand:

698678 GPS - 115/2024 2/27/2023  Amber Manning 3 No Show
Lightner
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The Assign/Transfer Details pop up is displayed. The user can select the Program Area,
Unit, Worker, and add Summary Comments if required and then click Save.

| Assign / Transfer Details x

New Assignment

Assignment Type *Program Area Required Unit Worker

O Famiy Administrative . Bruce Noel - INTAKE - *** v Emily Fries - INTAKE 1 - INTAKE v| I Briahna Jo Serwatka-LIO ~H

Summary

tesi

After clicking Save, the confirmation pop up is displayed. When the user clicks Yes, all
selected referrals will be assigned to the selected worker.

Save Assignment

Are you sure you want to change the family assignment? s

Investigation Milestones

This is a new addition in KIDS TOO for Investigation Referrals to get a quick overview of
different milestones as part of investigation process and their status. Since it's not a
linear process, the milestones can be completed in no particular order. Some of these
milestones have due date while others can be completed within the period of 60 days.
The ones having due date will show the Due date to start with and will start showing the
completion date as soon as it's completed.
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kids

Allugheny Gounty Department of Human Servioes

kids Al v Session willtime out in suzse

Please Note: This Is the UAT Environment.

Investigation  Investigation Outcome  kvestigation Closure

Investigation

~ Investigation Milestones (7/9)

] o o o © © O @

Intake Date First Visit and Input Photos Additional Visit and Full Universal Service Decision CWIS Summary Investigation
(05/13/2024) Contact (05/13/2024) Assessment Contact Assessment t (05/13/2024) (Due 07/12/2024) Closure
05/13/2024) (05/13/2024) (05/14/2024) (05/14/2024)

« Intake Date - defaults as checked and pulls intake date.
« First Visit and Contact - checks when first face to face contact is completed and
pulls the date of that contact.
o Contact is complete when "Completed" radio button is selected.
« Input Photos - checks once a photo is entered for all child clients (participating
as a child = Yes) and pulls date of photo entered on last child
» Safety Universal Assessment - checks once UA - Safety is approved and pulls the
assessment date.
o Count only Safety-UA (does not count Safety On-Call)
o Always pulls latest assessment date of latest Safety UA listed on UA
History List screen for referral.
« Additional Visit and Contact - checks once a new face to face contact is entered
after the initial face to face contact.
o Always pulls the date of the latest face to face contact if there are more
than one documented after the initial face to face contact.
« Full Universal Assessment:
o By default, shows Due Date. Due date is 60 days after the Intake date.
o Once Full UA is approved, it changes the due date to the Assessment date.
o Always pulls latest assessment date of latest Full UA listed on UA History
List screen for referral

« Service Decision:
o By default, shows the Due Date. Due date is 60 days after Intake date.
o Once Service Decision is approved, it changes the due date to the approval
date.
o CWIS Summary - checks once CWIS summary is approved and pull approval
date.
o By default, it shows the Due Date. Due date is 60 days after Intake date.
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kid

Alloghe ity Department of Human Services

o Once CWIS Summary is approved, it changes the due date to the approval

date.
= Pulls approval date of highest tier approval.
o Does not update approval date in amend scenario. If INV is amended, it

keeps the original approval date.
o CWIS id merge scenario - it shows approval date once all CWIS IDs have

approved CWIS Summary
= For latest approval date it uses the date of the highest tier approval
« Investigation Closure - checks once referral is closed and pulls the date when

INV was closed.
o Does not update approval date in amend scenario. If INV is amended, it

keeps the original approval date.

KIDS Specialist Functionality

CWIS Notification

To access the CWIS Notification screen, users click the floating Menu button and then
select CWIS Notification. The CWIS Notification list screen will open and default to the
Missing Outcomes/Untimely Referrals tab. From here, users can search/to find both
active and resolved items. Multiple filters are available to pare down results.
Additionally, results can be marked as resolved. The user selects the result using the
checkboxes in the leftmost column and then clicks the Mark as Resolved button in the

bottom right corner.

CWIS Notification List

Missing Outoomes/Untimely Referrals  Case Commurications  Acton Require
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To view Case Communications, users click the Case Communications tab at the top of
the screen. The same filters are available to pare down results. To view a result, users
click the Show button to the far right of the row. Users can also add new by clicking the
New button above the top right corner of the grid.

Notification List

CWIS Notification List

Misaing Outeomes/Untimaly Referals | Case Communications

- Fiters

XS fetoral D WS Reteral 0 1 Notscation Duve 1 Notcation Source 11 Nosneatien Stans ofice

After clicking the New button, The Notification Details screen will open with blank fields
available for users to input known information.

Notification List

Notification Details

~ Notification

worve Harme Nothcatin Type 11 iyt | Sowon 11

Viorker Neme Worker ID Supervisor Name County
Emily Fries

Amber Msnning KOTESTH ABegheny

After completing the required fields, the user can send the details to the state by
clicking the Send button in the bottom right corner.
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CWIS Notification List

Acton Recured
Filters
5 v 13 v < [= -
O snon
PR PR— [—— [ev—— (R — eS— s

CWIS Data Correction

Specialists can access CWIS Data Correction screen from within the referral using the
left navigation menu as highlighted below. The similar menu is available when the
referral is still in Call Screening.

v €J KIDS 20 INV UAT Dashboard ¢ X KIDSTOO x4+ - 8 x
« © 25 uatl-kids2 alleghenycounty.us/investigation/investigationoverview aQ ¥ ] &
© Field Screening Research St [Conleat Bete: TL Tree 11 Lo LI
Hor
FS/0C Contacts
of 0
FS/0C Photos
FS/0C Universal Assessment [
© AddaianalInformation
Latest Assessment Date Latest Assessmen 1Type Oversil Risk Assessor Name
cud No Approved UA exists No Approved UA exists Risk hag not yet been sssessed No Approved UA exists
Gourts [ Safety Threats Exist Date Approved
. Safety not yet assessed No Appeoved UA exists
shelter [3
~ Children
Missing & Runaway Youth (3
Reports (3
KAREN KIDD - Age: 10 Exchange of Medical Info Letter || Client Details Screen
Record Review (3
Address Legsl sex Phone Number Prefermed Names
22 Bakars Drive, Washington Crossing, Male
United States 16977
ity Pronouns Sexnual Orientation Race/Ethnicity
Biank Blank White/Cuban
— o I ©
Alleged Victim/ Subject Child Child Hot Available uJ

H R Type here to search

The user will have 2 options — Delete Referral or Remove Outcome Approval.
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kid

kids a v sessonwtume o 5357 (@)

Please Note: This is the UAT Environment..

Call Screening  Additional Information  CWIS Data Correction

oM@ KOS Referrs 1D Famity Screening Score ©  Response Time

Call Screening w 0 0178, S0 7082 B vecite

«Close

O Refersl Research CWIS Data Correction

Remore Outcome Referral

Client Detads

Client Relatonships

Cotteral —

st B2

©Freld Screening Research

FS/0C Contacts

If it's a CWIS created Referral, upon selecting the Delete Referral option, user will be
asked to decide whether to put the referral back to workbasket or not.

Selecting ‘No’ will completely wipe off the referral from the system.

kids Al v Session i me ot 5356 (§

[Please Note: This is the UAT Environment.

Call Screening  Additional Information  CWS Deta Correction

. Farmily Assignment  Housencad Name  Refera Dote  Raferras Tyg owmsio® IDS Retwral 1D Family Screening Score @ Response Ti
Call Screening Py e mnm e e
€ Close
© Referral Rasearch CWIS Data Correction
,, ome Refer
p— [  Reten o Werkbusht |

S

FS/0C Photos

FS/0C Universal Assessment (3
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CWIS Update (Magic Wand)
When the state sends the update on existing referral, instead of manually typing those
updates in the system, specialists or ROD can perform the CWIS update on the referral on
the Workbasket. This applies updates received from state to the KIDS referral. The update
process is done asynchronously, and user can continue with tasks in the application.

The CWIS Update functionality is available in two places:

a. Existing Referral tab: The button CWIS Update can be clicked after selecting the
referral that needs to be updated.

kids 00 e e
Please Note: This is the UAT Environment.
pe—
Workbasket
Referral List

Master List (18] rgent (9)  Non-Urgent (0) petacts Orly (1 Existing Reforale (121) Do No Create Log (14

Reset

Contans data ercrs

'

vt | [k et =3l -~ [ -~
o, et o P :
o o Tyoe Migutentyps ;1 Dute/Time Dute/Tome. Vo) Victen County :
i JEE ] e

b. On all 4 Referral Review Screen: The CWIS Update button can be found when user clicks on
the View Referral from Workbasket and opens the Referral Review Screen for reviewing the
information received from the state.
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kids

Allegherny County Department of Human Servioes

kids 100 [ —

Please Note: Thin Is the UAT Environment.

Workbosket et

Referral Review

“ Referral & Reporter Information

©Rotarra R
Referal & Reporter Referral Information
- e T o Trow Py County st Mbmens
o " s e 105 ORTL 15, MTTSBUMON P 15290
frcer e [e———— [ — Rtona 1 oot
o e [EEmpe—— e ot Toe by Ancver Party Lon Etocamt souncs

e e — =
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