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DPO Quick Guide Data Entry Instructions

CWS/CMS Web Access Log-in Instructions

(Note: Follow your county’s protocol for download of programs on your PC and seek IT assistance as required
before initial download).

A. Type https://cwstoken. access.ca.gov into
your browser. Type in your supplied user
name, password, and the passcode from
your token.

B. If installing for the first time, click the
arrow next to your log-in and choose
“install Citrix Receiver.”

C. Click on Detect Receiver

D. Click on “I agree” and “download.”

cirrx

Receiver




E. Click on the Teddy Bear icon once

F. On the control panel log-in you will enter
your assigned user ID and Password and
Click OK. You will be prompted to change
your password upon first log-in and every
90 days thereafter. Passwords are eight

CWS/CMS Control Panel

[cCws18D
I

[ ok | cancel | Hep |

lower case, number, and/or symbol. G '

characters in length with an upper case,

G. From the control panel you will click on the P Ws/CMS Control Panel

Teddy Bear, client services, to access the Preferences Help

screen with the two file folders. ‘ @ H m | | | *
Naitrg| 4 - | - | l
H. Click on the file folder to the right, open & Client Services
existing caseload. File Edit Search Action Associated |
I
|0pen Existing Case Folderl
I. Your assigned cases will appear in this ._ .
window. Highlight the case you want to = | TR [%]
open and click OK. Note: Upon data entry Loca e Stat Dle | End 0o Now
completion, SAVE TO DATABASE. R T L Awmove |
Probation cases are always created as Non ’1—;9]
CWD (child welfare department) cases and 2 e gy |
. . . . 9 | 1 0847-69855534.9000600 K&z, Tom(4) 01027207
will show as a pink line provided they 10 16200060 Ktz Tam(5) ovez017
. 1 10158160-7128:5000600  Katz, Tom (6) me2m?
have been created correctly. Child Welfare e B e Lostlall, bt
cases and Probation cases do not transfer ‘1:5 . emritss 200 aoemn m:::?i,[ waam

back and forth. Dual status cases are
created by the lead agency who has
primary assignment and secondary
assignment is given to the non-lead
agency.




Searching for Client History in CWS/CMS

From the screen with the referral case folders,
click on Search, “Start Search” and search for

) . ) fomr - —=
your client. (Be sure to include birthdate or one =
Help
other search criteria to avoid exceeding Luane 7 +] & ot one Sech
. (FoLlia|redo = | I Procetc Stest Name Seach
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Click on the “Referral History” tab and review o ey —
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TILP/90-Day Transition Plan

(Complete every 6 months typically corresponding with review hearing) (90-Day Transition Plan completed 90
days prior to case closure)

A. Click the green Case Management section.

Click the open existing Transitional Plan notebook, choose the current record, click OK.

B.

C. Click the plus under “Details” to activate the fields (Note, default is TILP).

D. Enter start date (date you completed the TILP) or date services were deferred and reason from
drop-down menu.

E. Enter the date the youth signed the TILP or the date TILP not signed and the reason from
drop-down menu. (You must document a signed date or you will not be in compliance).

F. Note the date next TILP is due.

Teanshion Plan l
~ Transition Plan Information

| T Details 1
y * | Plan Type  StatDate  End D Status Reason Not Signed ~ Fxception/Deferred
.IV 1 90w VRE d
2UTLP ______ OUD3/2015

Plan Type Starl Lo End Date

[ & e C DO 1070672004 :II l:l

TILP Services Delened Reaseon 00 4y Escephion Fasucr

| = | =
Youth

| [< gred Date Kot Signad Date Reason Nat Signad
oot § | o | 3
p Caregiver

Name Sigrec Date Not Siged Date  Pleason Net Sgrec
I I Al ol i

N
Dve Date Emercpshon Dele

o
|n(rr":n=. I | _.j

(Complete the 90-day transition plan following the steps above and indicate 90-day exemption reason if applicable)

Note: You will not be able to end your case without documenting the 90-day transition plan for youth 17-1/2 and
older. Both the TILP and 90-day template documents are available in CWS/CMS should you choose to access them
but are not required to be completed in CWS/CMS by probation.

SAVE TO DATABASE



ICPC 100A and 100B

Per ACL 14-41, the following instructions are to be completed in CWS/CMS for any youth placed out of

state.

A. Click the green Case Management section.

B. Click on the manila file folder icon for open existing case

C. Click on the ICPC 100A page tab.

D. On the open page, click the plus under ICPC Requests-100A.

B Client Servic | [NON- | VD Case [Katz, To

1

11

- | & x
|=J File Edit ach/Detach  Window Help Toolz _l=| x|
5 3 <
& ] e <]
B2 = 3 & a5
R == &

ID | SeComp | Assignment | Trans Beq ICPC1004 | ICPC1008 | Doc Tracking | Spec Proj | Closure Summary
ICPL Hequests [TOUA] ;l

+ Request Date Request Type County State Facility Term. Date Term. Reason

02/ ] [ #labama [ |

Fiequest Dale  Counly Stale Adyd@istiator

[n27672018 <] [Lassen [labama =l F py ICPC Information

Termination Date Termination Reasan Reqiest Type

[0utgaing ]
Camments
r Request Status :l
Pending

Date Status

[02r1472018 -] [Pending | G [

r Home Study

Start Date Home Study Type Hame of Person or Facilty

[pevzzrams [-] [Foster ] [Blen ils-acad

Type of Care Fielatianship to C Care Facilty Description

[Graup Hame =l J = K B

Home Study Status Reason For Delay; rDelay ation

B Delay [ StatDate | EndDate |||[ + [Motificat Date
Dale Status Delay Start Date: End Date € Sent Dats
0272772018 |- [T~ = ] EIl & recsived

-

Enter your request date.

Enter the state you're making the request to.

Enter request status as applicable.

. Enter Home Study.

Enter Home Study status.

Enter the reason for delay if applicable.

Rz o=

Enter the delay notification if applicable.

SAVE TO DATABASE



B Client Services - [NON-CWD Case [Katz, Tom (1)]] n

|J File Edit Search Action Associated Attach/Dg

A :
min €0 B 59
| - | P [

i[5} | Swe Camp I Assignment I Trans Req | ICPC-1004 ICPC-100B | Dioc Tracking | Spec Praj I Clasure Summary I
r ICPC Actions [100B] — [To enter 1008 information, select a 1004 row below)

Window Help Toolz

Request Date Request Type County State

02/06/2018 (Jutgaing assen Alabama Glen Mills Academ:

Termination Reason

g nerl
Date ICPC Achl
D [12/27/2018 [=] [Initial Placement  ~|

Termination Reason

I [

Document Status Camments
{ecered

Click the green Case Management section.

Click on the ICPC 100B page tab.

On the open page click the plus sign under ICPC-100B.

Enter the date.

mo|0|m|>

Enter the ICPC action from the drop-down menu. (Note: if you check termination, the
termination window will activate for you to indicate the reason for termination.)

n

Enter the document status from the drop-down menu.

SAVE TO DATABASE

Special Project Codes for Dual-Status Youth

Per ACL 17-59 the following project codes should be checked for tracking dual-status youth.
e S5-Dual Status
A youth who is a dependent (pursuant to WIC section 300) and simultaneously a ward
(pursuant to WIC section 601/602) of the juvenile court. Use the date when jurisdiction is
obtained by both entities.
e 5-Dep 300 receiving Prob SRVCS.
A youth who is a dependent (pursuant to WIC section 300) and simultaneously receiving
services from probation (i.e. a probation officer has been assigned to provide some level of
youth oversight). The start date is the date the probation officer is assigned; the end date is the
date when the officer is no longer assigned.
e S-Ward 601/602 receiving CWS
A youth adjudicated a ward (pursuant to WIC sections 601/602) and who is simultaneously receiving
services from CWS (i.e., a social worker has been assigned to provide some level of youth oversight).
The start date is the date the social worker is assigned; the end date is the date the social worker is no
longer assigned.



Documentation of Commercially Sexually Exploited Children

(CSECQ)

Note: Per ACL 16-49, documentation is required for all youth who are, or are at risk of being, Commercially

Sexually Exploited.

A. Click the blue client management
section

B. Click on the first notebook to the
right of the colored sections for
“Open Existing Client.”

C. Highlight Youth’s Name and click
OK

Fie it Zewch Acton Anecited  AmadVDutach Windvw il
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€ Pendeg | |© Not acplcatie

"

Indian Ancestry Notific sbon

D. From the CSEC Data window,

click the + sign to activate the
fields.

E. Choose the appropriate CSEC
Type from the dropdown menu
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F. Enter a Start Date.
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SAVE TO DATABASE



Sexual Orientation, Gender Identity & Expression (SOGIE)

Per ACL 18-44, New and revised resource materials regarding healthy sexual development and
regnancy prevention for youth in foster care.

A. Click on the blue client management section

B. Click on open existing client (first notebook to the right of the colored sections). Choose your
client’s name and click OK.

C. Complete all 3 yellow fields under SOGIE Data

SAVE TO DATABASE

% Client Services - NON-CWD Case [Katz, Tom (1] - [Client (Case Focus Child) [Tom Katz]]
Search Action Associated Attach/Detach  Window Help Toolz

fto @fle 4
I
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Prefix _ First iddie Last Sulfix Name Typs 8 CoEC Tore [ Sbae EndDate

[ [Tom [Katz [Legal -]

Sex at Bith 55M Client Index Number [CIN)

[Male -] | [wErasraar |

Diiver's License - 5t Date of Bith or Age and Age Unit
[ £l | [ e ]
Alien Registration #

I Client is & Minow/NMD Parent  Client Number [0172-1436-80308000800 | CSEC Type Start Date ErdDate

™ Outstanding Warant Exists | j | |;| | |;|
~SOGIE Data rLanguage ~Race/Ethnicity

Sexual rientation Frimary Language - -

Unabls to Detemine | Englsh =] | | |resily Riace” i known

C Fieason Unable to Determing Seconday Language Prirary Ethnicity
Did Mot Ask - = | | |[whie" =l e ves
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Documenting Family-Finding Efforts

Per ACL 09-86 dated December 29, 2009

For Probation Cases Only

“When a minor is detained and the probation officer has reason to believe that the minor is at
risk of entering foster care, the probation officer has 30 days to identify, locate and notify, in
writing, all adult relatives located. When oral notification is provided by a probation officer,
detailed information about the various options to help with the care and placement of the child
is not required. If the probation officer did not conduct the identification and notification of
relatives, but the court orders foster care placement, the probation officer shall conduct the
investigation to find and notify relatives within 30 days of the placement order. Nothing in this
instruction shall be construed to delay foster care placement for an individual child.

“Each county welfare and probation department shall create and make public a procedure by
which relatives of a child who has been removed from his or her parents or guardians may
identify themselves to the department and be provided with the notices required by statute.
This process may include use of an 800 number or an email address and may be added to the
‘Information for Relative” cover letter.

“All oral and written contacts with relatives are to be documented in the CWS/CMS in the
Client or Collateral notebook. The next CWS/CMS update (6.4 Release) will provide the ability
to record the search and engagement efforts in the Collateral notebook. As relative search and
engagement is an ongoing process, continually adding updated information of family
relationships is essential to ensure that all children have the greatest chance to establish
lifelong relationships with family and friends for care and support.”

(The following information can be recorded in the client notebook on the related clients tab or in the
collateral notebook. The instructions that follow are for the collateral notebook.

Click the blue Case Management section

w| >

Click the plus sign under the second icon to the right of the colored sections (person standing,
holding document) for create new collateral.

C. A new window opens; highlight your client’s name.
D. Click “OK.”

Summary | 10| et Reloted Chords [ 1D Num | Juv, Cit #] SearchLog | AFDCFC | Atomeys | Senvice Providers | LOWAA. |

- Related Chents

Related As

E‘ Load

Ageliis)

Gender Bith Date
44 Femae 03/2411973
45 Male 80211572

I Live atthe samelocation [ Parerk's Whereabouts Urknown

Family
0O Behst 0 Date Idsniified

]

Status Start Date End Date

Lishong Connection Status Stan Date EndDae

=N EN O

11



E. On the ID page, enter the
relatives name and any other
information you have.

Click on the address tab and
enter the address of the
relative.

. Click on the Related Clients
page.

. Click the plus sign under

related clients to activate the

fields.

Choose a collateral category
to indicate the relationship
of your client to the relative.

Complete the family finding
efforts section as applicable.

. Complete the relative
notification section as
applicable.

% Client Services - NON-CWD Case [Katz, Tom (1)] - [Collateral [Smith, Aunt]]
fio File Edit Search Action Associated Attach/Detach Window Help Took
a0 G- Pl & 2 8 <]
B2 55 B 2o L i B (4|59 io
e Agdress | Related Chents | Check | Relative/NREFM | SearchLog|
MU Last Sulf M
[ [5man
Gender Bith Date Mantal Stahuz
© Male @ Femsle  © Unknown (3/04/1375 :] [Maried -]
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S
rAgency Phone Numbers
Agency Name Prisnary Phone Euterion
[ =
B Mo. Fax Phone
L -
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B
=
fi0y File Ed¢ Search Action Associated Attach/Detach Window Help Took
L f J
@55 8- Pifo| 2 4B [T in
o o (S : I IS IS O S
10 [Age] Belwed Clerts | Check | IREFM Arsesstvert | Search Log |
Soeato
pzm [Fesst
Ciy 20 2PEn

[Caltomres

Foregn 2P

[E .

|

Case [Katz, Tom (1]] - [Collateral [Smith, Aunt]]

Al
5
sl
=
&
- [
%]
=

Al I -
|
1D | Addess Check | | SeachLog|
Related Chients
Name: Collatesal
Clent Colateral Category
Katz, Tom ] [Buare = |
Comments
Bl
E
- Family Finding Eflorts - Relative Nolification K
On Behall OI Dake Ideriied On Behal 0f
[Katz. Tom | [oamsraoie [ | | [ketzTom |
Status Stat Date | End Date + | Date | Method/Excepli R
620 [
Lifelong Cormection Status  Start Date Erd Date Date Method/Exception
[Fotersial R EEEEE] EEEEENE |
Response
[Itesested in Contact =1

Document any contacts with the relative in the contact notebook

SAVE TO DATABASE
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Documenting a Parenting Minor in CWS/CMS
ACL 16-32 (References Further Documentation in the Health Notebook)

A. Click the blue Client Management button. s o
: : e PLEEHIEE
B. Click the first notebook to the right of the : R e T B e T T e L
colored sections, “open existing client.” ﬁm _,L,B_ ;r: =]l e TR
C. Highlight youth’s name and click OK.
D. Click the check box for “Client is a
Minor/NMD Parent.” A message in red
appears “Enter Missing Parent/Child
Relationship.
E. Follow Instructions in the Placement Quick % "u’;«'i« T —
Driver's License - St ber Duuas-m o Ape and Age Urd-
guide for Searching and Attaching a Client. (If
a diligent search fqr your yputh s Chlld‘ yields no e SR (i T
results, proceed with creating a new client O Gt it Loranae
Piinasy Langusge Speciy Race™ # known
notebook.) {E :"*J EZM s e :' dem
E. Click the plus sign under the first notebook to finder ||k e || o5 E—
. A I~ Chid has Indian Ancestry € Yes Other Ethricly
the right of the colored sections for “Create ST B o D
New Client.” . W s
G. Complete all yellow, periwinkle and green Ry Fﬁ%;«ﬁ;;g“ hfff’"".il";:
fields on the ID page
H. Click the “Related Clients” page.
I. Enter the parent-child relationship. (note: B i Eix_Sevch Acvon Asvoet AtscnDasch VindewPp Took

always relate the top person shown to the bottom
person, as in the screen shot, father/daughter birth.
The message “Enter Missing Parent/Child
Relationship will now be gone from the parenting
youth’s client notebook.)

\@ﬂ'dMJﬁaJ4ﬂﬂﬂ!

Summany | 1D | Diemgg. | Addess | Mames Fiejoied Cherts | ID Nym | . Gt #| Search Log | AFDEFC | Attoness | Serice Providess | LEWA |

- Related Cli

Relative Re

Fielatrrn's Name
|F.Duse I |
A, Dude /
R, Baby
Stan Date EndDale
P Live ot the same bocation [ Paren's Whersabouts Unknown

Family Finding Eflos clative

On Behat OF Dite Ieeriied On Bkl OF

| RIS
Status Stait Date Ered Date Date Method /E sceplion Respon
Lisiong Connection Status  Slat Date Erd Date Date Mesthod E wception
[ = | I (T BN =
Responas

(Note: Per ACIN I-60-15 choose one of the following special project codes for a parenting minor/NMD. This

is in the green Case Management section, open existing case notebook, on the “spec proj” page tab.)
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1. S-DepMinorParent + 1: The dependent is a minor parent who has one child only.

2. S-DepNonMinor Parent + 1: The dependent is a non-minor parent who has one child only.

3. S-DepMinorParent + 2: The dependent is a minor parent who has two or more children.

4. S-DepNonMinorParent + 2: The dependent is a non-minor parent who has two or more children.
S-DepMinorParent + 1 Dep: The dependent is a minor parent who has one child who is also a dependent of

the juvenile court.

SAVE TO DATABASE

Searching, Attaching, and Creating Client Notebooks

A. In the open case, click the Search drop-down
mendu. @ File Edit P Action Associated Attach/Detach Window Help Tc
B. Select Start Search. l @ & Start Search... Ctrl+F
C. Enter the search criteria and click “OK.” I o Sesrch Agein., i B pi6
"l_ : Recent Searches... tri+H
[10 ]| Other Nair feral History | Case History |
[~ Identification
Search —— e Yo—e
Search Type - ’ |
= S Cocer |
Help I
&t - \F' Phonetic Name Search
j = Phonetc Stteet Name Search
Social =t - Partial Address Match
D. Double click to open the client’s abstract and R o o i ot Tt e o
i is i i BRNRL2LILEALD
VO NI RO R = Wi L W LR
verify that this is the correct client. abEhL el al i L
E. Click on the “Window” drop-down menu E PP o st o (R IoN) 3]t M s ] | ] AP
and either select “Close Window” or select
the client’s non-CWD case.
F Lveste amebocsion [T Fasers W
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Attaching Clients

(Create New Client)

A. Click the Attach/Detach drop-down _
Client Services - [Refe:
menu. % File Edit Search Action Associated [Attach/Detach| Window Help Toolz
B. Select Attach Existing Client. {E!ﬁ] E @ ot :2: - :m:.d,,\ﬁ 5
C. Select the client(s) to attach in the s,,m,ly_ > | ﬁm..qm,@%] |%'Fi P -
Attach this Client grid and OK. -'Es:f: :3".,,;‘,1?.‘:‘,.““’" m:' — :
= |
L# Additional items can be added to the kst by perfomming a search on Client. then openng the abstract.
D. Click the blue Client Management , Marcus] - [Contact [11/05/2013_
notebook. j sociated Attach/Detach Window Help
E. Click the first picture icon and select Y/ * ’ % ‘ ﬁ @ ﬁ
the individual(s) you have attached. |G | 4 1
Update all colored fields, on the ID, N I
Demog, Address, and Names page.
Create Client Notebook
A thorough client search must be completed before creating a new client.
A. Click the blue Client Management 53 Client Services - Case [J, Marcus] - [Contact [11/05/2012_
button a File Edit Se i Associated Attach/Detach Window Help
B. Click “+” under the first picture icon '

&%iﬁﬂﬁ

[ + N - L+
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C. Complete all colored fields on the ID,
Demog, Address and Names page

B Chent Services - NON-CWD Case |
i Fle Edt Search Acton Assocated Attach/Oetach Window Help Tool

_Jane] - [Chent (Case Focus Child) Dand______

D)

LTS SN T )

c ' -
R Desgp | Adiyess | jyeinee | Sleled Chonks | 10 Dipi|) v Ok | Somnch Lag |
~ Namo Id L

~ Clhent Informat
Prefo Fast Middle . Sufee Name Type
| frar [rea h | [eos =]
Gonde Moantal Stabus SGN #ﬁmﬂz\_ﬁ_
|[Fomale  ~| |

I—Dvw«s Lcense - Swomm—l [Ud'd Beth o Aoomdhgo UM:]
I~ Dustanderg Wanant £t IO‘QE 7960.0164.95000018 l

rOlhﬂCﬁoﬂl‘ ! i L

D. Click “Related Clients” tab

E. Click the “+” (A new window will
appear)

F. Select all bold names from the list and
click “OK”

3 Cient Services - NOR-CWD Case [Doe, Jane] - Ciet [Toh

& Fe £t Seach Acin Assocaled AtiachDeiach Windom Hep Tooz

1~ IOWA Ebgble = ¢ Incapacksted Paiert — | Dibiaris | see i | | —

pI6EALD

o v o

b Zm?;mu,_uw (it 8| SearhLog| AFDCAL | s | Senvoe s | LCWA | oo 448 Evly |

i | W—

L.F‘euhne [ID]W

. Felicia [59]

L. Pear (36) Help
L. Joseph (37)

G. Match the appropriate relationship to
each person in the Related Clients
Grid

Felative's Name

| L. Pearl

Dios, Jane /
L. Pearl G

|<None>

Aunt/Nephew [Matemal]
LAunt/Nephew [P atemal]
Lunt/Miece [Matermnal]
Sunt/Niece (Patemal]
Brother/Brother
Brother/Brother [Half)
Brother/Brather (Step)
Brather/Sister
Brother/Sister [Half)

il;

=
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Annual Credit Reporting/Identity Theft

Per ACL 15-98, all youth in foster care age 14 and up must have an annual credit report run from each of the
three credit reporting agencies and the results documented in CWS/CMS.

A. Click the blue Client Management button. G
B. Click the second-to-last icon notebook zo L2 Clnt s [ 0N-CHD o Y i e -
from the right to open existing credit J&n =E b‘ ’ Q !' 180
report. qi:xw| 4 - S R e
C. Click the plus sign under credit reporting @f':“ e — E—
to activate the fields. A [
D. Enter a request date.
E. Enter requested by CDSS, County, NMD
etc. =
F. Highlight Experian, Equifax, or Trans- ok |
Union individually or “select all” and o7y T [
click “apply.” @1‘5?3"” Deselect Al | s
Hep |
Status Status Date
I | B
G. Enter the Status Date (The date you received e e e e g
or did not receive a report or the date your 9!& i= g %thﬁ Eﬂl Il%
request was rejected). o |
H. Entering a “report” was received will R — T — S r— ~—
enable the “Results” window but only if - i - G )= ) j—
requested by the “county” is chosen. B eat— g ,%m?—sg == r—_|
(Note: A county run report is required for any et
noted hits by CDSS run reports.) pem -
I. Enter the date you provided the youth |
theirresults. | e
J.  Enter the outcome of “Clear” or “Not @;" l:f:%ﬁm o
Clear.” et & EEAEE <4mNote

©

Note: An outcome of “Clear” and “Date Cleared” must be documented prior to case closure. You will not be able

to close the case without a clear status and date cleared.

SAVE TO DATABASE
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Creating/Updating an Education Notebook

Note: Before adding the youth's school you must first search for the school. The first school entered in CWS/CMS
should be the youth'’s school of origin. Where they were attending prior to their arrest.

. “Click Search and change the search type
to “Education Provider.

. Enter a school category (i.e., Public,

Private, etc.) and at least one other s ool Cotsasl P T
. . 2 Lassen )| ¥
criterion to get the “OK” button enabled. = o S
. Click “OK.” -
City| =4
2IP Code| )
Qunershp L
. From the search results screen click on L — s
the window drop-down menu and click e[ i i
. . T View Previous CtrieE
any open window to get back in the case. e CoseWondow coew
’::;nmv'oho:l 10/26/2015 1:3517PM | & ::r;:ha Cascade F6
m.z...m-.;..‘,qm, 1072672015 1.3517 Phonetic Stie Tile Horizontal 2]
Frocessing Completel.. 10/26/2015 1:35:18 PM :("&AE’::; Tile Vertical )
|| L"olu‘ly | Armngetcons Fg
T — T ey e
v Control Bar

v 3 Search Results [Education Provider

v Status Bar % |
INON-CWDCase _ Beau]
2 Education [Rocky Ridge High] "\
J

lﬁ"’mwm.mmuamm [Seach Resas [E: o P
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. Click the blue Client Management
button.

Click the plus sign under the school book
with the apple icon, highlight the school
you just searched for and click “OK.”

. Complete all yellow, green and
periwinkle fields on the Enrollment and
Grade Level pages.

(Note: if this is not the first school you're
entering you will be prompted to answer the
“School of Origin” questions, indicating the
date the decision was made to not keep the
youth in their school of origin and choosing
their school of origin from the “Education
Provider” drop-down menu.)

. Click the plus under Special Education
and enter either “Yes,” or “No” that the
youth is or is not identified as special
education.

Enter a special education start date
(Note: the only time you would end date
this field is if you were updating from
not special education to special
education or the opposite, otherwise do
not end date.)

Click yes/no for “Client Completed at
least One Semester of College.”

. Click yes/no for “Client attended
Postsecondary Ed/Voc Training.”

. Click on the Grade Level Information tab

and click the plus under Grade Level
Information to activate the fields.
Complete grade, start date, and grade
level performance.

(Note: Before searching and adding a
new school, open the existing education
provider and enter an end date on the
enrollment page. Proceed with step “A.”)

chool of Drigin
Ii: Decision Date | Decision | School
|

Decin Koop UM in School
| € Yeos Cho

Cout Apparved Couahan Mepreserion, , Afeicsth
[ ’!Ll..n.n Povee Lavcstn Provde Sédess
Prone Fn
|
= Cumront S chool
[~ HomoSchockd  EQucation Provi Kase
[Fiocns Miudae 1ty |
Staet Date Erc Date Reason Chid La* Schocl kel Gaacraten D xa
g [ @ o
1‘1 r Educabion Provsder Contact
L L) Phoe Fae
[gn.- ~rd | | [ ] |
~ Educetion Provader Address
Ne Showd
oo ] (— ]
iy State 21P Ew
| | [Caterss | [) » ][

Lhent Special Lduc shion
@ . Instructon Recerved Start Date End Date

Im Neceived Lot Dele 7 \
& No r"""—""lsm na =

Specsd £dundhon Nesce df The Ohid

C Yes & Ne s @ Mo

Ox

l—

SAVE TO DATABASE
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Documenting Developmental and Mental Health Screening,
Referral, Intervention and Plan in CWS/CMS

Per ACL 15-11, Screenings are to be completed at intake and at least annually thereafter.

Click the blue Client
Management button.

Click on the open existing health
notebook for your youth (icon
with the clipboard and red

cross). A new window will open.

Highlight your youth’s name
and click OK.

s e (W [

d File Edit Search iction Asso Attach/Detach  Window Help Toolz
! ] o o.';_ == 9]
& dlai I A o | 0 (| 8 o] ) i

E .

s gs and Ref

Click on the screenings page tab.

Click on the plus sign under
screenings to activate the yellow
fields.

Enter the date of the screening.

m

Enter the type of the screening
from the drop-down menu (i.e.
Initial Mental Health 5+ Years
Old.)

Enter the “Screened By” value
from the drop-down menu (i.e.
Staff, children’s mental health.)

ngmaryl Diagnosed Cundil\un} Observed Cund\liunl i

Husgilalizaliuns] Medical Tesls] Balerlalsl lmmunizal\un} Well Ch\l;i] Birth History  Screenings

Screened By

Mertal Health Professional Fieferal for Services

Date Type

Screened By Results

03/14/2018 [~ |Initial Mental Health 5+ Years Did |
D

|Mental Health Professional ﬂ & Rstera for Services

" Mo Referral Needed

Referral Type

Refernal Date Relenal Type Referred To

Comments

06A7/2015 [-| [MertalHeath | [County MentalHealth

Dutcome of Refemal Dutcoms Diate

Congent Type

ﬂ [~ Out of County

Congent on File Date

* sccepted 7 Mot Accepted ‘08#17.’2016 H ‘Caurt

| [oanzraos -]

r Intervention Plan

+ Plan Type

Initial Merital Health

Medically Mecessary

End Reason End Date

Urknown

Start Date Plan Type

Click the radio button for
*Referral for Services or *No
Referral Needed.

[oa72172018 T+1 [initial Mental Health

Meets Definition of
=1 Medical Hecessity |

Comrnerits

(Note: Add any additional detail in the comments section and complete the Referral, Intervention and Plan

Detail frames as applicable)
SAVE TO DATABASE
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Creating a Contact for a Youth and Documenting ILP Delivered Services

A. Click the orange Service

Management button.
B. Click the plus under the rolodex ?: ‘Ew:af -J@a..? -
icon. e X L e
C. Anew window will appear with G- e e T F:'i:":@i.;:ﬁ"‘:. S
your youth’s name. Highlight the 0 ﬁ T s
youth’s name and click “OK.”
D. Enter the start date.
E. Select Contact Purpose “Deliver QE o
Service to Client.” O —
F. Select Method of visit. F@E‘:ﬁjgﬁaﬁ?ﬁ}:g&?ﬁ%dmm -
G. Select Location of visit if visit is in-
person. Majority of visits must be in

the youth’s placement.

H. Select the Status of visit
“Completed” to be compliant.
AWOL youth and non-compliant
extended foster care youth require
documented monthly “Attempted”
contacts.

Select the Participant(s) contacted
during the visit.

Enter a detailed Narrative for your
visit (see sample visit guidelines
and be certain to include SB89 data
per ACL 18-61). If youth is not ILP
eligible, save to database here. If

ILP eligible, continue to instruction
K.
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K. (Provided your youth is ILP

eligible) Click on the “Associated

Services” tab.

the page.

Click the plus under Associated
Services” to activate the fields on

Services.”

. Select the “Service Category” of
“Independent Living Program

in your contact narrative).

Select the “Service Type(s)” from
the drop-down menu. (Service type
should match the service discussed

Select the type of Provider (i.e., Staff
Person, Service Provider) and their
name from the drop-down menu.

Click the yellow plus sign in the
“Service Recipient” box and choose
your youth’s name as the recipient.

NON-CWD Case Beau]

- [Contact [10/05/2015 ]]

iAnmn Associsted Attach/Detach Window Help Toolz

f Start Date End Date

Service Category

I Offered but nct dekvered [~ Hard Copy On

Stat Date Statt Time ~ Service Category

[fors72015 [] [~ am ||mmmhw / G bl Carg Dhoiioee

EndDele EndTime  Service Type Bo:vides Name
[1oms7z015 [_| [-am  [ILP-Education Jolback

™ Wreepseound

@ StaffPerson  © Service Provider  © Colateral

Other Paticpants

On 6ol \-ﬁ Service Recipient
1 =
4| v« =l
Natstve
No need foe lu!hec nartative provided you nchude discussion of ILP debvered service n the contact nantative on the _"_]
previcus page|
_.‘

(Note: Provided you included discussion of the ILP delivered service in your narrative on the
contact page, you do not need to add further narrative on the associated services page.)

SAVE TO DATABASE
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Creating a Contact for a Parent

A. Click the orange Service

Management button.

w

Click the plus under the rolodex icon

A new window will appear with
your youth’s name. Highlight the
youth’s name and click “OK.”

Enter the start date.

Select contact purpose “Deliver
Service to Client.

Select Method of visit.

Select location of visit if method is in-
person.

Select the status of visit “Completed.”

Select the participant(s) contacted
during the visit.

Enter a detailed narrative for your
visit.

Cortact Puposz

Contact |
{ ‘Ignac Perz on

_StatDate Slul Time EndDate

10107/2015 10/07/2015 :l

Moﬂhod

Status

‘DMSmlot&d I linPetson e 3

= I_tmw__l

Case M.

On Behalf of Chid

Conoct Paty Type

??_.T

+ | Case Mansgement Services/Refenrals | Wiapaiound

Select On Behalf Of Child

GX-
1\

(—-‘____J

SAVE TO DATABASE
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Searching for and Creating a Service Provider

Note: Perform a diligent search for a service provider prior to creating one. Try using different search criteria and
make use of your wild card (%) to expand search results.

A. Click the orange Service Management
button.

Cherit (Case Focus Child)|

Asaociated  Attach/Detach Window Help  Taolk

B. Click the plus sign under the
cornucopia notebook.

C. Enter your search criteria in the open
window and click OK.

D. From the search results screen, click
on the “Create Service Provider”
button.

#4 File Edt Search Action Associsted Attach/Detach Window Help Toolz

ddon| Havn! nw(.B.(.'.,uN Juv. C_# | Sesrch Log| AFDCFC | Atormeys | Seryice Pravidess | LCWA |

CSEC
Lant Suff Nara Typs T T,
3 e StatDae | EndDas
== [ [lss 3] [
SSN Cort =

Moe  v] [NeverMamed &N EE - ]

Dver's License - Stata/Numbes Date o Bith SOctIne o
O » Provde ¥
— T— . s |
Asen Registiabon # Help
7 Chent is 3 Mince/NMD Parert - Cheet Number | 0732:1535 80787000
(Mortal Hoath Theraget 3
™ Outstandng Wastart Exasts.
- Othes Chient Information Language———— Last Name[M

1WA Elgble: Prnasy Langusge j

€ Yes € Yes [Engiah i

G No @ No s L iy =

€ Nothsked || € Unknown l,w_-”u-m County of Location| Lasten 3
C Pendng | | Notappicabie State| Cafoeria 5

oy Zip Code| ]

™ Cndd has Indan Ancesty Yo

Indian Ancestry Notification € No

. County Date @ Urknown

€ NotApphcatie

TT T

ce Provider Search:Results])

D

r~ Search Ink
talys Py-rh Crtetia
Sending query to host. 6/27/2016 34041 AM | 4] [Phonetic Seacch No - Create Service Provider I
Host i processng query. 6/27/2016 340141 AM Phonetic Stiest Search No
Hohta faind nsewch Pactisl Address Sesich No
Redo Search. 7
Processing Completel. 6/27/2016 340 43AM Service Providee Categoey Mernal Health Therapist
|__] |Fust Name | d
«|l«l | »
I Name | Agency Neme l Addess

E. A window opens with some of your
search criteria already entered.
Complete the ID and Address pages.

2 E

Agency Name
I Aoy Name Serece Provde Category Eosd Addens
I [Mercal Hoath Thevagest =0
Prefix Fist Last Suffu Snest No. Shest Name Sute No.
[Greta M
= -
- Focamme [Coors A=
G — Courty of Location
Servn Prow ooy rr—]
O S
[B)
Ot Phorm. |2
[ [ r—| w—
P
(]
o

SAVE TO DATABASE

24



Documenting a Mental Health Referral

A. Click the orange Service
Management button.

B. Click the plus under the rolodex icon

C. A new window will appear with your
youth’s name. Highlight the youth’s
name and click “OK.”

. Enter the start date

m| o

Select contact purpose “Consult with
Service Provider”

Select Method (e.g. Fax)

5 File Edit

= Client Sen

ON-CWD Case Beau] - [Contact [10/28/2015 ]]

J/Action Associsted Attach/Detach Window Help Toolz

el

s

rContact

Conieet IAssgc-uad Services | Mlzl

f\-

onBehat o il | rc,
(5 b
EorlectPa«yTwe
< | »

B Perzon Start Date Statt Time  End Date

WEH—WD

Contact Puws Locahm

| Consult with Service Plovdu z Fa: '

Status

Completed

™ wa

Case Management Services/Relenals

Select On Behalf Of Child
On Behat Of Chid

. Select location (e.g. Office)

. Select the status of “Completed”

TIZIOm

Select the participant as “Service
Provider” and choose their name. If
the service provider’s name is not
available, follow the instructions in
this guide for searching for an existing
service provider or creating a new
service provider.

In the “Case Management Service
Referral Window,” click the plus sign
and choose “Ref- Refer for Counseling
Mental/ Health Services.”

K. Enter a brief narrative about the
purpose of the referral.

to Bob Apple for anger management counseling on behal of Beau|

Wisparound

——i

Help

SAVE TO DATABASE
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Documenting a Monthly Mental Health Contact and Delivered Service

A. Click the orange Service Management
button.

IN-CW

VD Case|____ Beau] - [Contact [08/28/2015 ]]

Associated Alu(hlbﬂxh Window Help Toolr

B. Click the plus under the rolodex icon.

C. A new window will appear with your
youth’s name. Highlight the youth’s name
and click “OK.”

QJ@ TN

ama msm|M|

i sxmvu on

Start Date

@-'mmr—[mm

Stat Tme  EndDate

H )

@ .[:”u'::smmm vJ [Teephone  v] [Other ..O] [T‘M\'Jﬁ

D. Enter the start date.

E. Select contact purpose “Consult with
Service Provider.”

F. Select Method of visit.

G. Select location of visit if visit is in-person.

H. Select the status of visit “Completed” to

be in compliance.

|.  Select the participant as “Service
Provider” and choose their name. If the
service provider’s name is not available,
follow the instructions in this guide to
search for an existing service provider or

creating a new service provider.

J. Enter a detailed narrative for your visit.

On Beha¥ of Chid

[FT ComoctPoty Type | Pmy Type

+ | Cate Management Services/Refettals Wiaparound ‘
Select On Behalf Of Child x|
On Beholl O Chid (T3
_Comonl |

33200 of progress of mental heoth service beng provded

K. Click on the “Associated Services” tab

L. Click the plus under “Associated
Services” to activate the fields on the

page.

Associaled Services
. Start Date End Date

M. Select the “Service Category” of
“Counseling/Mental Health Services.”

N. Select the “Service Type(s)” of “General
Counseling.”

O. Select “Service Provider” and their name
from the drop-down menu.

P. Click the yellow plus sign in the “Service
Recipient” box and choose your youth’s

name as the recipient.

- NON-CWD Case |__, Beau] - [Contact [11/03/2015 ]]

ﬁ\ Action Associated Attach/Detach Window Help Toolz

==

AwpeﬂedSa\cei socisted Visks |

Service Catogory

Servi - Provider
I Offeed bt not deivered [~ HacauednFie  Well Child £x. € StafPerson @ Sery Colateral
StatDate __ Stat Trme s: oy
Ta2015 5] c«m et Hosth S =] | | € Substtute Cae Provided
EndDate e»a Tine  Service Type P
/0372015 5] Gereeal Counseirg ;
I Wiapsround
> OnBehalciCrid Sewvice Recpent Dt Pabours __]
p i
< | Ll
sirstrve \
]
H

(Note: Provided you included discussion of counseling services in your narrative on the contact page, you do not

need to add further narrative on the associated services page.)

SAVE TO DATABASE
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Documenting Children and Family Team Meetings (CFT)

. Click on the orange Service
Management button.

Click on the plus sign under
the rolodex icon to create new
contact and complete yellow
mandatory fields as shown in
the screenshot. Include
summary of team meeting in
the narrative field.

From the “Case Management
Services/Referrals” window
click the yellow plus sign and
choose CM-Child and Family
Team. This will auto fill your
service category and service
type on the associated services

page.

e [Case, Training] - [Contact [04/20/2017 ]]

ik File Edit Search Action Associated Attach/Detach Window Help Toolz

R “&2 5

)
Contact IWSM | Associaned Visits |
— Contact Inft

ﬂ laHF'mon Stact Date Stait Time  End Date End Time

H =] [eez02m07 [o] [ am  [0a/2072007 [<] [ am
Contact Purpose Method Location Status
[Defves Service to Client =] [inPerson =] [Other =] [Comgleted =]

Case M Services/Refenal Is
Case Managemenk Services/Referals “Wiapaiourd

On Behalf of Child

Patticipants

. Contact Patty Type

1 | Staff Person/Child

. Click on the Associated

Services Page and click on the
yellow plus sign under the
window titled “Child and
Family Team.”

From the dropdown menu
choose key roles of the
participants (note, you can
choose multiple roles at once.)

Choose “Lead Agency” from
the yellow dropdown menu.

- Stant Date End Date Service Category

Provider

@ StalPesson € Serce Provider € Collateral
StatTime  Senice Category )
[T [ [ am [Co MmogementSavices =] | sttt Cae Proides
End Date EndTime  Senice Type Blprovie Name
472072017 | [Erad and Fami Team GrohAdmn, Cathy =l
I Wirepaiound ‘
On Behat of Chid Sevice Recipient Other P"‘"“’m il .
1 | Chid
2| ChiWeltare Socisl Wodker
E 3 | Other Communiy Suppert
4 | Paeni/Faher
| || 5 PorentiMothes
F Lead hgency
ir Frobation

(Note: Document CFT info in your case plan)

SAVE TO DATABASE
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Annual Reassessment of Youth in Group Home Care

Per ACIN 1-43-15 dated June 26, 2015 - Documentation of Annual Reassessments to Determine the

Appropriateness of Continued Group Home Care for Youth in Group Homes over one Year and Plans for

Transitioning into a Family- Based Setting.

Click on the orange Service
Management button.

. Click on the plus sign under the

rolodex icon notebook to create new
contact on behalf of youth.

Enter the start date.

o|0

Enter Contact Purpose of “Conduct
Client Evaluation.”

Enter Method “In Person.”

Enter location “In Placement.”

Enter Status “Completed.”

Participant = Your Youth.

—|z|@|m|m

Begin Narrative with “Reassessment
of a child/youth in group care” and
refer to ACIN 1-43-15 for additional
narrative requirements.

Case Beau] - [Contact [10/06/2015 ]}

CE.'?'.:“'.., ( :
]‘M' p.nus C‘/H_‘I :lsﬂ‘- ga';;)sa/'ams

lmr Su' --< A‘Wﬂd Attach/Detach  Window Help Toolz
emf
'

LR

Status

Cortact Pupose
% [Conduct Coent Evaiaion  ¥] ’In»Pamn =l ['—"m- _j

lcmed _|

[T ContactPay Tyoe ] m;.

. Case Management Services/Refenals

Wiaparound

puwn 1 m5aaedsnsvo1§bow\mmmm
‘Rea of achad/youthn
e ACIN 1-43.15 o dtabs o what et shoukdincuce

SAVE TO DATABASE
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Federal Reporting - NYTD

A. Click on the Tool Man icon.

|x

NS

Type

[ Wraparound l

B. Click Federal Reporting.

C. Click “Ok.”

CWS/CMS Navigation Tools

[

D. A window appears informing you that “To save
memory all windows except the top folder will be
closed. No information will be lost. Click “OK.”

CWS/CMS Navigation T=<,
The CWS/CMS umrmmw< ; ,
peiforming CWS/CMS tasks.

Select a Navigation Tool and click OK. )
- Select A Navigation Tool: % ]

€ Case/Refenal Overvi

C To save memory all windows except the top folder will be closed. No

& ' information will be lost,

 CasePlan &]
"‘ [Federal Reporting]
J  EndCase
€ EndPlacement
x|

[N Navigation Tool Menu - Close Windows

Click on NYTD

m

Click on “This Case” (only available from the open
case otherwise it will show “For Another Case?”)

Federal Reporting Navigatip=<gl

Il

l

G. A window will appear with the statement “All
Contacts for the current reporting period may not be
in cache. Would you like to check Contact history?
Click “Yes.”

Federal Reporting Navigation Tool

[Rule 09846]

All of the Contacts for the current reporting period may not be in cache. Would

No

Note: Check to see that your Federal Reporting
Requirements are up to date by assuring no green fields
are active; they should not be active. Use the manila file
folders next to each field to access the training tool to
assist you with fixing any active green fields.
(Exception — minors not yet ILP eligible. This field will
remain green until you enter a delivered service upon
eligibility at age 14) Upon completion exit the tool and
if you have made any changes save to database.

you li, sck Contact history?
\
—\ ;

[ — 1

Federal
Navigation Tool
 AFCARS = NYTDIC A0ao
Name
e

Care Nuber
00784320 5950 I

Reporting Dates
1072005 - e | B

dvestion
Spacd Edxsten &
[

St Dbe TEndOe.

G
Clert Aerind Postracordary [ 4o Trareg Q
D £ b ILP Sorvice

¥ Exchude Titoal Mantrsbios wih 8 Stats of Nt Elgtin”

Pase | Pwt [?
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Closing a CWS/CMS Case

(Note: Cases are opened in the system based on the date placement is ordered by the court. Cases are
closed in CWS/CMS when placement orders are set aside or vacated.)

A. From the open case click on the

“Action” drop-down menu and
choose “End Case.”

!’ Associated  Attach/Detach

B. Provided all case reminders have - x|
been cleared, a window will open iy me— T oo : c:_. |
for you to choose a closure reason R — . [ "@
from the drop-down menu. (If you -
are adding a closure statement, do n
so before clicking on the approval
button).
C. Click the approval button.
D. On the next screen in the yellow
field where it’s noted “request not
submitted,” change to “pending
approval,” and enter the “action i
date” of request. @ [f.ﬁim?m, E
Action Date Action Time Slb’ﬁuday
(wzzms [ oswm | —
Rationale
|
)
E. A window will appear that will
show the pending approval status,
then click “OK.” rStaft Pesson
Closure Reason \ppr
[Cout o Temeion ] fatie _ g0e Concel |
Pending Approval |10f25/2015 I
S e |

(SAVE TO DATABASE)
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