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Left Navigation 
There is a list of options on the left-hand side of the screen to help users navigate. 

Before details are added to a section, the blue circular icon will be displayed as shown. 

 

Commented [WJ1]: Is this supposed to be on page 1 or 
page 2?  

Commented [CP2]: @Goodwin, Caroline - Can we please 
grab INV left navigation screenshots? 

mailto:cagoodwin@deloitte.com
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Once all required fields are completed, the icon changes to a green checkmark as 

shown below. This functionality is present for all the screens that are required to be 

completed to complete the investigation.  

 

 
If you accidently collapse the left navigation, and it looks something like below, just use 

the highlighted arrow to restore it back to its original state which shows complete 

names of the screens. 

 

 

 

Commented [CP3]: Same for this one too. 
INV screenshot would be nice 
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Auto Complete  
Auto complete functionality is present for all address search fields.  

When the user begins typing an address, suggestions will populate in the drop down. 

 

The user can select any of the suggested addresses displayed in the drop down. Once 

the value is selected from the suggestions below, it will be displayed below with the 

Verified tag. 

 

 

In certain situations when the address entered by user is not giving the expected 

suggestions or is not giving any suggestions, user can decide to enter the unverified 

address by selecting the option as shown below. 

Commented [CP4]: Here as well 

Commented [WJ5]: Is it possible to add something about 
how to select an unverified address?  
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As soon as ‘No Matches Found – Enter Unverified Address’ option is selected, input 

controls will start displaying to allow user to enter the address. Once all required fields 

are completed for the address, user can click Save Address button to save the address 

in the address control. 

 

Upon saving the entered address will be displayed like below with Unverified tag next to 

it. 
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Multiselect Drop Down  
There are multiselect dropdowns in the Investigation module, allowing users to select 

more than one value at a time. 

 

If the user wants to select all values in the drop down, they can select the checkbox 

above the list of options and all values will be selected. To unselect all, uncheck the 

highlighted checkbox. 

 

Commented [CP6]: We can grab a screenshot from INV 
Client details screen - Race/Role Multiselect. 

Commented [CP7R6]: Same fore Select All and clear 
screenshots below 
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When the user clicks the X, the selected value will be removed. 
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Floating Back to Top Button 
A new feature has been added to bring users to the top of the screen from anywhere on 

the page. When the user would like to return to the top of the screen, they can click this 

floating button and they will be navigated to the top. 

 

 

Required Fields Chip 
Most screens contain required fields. There is a Required Fields chip as an indicator. If 

the chip is red, there are required fields that still need to be completed. To be taken to 

the missing required fields, click on the red Required Fields chip. If the chip is green, all 

required fields for that section have been completed. 

By clicking the Required Fields chip, the user is taken to the field where data needs to be 

entered. In the example below, the user has not entered the address. 

 

Once all the values are filled, the Required Fields chip will turn green. 

Commented [WJ8]: Is it possible to cut to a new page, so 
that the words and pictures on the same page? 

Commented [CP9]: One of the INV screenshot would be 
nice. 
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Indicator for Required Fields Completed in Grid  
There is an additional column added to indicate the level of completion for a record in the grid. 

A. A green checkmark will display when all fields are completed. 

B. A red X will display if there are required fields that need to be completed.  

 

 

Actions from Grid  
In the grid, there are two icons for further navigation.  

A. Users can edit the submission by clicking the pencil. 

B. Users can delete the submission by clicking the trashcan. 

 

Commented [CP10]: Same for this one as well 

Commented [CP11]: They don't have client search option 
in INV. So we might need to change this screenshot and 
description.  
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Sorting on Grid Columns 
For all grids, there is a double arrow that can be clicked to sort the results based on the 

information in the selected column. 

 

Global Search 
If a user wants to search for a referral within the system, they can use the Global Search 

functionality at the top of the screen. The user can filter using All, Referral, or Client, 

input key words, and then click enter on their keyboard. 

 

While typing in the search box, suggestions will populate. If the user sees the result they 

are looking for, they can click directly on the result and they will be taken to that 

Refferal/Client. 

 



 
 

07/11/24 KIDS Training Materials – Internal CYF Staff Page 11 of 37 

JOB AID: KIDS TOO INV USER GUIDE 

Advanced Search 
In advanced search, the user can put any key word (start date, last name, first name, 

etc.) in the Keywords textbox and then click the Search button. 

Search results will appear in the grid below based on the keywords submitted. 
 

 

Filters 
If a user wants to filter referrals based on certain criteria like Program Name or Worker 

Name, they can select the value from that corresponding drop down and click enter.  

 

To clear the filters, the user can click the reset button on the right. 

Commented [WJ12]: Is it possible to cut to a new page, 
so that the words and pictures on the same page? 

Commented [CP13]: A screenshot with INV in the Type. 
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Additional Details in Grid 
In the Call Screening module, there are expand/collapse arrows within Grid that can be 

used to show more information. On some grids, these arrows will be available in the last 

column to show additional information on the record selected. 

 

The user clicks on the arrow to open the dropdown and clicks on the arrow again to 

close the dropdown. 

 

Commented [WJ14]: Is it possible to cut to a new page, 
so that the words and pictures on the same page? 
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Screen Navigations 
1. There is a Save button available at the bottom of each screen. 

2. There is a Back button available at the bottom of each screen which will take the 

user to the previous screen. 

3. There is a Cancel & Go Back to Dashboard button available at the bottom of each 

screen that will take the user to the Dashboard screen. 

 

There is a Next button present in the bottom right corner of each screen that takes the 

user to the next screen. 
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Link to Legacy KIDS Screens 
To navigate to screens that are not available in KIDSTOO, there are links listed in the left 

navigation. By clicking on the box with an arrow icon, the user will be taken to the 

chosen link in a new tab. 

 

 

Session Timer  
The Session timer has been added in the top right corner of the screen. After 60 

minutes of inactivity, the user will automatically be logged out of the application. 

 

Commented [CP15]: Grab a screenshot of INV additional 
links maybe?  
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Switch User Role 

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.  

 

 

 

 

 

 

 

Header Section 

The Header displays information relevant to 

the referral being viewed. Displayed below is the path through which this referral has 

been generated. In this example, the referral has reached the Investigation Phase and 

within the Referral Review section, the user is viewing the Investigation Overview 

screen.  
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Tags 
There are tags that have been added to the dashboard screen to indicate the 

countdown for the referral. 

 

 

A-  Indicates that the referral is completely new, and no actions have been 

taken. 

 

B-  Indicates that the referral is marked as Restricted and only users with 

access to view the restricted referral can view it. 

 

C- [Overdue] Indicates that the referral is overdue and action should be taken 

immediately. 

 

D- [!] Indicates the that referral is within 15 days of being due. 

 

 

 

 

 

 

 

 

 

 

Commented [CP16]: INV screenshot with tags. 
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Tooltips  
Ellipses (…) act as an indicator that more text is present. To view the text that cannot be 

shown in the grid, hover over the section with your mouse. 
 

 

Expand and Collapse Sections  
To reduce the length of the screens and avoid scrolling, certain less frequently used 

sections on the screens will collapse by default. However, the user can click on the 

arrow and expand the collapsed section to view the fields inside these sections. 

E.g.: The Primary Reporting Source is in collapsed view. 

 

The user can expand and view all associated fields. 

Commented [CP17]: This is not needed for INV users. 
They don't run the score. 
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Requests and Approvals  
On The Dashboard under the My Requests tab, there are additional indicators for users 

to determine the status of their requests at a glance. 

A- Shows the total count of requests that have been approved. 

B- Shows the total count of requests that have been sent back without approval.  

C- Shows the total count of requests that are awaiting approval.   

 

 
On The Dashboard under the Approval Inbox tab, users can access both their KIDSTOO and 

Legacy KIDS Approval Inboxes. The number of requests awaiting approval in the user’s Legacy 

A                   B               C 

Commented [CP18]: In INV Approval Inbox we call out 
the counts of legacy KIDS.  
So it's worth adding that here in addition to My Requests 
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KIDS Inbox is displayed and to access them the user clicks on the link and are taken to Legacy 

KIDS in a new browser tab. 

 

Time Control 
For users to enter time, the below time control is used across the application. The user 

can type the time or use the arrows to scroll the time up or down to select the time. If 

the users want to use the current time, they can click Current Time and the field will be 

populated with the current time. 

 

 

Investigation Completion Flow 
While there is not a required screen flow, the screens have been organized to best suit 

the needs to users. The following screens are available for the completion of an 

Investigation. 

Commented [WJ19]: Is it possible to simplify this to 
something like "Users can type the time, scroll to select the 
time, or select Current Time."? 



 
 

07/11/24 KIDS Training Materials – Internal CYF Staff Page 20 of 37 

JOB AID: KIDS TOO INV USER GUIDE 

Investigation Overview 

The landing page for Investigations is the Investigation Overview screen. Key 

information will be displayed for user review. 

 

Commented [WJ20]: Is this screenshot blurry for anyone 
else? 

Commented [CP21R20]: Update the screenshot but 
since it’s too long, I had to crop the top header. 
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Client Details 

Investigation Client Details require additional fields. Users need to complete the 

Required Fields prior to continuing. 

 

The “Required Fields Completed?” column allows users to quickly see if they need to 

edit a particular client’s details. To do so, they click the pencil icon to the right and the 

Client Details will open below the grid. 

 

Using the Required Fields chips, users can quickly see which fields need their attention. 

Clicking on the required fields chip brings the user to the next field that is required. 
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Upon completion of Required Fields, the “Required Fields Completed?” column will 

display a green checkmark. Once all rows display a green checkmark, a green 

checkmark will display in the left navigation next to Client Details. 

Client Relationships 

As with Client Details, Client Relationships also have additional required fields when a 

Referral enters Investigation. 

 

 



 
 

07/11/24 KIDS Training Materials – Internal CYF Staff Page 23 of 37 

JOB AID: KIDS TOO INV USER GUIDE 

To complete required fields, users click the pencil icon to the right and the Relationship 

Information will open below the grid. Upon completion of required fields, the Required 

Fields Completed? column will display a green checkmark. Once all rows display a 

green checkmark, a green checkmark will display in the left navigation next to Client 

Relationships. 

Quick tip: When more than 10 relationships are documented for a referral, the grid can 

have more than 1 pages. Please ensure you review all the pages of the grid to complete 

the required information for all the relationships and get a green tick for relationship 

screen. 

 

Collateral 

This is an optional screen but can be completed within the Investigation Review section. 

 

Upon the addition of a new collateral, the Collateral Search Popup will appear. 
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Collateral Search Popup 

Users must verify if the collateral they are adding already exists in the system. 

 

Users are expected to either select the Collateral from the Search Results or click the 

Create New Person button. 

 

Contacts 

Both a First Visit and Contact as well as an Additional Visit and Contact need to be 

completed within the Investigation time period. They can be completed using the 

Contacts screen in the Investigation Research section of the left navigation. 
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Photos 

All required photos need to be uploaded in order to fulfill the requirements for the Input 

Photos Investigation Milestone. 
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Photos can be uploaded using the Upload Photos popup within the Photos screen. 

 

Upon upload of all required photos, a checkmark will display above “Input Photos” in the 

Investigation Milestones header. 

To print the photo, click on the thumbnail from the grid. It will open the photo and the 

details about it in a separate window as shown below.  
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Click on the Printer icon which will allow to print the photo. 

 

 

Allegation & Assessment Findings 

The Allegation & Assessment Findings sections have been combined in KIDSTOO. The 

previously entered Allegation will appear in the grid. If action is needed from the user, a 

red x will appear in the Required Fields Completed? column of the grid. 
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Once all required fields have been completed, a green check will appear in the Required 

Fields Completed? column. 

Allegation Fast Add 

When adding a new allegation, users have the option to Fast Add for the GPS referrals. 

At the top of the Allegation Findings grid, the Fast Add button can be found. Users click 

the Fast Add button and the Fast Add Allegations popup will open. 

 

From the Fast Add Allegations Popup, Allegations associated to the same perpetrator 

and victim can be added simultaneously. 
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After allegations are selected, the popup can be saved and closed or saved and 

reopened to complete another fast add. After clicking the Save & Close button, users 

are taken to the Allegation & Assessment Findings screen where they can review and 

revise allegations. 

 

Universal Assessment 

Both the Safety Universal Assessment and Full Universal Assessment need to be 

completed. Users will click on the Universal Assessment link in the left navigation and 

the Universal Assessment will open in a new browser window. 
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Once all information has been completed, the user will send a request for approval. 

When the Universal Assessments are approved, the checkmarks will appear in the 

Investigation Milestones header along with the date of approval. 

 

 

Service Decision: 

One change done on Service decision as part of KIDS TOO is showing all the validations that 

prevent from service decision being completed up front on the screen load itself. Only when all 

the validations are cleared, and approving worker is selected, user will be able to see and click 

on Request for Approval button. 
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Another enhancement to improve user experience is ability to search for the case when user is 

trying to connect the Referral to an existing case. It also shows additional information about the 

case right there to help user select the right case. 

 



 
 

07/11/24 KIDS Training Materials – Internal CYF Staff Page 33 of 37 

JOB AID: KIDS TOO INV USER GUIDE 

 

 

When the service decision is not completed within 60 days of Intake date, it will mark the 

Service decision as ‘Do not Accept’ and it also shows why it’s marked as ‘Do not Accept’ above 

the options as below. 
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CWIS Summary: 

CWIS Summary screen in KIDS TOO also follows the same design as other screens, i.e., the list 

and details are combined into one screen. Instead of users clicking New/Show button on the list 

screen and selecting the CWIS ID to complete the CY48, this screen will have all the CWIS IDs in 

the referral pre-populated in the list on screen load itself. User can then select the CWIS ID they 

want to complete the CWIS Summary (CY48) for and click on the pencil icon which will load the 

details section. 

The screen will show all the business validations for the KIDS referral on the page load itself for 

example, ‘The service decision must be completed before completing CWIS Summary’.  

And any business validations for the CWIS referrals like completing the allegations or client 

information within that CWIS ID will be displayed as soon as you click on pencil icon for that 

CWIS ID. The validate button in legacy KIDS is removed and replaced with this new design to 

show the validation messages that need to be fixed before completing the 48. 

The user can not request for the approval until all the validations for that CWIS ID are fixed. The 

Request for Approval button will remain disabled until then. 
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Investigation Closure: 

The screen will show any pending required actions on the screen load itself. Only when all the 

business validations are taken care of and required fields are completed, user will be able to see 

the Request Approval button to initiate the approval for Investigation closure.  

Once the investigation is closed the referral will be locked down. 
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