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Creating a New Case for an Existing Client in the CWS/CMS Database

(Note: When searching for a client to create a new case, complete a diligent search of the database. This includes
searching for the youth and if unable to locate, searching for the parents or siblings and double-clicking on their
name to open their client abstract to determine if the youth you're searching for is listed under the family
members tab with a different name, spelling, or DOB. Search the database by the new information you found to
assure you will attach the youth’s CWS case history to the new case and avoid duplicating a client that would

then have to be merged.)
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C. Click the plus sign under Create New Case Folder (If

your youth’s name appears in the open window
proceed. If it does not appear even though your search
located the youth in the database, do not proceed as
this means a CPS referral or case has not yet been
closed and must be closed before proceeding or you
will duplicate clients that will have to be merged).
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. Click “Yes” to the message that appears
“You're about to create a new case without a referral.”
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The “Client Notebook” opens already filled out (Check
that all the information is up to date and change if needed.
Assure that all Yellow, Green, and Periwinkle fields have
been completed).

Click on the “Demog” tab and complete all
Periwinkle and Green fields to include immigration
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ot = —

for previously adopted and will show you as out of
compliance when reviewing AFCARS federal
reporting data.
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G. Click on the “Address” tab, click the plus sign under

address to activate the fields and enter the youth’s
residence address prior to arrest.
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H. Click the Manila file folder Icon/ Notebook.

History l Informaton Displayed: Active
E-mai Address
[
Addess T StestNo___ Steet Name
Resdence 5" [Cands Ad
ity State 2P 2PEx
[Captola [Calfomia ] [sso0
Ceanhi Selcbtinnal &ddimcs Hmada Phone
& Client Services - [Case Dudel]]
|24 File Edit Search Action Associated Attach/Detach Window Help Tot

% #3

= = EEE

CLdHE
]

+ +

ID | SweComp| Req| ICPC-1004 | ICPC-100B | Doc Tracking | Spec
r Identification \
rCase Info—————————— g - § — Case Status
CaisNane I = I —_— + | Status | Effective D
Dude .
Case Number
0196-4545-5386-0000601
Start Date EndDate Projected End Date:
|01/11/2018 :I
County State Status —— Efft
Lassen I Italxlomia Lll € Court Involvement [_
Country En¢
R i C

Complete all mandatory fields on the ID tab
(Remember the start date of the case and court involvement
dates are the date the youth appeared in court and was
ordered into placement by the Judge).
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Click on the “Svc Comp” tab. Click the plus sign
under service component to activate the fields. Add
service component. (The effective date populates from the
ID tab and matches the start date of the case. Most
common service component for a new case is “Family
Reunification” and later changes to “Supportive
Transition” for your NMD (Non-Minor Dependent) youth
who are eligible and opt-in to extended foster care services
per AB12).
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. Click the “Assignment” tab. Click the plus sign under
assignment (defaults to primary assignment. You may
add as many secondary assignments as needed. Common
secondary assignment goes to support staff, PHN's, and
other assigned workers on dual jurisdiction or WIC 241.1
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Once you've created the case and saved it to the database, open the case and review client
notebooks to see if you need to search and attach clients or create new client notebooks and relate

them following the instructions in this guide. Each client must have a client notebook to be chosen
as a participant in a contact note.

Note: To create a case without client history in the database, follow steps C through O above clicking
on the plus-sign to create new case, choose “New” from the blank open window, and beginning with
step D above, filling out the blank client notebook. Proceed with steps E-O. You can search and attach

existing clients to the case or if unable to locate through search, create new client notebooks and relate
all clients on the “Related Clients” tab as in step G above.



Searching and Attaching Existing Client Notebooks

A. From your open case click on the search drop-
down menu and choose start search. In the
open window, type the name of the client A
you're searching for and at least one other Frt Nam 52
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E. Click on the window drop-down menu and
choose the Non-CWD Case to get back in your
open case.

ices - [Client Abstract |
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F. Click on the Attach/Detach drop-down menu
and click on attach existing client.
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A new window appears with the name of the
client you just searched for. Highlight their
name.

Click OK.

I. Click on the blue client management section.

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

A new window opens with all the client
notebooks and you should see the name of the
client you just attached.

r

Click on their name.

. Click OK and from the open client notebook
review the information on the ID, Demog,
Address and Names pages for accuracy and
update as necessary.
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Creating New Client Notebooks

A. Click on the Blue Client Management A C
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D. Click on the “Related Clients” page.
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Creating a Foster Care Placement

A. Start Search and change search criteria from client T —
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appears, highlight your youth’s name and Click
OK. (You can skip steps C-F if this is not the first
placement recorded and a State ID number has e
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F. Complete all mandatory Yellow fields with
information obtained from your county eligibility
staff.
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G. Click on the Red Placement Management Section.

H. Click on the plus sign under the first
Icon/notebook, the picture of the house with the
people standing in front of it.

I.  From the window that appears, highlight your
youth’s name and highlight the facility from the list
shown. Tab out of the field and Click OK.
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J.  Complete all Yellow and Green fields on the “Child
Removal Info” Page. (This step is only completed for
the initial placement. Hereafter you will be directed to
this page to begin recording your placement updates but
you will skip directly to the “ID” page as the removal
information doesn’t change.)
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M. Complete “Sibling Placement Rationale.” unless
youth is an NMD.
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N. Click the “Ongoing Requests” tab.

O. Click the plus sign under “Ongoing Requests”
activate the fields on this page.
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P. Complete the two mandatory Yellow Fields. (Rate
type defaults to basic rate. Click the plus sign and click
on “additional rate” if applicable for monthly
supplemental payments such as Infant Supplement —
Family. Complete one time “Incidental Payment” tab
for expenses such as clothing allowances.)
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Q. Click on the Non-CWD tab and complete all fields
as shown in the sample screen shot. You must
update the Non-CWD tab with the latest hearing
dates, last case plan date and last visit date after
every review hearing.
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R. Complete the SOC 158A. Click the plus sign under
the last icon/notebook (The house with the document
behind it) and choose “Soc158A Foster Child’s Data”
Click OK and OK again on the next window. Your
document is populated. Print a hard copy for your
file and send one to Eligibility. (Note: The first time
you complete a placement in the system to include the
child removal page you will need to save to database
before the information is available to create the
SOC158A document. Thereafter, upon future
placements, the document can be generated prior to
saving to the database.)

Open Notebook Information Available: Current

Start Date | EndDate ﬂwDale FE End Date Flu.un!uilem FacNm Fac Type | Ag

(SAVE TO DATABASE)
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Ending a Placement Prior to Creating a New Placement

Note: Prior to creating a new placement you will need to close out the existing placement by completing the

following steps in the open case.

A. Click the Red Placement Management
Section.

B. Open Existing placement. Click on the
first icon/notebook to the right of the
colored section for “Open Existing
Placement.”

B |SxCom) | T B | ACPC1008 | ICPC100 | Do Trecking | Spec P | Coure Sy | N
AN
Caot Nyes A r
Dude
Lﬂm
St Do %.«.ms-u)n
I NS :
——

T

C. A New Window Appears with all your
placements. Highlight the placement
you want to update and click OK.

D. Click on the “Ongoing Requests” tab.

E. Highlight the Payment Type (ie Basic
or Additional) and enter a Stop
Payment date for each type.

aﬁfﬁaJE@'

Faymerts | En wode | | Honlam |

F. Click the End Placement/Episode Tab

. Start Dt Slop Daln

Rate Type Teotal LA APPS Ry
B Re Aoy Rate Tt APPS Schedule vl
£ Addtional Rate == [ - |
r Aequest Millex L
St D Puocted EndDate Pm‘ilnnb‘ - E € nkoemed
0107 72016 :] 113206 0 Ieboend el Acenpted
Eaic Aale Aucdtioral Rate Pagmert Courly .
Nt Vet
[ ] e ) Yt
i Approval
Payment Type Addtonsl Pgyment End Flesson o Status. Date

AT =1 {| [t it Nl Subsatted

G. Choose a placement change reason (i.e.
Child Ran Away from Placement)

@lu:. @ﬁﬁ% =

jsode | TemporayLesve | NonCWD |

CNd Rdu:e\! Semcea

H. Enter a Placement End Date and Click
“Yes” to the message window that
appears.

(Chid Retuned Home for Trial Vist
Chid's Behavior
[[|Commted to State Hosptal —
[Complamt on Foster Home: P Episode
oEnds F End Date

Fost- Adopt Placement

Fostec Home/Agency Request

FFACH Changed Agencies ¥ |

k|
x|

[Rule 00233]

% Entering an End Date will terminate the Placement and make the entire
notebook, except for the Placement Episode Termination frame and the
Relative/NREFM Assessment page read-only. Proceed?

e et Yes | No I

(SAVE TO DATABASE) if your work is completed or begin a new Foster or Non-Foster Care Placement. The

placement notebook becomes read only. If any changes need to be made, go to the " Action” drop down menu

and click on "Update Placement.”
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Creating a Non-Foster Care Placement

A. Click on the Red Placement Management Section
: . 5 B 6[#
B. Click on the plus sign under the first 1! e
Icon/Notebook to Create New Placement — |
C. Highlight your Youth’s Name in the Window — N
that Appears T —':.,
D. Click on the Non-Foster Care Button. D S
'mr:nr:;:ﬁ[ums-mlmmi _te__J
E. Click on the Non-Foster Care tab and complete T e
all Yellow and Green fields as shown in the g& E ﬂ %ﬁ % ) E
+ + |l + + + +
sample Screen Shot. (Note: The date field on this o o] v T ot
page will default to the date you input on the End fone S
Placement/ Episode tab. Be sure to change it to the st [
corre?t date 1f for e?cumple your youth. was AWOL for e S
a period of time prior to being placed in Juvenile Susito__ Suethams o
Hall) wo e e sepeeren G
Fonsign Countly Foeeign ZIP F slc|
Hame TT.; ,z,d_ .nlle]m.fenm ,Eaa_
IE-MAddou
Stiest Mo Sitreal Marme City
J
Slate - Z|P,_ @
Fooeign Courtry Foeeign ZIP Forsign Address Descrption [Province Name. elc.)
| =1 |
(SAVE TO DATABASE)
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Federal Compliance with AFCARS (Adoption Foster Care Analysis-

Reporting System)

Note: Check your federal reporting compliance tool after completion of each change of

placement to assure your compliance is up to date with the current reporting period.

Reporting periods are bi-annual October — March and April -September.

A. Click the Tool Man

B. Click Federal Reporting and Click OK

—TE1x]

A

The CWE/TMS Hav
partomming D5 TMG tacks

Seect o Hapigation Tool ard cick, DK,
Select A Havigation Tool:
 Cae/Filonsl Overvess

Tous vl st you 1

LI - =1

© Cana P _omed |
rm‘-—-_B

1 EndCase
1 End Placement

C. Click OK to the message that appears

O Navigation Tool Menu - Close Windows

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

Cpt ]

W' information will be lost.

D. Choose the AFCARS radio button and Click “This

Case.”

Federal Reporting Navigation Tool

‘ ﬁ Federal Reporting

Navig "\ Tool
Ext |

will assist you in fulfilling
requirements.

C NYTD € ADA4ZR

Ancther Referal |

. Click Yes to the question of checking review
hearings in Cache.
Note: Green Fields in AFCARS denote non-
compliance except as follows; Last Review Hearing if

the case has not yet been open six months and therefore

no review hearing has yet been documented, and
Placement Episode Termination Reason which is
completed only upon closing the case in CWS/CMS.
The foster parent field may also be green and not “out
of compliance” depending on the current placement

type.

Federal Reporting Navigation Tool

There are no Review Hearings in cache. Would you like to check

E-=dp v | w» |

Hearing history?
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General Child Client: This section is updated as
follows: Gender through Hispanic Origin —

documented in the youth’s client notebook (Blue
Section, first icon/notebook, open existing client.

G.

Previously Adopted: “Demog” page in client
notebook.

H.

Diagnosed Condition: Health Notebook (Blue
section, open existing health notebook)

State Aid Code: Entered in Youth's client notebook
(Blue section, open existing client, ID NUM page
tab.

Case: This section is updated on the Non-CWD
tab in the Red Section (First Icon/Notebook, open
existing placement)

. Caretaker Removed From: Family Structure is

documented on the Child Removal Tab in the Red
Section, open existing Placement Icon/Notebook.

Foster Parents: When creating a THP+FC home
this information is found on the Substitute Care
Provider tab in the Red section, second
Icon/Notebook for open existing Placement Home.

. Placement Episode: Last Removal Date, Primary

Reason for Removal and Secondary Reason for
Removal are all documented in the Red Section,
first Icon/Notebook for open existing Placement
on the Child Removal Tab. (Placement Episode
Termination Reason is documented on the End
Placement/Episode tab in the existing placement
notebook.)

. Foster Care Placement: Start Date and Legal

Authority are documented on the ID tab of the
current placement notebook in the Red Section.

Basic Rate is documented on the Ongoing Request
Tab.

Federal Reporting Navigation Tool

K——Carctaker Removed From: —_

| Famdy Structure: Marmed Couple]
13t Crtkr Bithdate: 14/1974
& [AFCARS! " NYTD © MM/;L MCI:IBMU 4/23/1376
TRTAS ~FEoster Parents:

Federal Reporting
Navigation Tool &

[

Case Number
076651931915 | R
Reporting Dates

1070172015 - 0373172016 | 24

[F——————Geneal Child Client:
Gender. Male
Bithdate: [05/10/2001 E
Ethnicity: o*
Hisparic Onigin [No

_M —Placcmmt EEV' ode:

13t Fstr Pt Mantat
15t Fstr Pkt Brthe:

15t Fste Pt Ethncty:
13t Fste Pt Hisp Ort lnknown

Last Removal Date: [01/01/2016
Prim Ren for Rmvt[Law Viclabon

Sec Asn for Rmvi

(G ——————Previously Adopied Elo =}
H————0ispwosd Condtion o] 3§
| ————SweAdtodn =]

J——Case:
Last Review Hearing [EE] 3

cmc«:enmsosg

View Fields

Chck for List

Tesrnination Reasor: | A
Episode End Datec [ |

Foster Care Placmnh-—;N AAP Eligibility.
Stait Date:J01/19/2016 :
Legal Authosty Type\WIC 602 ﬂ E |—’

Bmﬁn@——al - I

_Pose | Pim | Ex |
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Creating a Foster Care SILP (Supervised Independent Living Placement)

Home and Placement

Note: Before you can create a SILP Placement you must first create the SILP Home following the directions

below.

A. Click on the Red Placement Management e T T
Section EF @@_ B]ﬂ @

B. Click the plus under the second Icon/Notebook | & ™| s cuspi] graise) A g tpat | e e e
for “Create New Placement Home.” = \E Puny Sbhse e P -

C. Enter your Youth’s name in the “Name” field - \C P [

D. Enter the address and phone number where T — T 2
your youth resides. 2! :

If other adults or children live in the home
enter them on the “Other Children” and
“Other Adults” tabs otherwise skip this step.

EPlazemenis Beds Aval chap

[—r

rAge Range ICI
Flﬂ ,Tn— Prmay Fhore E F
o 18 = el T T huoeme: is o hokd
[y - D Finase see the Hold Status page
_E“‘_ Contact [T S0P Woved 1o New Addes
[— [l— l_ ‘ [T A Capacdy
Addses I
Stset Ha Sueet Hame
E [ S |5mm
Sinte P aPE:: G ol Locaton
Caon r—|
rsign Country rmap Fersign Address Description [Province Mame, sic.|
Comment
=l
E
Dizaston Contact
Fhone Ext ABemats Fhone  Ext

F. Click on the Special Projects page. Click the S s'm PP v ra———— M
plus under Special Projects to activate the [_Q' & L] % %5 _l
fields. Choose S-NMD SILP from the drop- (ST o S S
1D | Substitute Care Provider | Other Children | Other Aduks | Char/Pref | License Info. | pecial Projects
down menu and enter a start date. ~Special Projects F %
iSNMD SILP vl
lutate EndDate
G. Click on the “Payee” tab and enter the e

payee information (i.e. name, address, and
phone number)

BS) 8 O[h @1
S P P | S

1D | Substiute Cave Provider | Qithes Chidren | Oiher Adbs | Chag/Pref | Licenwe Info, | Comments | Special Projects  Pagee | LA Payee |
Payee
Fied Nasme Ml Last Mame
[Dusde —
Streat No. Stieet Name
s

oy
|Sacramenito
Primaty Phone  Ext

[ I -
[Froueign County Foueign 1P
[Fousign Address Description [Province Name, ste. )

Stale

[Calfomia

ar ZIPExt
2 N e .

G
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H. Click the plus sign under the first house

icon/notebook to “Create New Placement.”

You will see the SILP home you just created.
Highlight your youth’s name and the SILP
home from the open window and proceed
with steps K-R of Creating a New Foster Care
Placement. Pages 11-12 in this guide.

(SAVE TO DATABASE)
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Creating a THP+FC Placement Home and Placement

A. Click on the Red Placement Management

on the open page to activate the yellow and
green fields.

Section. e nm;l T
B. Click on the + sign under the second house = S e
icon/notebook for create new placement home. ﬁﬁw ﬂ""w -
C. Name the home. Follow your county’s rule for —T Y :
naming convention i.e. Test Child in a Families | [© "=+ r::w 3 ..i";,
First placement might be Test Child FF. (note: [ — rre
Remember the exact name you called the home
including any spaces or hyphens. This will help you
locate the home in your search to complete the
placement.)
D. Choose the “Type” of home “Foster Family
Agency Certified Home.”
E. Click the check box for “Transitional Housing
Placement Program Facility.”
; p P . o oo —
F. Click 1the Operate.d B'y sea.rch binoculars and | Qj eFton ) ,ﬂ 55]
complete search criteria to find the agency your | L= o iad
home is attached to. Choosing Licensed, = Frsesmcnes Pt s Cr Ot
Region or Zip Code, or use of your wildcard e [ = ]
like this “Fam%" in the facility name field are ‘:%":“‘“‘ _ =
all helpful search tips. (note: It may appear like e s -
your search yielded no results. Check the dropdown | [=— |
menu and you will find your results. If no results ?r———wﬁ
found it is possible your social service agency hasn’t | |Zi. f_'—,::_r
yet entered the home in the system. Contact = "
them for assistance with locating the agency.)
G. Locate the agency you just searched for in the
dropdown yellow field under the “operated B e e
by” search binoculars. = G ———
H. Complete the address fields (note: County field vy v i 2
defaults to your county. Be sure to change it to the Ijr——»;[c»
correct county associated with the city of the home H 'p”_'_"‘_
your youth resides in. You will need to recall the -
county you entered when searching for this :Jm - "_I R S ﬁmm}“:"‘j
placement home to complete the placement of your —— e —
youth.) ‘ j
I. Click on the “Substitute Care Provider” page
tab.
J. Click the plus under “Substitute Care Provider”
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K. Complete all yellow and green fields with as
much information as you have. (Note: Follow
your county’s naming convention for the SCP

“substitute care provider.”)

L. Check the “Primary Care Provider” box in the I —

. . . . [
box titled “SCP associations to this home.” - ‘f
(Note: the start date in this box will default to the —
current date. Change it to the correct date if =5 I 3
necessﬂry,) . Attorney Start Date | End Date I:J
| | »
M. If there are other adults or children in the home, | || s e Eom == S —
= — e — |y -
complete the page tabs for them. [ e[|

N. Click on the “Special Projects” tab. B P B Sk A A Db Wi . Took

: ; ; T \

O. Click on the plus under “Special Projects to & & . ﬂ 5 |18 _| &5 N
activate the fields on this page. & i.:fﬁ:ﬁgﬁm'% e e T

P. Click on the dropdown menu under “Special —

Projects” and choose S-NMD THP+FC. (Note: P

You must have the “Resource Management w0 T e .
Start Date EndDate

Placement Facility” privilege assigned to you to =

complete this entry.)

Q. Click on the “Payee” tab (Complete payee e —

information using your county’s naming ‘_l& == J ﬁ i8] ey

1 L] S |

Conventlon') ) ]smum:.mmhmm[uwnm]mma]me-wn|:amm:|snm|ﬁm= Payee |L
rPayee
Fust Name M Last Name
e L Q
|
Ciy State 2P 2IP Ext
[Red Blit [Caltoria Sl s [
Primary Phone  Ext
Fotewgn Countty 3 ‘Fw;\nZIP
Foteign Address Descriplion [Province Name. elc.}

R. Search for the placement home you just created
using the County, Facility Name, and Region — B_ —
you recall from the ID page you completed for | [fourum i comitons = to
the placement home. O e Sj R Bsiees

LAVendar D] i

Faciity Name|Dude v

Substitute Care Provider First Name| d
Substitute Care Provider Last Name| ]
Fostet Famiy Agency| o

Zip Code gl

‘Region| Mountan Valley <

Save to database, re-open the case, and search for the placement you just created.

Complete placement by following steps G-R of creating a foster care placement. See pages 10-12 in
this guide.

(SAVE TO DATABASE)
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Creating a Resource Family Home Placement

A. Search for the RFH home using the

. E re gg@ﬂ]&ﬂ
search criteria in the screenshot and S s ol A
[ ISsu-|w|1nhlmim|mimlnmrm SpecPici| Cioure Summary
: { ¥ Ty
Clle OK Nen WD ct--sw-;: r:m::m 5
hc - T SEI
X Laiar S = __tew |
ffff Prowcted End Date) { - Z ©
_ m— e | e -
E\_majiwe: v € Vohurt m“;"‘ | 'j
Prenary Agercy Responabie
| Probaton > 3
B. From your search results screen CliCk #4 File Edit Search Action Associsted Attac | Window Help Toolz |
. Last Window Ctrl+L
on the window drop-down menu .& B VewNet cuter
. . —p View Previous CtrleE
and click on the Non-CWD window e 3 Close Widow o [

tatus

eri;

Cascade 6
Phonetic Stre Tile Horizontal 7
R “ Tile Vertical 8

to get back to your open case. o acebing ey SATATT 10294k A

Processing Completel..5/4/2017 10:23:45AM

Zippy Referral Display Defauit
e v Traditional Referral Display Default

B

v Control Bar
Status Bar

C. Click on the Red ?lacement PIE E ‘ m_ﬁjmf‘j Y
Management Section. c = 'sm‘, B e T G

D. Click the plus sign under the house
icon (the one with the people
standing in front of it) for create new
placement.

E. From the open window, highlight
your youth’s name.

F. Highlight the placement home.

G. Click OK and continue instructions
as noted below.
Note: If this is the first placement home
you're entering for your youth,
complete instructions C-R in this
guide for Creating a Foster Care
Placement. If this is not the first
placement complete instructions K-R
for Creating a Foster Care Placement.
See Pages 10-12 in this guide.
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