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Icons Used in this Manual

Tip
Tips provide general recommendations on how to make it easier or more productiv
use the Harmony solution

properly may cause or exacerbate problems.

Note

Notes provide additional information of general interest about a specific function or|
process of the Harmonrsolution.

Example

$
N\ Caution
The Caution icon highlights areas of noteconcern, where failure to use the system

Examples are provided to helpydevelop a better understanding of the subject ared
and how the Harmongolution may be used in a specific scenario of relevance
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Note
LT &2dz KIS y20 &SG NBOASSHGSR aDSOGAY]
e Started with WSHS.pdf) please so before starting this workflow.

Any browser can be used, but please be sure to turnypolockers off or allow them
for the site.

Overview
The wraparound service model implemented in RIFIS builds on a core woirkflawing the following
steps:

1. Referral and Screening
2. Intake

3. Assessment

4. Service Planning

5. Service Delivery

6. Transition

Service Planning Service Delivery
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Roles

Your Role determines your access to both tqoleapters, tabs, and pagesnd information(child/youth

recordg within RIFIS. If you have access to more thanvogef S &2dz Ol y &/ KFy3S w2f ¢
different options.

RIFIS contains three basic types of Roles for agency users:

Intake Worker
1 The Intake Worker role allows searching and adding child/youth records detids®egiors
to facilitate the referral process, but without access to the full case

FSCC
f  The FSCC role provides access to the full case for children/youth referreddetie NI &

agency.

Supervisor
9 The Supervisor role allows greater access to cases withiassigned FCC&gion(s).

FSCC and Supervisor Roles are distinct for each FCCP region.

Set Role
To view and changeole:
1. Click on theprofile icon Oin the upper righthand corner of the screen.

MyRIFIS ~ Children Reports @ Q| @

2. The role shown is your current role. To changespfelecta different rolefrom the
dropdown, then click Apply

MyRIFIS  Chil Dawn Tarzwell (2]

2073 307 BM

JWLlLs o

RIFIS Intake Worker

APPLY

My Profile

Sign Out
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Chapters

Chapters are shown at the top right of the scre€he Chapters available will vary by role.

@‘R;’F’S | My RIFIS  Children  Providers Reportsl A Q 6

File

My RIFIS
The My RIFIS page is your home pddés pages personalized to the userfwker currentlylogged in,
so it will vary sghtly for eaclperson The page contents may also vary depending on the role.

Ej R;’F’S MyRIFIS ~ Children Providers Reports @ Q €
File
CHILDREN TASKS

‘ Alert Notes || Links ‘
Unread Alert Notes 0 RI DCYF: Family Care Community Partnerships (FCCPs)

‘ FCCP Open/Close || My Management ‘
Closed 2 Family Queue
Open 1 Current Active Families
Pending 1 Agency Intakes

Assessments Queue
‘ Agency Intake |
Pending Plans

Closed 1
Ticklers Due
Open 2
‘ Plans |
Draft 5
Pending 1

Children column

The sections and record counts displayed in this column on the My RIFIS page are specific to the user
logged in. ey represent your caseload, records assigned to you as a worker, as well as your Ticklers.
you do not carry a caseload, this section may be bl&alkaccess any of the records, clicktbe status

value you wish to see, e.d@raftPlans

CHILDREN

‘ Alert Notes

Unread Alert Notes 0
‘ FCCP Open/Close

Closed 2

Open 1

Pending 1
‘ Agency Intake

Closed 1

Open 2
‘ Plans

Draft — 5

Pending 1
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To see albf your ticklers, click othe count of Ticklersor anywhere in that row within the Ticklers
section box.

| Ticklers ‘

Ticklers 42
G D

My Management
Some roles may not have this section.

My RIFIS  Children  Providers  Reports l Q e

TASKS

Links ) |

RIDCYF: Family Care Community Partnerships (FCCPs)

‘ My Management > |
‘ Family Queue

Current Active Families
‘ Agency Intakes

Pending Assessments Queue

Pending Plans

‘ Ticklers Due

w

¢tKS a@& alylF3aSySyid aSoOilAiazy 2y (KS aé& wLCL{ LI} 3IS A

Supevisors to manage their own caseloads. Supervisors have access to view all their assigned workers
GAUKAY OGKSANI C//t NBIA2YS gKAES C{// Qa asSSsS 2yfe
approve Assessments and Plans from these pages, @lfilé /| Qa4 @At y20

Family Queue
This page shows all familigsur worker, or workers you supervise, are assigned to. You can add filters

at the topif desired. Yowan sortby column values byglicking on the column header

‘ We" Human Services Welcome, Dawn Tarzwell Family Queue
1/31/2024 2:33 PM  w
File
Filters
FCCP | [+

Search Reset

4 My RIFIS Family Queue record(s) returned - now viewing 1 through 4

FCCP | RIFISID. | Child/Youth SSN DOB Agency Agency Intake Disposition Agency Intake Start Date Worker Assigned
WK 76896 Doe, Jane 132-54-6789 | 01/01/2010 | South Shore Center QOpen 01/22/2024 Tarzwell, Dawn
EB 76899 Jones, David 999-12-0115 | 12/01/2015 | Child and Family Services of Newport QOpen 01/09/2024 Tarzwell, Dawn

NRI 76900 Joes, Mary 999-05-0114 | 05/01/2014 | Community Care Alliance Open 121132023 Tarzwell, Dawn
UCE 76902 Claus, Buddy | 987-65-4321 12/25/2010 | The Key Program Open 121202023 Chase, Sheila

First Previous Records perpage 15 = Next Last
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Current Active Families

This pag shows all FCCP cases your worker, or workers you supemgsassigned to, broken out by
FCCP and StatuBlick on thetto expand a row. Click onliaeti 2 I OO0Saa (i Kecard./ KAf Rk, 2

‘ we"S ky Human Services welcome, Dawn Tarzwell Current Active Families
1/31/2024 2:34 P w
File

4 My RIFIS Current Active Families record(s) returned - now viewing 1 through 4

Worker FCCP Disposition Number Of Cases
= Tarzwell, Dawn EB Open 1
= Tarzwell, Dawn EB Pending 2
ChildiYouth RIFIS ID Open Date Referral Date

Doe, John 76897 11/30/2023 5:38:03 PM

Winter, Snow 76903 1/19/2024 12:00:00 AM 1/19/2024 12:00:00 AM
= Tarzwell, Dawn NRI Open 1
= Tarzwell, Dawn WK Open 1

First Previous Records perpage | 15 | Next Last

Agency Intakes
This page shows all Agency Intakes yourkenqror workers you supervise, are assigned to. Click on the

. . . 4 N AN A MY v 4 4 e
row to view the Agency Intake record. Click\iew Consumeti 2 | OOSaa UKId [/ KAf RK, 2
‘ We"Sky Human Services Welcome, Dawn Tarzwell Agency Intakes
1/31/2024 2:43PM  +p
File
*) Filters
Save Filter ~ | Search Filter Save As Default SaveAs  Delete
FCCP N N -
h B Click on the row to Click V|e~;1v Cfolrl15umer
to see the full case
Search  Reset see the Agency d
Intake details recor
6 My RIFIS Agency Intakes record(s) returned - now viewing 1 through 6 ﬁ j
FCCP RIFIS ID ChildiYouth Agency . V Disposition Agency Intake Start Date Discharge Date LOS ‘Open Child/Youth Record

EB 76901 Addams, Wednesday Child and Family Services of Newport F Open 1211312023 49 View Consumer

EB 76899 Jones, David Child and Family Services of Newport Open 01/09/2024 22 View Consumer

NRI 76898 Smith, Susan Community Cara Alliance Closed 1210412023 12/05/2023 1 View Consumer

NRI 76900 Joes, Mary Community Care Alliance Open 121312023 57 View Consumer

WK 76896 Doe, Jane South Shore Center Open 01/22/2024 62 View Consumer

UCE 76902 Claus, Buddy The Key Program Open 1212012023 42 View Consumer

First  Previous Recordsperpage 15 | Next Last
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Assessments Queue
This page shows all Assessments & Famisred by you, or entered byorkers you supervise
Supervisors wikpprovethe assessments from here.

= Well

Welcome, Dawn Tarzwell Assessments Queue
2/4/2024 1:34PM &

Human Services

File

Filters

Status. v EqualTo ~  Signatwev| |ANDv | x
RIFIS ID v+

Search Reset

2 My RIFIS Assessments Queue records) retumed - now viewing 1 through 2

RIFIS ID Child/Youth Assessment Date - Worker Status
76898 Smith, Susan Ages and Stages Questionnaire 12/05/2023 Tarzwell, Dawn Signature
76898 Smith, Susan Team Meeting 12/04/2023 Tarzwel, Dawn Signature

First

Previous  Records per page

15 | Next  Last

Pending Plans
This page shows all Pending Plans entered by you, or entered by workers you supervise. Supervisors will
approve the plans from here.

a= Well

Welcome, Dawn Tarzwell Pending Plans

Human Services

1/31/2024 3:01 PM s
File
Filters
Status A Equal To ~ Pending + AND v x
FCCP v +
Search Reset

1 My RIFIS Pending Plans record(s) returned - now viewing 1 through 1

FCCP RIFIS ID Child « Agency Plan Date Closed Date FSCC Status
EB 76901 Addams, Wednesday Child and Family Services of Newport 0172312024 Guglielmo, Barbara Pending
First Previous Records perpage 15 @ Next Last
Ticklers Due

This shows, by workgt £ £ GA O1f SNE OdzNNByGfe RdzS® C{// Qa
total for each worker they supervise. To see the specific ticklers, click an 2hdlJ raNd &

gAft

Initial screen:

‘ weu Human Services Wwelcome, Dawn Tarzwell Ticklers Due
1/31/2024 3:05 PM Lv
File
Filters
Search Reset
2 My RIFIS Ticklers Due record(s) returned - now viewing 1 through 2
Worker Number Of Ticklers Due
Chase, Sheila 21
Tarzwell, Dawn  -ae— 42
First Previous Records perpage 15 | Next  Last
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Once a worker is selected:

a2 WellSky

a8 WellSky Human Services

File

Welcome, Dawn Tarzwell My Ticklers
1/31/2024 3:06 PM &

(V) Filters
D M

Apply Alert Days Before Due
Search  Reset

42 My RIFIS My Ticklers record(s) returned - now viewing 1 through 15

D Type Name Tickler Name Due Date FCCP
76896 Children Doe, Jane Complete FCCP Intake 1A 0172212024 WK 4
76896 Children Doe, Jane Complete FCCP Intake 1B 0172212024 WK »
76896 Children Doe, Jane Complete FCCP Intake 1C 0112212024 WK 4
76896 Children Doe, Jane Complete Initial Child Assessment (CANS) 0272112024 WK 4
76896 Children Doe, Jane Complete Functional Assessment Action Plan 02/01/2024 WK »
76896 Children Doe, Jane Complete Initial Team Meeting 0112212024 WK »
76900 Children Joes. Mary Complete FCCP Intake 1A 1211372023 NRI 4
76900 Children Joes, Mary Complete FCCP Intake 1C 121132023 NRI »
76900 Children Joes, Mary Complete Initial Child Assessment (CANS) 0111212024 NRI »
76900 Children Joes, Mary Complete Initial SNCD 0112712024 NRI 4
76900 Children Joes, Mary Complete Functional Assessment Action Plan 12232023 NRI »
76900 Children Joes, Mary Complete Initial Team Meeting 12/13/2023 NRI »
76900 Children Joes. Mary Complete Transitional Team Meeting Form 1211312023 NRI 4
76900 Children Joes, Mary Complete Transitional Child Assessment (CANS) 1211312023 NRI »
76900 Children Joes, Mary Close Case after two weaks 1212712023 NRI »

Fist  Previous Records perpage| 15 | Next

Last
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Children

s Well

The ChildrerChapter contains information on children/youth and recipients of servicegdren/Youth
demographics are the starting point of case management/ca@dination. RIFIS uses a clikehtered
case management approach. Each case is dmgilind aprimaryidentified child’youth.

Within aprimarychildyouthQ & e dafaig broken out into the following tabs:

w Demographics Contains basic identifying and demographic data @nimary child/youth
including name, date of birth, ID numbers and contact imfation. The Demographics record is
the primary record representing the child/youth RiFIS.

w FCCP Open/CloggAssociates the child/youth to an FCCP region.

w Agency Intake; Associates a child/youth with an agency, designating assignekkr(s) and

practice model(s).

w Family Relationg Identifies family members related to thgimarychild/youth.

w Natural Supports/Case Relatiorsldentifies other people associated with tleild/youth, such
as Parent Support Partners, social workers, and court appoadeucates.

w Assessments and ForngsContains additional assessment tools and FCCPcdd&xtion forms,
including the Intake Form {A, 1B, 1C), the Riskanagement Plan, the
Strengths/Need/Cultural Discovery, the Team Meeting dredAges and Stagé€uestbnnaire.

w Diagnosig; Identifies applicable diagnoses

w Plans¢ Documents the Family Service Plan for the child/youth/family, includieeds/Goals,
Strengths, Objectives, Action Steps, and Planned Services.
w Activities¢ Tracks services delivered to the diouth and family memberdyoth within and

outside the FCCP.

w Progress Noteg Tracks narrative progress note entries for case activity.
w Notesc Tracks narrative general case note entries for case activity sumnégects with the

referral sourcefamily,or natural supports.

BRIFIS
File Edit Ticklers Word Merge

Smith, Susan (76898) === Child/Youth Name and RIFIS ID

Demographics | FCCP Open/Close = Agency Intake

Family Relations | Natural Supports/Case Relations

Tabs/Pages
Assessments & Forms = Diagnosis

Plans | Activities = Progress Notes | Notes

Demographics

RIFIS ID 76898

Last Name Smith

First Name Susan
Middle Name

Status Active

SSN 020-11-2999
Date of Birth 211/2012
Age 12.1

Gender

Race

Hispanic?
Primary Language
Agency ID

Family Name

Family ID

MyRIFIS | Children | Providers Reports @ Q &

Selected
Chapter

Female

No

English

Smith
123
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Providers

The Providers Chapter contains records for each lead and partner agency serving
children/youth/families in RIFIS. The Provider Chapter includes tabs for the primary Provider record and
O2y il OG Ay T2N)YI (kerg ¢nd thé duafflable Se&ige® éodrdinateédamior offered by a
provider. Not all roles will have access to the Provider chapter.

In the Providers Chapter, the data for the provider is broken out into the following tabs:

w Providersc Contains the demograpt data on service providers and programs.

w FCCPg Contains all existing FCCP (fund) codes for the provider.

w Workersg Contains information about employees of the provider.

w Service Codeg Contains all services that are coordinated or delivered by a pzovid

w Agency Intakeg Containgead only view oéll existing children/youth with an Agency Intake

record for a current provider.
@ R’FIS - MyRIFIS  Children | Providers |Reports @ O €
File Edit Selected
Chapter

Community Care Alliance (143) «————— Agency Name

FCCPs | Workers | Service Codes List =~ Agency Intakes List

Basic Information

Provider Name Community Care Alliance Provider Type Lead

Short Name CCA Monitor - DCYF _. Child Psychiatrist
Provider Number FCCP-1 Monitor - CPS _. Child Psychiatrist
Active Yes Comment
External No
Contact Information
Contact Name Anne Fortier Phone (401)235-7000
Street 181 Cumberland Street Extension
Street 2 Fax 4(017)873-1294
City Woonsocket Email

Reports

The Reports Chapter contaiassariety of reports than can be ruhhese are often aggregate reports.
The availableeportsmayvary by role.

Reportscanalso be available within specific pages of the Children Chaptévill be mentioned within
the workflow steps when appropriate.
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Intake/ Referral : Add Child/Youth

Role: Intake Worker

1. Usethe Intake Worker roleSee Set Roldf you are unsure how to do this.
2. Click thesearch magnify glasson in the upper righhand corner of the screen

MyRIFIS  Children Reports M| Q | &

3. Inthe box that opens, clickdvanced Search

Quick Search

Children v Last Name

O Participating

ADVANCED SEARCH

4. The Advanced Search page appegrger theprimaryO K A £ R klasthdaieda@idistname,
thenclickSearch

@‘ RI'FIS R MyRIFIS  Children Reports @ Q &
File
Filters

Last Name v Begins With v White AND v x

First Name v Begins With v s AND v x

Show Children » Equal To v Any v AND v x

RIFIS ID v +

Reset

0 record(s) returned

a. Review theesultsto identify ifthe child/youth already existsYou may wish to add
additional filters such as First Name depending on the results.

i. To add additional filtersclick the green plu_"' .

ii. To removdilters, click the red 1%,

b. If the child/youth alreadyexistsin the systemselect them by clicking anywhere on their
row in the results. Skim
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c. Intake/Referral:Child/Youthpreviouslyserved
5. If there is no matchthenon the Filemenu,selectAdd New DemographigSearch

®RIFIS .

File

Add New Demographics Search

Print 4 White AND v x
First Name v Begins With v S AND » x
Show Children v Equal To v Any v AND w »®
RIFIS ID v +

Search Reset

0 record(s) returned

6. The Demographics Search window appekrder Last Name, First Name, and DOB in the

available fieldsnd clickSearch.
a. Note that these filters cannot be raoved all three fields are required.

@‘ R”:IS Welcome, Dawn Tarzwell Demographics Search
=a" Bnodetiond Femly Ink , 3/21/2024 4:48 PM W
File
Filters
Last Name * Equal To A White AND v
First Name Begins With ~ Snow AND
pos * Equal To v 03/01/2012 = AND v

RIFISID v~  + \
Search Reset

7. Any potential matches are displaydtithe child/youthis not found, click thédd Newbutton.
Note:If the child/youthis found, click on theecord showrand follow steps under

Intake/Referral: Child/Youthpreviouslyserved
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’B- ’F’S Welcome, Dawn Tarzwell Demographics Search
=" Mhadeitond Fomlly niemmofion Irvler 3/21/2024 4:50PM W
File
-} Filters
Last Name * Equal To ~ White AND v
First Name * Begins With v Snow AND v
poe * Equal To ~ 03/01/2012 = AND v

RIFIS ID v +

Search Reset Add New

0 record(s) returned

8. The Demographics detail window appedRequired fields have a red asterisk appended to the
guestion labelWork your way from top to bottom.
a. Select the correct FCCP

Caution

Be sure to select the aoect region It is easy to accidentally click on and save the
incorrect one. If this happens contact the RIFIS System Administbefimre adding any

other information to the record.

b. Enterallinformation for the newchild/youth, being sure to populatell required fields.

‘ we" Human Services Welcome, Dawn Tarzwell Demographics
11/30/2023 5:18 PM W
File
Basic Demographics Be — to select
) this correctly
Confidential O
Initial FCCP * EBE +
Last Name * Doe
First Name * John
Middle Name A
suin
Alias .
Required
Family Name ﬁeld
DOB * - oo |3
Age

c. Some fields might not appear or populate with values ws#léctions in previous fields
are made

Race [Wulti-racial

o . — American Indian/Alaskan Nativ
Selecting "Multi-racial” makes the Native Hawaiian/Pacific Island.

Multi-racial Selections field appear African American/Black
Multi-racial Selections g | Caucasian/White

Asian
Unknown

R
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Tip

3 Enter the zip code first when entering the address and the city and state wiHfiftato

9. Once the demographic informatichas been enterethen, onthe Filemenu, selecGave and

Close Demographics

a=i Well

File

Human Services

Spell Check

Save Demographics

I Save and Close Demographics I

EB ~
Print

Doe
Close Demographics
Vst John
Middle Name A
Sutfi
Alias
Family Name
DOB * 01/01/2011
Age

Gender *

Welcome, Dawn Tarzwell Demographics
11/30/2023 5:18 PM W

10. TheFCCm®peri Close page will automatically display.

a= Well Human Services

File
‘ FCCP OpeniClose ‘ An asterisk (*) indicates a required field
e Feep
Contact Notes =
Fccp
Track Disposition Disposition *

Disposition Date
Referral Date *

Referral Time *

Open Date/Date Assigned *

Open Time

First Successful Contact Date

First Face to Face Date with PRIMARY CHILD
First Face-to-Face Date with FAMILY

First Face-to-Face Time with FAMILY

Primary Worker ¥

Secondary Worker

Tertiary Worker

Data Entry Date

Referral Source

Referral Source *

Response Priority

Response Priority *

£8
[Pendng +
0111912024 |8
Mmooy Yy |
01192024 |8
(I 2
Mmooy Yy [
amoonyyy [
Mmooy Yy [
v~ v

| Tarzwell, Dawn v

[ ~]

[ ~]

01/19/2024

Snow Winter FCCP Open/Close
Last Updated by System
at 1/19/2024 1:46:06 PM

11. Populate all required fields

a. [ SI @S (KS Pentlidggluigikthe tarkilg lyas deen successfully contacted

Once cotact has been made, seauccessfuContact

1-855WELLSKY
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b. Be sure the correct workers are assigned.
c. Response Priority will not populate with available values until a Referral Source is
selected.

12. On theFilemenu, clicksave andCloseFCC®penClose

Intake/Referral: Child/Youth previously served
Role: Intake Worker

If Advanced Search or Add New Demographics search shows the Child/Youth already has a record, select
the existing record from the results by clicking an it

1. On theHdit menu, selecEdit Demographics

A= Well Human Services MyRIFIS Children Reports M QO @

File Edit Ticklers

Edit Demographics

Smith, ST

Demographics = FCCP Open/Close | Family Relations | Naotes

Demographics

RIFIS ID 76898 Gender Female
Last Name Smith Race

First Name Susan Hispanic? No
Middle Name Primary Language

Status Inactive Agency ID

SSN 020-11-2999 Family Name

Date of Birth 2112012 Family ID

Age 11.9

Contact Information

Street 56 Yark St State RI
Street 2 Zip Code 02806
City BARRINGTON Home Phone Number (888) 685-8888

2. Make changes/updates or add details as heeded. Note that the additional subpages are
available from the left navigation pane.
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s Well Human Services susan smith  Demographics

Last Updated by dtarzwell
at 12/5/2023 1:59:23 PM

File
|' Demographics | An asterisk (") indicates a required field
E Basic Demographics
Addresses
Confidential ]
Phene Numbers. Last Name * Smith
First Name * Susan
Sub pages for
additional Middle Name
addresses or Suffix
phones
Alias
Family Name (Last, First) ¥
Do * 020012012 |

3. When finished, on th&ilemenu, selecBave and Close Demographics
4. Select the=CCP Openl@setab and an the Filemenu

5. SelectAdd FCCP Open/Close

= Well Human Services MyRIFIS Children Reports M@ Q &

File Ticklers

Add FCCP Open/Close

Print
Demographics | FCCP Open/Close | Family Relations = Notes
Filters
Open Date/Date Assigned v Greater Than v MM/DD/YYYY —El AND ~ x
FCCP v+

Search Reset

1 Children FCCP Openl/Close record(s) returned - now viewing 1 through 1

FCCP Open Date/Date Assigned « Close Date FCCP LOS Primary Worker Secondary Worker Disposition
NRI 12/04/2023 12/05/2023 1 Tarzwell, Dawn Chase, Sheila Closed

First  Previous Recordsperpage 15  Next Last

6. Select the FCCP

Caution

Be sure to select the correct regiott is easy to accidentally click on and save the
incorrect one. If this happens contact the RIFIS System Adminisbrefimre addingany
other information to the record.
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File

FCCP

FCCP*

Disposition *

Disposition Date

Referral Date *

Referral Time ¥

Open Date/Date Assigned *

Open Time

First Successful Contact Date

First Face to Face Date with PRIMARY CHILD
First Face-to-Face Date with FAMILY
First Face-to-Face Time with FAMILY
Primary Worker *

Secondary Worker

Tertiary Worker

Data Entry Date

Referral Source

Referral Source *

Response Priority

Response Priority *

An asterisk (*) indicates a required field

28 WellSky Human Services

Pending +

oust2024 3
ousoizozs 3
oustzozs |3
MMDDAYYYY [
MM/DDIYYYY
MMIDDAYYY [

[Tarzwell, Dawn
|
|

01/31/2024

| Self-Referral (ChildYouth, Caregiver, or Family v |

Susan Smith
1/31/2024 5:18 PM

FCCP Open/Close

[Routine Referral v
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7. Populate all required fields
a [ SI®S (KS PertligglLlz aAGA2Y @
b. Be sure the correct workers are assigned.

c. Response Priority will not populate with available values until a Referral Source is
selected.

8. When finishedon theFilemenu, selecBaveand Closd=CCP Open/Close

= Well Human Services
Spell Check d field
Save FCCP Open/Close

| Save and Close FCCP Open/Close | NRI
Prin Pending v
Close FCCP Open/Close 01312024 A
Referral Date ¥ 01/30/2024 |2
Referral Time *
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Family Relations

Role: Intake Worker or FSCC

¢KS acClYAate wStliAaz2yae (FLo Ffft26a o2N]JSNER (G2 OASH
associated with the child/youth in RIFIS. In g@stion of the application, the names, addresses, home,

work telephone numbers and other identifying information for relatives are entered. Each relation can

0S RSaA3ayFrGiSR Iy SYSNHSyOe O2yil Ol IFyRk2NJ OFINBIAD
individuals who are not already children/youth in RIFIS.

1. 1 00S&da G(GKS OKAfRkeéez2dziKQa NBO2NR dzaAy3d / KAf RNBY
My RIFIS page, if you are not already on the record

2. Select theFamily Relationgab

a= Well Human Services MyRIFIS Children  Reports @ Q @
File Tools Ticklers
Smith, Susan (76898)
Demographics | FCCP Open/Clese | Agency Intake
Sk 750 Relat
Assessments & Forms | Diagnosis
Plans | Activities | Progress Notes = Notes
Filters
LastName + +
Search Reset
1 Children Family Relations record(s) returned - now viewing 1 through 1
Last Name a First Name DOB Family ID Relationship Phone Work Phone Email Active
Smith Mark Birth Father Yes
First  Previous Recordsperpage 15  Next Last

3. On theFilemenu, selecAdd New Family Relations Search
4. Enter the Last Name, First Name, and Family ID if known, therSelackh

0 record(s) returned

Last Name v Equal To Smith AND ~ x
First Name v Begins With Marie AND v x
Last Name + +

\earch Reset Add New

a2 Well Human Services Susen smith
1/31/2024 6:47 PM
File
Filters

Family Relations Search

1-855WELLSKY
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._ Tip
8 ;

On any filter area, click tr ,x to remove a filter Click the to add a filter.

5. Review the results
a. If there are any matches, select thecord shown
b. Otherwise, cliclAdd New

‘ We" Human Services Susan Smith ~ Family Relations Search
1/31/2024 6:47 PM
File
Filters
Last Name v Equal To v Smith AND v x
First Name w Begins With ~ Marie AND v x
Last Name « +

Search Reset

0 record(s) returned

6. The Family Relations Detail screen will show with the namdilped from your search

Al We|| Human Services susan smith ~ Family Relations

1/31/2024 6:49 PM
File

An asterisk (*) indicates a required field
Complete All Fields For Primary & Secondary Caregivers. Complete Fields Up To Email Field For All Other Relations.

Relationship *
Caregiver \:I
Active

Emergency Contact O

Demeographic Information

Salutation

Last Name * Smith

Middle Name

First Name * Iarie

Suffix [ ~]

Street

Street 2

City *  Clear

State RI ¥  Clear

ZIP Code ¥  Clear

7. Select the relationship from the dropdown
8. Itis important to enter all details you have into the remaining fields even if metjuired
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Tip

3 Enter the zip code first when entering the address and the city and state wilfiéteto

9. When finished, on th&ilemenu, selecBaveand Close Family Relations

Contact Attempt
Role: Intake Worker or FSCC

Each time a contact attemj made, a Contact Note should be entered.

1. ' 00Saa (GKS OKAfRkeéezdzikQa

My RIFIS page, if you are not already on the record
2. Select theNotestab

NEO2NR dzaAy3

a= Well Human Services

File Tools Reports Ticklers

Smith, Susan (76898)
Demographics | FCCP Open/Close | Agency Intake
Family Relations | Natural Supports/Case Relations

Assessments & Forms | Diagnosis

Plans | Activities | Progress Notes

Filters

Note Date v +
Search Resst

2 Children Notes record(s) returned - now viewing 1 through 2

Note Date v Note Type Description
120472023 Family Contact Phone (mother)
1210472023 Attempted te Contact Family - Other (mother) Referral notification

First Previous Records perpage 15  Next Last

My RIFIS

Note By
Tarzwell, Dawn

Tarzwell, Dawn

Children  Reports

Attachment
No
No

A QB

Status
Complete

Complete

3. On theFilemenu, seleciAdd Notes
a. Select dNote Categoryf Family
b. Select the correchote Type

c. Complete the rest of the page with details of the contact attempt

4. Select the appropriate Status

a. oDraftt means you are still working in the record (edits can still be made)

b. a{ A3yl (dzNB¢ Y Shedfle nate2atd itkslraddy toBigny A

c. a/ 2YLX SiSé¢ YI1Sa GKS NBO2NR yz2i

d a! t SNIi¢ YI1Sa (KS vy 2-iiwhédevgraryohéi atcedsasitiis | NJ |
child/youth record. This is intended to be used for critical or tseasitive infomation

only. To make the alert stop, change the status to a different value.

5. When finished, on th&ilemenu, selecGaveNotesandgo to Sign a Note or Progress Note

1-855WELLSKY WellSky.com
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FSCC Role
The FSCC role provides access toftlzf £ O &S T2 NJ OKAf RNBy ke 2dzi K NBFSN

Successful Contact
Role: FSCC

Once successful contact is madéContact Noteshould be enteregbrior to updating theFCCP
Open/Close recordseeContact Attemptfor steps to create a contact note.

If demographics data needs to be updatiedyg. additional contact info has been givgnthe family see
Sign aNote or Progress Note

Once you finish a Note or a Progress Note and have verified that it is accurate, then it can be signed.

1. / KIy3S K Signatiré bz R (Fikegienii, 8efecSave Progress Noi@r Save Note
depending on which Note tab you are)on

2. Scroll to the botbm of the form

3. Click theSign Nowbutton

Heating assistance
WIC (Women, Infants and Children programs)
Other non-cash income

No non-cash income

Sign Now

4. Check the box to agree to the terms and checkceed
5. Ly GKS w2t S RWRddareybseta St SO0«
6. Your name will be listed, clidccept

Dialog Signature Workflow

Signatory List

Role First Name Last Name Title Email Phone QOrganization
Dawn *| | Tarzwell | [Wellsky | ||[dawn.tarzwell(| | | I

| Cancel |

7. In the window that appears, in thaitials field, enter yourCralentials (e.g. LCSW\BS, AS, elg.
or if no degree, enter your title (e.g. FSP)
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Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

First Name: | Dawn

Last Name:

Tarzwell

‘ Initials:"|

Lcsw

Clear Signature | | Finish | | Cancel ‘

1-855WELLSKY
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8. Sign in the box with your mouse or using a touchscreen
a. Use Clear Signature if you need to redo the signature

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

P —

First Name: | Dawn |Lasl Name: |Tarzwe|| ‘Initials:‘

LCSW H Clear Signature | ‘ Finish | ‘ Cancel |

9. ClickFinish

10. ClickOKto the Signature Saved message

hssrifisnonprod.wellsky.com says

Signature Saved. Clicking Ok button will close the warkflow and

rediract back to the Plan Development page.

11. Onthe Filemenu, selecComplete Signature
12. The status will chang® Complete
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Note Recipients

Once a user has viewed a Note from the My RIFIS > Unread Notes queue, the Recipient Status

Fdz 2 Y GAOFf & dzLJRIGSa FNBY 4! geNdsdeRible taithat usenffomR = ¢ |y
My RIFIS. They may still however, access it by navigating to the child/youth record and clicking on the
Progress Notes tab.

Note is unread:

Note Recipients

Add Note Recipient Lookup  Clear

Note Recipients Grid

Name Date Sent Date Read Status Date Signed

Tarzwell, Dawn 2/4/2024 Unread Remove

Note has been read:

Note Recipients

Add Note Recipient

Lookup Clear
Note Recipients Grid
Name Date Sent Date Read Status Date Signed
Tarzwell, Dawn 02/04/2024 02/04/2024 Read
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Edit Demographics

FCCP Agreement to Participate
AccessthechiRk @ 2 dzi KQa NBO2NR dzaAy3d [/ KAf RNBYy vdzA Ol {SI NI
page, if you are not already on the record

Option 1
1. Select theDemographicgab if you are not already there
2. OntheWord Mergemenu, selecFCCP Agreement to Particigat

EZ;R”:[S MyRIFIS Children Reports i Q @

File Edit Reports Ticklers Word Merge
ECCP Agreement to Participate

Doe, Jane (76896)
FCCP Agreement to Participate Spanish

Demographics | FCCP Open/Close gency ntake

Family Relations = Natural Supports/Case Relations

Assessments & Forms | Diagnosis
Plans | Activities | Progress Notes | Notes

Demographics

RIFIS ID 76896 Gender Female
Last Name Doe Race
First Name Jane Hispanic? No

3. Printand have the family sign

Option 2
1. Select theAssessments & Formtab
2. On theFilemenu, selecAdd Assessments & Forms
3. InthedPlease Select Tyge R N2 LJRéhdoye eithdr éhé FCCP Agreement to Participate
(English) or th&CCP Agreement t@Ricipate (Spanish)
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&i R”:]S Jane Doe Assessments & Forms

3/21/2024 11:50 AM

File

T
Please Select Type:|| FCCP Agreement to Participate (English) v
L

An asterisk (*) indicates a required field

Consumer Assessments

Review * Worker * Tarzwell, Dawn v
Review Date * 03/21/2024 ] Status * Signature v |
FCCP* Agency * South Shore Center v | Details

Approved By Approved Date

Family Care
Community
Partnership

FAMILY CARE COMMUNITY PARTNERSHIP

Your family is being referred to the Family Care Community Partnership (FCCP) in order to help you access services in your community and to help you make decisions about
the best way to meet your family's needs. The FCCP is a voluntary program established to provide necessary support to families who are at risk for involvement with the

4. Set the Review to Initial

5. Enter theReviewDate

6. Setil KS a (Sighatzée G2

7. Click Ok to the message warning that all required fields must be completed

hssrifisnonprod.wellsky.com says

By changing the status of this record, all required fields must be
completed before the record can be saved. Do you want to continue?

Cance‘

8. On theFilemenu, selecBave Assessments & Forms
9. Scroll to the bottom of thdorm
10. Click theSign Nowbutton

“If you have a question about your FCCP referral, please contact the FCCP Intake line for your region: Northern: 235-6001, West Urban Core: 331-1350 ext.3162,
East Urban Core: 401-273-7103, East Bay: 401-849-2300 and Washington Kent: 866-840-6532.

a Hide Text

Child/Youth's First Name: Jane
Child/Youth's Last Name: Doe
Child/Youth's DOB: 01/01/2010
Sign Now
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11. Role will be set to Consumer Relatiafick theellipsis(X) to search for gperson

Dialog Signature Workflow

Signatory List

1 more Consumer Relation signatures required

Role First Name

Last Name Title

Email
Consumer Relation ~

o=
peso

Phone QOrganization

»

12. A window will appear to search the relations linked to the Child/Youth reearter 2
underscores (__) to see all relatior®elecbne by clicking on it.

Dialog Consumer Relation Search

Search by: Relationship v Search Textg Cancel

3 record(s) returned

Relation I1d Relationship Tab Type Name Title | Email | Phone Organization
48079 Birth Mother Family Relation ) Doe, Mary
4B0E0 StepFather Family Relation Smith, Fred
48081 Doctor Case Relation Jones, Stephanie
Note

o

Relations must be entered as Family Relations or as Natural Supports/Case Rilatio
iKS

| KAt Rk, 2dzi KQa NBO2NR 0ST2NB (KSe@

13. The selected name appears. Click Accept.

Dialog Signature Workflow

Signatory List

1 more Consumer Relation signatures required

Role First Name Last Name Title Email Phone Organization
. .
oy = | It |

Pocen
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14. In thewindow that appears, in thénitialsfield, entertheir relationship to the child/youth

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

First Name: ‘Mary |Last Name: ‘Doe Initials:* | Birth Mother Clear Signature | | Finish ‘ | Cancel |

15. Have them sign with the mouse or touchpad
a. Use Clear Signature if you need to redo the signature

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

N —

Birth Mother || Clear Signature ‘| Cancel |

First Name: |I'-ﬂary ‘Last Name: |Doe ‘ Initials:”

16. ClickFinish
17. ClickOKto the Signature Saved message

hssrifisnonprod.wellsky.com says

Signature Saved. Clicking Ok button will close the workflow and

rediract back to the Assessments & Forms page.

18. If you needa printout, on the Reports menu, select RIFIS Assessment
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Last Updated by dtarzwell
at 3/21/2024 11:48:03 AM

File Reports

Signed By Signature Date/Time Signed

Doe, Mar 03/21/2024, 12:05:54 PM
e EDT

E} RJFIS Jane Doe Assessments & Forms

I yoll qiFis Assessment 'P referral, please contact the FCCP Intake line for your region: Northern: 235-6001, West Urban Core: 331-1350 ext.3162,
East Urearoore o= o1 1ou; cuwot 3ay: 401-849-2300 and Washington Kent: 866-840-6532.

a Hide Text

ChildfYouth's First Name: Jane

Child/Youth's Last Name: Doe

Child/Youth's DOB: 01/01/2010

Sign Now

19. When finished, o the Filemenu, selecClose Assessments & Forms

Edit FCCP Open/Close
1. 1 00Sadaa GUKS OKAfRkeée2dzikQa NBO2NR dzAy3
My RIFIS pagd,yiou are not already on the record
2. Select the=FCCP Open/Closab
3. Click on thecurrent (nonclosed) record

/| KAt RNBY

File Ticklers

Smith, Susan (76898)

Demographics | FCCP Open/Close | Agency Intake

Family Relati Natural Supp ase Relati

Assessments & Forms | Diagnosis

Plans | Activities | Progress Notes = Notes
Filters
Open Date/Date Assigned v Greater Than v MM/DD/YYYY = AND v x

Fcep v+

Search Reset

2 Children FCCP Open/Close record(s) returned - now viewing 1 through 2

= Well Human Services MyRIFIS Children Reports M@ Q &

FCCP Open Date/Date Assigned = Close Date FCCPLOS Primary Worker Secondary Worker Disposition
(NRI 01/31/2024 0 Tarzwall, Dawn Panding )

-

NRI 12/0412023 1210512023 1 Tarzwell, Dawn Chase, Sheila Closed

First Previous Records perpage 15  Next Last

4. The FCCP Open/Close depaitje opens
a. Update theDispositionto Open
b. Enter theFirst Successful Contact Date
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= Well Human Services Lt Ui ot | P10
at 1/31/2024 5:34:49 PM
File
|' FCCP OpeniCloss ‘ An asterisk (*) indicates a required field
= FCCP
Contact Notes Focp * N
Track Dispositi | Disposition * [©pen ~[ |
Disposition Date o1/a12024 |3
Referral Date o1/60/2024 |
Referral Time *
Open Date/Date Assigned * 01/31/2024 3
Open Time
First Successful Contact Date * 02/01/2024 1 I
First Face to Face Date with PRIMARY CHILD MM/DDIYYYY ._j
First Face-to-Face Date with FAMILY MM/DDIYYYY e
First Face-to-Face Time with FAMILY
Primary Worker ¥ | Tarzwell, Dawn ~]
Secondary Worker [ ~]
Tertiary Worker | v |

c. Be sure the correct workers are ggsed

Note
G When a primary worker is changed, all pending Assessments, Forms, and Plans
for that FCCP region will be reassigned to the new worker

d. Makeany otherchanges or add details as needed

5. When finished, on th&ilemenu, selecBaveFCCP Open/Gse

st Well Human Services

File
" BT isk (*) indicates a required field
| Add Note
Spell Check NRI
I Save FCCP Open/Close I bn * '
Save and Close FCCP Open/Close | oo 01/31/2024 3]
Print Jate * o130iz024 |7
Close FCCP Open/Close Fime ¥ =TV
Open Date/Date Assigned * 01/31/2024 3‘
Open Time PM
First Successful Contact Date * 02/01/2024 [
e ——— —F

6. If you are the primary worker for the casewarkflow wizard will appear with the next step,
Add Agency Intake
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‘ we" Human Ser\”CES Welcome, Dawn Tarzwell Workflow Wizard
1/31/2024 6:11 PM “
File
Workflow Wizard
Add Agency Intake »
Tip
3 If the Workflow Wizard item is cut off, close the window thatick on the Ticklers ment
2y (KS OKAf{ Relecekddi KIOMAO INBIONINGR RR | ISy Oe
task.
Workflow Wizard

A Workflow Wizard is a tool in RIFIS that presents a list of forms to complete and reminder messages.
Workflow Wizards will launch in different, poefined situations, such as whemser first saves an

1 3Sy0eé Lydlr{1S ¢AGK | RAALRAAGAZY 2F ahLiStepde 22N T
data entry processes and automate navigation through RIFIS. Each step in a Workflow Wizard is also a
Tickler. A Workflow Wizard is reathne or more Ticklers loaded automatically in a single window and

meant to be completed immediately. If a Workflow Wizard step is not completed or cancelled, it
NBYFAya 2y (GKS g2N]JSNRa ¢AO01ftSNI fAaldistiov@] f SNAE OF
scheduled to show up later instead of popping up in a Workflow Wizard.
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Agency Intake
Role: FSCC

A child/youth must first b@pento an FCCP region to be eligible for Agency Intake into an agency. The
OKAf Rke2dzi KQa ! 3S yfeain dpsh iirtillsedvicdsare gisddrtinded RitdzhaRagency,
at which time the Agency Intake record can be closed.

From the previous steps, a workflow wizard appeared after we opened the child/youth to the FCCP.
Note that, if needed an Agency Intake caalso be added directly from th&gency Intakeab by going
to the File menu and selectinrAdd Agency Intake

1. Select the task in the workflow wizaby clickingAdd Agency Intake

Welcome, Dawn Tarzwell Workflow Wizard

1/31/2024 6:11 PM s

=i Well

File

Human Services

Workflow Wizard

Add Agency Intake »

2. TheAdd Agency Intak@age appears
a. Enter at least the required information the appropriate fields
b. Overwrite any defaulted values as needed
c. TheDispositions A f £ R $anbintgh €nce iha fardily has signétle FCCP

'INBSYSyYyd G2 t I NIOAOALI Dereardl Ngdaie thie Spén G KS 5 A &L

disposition date.

i Well

File

Human Services

Tools

Workflow Wizard An asterisk (*) indicates a required field

*
Add Agency Intake ’ r

Agency *

Referral Date *

Agency Intake Start Date *
Disposition ¥

Disposition Date ¥

Primary Payer/Payment Sources

NRI

| Comprehensive Community Action (NRI) w | Details

01302024 |
01312024 |

01/31/2024 =

Susan Sr
1/31/2024 6

mith
128 PM

Agency Intake

Fscc¥ | Tarzwell, Dawn v

Date when DCYF family summary (FAA) P p———_

received (if applicable) MDY Yy |

Has family received FCCP services previously?

(RE-OPEN)

!Ev:isc’ev;r?”m agency provided the FCCP | Comprehensive Community Action (CCAP) v
Caregiver (child's caregiver in a family, househc »
Staff as caregiver L4

Sources of Information to complete intake ‘C/:asehrecord review >

(select all that apply) out <

H
<

Private: Blue Cross v

3. When finided, on theFilemenu,

1-855WELLSKY

selecBave Agencintake

WellSky.com
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4. A new workflow wizard will appear with a list of tasks

‘ We" Human Services welcome, Dawn Tarzwell Workflow Wizard

1/22/2024 11:06 AM &

File

Workflow Wizard

Complete FCCP Intake 1A

Complete FCCP Intake 18

Complete FCCP Intake 1C

Complete Functional
Assessment Action Plan

Complete Initial Child
Assessment (CANS)

Complete Initial Team
Meeting

Complete Initial SNCD »

5. Select each task to complete it or fill out the form
a. Any tasks not completed will be available in the Ticklers menu
6. When finished, close thepenwindow(s)

Edit Agency Intake
If you need to edit the Agency Intake record®Saad (KS OKAf Rké2dziKQa NBO2NR
Search, Advanced Search, or through the My RIFIS page, if you are not already on the record

1. Select theAgency Intakdab
2. Click orthe record you wish to edit

= Well Human Services MyRIFIS Children Reports M QO @

File Ticklers

Smith, Susan (76898)

Demographics | FCCP Open/Close| | Agency Intake

Rel

Family Relati Natural Supports/Case
Assessments & Forms | Diagnosis
Plans | Activities | Progress Notes | Notes
Filters
Agency hd +
Search Reset

2 Children Agency Intake record(s) returned - now viewing 1 through 2

FCCP Agency Provider ID FSCC Intake Start Date = Close Date Agency LOS Disposition Date Dispositi
NRI Comprehensive Community Action (NRI) FCCP-1 Tarzwell, Dawn 01/31/2024 0 01/31/2024 Open I
NRI Community Care Alliance FCCP-1 Tarzwell. Dawn 12/04/2023 12/05/2023 1 12/05/2023 Closed

First  Previous Records perpage 15 | Next Last
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3. The Agency Intake details page appears

= Well Human Services susan smith - Agency Intake

Last Updated by dtarzwell
at 1/31/2024 6:32:15 PM
File Tools

‘4 Agency Intake | An asterisk (*) indicates a required field
e NRI
Workers
Agency * ‘Comprehensive Community Action (NRI) Details
Contact Notes - -
Referral Date 01/30/2024 ]
Track Disposition Agency Intake Start Date * 01/31/2024 3
Disposition ¥
Disposition Date ¥ 01312024 |
Date when DCYF family summary (FAA) received e [
(if applicable) Mmooy |
Has family received FCCP services previously?
(RE-OPEN)
If Yes, which agency provided the FCCP services? | Community Care Alliance v

Caregiver (child's caregiver in a family, househc
Staff as caregiver
Sources of Information to complete intake (select Case record review
all that apply) Youtl

e

Primary Payer/Payment Sources Private: Blue Cross v

4. When finished, on th&ilemenu, selecBave Agency Intake
5. If additional workers need to bassociated to the recotatlick on theNorkerssubpage

a=h Well Human Services susan smith  Workers
1/31/2024 6:35 PM
File Tools

Filt
Agency Intake Hers

[ Waorker Name  w %+
Workers

Search Reset

Contact Notes

1 Children Workers record(s) returned - now viewing 1 through 1
Track Dispesition

Worker Name Start Date End Date . Active Primary Worker O
Tarzwell, Dawn 01/31/2024 Yes Yes

O

First Previous Records perpage | 15  Next Last

6. On theFilemenu, selecAssign Workrs
a. Select the worker from the dropdown and add any additional details

‘ We" Human Services snow white  Enrolled Worker
2/7/2024 6:13 PM
File

An asterisk (*) indicates a required field

Worker

Worker Name * [Bankas, Ashley ~
Start Date * 02/07/2024 |

End Date MMIDDIYYYY H

Primary Worker a

Active

b. When finished, on th&ilemenu, selecSave and Close Enrolled Worker
7. Onthe Filemenu, selecClose{Name ofsubpage}(depending on whiclpage orsubpage you
are currently onthe textwill change to reflect the current payje
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Natural Supports/Case Relations
¢KS dabl GdzNF f {dzlJL2NIiak/lasS wStlriAazyaéeg GFLo Fff26a
2a20AFGSR 6A0K I OKAf Rk & 2 dzil K QanesCrddieSsesh home2andvL CL { @
work telephone numbers, and other identifying information for Aehated persons is entered.
1. 1 00S&da G(KS OKAfRkeéez2dziKQa NBO2NR dzaAy3d / KAf RNByY
My RIFIS page, if you are not already omitbcord
2. Select theNatural Supports/Cas®elationstab

A Well Human Services MyRIFIS Children  Reports @ Q @

File Tools Ticklers

Smith, Susan (76898)

Demographics | FCCP Open/Close | Agency Intake
I

Family Relati

Natural Supports/Case Relati ]l

Assessments & Forms | Diagnosis

Plans | Activites | Progress Notes | Notes

Filters
Active v Equal To w Yes AND v x
Relation ID v +

Search Reset

1 Children Natural Supports/Case Relations record(s) returned - now viewing 1 through 1

Relation ID Last Name a First Name Relationship Phone Email = Address City State | Zip Code Work Phone Cell Phone Emergency Contact Active
47977 Jones Mary Friend (FTO7I7-1777 BRISTOL |R

02809 No Yes

First  Previous Records perpage 15  Next Last

3. On theFilemenu, selecAdd NewNatural SupportsSearch
4. Enter the Lasand FirstNamethen click Search

— we" Human Services Susan smith  Natural Supports Search
1/31/2024 6:52 PM
File
Filters
Last Name ~ Equal To ~ Walker AND x
First Name Begins With hd George AND v x

LastName w + \

Search Reset Add New

0 record(s) returned

g Tip

On any filter area, click th 73-: to remove a filter Click the + to add a filter.

5. Review the results
a. If there are any matches, select the record shown
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b. Otherwise, cliclAdd New

‘ we" Human Services susan Smith  Natural Supports Search
1/31/2024 6:52 PM
File
Filters
Last Name + Equal To hd Walker AND v x
First Name ~ Begins With ~ George AND x
LastName +

Search Reset Add New

0 record(s) returned

6. The Natural Supports Detail screen will show with the namefifpegl from your search

a= Well Human Services Susan Smith  Natural Supports

1/31/2024 6:55 PM
File

An asterisk (%) indicates a required field

Relationship X | hd
Start Date MM/IDDIYYYY il

End Date MM/DDAYYYY 3

Active +

=]

Emergency Contact

Comments

Demographic Information

Salutation E

Last Name *

Walker
Middle Name

First Name *

George

7. Select the relationship from the dropdown
8. Enter the start date as theate the Natural Support agreed to participate in family planning
9. Enter anyadditionaldetails into the remaining fields

Tip
g Enter the zip code first when entering the address and the city and state wilfifteto

10. When finished, on th&ilemenu, glectSaveand CloseéNatural Supports
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Assessments & Forms

¢KS a!aaSaavySyidaég Gro Fff2a dzaSNR (2 GASsT SRAGE
forms for the child/youth and family. Existing assessments can be modifietlalready marke

complete and new assessments can be added at any time.

Note

G There are 3 options fdhe status of the assessment

1 Draft: means work is still in process

1 Signature: FSCC has completed the form and is ready for Supeevisov

1 Complete: Supervisor haswiewed and approved thimrm (option available
only to supervisors)

Legacy recordom the previous version of RIFIS may have other status values

Add Assessment & Forms

If Assessments are part of a workflow wizard, this task should instead be comgdleiegoing to the
Ticklers list, not directly from the Assessment & Forms téhg., Adding the Intake 1A form when the
child/youth is first opened to an agency.

1. | 00S&aa GUKS OKAfRkeée2dziKkQa NBO2NR dzaAy3 / KAf RNBY
My RIFIS page, if you are not already on the record
2. Select theAssessments & Forntab

AWE" Human Services My RIFIS  Children Reports ‘ Q e

File Teols Ticklers

Smith, Susan (76898)

Demaographics = FCCP OpeniClose | Agency Intake
Family Relations | Natural Supports/Case Relations

Assessments & Forms | Diagnosis

Plans | Activities | Progress Notes | MNotes
Filters
Date b +
Search Reset
2 Children Assessments & Forms record(s) returned - now viewing 1 through 2
Date w Assessment/Form Review FCCcP Worker Status
12/05/2023 Ages and Stages Questionnaire Initial NRI Tarzwell. Dawn Signature

12/04/2023 Team Meeting Initial NRI Tarzwell. Dawn Draft

First Previous Records perpage 15 = Next Last

3. On theFilemenu, selecAdd Assessments & Forms
4. { St SO0 GKS I LILINE LINIPleds&Seledi Byfed RNBIYIR2 NP YAAHKS a
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‘ Weu Human Services Susan Smith  Assessments & Forms

2/4/2024 1:59 PM

File

Please Select Type: e

R
An asterisk (*) in Ages and Stages Questionnaire

Consumer Asse€ pqes and Stages Questionnaire - Sibling

Review * CANS SED/DD Determination Worker * | Tarzwell, Dawn v
Child and Adolescent Needs and Strengths (0-4)

Review Date ® | Child and Adolescent Needs and Strengths (5-21) Status *
FCCP Intake - 1A

Fecp ¥ FCCP Intake - 1B Agency *

FCCP Intake - 1C

Functional Assessment - Action Plan
Strengths, Needs, and Culture Discovery
Team Meeting

Approved By Approved Date

o1

Select the correct Review to indicateetpoint in time
a. Initial (Baseline)
b. Ongoing (one or more interim points in time between initial and Transition)
c. Transition

Enter the review date that ffiects the date the review was started

7. { S0 GKS adl Gddza G2 Aa5NI Fi¢é

Fill out the form with the necessaryformation

o

©

‘ We" Human Services Susan Smith ~ Assessments & Forms
2/4/2024 2:00 PM
File
Please Select Type: | FCCP Intake - 1A v

An asterisk (*) indicates a required field
Consumer Assessments

Review * Initial v Worker * [ Tarzwell, Dawn v]

Review Date * 020052024 |l Status *

Fecp ¥ Agency * [ Comprehensive Community Action (NRI) v | Details
Approved By Approved Date

Section 1. FCCP Eligibility Criteria
Age:

identify rationale for eligibility if 18-21
Inclusionary Criteria:

Ghild/Youth meets at least one of the following criferia {check all that apply)

Family is at risk for child abuse, neglect, andior
dependency or DCYF involvement

Child/youth meets criterial for a serious
emotional disturbance (SED) or diagnosis under ]
DSM-5or DC: 0-3

Childlyouth is concluding a sentence at the RITS
or is leaving Temporary Community Placement (]
(TCP)

\ Tip

3 Forms can be saved in Draft status without answeaiththe required form fields.
However, KS & K S I RS NE reghited OnBesswitchddt@ignatirestatus, all
required fields are then enforced.

9. On theFilemenu, selecBawe Assessments & Forms
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10. Review your responses carefully
11.LT GKS FT2NX Aa O2YLX SGS BignRturd OOdzNI 4S> OKFy3S i

i
sk Well Human Services

Susan Smith Assessments & Forms
Last Updated by dtarzwell

at 2/4/2024 2:02:17 PM
File

FCCP Intake - 1A

An asterisk (*) indicates a required field
Consumer Assessments
Review ¥ Initial v

Worker * [Tarzwell, Dawn ~|
Review Date * 02/05/2024 | Status *
Fcep * Agency *

[ Comprehensive Community Action (NRI) v | Datails

Approved By

£

Approved Date

12. Click Ok to the message warnithgt all required fields must be completed

hssrifisnonprod.wellsky.com says

By changing the status of this record, all reguired fields must be
completed before the record can be saved. Do you want to continue?

Cance‘

13. On the Filemenu, selecGaveAssessments & Forms

a. If you missed any requirdiklds,you will be notified. Correct thenthen continue
14. Scroll to the bottom of the form

15. Click theSign Nowbutton

Heating assistance
WIC (Women, Infants and Children programs)
Other non-cash income

No non-cash income

Sign Now
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16. Your name will be listectlickAccept

Dialog Signature Workflow

Signatory List

2 more Worker-Current User signatures required

Role First Name Last Name Title Email Phone Organization
Worker Current Usel v || o " || Tarzwell " | |WellSky | |dawn tarzwell@\| | | |

pece

17. In the window that appears, in thiaitials field, enter yourCredentials (e.g. LCSWBS, AS, eik.
or if no degree, enter your title (e.g. FSP)

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

First Name: ‘Dawn ‘Last Name: | Tarzwell ‘Initials:‘ ‘LCSW Clear Signature | | Finish | | Cancel ‘

18. Sign in the box with your mouse or using a touchscreen
a. Use Clear Sigiture if you need to redo the signature

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

r—

First Name: | Dawn |Lasl Name: |Tarzwe|| ‘Initials:"

LCSW H Clear Signature | ‘ Finish | ‘ Cancel |

19. ClickFinish
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20. ClickOKto the Signature Saved message

hssrifisnonprod.wellsky.com says

Signature Saved. Clicking Ok button will close the workflow and

rediract back to the Assessments & Forms page.

21. OPTIONK: Clicksign Nowagainto have the Child/Youtbr Family sign
a. Inthe Role field, seleeither 6Consume¢ 2 NJormsumer Relatioh

Dialog Signature Workflow
Signatory List

1 more Worker-Current User signatures required
0 more Consumer signatures required
0 more Consumer Relation signatures required

Role First Name Last Name Title Email Phone Organization
| Worker-Current Use v Dawn Tarzwell WellSky | |da\.'m.tarzv.rell@\| | | |
Worker-Current User
Consumer
Consumer Relation
b. & A0l UKS SffALlAAa 6X0 02 aSkNOK F2N I LJS NA

1. For relations, avindow will appear to search the relations linked to the
Chib/Youth record, enter 2 underscores (__) to see all relations.

Dialog Consumer Relation Search x
Search by: Relationship v Search Textg Cancel
3 record(s) returned
Relation Id Relationship Tab Type Name Title | Email | Phone Organization
48079 Birth Mother Family Relation - Doe, Mary
48080 StepFather Family Relation Smith, Fred
48081 Doctor Case Relation lones, Stephanie
Note
G Relations must be entered as Family Relations or as Natural Supports/Case Relatio
UKS / KAt Rk, 2dzZKQa NBO2NR O0ST2NB U0UKSe
Paged5 of 139
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2. For theConsumer (Child/Youth) enter their name and click Search

DialogConsumerSearch ®

Last Name First Name

Search by Name: || Jane Search | Cancel

1 record(s) returned J
€aseno | name | Title ‘ Email | Phone | o} izati |
[ 7esss | Doe,Jane | | | 1(802)316-5555 | Null |

c. Selecthe personby clicking ortheir name
d. The selected name appears. Click Accept.

Dialog Signature Workflow

Signatory List

1 more Consumer Relation signatures required

Role First Name Last Name Title Email Phone Organization

[ Joear] |l

=

h ‘Doe |‘

e. Inthe window that appears, in thaitials field, enter their relationship to the
child/youth

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

First Name:‘Mary |Last Name: ‘Doe Initials:* | Birth Mother Clear Signature | | Finish ‘ | Cancel |

f. Have them gn with the mouse or touchpad
g. Use Clear Signature if you need to redo the signature
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Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

YN

First Name: |I'-ﬂary

‘Last Name: | Doe ‘Initials:‘

Birth Mother || Clear Signature ‘| Cancel |

h. ClickFinish
i. ClickOKto the Signature Saved message

hssrifisnonprod.wellsky.com says

Signature Saved. Clicking Ok button will close the workflow and
redirect back to the Assessments & Forms page.

22. If you need a printout, on the Reports menu, select RIFIS Assessment

GRIFIS ..

File Reports

*
Fyoul giFis Assessment

4 Hide Text
Child/Youth's First Name:
Child/Youth's Last Name:

Child/Youth's DOB:

Sign Now

East Ureemreore—ror ey

Signed By

Doe, Mary

Jane Doe

Last Updated by dtarzwell
at 3/21/2024 11:48:03 AM

Assessments & Forms

:P referral, please contact the FCCP Intake line for your region: Northern: 235-6001, West Urban Core: 331-1350 ext.3162,

— oo, caue Bay: 401-849-2300 and Washington Kent: 866-840-6532

Jane

Doe

01/01/2010

Signature Date/Time Signed

03/21/2024, 12:05:54 PM
EDT

23. When finished, on th&ilemenu, selectClose Assessments & Forms
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Assessments & Forms Options
{2YS aidlFlyRIFINR 2LJiA2ya INB AyOfdzZRSR Ay (KS a!
completion of their tasks.

QX
QX
(p))
Qx

1 When adding a new record, users can se@gpy from Previousrom the File menu t@opy the
answers from a previous record within the same child/youth record

1 From an existing record, users can sel@aplicatefrom the File menu to create a new copy of
the current assessment. Note that this is only possible when the status of the tarrarg
duplicating is Draft. For all other status values, add a new record and use Copy from Previous
instead.

Edit Assessments & Forms
Only Assessments & Forms in Draft status may be edited.

1. Select theAssessments & Fornmtab
2. Select the record you wislo ieditby clicking anywhere in the row
a. Signature and Signatu@omplete records may not be edited
3. Make changes or additions as needed
4. When finished, on th&ilemenu, selecGaveand Close Assessments & Forms
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Diagnosis
Diagnosis records are entered bypsuwvisors. If an FSCC needs to add a diagnosis record on behalf of
someone else, please see the steps under the Supersésion forAdd Diagnosis

Plans
lff CIHYAf® {SNBAOS tftlyPagTANGIMAZY Ad | O00SaaSR T

Caution
| ASNBE YdAG A5(S0G G{F #S¢ TNEY sdotfodf tiieC

planto another in order to ensure the saving of edited or added information.

Add Initial Plan
1. 1 00S&da GKS OKAf Rk @& 2 dzii KS@aich, Ril/éngeNReardrack tifraugh'tife A f RNB y
My RIFIS page, if you are not already on the record
2. Select thePlanstab

A= Well Human Services MyRIFIS Children Reports M Q @

File Ticklers

Smith, Susan (76898)

Demographics | FCCP Qpen/Close | Agency Intake

Relati

Family Relati Natural Supports/Case

Assessments & Forms | Diagnosis
cliwties Progress Notes | MNotes

Plan Date hd +

Filters

Search Reset

3 Children Plans record(s) returned - now viewing 1 through 3

Plan Date ~ Plan Verification Date Plan Type FCCP Agency FSCC Plan Status
® [12/05/2023 Initial Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Complete
® |12/05/2023 QOngeing Family Service Plan NRI Community Care Alliance Tarzveell. Dawn Draft
& | 12/05/2023 Transitional Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Draft

First  Previous Recordsperpage 15 | Next Last

3. On theFilemenu, selecAdd Plan

4. Enter all required fields
a. Be sure to slectlInitial Family Service Plan as the Plampe
b. If this is not thenitial plan, see
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c. Duplicate a PlafCreate an Ongoingr TransitionalFamily Servicélan
5. Leave the status as Draft

s Well Human Services Susan Smith  Plan Information

2/4/2024 2:53 PM
File

An asterisk (") indicates a required field

Plan Details

Fccp*

Agency ¥ | Comprehensive Community Action (NRI) v | Details
Plan Type \ Initial Family Service Plan R |

Worker | Tarzwell, Dawn v]

Plan Date (date plan initially created) * 02/02/2024 H

Plan Verification Date MM/DDIYYYY 3

6. When finished, on th&ilemenu, selecBavePlan(do not select Save and Close)
7. ThePlan subpags now display

- Susan Smith Plan Information
axb Well Human Services Last Updated by dtarzwel
at 2/4/2024 2:57:11 PM
File
[ plan Information | An asterisk (*) indicates a required field
' Plan Details
Plan Development *
FCCP NRI
Needs/Goal: - o .
cedsiGoals Agency * | Comprehensive Community Action (NRI) v | Details
Planned Services Plan Type [Initial Family Service Plan ~]
Worker | Tarzwell, Dawn ~]
Plan Date (date plan initially created) E2 02102/2024 J
Subpages Plan Verification Date MM/DDIYYYY 3
Status

¢CKS tfly &adzolL)l 3Sa NB dzaSR (G2 aGodzAftR F LIXIFYyE YR
steps within each tab are necessary. Please complete all pages (Plan Information, Plan Development,
Needs, Planned Services) or you halve missing data when you run the Family Service Plan report.
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The Plan Development records are designed as data collection instruments for periodic case plan

reviews required by the agency or funding source. The plan developrmfentniation is merged into a
pre-existing report format (the Family Service Plan).

1. Click on théPlan Developmensubpage

Needs/Goals

0 record(s) returned
Planned Services

'@‘ R’F’S Susan Smith  Plan Development
X hode iond Fomiyinfom 3/21/2024 4:05 PM
File
Plan Information Filters
Review A +
Plan Development
Search Reset

2. On theFilemenu, selecAdd PlanDevelopment
3. From thedPlease Select Tyge R NP LJIRsklécfaniily\Seririce Plan

BRIFIS

File

Please Select Type:|| Family Service Plan v S

An asterisk (*) indicates a required field
Plan Development
*

Review

I

Review Date * MM/DD/YYYY :I

Agency * ‘

Susan Smith

Plan Development
3/21/2024 3:55 PM

Worker *

‘ Tarzwell, Dawn

Status ¥ Draft

4. Select the Regiv Typeand enter the Review Dai@hese should match the plan type and date

on the Plan Informatiompagée
5. Select theAgency

®RIFIS

File

Please Select Type: | Family Service Plan v ()‘
An asterisk (*) indicates a required field
Plan Development

Review * Initial v

Review Date * 02022024 |8

Agency *

| Comprehensive Community Action (NRI) v | Details

Susan Smith

Plan Development
3/21/2024 3:55 PM

Worker *

‘ Tarzwell, Dawn

Status * Draft

6. { GI G dza
the first time

gAtt RSTL

1-855WELLSKY
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7. On the Filanenu, select Copy Shared Response

173 R’F!S Susan Smith  Plan Development
= Wnode Whond Fomy ko s 3/21/2024 4:06 PM
File
Ci Fi Previs
Opy From Frevious E| 6\
| Copy Shared Response | L
Save Plan Development
Save and Close Plan Development v Worker * |Tazwel\ Dawn v
Print 24 |8 Status ¥ Draft

Close Plan Development lensive Community Action (NRI) v | Details

Before filling out this form, go to the File menu and select "Copy Shared Response” to copy the vision from the Team Meeting form

Family Service Plan
&
Family Vision:

8. In the window that opens, select the most recent Team Meetétprdby clicking on it
9. The Family vision field will be populated with the Team Mission from the Team Méeting

@ RIFIS o Susan Smith  Plan Development

3/21/2024 4:11 PM
File

Please Select Type: | Family Service Plan v \9

An asterisk (*) indicates a required field
Plan Development

Review * Worker * [ Tarzwell, Dawn v
Review Date * 02022024 | Status ¥ e
Agency * | Comprehensive Community Action (NRI) v | Details

Before filling out this form, go to the File menu and select "Copy Shared Response” to copy the vision from the Team Meeting form

Family Service Plan
test &
Family Vision:

10. Complete the rest of the fields
11. On the Fle menu, selecSavePlan Development
12.LF GKS F2NX Aa O2YLX SGS Bignature OOdzNI 1S OKIFy3IS i
13. On theFilemenu, selecSavePlan Development
a. If you missed any required fields, you will be notified. Correct thiasn continue
14. Scroll to thebottom of the form
15. Click theSign Nowbutton

Heating assistance
WIC (Women, Infants and Children programs)
Other non-cash income

No non-cash income

Sign Now
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16. Your name will be listed, cligkccept

Dialog Signature Workflow

Signatory List

2 more Worker-Current User signatures required

Role First Name Last Name Title Email Phone Organization
Worker Current Usel v || o " || Tarzwell " | |WellSky | |dawn tarzwell@\| | | |

pece

17. In the window that appears, in thiaitials field, enter yourCredentialg(e.g. LCSWBS, AS, eik.
or if no degree, enter your title (e.g. FSP)

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

First Name: ‘Dawn ‘Last Name: | Tarzwell ‘Initials:‘ ‘LCSW Clear Signature | | Finish | | Cancel ‘

18. Sign in the box wht your mouse or using a touchscreen
a. Use Clear Signature if you need to redo the signature

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

r—

First Name: | Dawn |Lasl Name: |Tarzwe|| ‘Initials:"

LCSW H Clear Signature | ‘ Finish | ‘ Cancel |

19. ClickFinish
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20. ClickOKto the Signature Saved message

hssrifisnonprod.wellsky.com says

Signature Saved. Clicking Ok button will close the warkflow and

redirect back to the Plan Development page.

21. Your signature appears

22. OPTIONAL: CliSign Nowagain to have the Child/Youth or Family sign
a. IntheRoleX St RY & SGoSstnieé S ZaiBu@ad Refation

Dialog Signature Workflow
Signatory List

1 more Worker-Current User signatures required
0 more Consumer signatures required
0 more Consumer Relation signatures required

Role First Name Last Name Title Email Phone Organization
| Worker-Current Use ¥ ||| pawn "| Tarzwell " [WellSky | |da\.'m.tarzv.rell@\| | ||
Worker-Current User
Consumer
Consumer Relation
b. /fA01 UKS SftfALAAa o6X0 U2 aSkNOK F2NJ I LISNE

i. For relations, a window will appear to search the relations linked to the
Child/Youth record, enter 2 underscores (__) to see all relations.

Dialog Consumer Relation Search

Search by: Relationship ¥ Search Textg Cancel

3 record(s) returned

Relation 1d Relationship Tab Type Name Title | Email | Phone Organization
48079 Birth Mother Family Relation « Doe, Mary
48080 StepFather Family Relation smith, Fred
48081 Doctor Case Relation lones, Stephanie
Note

@ Rehtions must be entered as Family Relations or as Natural Supports/Case Relatior
0KS / KAf Rk, 2dziKkQa NBO2NR 0ST2NBE (GKSe

5

ii. For the Consumer (Child/Youth) enter their name and click Search
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DialogConsumerSearch ®

Last Name First Name

Search by Name: || Jane Search | Cancel

1 record(s) returned l
| €aseno | name | Title ‘ Email | Phone | o} izati |
[ 7esss | Doe,Jane | | | 1(802)316-5555 | Null |

c. Select the persoby clicking on their name
d. The selected name appears. Click Accept.

Dialog Signature Workflow

Signatory List

1 more Consumer Relation signatures required

Role First Name Last Name Title Email Phone Organization

[ Joear] |l

=

" ‘Doe |“‘

e. Inthe window that appears, in thaitials field, enter their relationship to the
child/youth

Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

First Name:‘Mary |Last Name: ‘Doe Initials:* | Birth Mother Clear Signature | | Finish ‘ | Cancel |

f. Have them sign with the mouse or touchpad
i. Use Clear Signature if you need to redo the aigre
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Dialog Signature Workflow

Sign your signature in the open area below or enter your full name to sign this assessment with a typed signature.

YN

First Name: |I'-ﬂary

‘ Last Name: | Doe

‘Initials:‘

Birth Mother

|| Clear Signature ‘| Cancel |

g. ClickFinish
h. ClickOKto the Signature Saved message

hssrifisnonprod.wellsky.com says

Signature Saved. Clicking Ok button will close the workflow and
rediract back to the Assessments & Forms page.

23. On theFle menu, selecClose Plan Development
24. You are returned to the Plan Development list view

o Syston

®RIFIS

File

Filters:

Plan Information

Review v +

Plan Development

Search Reset

Needs/Goals

1 Children Plan Development record(s) returned - now viewing 1 through 1

Planned Services

Susan Smith
3/21/2024 4:14 PM

Plan Development

Assessment

Review

Review Date o

Worker

Status

Family Service Plan

Initial

02/02/2024

Tarzwell, Dawn

Signature

First

Previous

Records per page 15

Next  Last
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Add Needs/Goals

The neediggoals strengths,objectives, andction steps of the Family &gce Plan are created in the
Need¢Goalssubpage. The needs/goals of the child/youth/family must be identified before strengths,
objectives and action steps can be created.

1. Click on theNeeds/Goalssubpage
2. On the right side of the page, click the IRRKDNEED/GOAL

= Well Human Services Susan Smitn  Needs/Goals

2/4/2024 3:04 PM
File

Plan Information

Needs/Goals

Plan Development COLLAPSE ALL =P | ADD NEED/GOAL
Needs/Goals |

Planned Services

3. Click on the ellipsié Xbatton to display a list of needs/goals

b Well Human Services susan smith  Need/Goal

2/4/2024 3:06 PM
File

An asterisk (") indicates a required field

Need/Geal
Need Code * D Clear
Need/Goal
4
Status
[ayetilate MM/DDAYYY [
Update/Progress Date MM/DDYYYY ll
Completion Date MM/DDAYYYY |Bc]

4. Select the appropriate need/goddy clicking on it

Category Search  Cancel
Type
[ D | Neescode | Descripion | Gotegoy | Type |
101 |Family Relations Family Relations:
102 |Grisis Management Crisis Management
103 [Basic Needs Basic Needs
104 |Educational Educational.
105 i P
106 islRecreati ialR
107 [Spiituality Spirituality
108 |Living Skills Living Skills:
105 |Behavioral Health Behavioral Health
110 [Medical Medical
11 [Legal Legal:
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5. The selected need/goalill appear in the editable Need/Gbkeld

i Well Human Services
File

An asterisk (7) indicates a required field
Need/Goal
Need Code * 103 - Clear

Basic Needs:

Need/Goal
Status
Target Date MM/DDIYYYY J
Update/Progress Date MM/DDIYYYY H
Completion Date MM/DDIYYYY 3

Susan smith  Need/Goal
2/4/2024 3:17 PM

a. Add additional text to define the need/goal for thehild/youth/family

s Well Human Services

File

An asterisk (7) indicates a required field

Need/Goal

Need Code * 103 . Clear
Basic Needs: The Smith family need furniture

Need/Goal

Status

Target Date 02/26/2024 J

Update/Progress Date MM/DDIYYYY H

Completion Date MM/DDIYYYY 3

Susan smith  Need/Goal
2/4/2024 3:17 PM

Tip

’ Text boxes with two lines in the bottom right corréke abovean be expandetly
moving the mouse over the box outline, then click and drag to resize.

6. Enter aTarget Datefor the need/goalf the worker and child/youth/farity agree on an

estimatedtime frame to meet the need/goal

Need/Goal

Need Code * 103 Clear
Basic Needs: The Smith family need furniture

NeediGoal

Status

Target Date

Update/Progress Date MM/DD/YYYY |2

Completion Date MM/DDAYYYY =

7. When finished, on th&ilemenu, selecSaveand Close Need/Goal

1-855WELLSKY WellSky.com

Page58 of 139



http://wellsky.com/

Rhode Island Family Information Systems

8. The main Needs/Goals page now displays the entered need/goal

a2 WellSky

a8 WellSky Human Services

File

Plan Infarmation Needs/Goals

Plan Developmant COLLAPSE A
Needs/Goals HeediGoal: Basic Meads: The Smith family need fumiture

Planned Services

Susan Smith  Needs/Goals
2/4/2024 3:18 PM
ADD NEEDAGOM
Pending ~

Add Strength

9. Hover over the flyout menu at the end ofhe Need/Godrow
10. SelectAdd Strength

a2 WellSky Human Services

File

Plan Information Needs/Goals

Plan Development COLLAPSE ALL

Needs/Goals

Planned Services

Need/Goal: Basic Needs: The Smith family need furniture

Susan smith
2/4/2024 3:19 PM

Pending E

Needs/Goals

ADD NEED/GOAL

Add Strength I

11. Click on the ellipsis buttod Xob the Strength Code field

a2 WellSky Human Services

File

Need/Goal

An asterisk (*) indicates a required field
Strength

Strength Code *

D Clear

Strength
Status
Update/Progress Date MM/DDYYYY ]

Susan Smith

Strength

2/4/2024 3:26 PM

12. One record will show,edectthed 9 Yy 1 SNJ { G NBy 3 K¢£

Category Search Cancel
o | Deserpton | category

201 ‘Enler Strength ‘
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13.69Y G SN { (NBYyIiKé oStengthfielddLISE NI Ay GKS SRAGLOE S

s Well Human Services

Susan Smith ~ Strength

2/4/2024 3:28 PM
File
‘4 e | An asterisk (*) indicates a required field
e Strength
Strength Code * 201 Clear
Enter Strength
Strength
A
Status
Update/Progress Date MM/DDAYYYY =

a. Delete the default text
b. Enter the actual strength in théext box

s Well Human Services

Susan Smith ~ Strength

2/4/2024 3:28 PM
File

‘4 — | An asterisk (") indicates a required field

e Strength

Strength Code *

201 Clear
Mother has been working with Housing Navigator and found an apartment, she has also
saved money and utilized her natural supports to pay for first and security
Strength
£
Status Pending ~

Update/Progress Date MM/DDAYYYY =

14. When finished, on th&ilemenu, selecGaveand Close Strength
a. Repeat step8 ¢ 14 if additional Strengths need to be added to this Need/Goal

15. The main Needs/Goals page now displays the entered need/goal wittntieeed strength
below it

s Well Human Services Susan smith  Needs/Goals

2/4/2024 3:30 PM
File

Plan Information

Needs/Goals
Flan Development COLLAPSE ALL ADD NEEDIGOAL
Needs/Goals ) NeediGoal: Basic Needs: The Smith family need furniture Pending ¥
h ) Strength: Mother has been warking with Housing Navigator and found an apartment, she has also saved money and Pending ¥
Planned Services
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Add Obijective

16. Hover over the flyout menu at the end of the Strength row
17. SelectAdd Objective

a2 WellSky Human Services

File

susan Smith  Needs/Goals
2/4/2024 3:30 PM

Plan Information Needs/Goals

Plan Development

COLLAPSE ALL ADD NEED/GOAL
Needs/Goals = Need/Goal: Basic Needs: The Smith family need furniture Pending ™
Strength: Mother has been working with Housing Navigator and found an apartment, she has also saved money and ... Pending : Add Objective
Planned Services

18. Click on the ellipsis butto@ Xob the Objective Code field

a4 WellSky Human Services susan smih

2/4/2024 3:49 PM

Objective
File

An asterisk (*) indicates a required field
Objective

Objective Code * D Clear

Objective (Be sure to make it measurable)

Status

Target Date MMDDYYYY |
Update/Progress Date MM/DD/YYYY 2]
Completion Date MM/DDIYYYY ]

19.hyS NBO2NR ¢gAftft aK2¢3z aSftSOmgonitkS a9y iSNI hoeaSOd

Category Search Cancel
(o | oeomtn | category

301 |Enter Objective |

20.4 9 yObfettivé oAt | LILIS FOMjectivield K S SRAGH ot S
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=t Well Human Services Susan smith  Objective

2/4/2024 3:52 PM
File

An asterisk () indicates a required field
Objective
Objective Code *

301 Clear

Enter Objective

Obijective (Be sure to make it measurable)

Status

Target Date MMoDAYYY |
UpdatelProgress Date VDAY Yy |
Completion Date VMDD YYY [

a. Delete the default text
b. Enter the actuabbjectivein the text box be sure to make it measurable

s Well Human Services Susan Smith  Objective

2/4/2024 3:52 PM
File

An asterisk (*) indicates a required field
Objective
Objective Code *

301 Clear

The Smith family needs proper furniture including beds and a table and chairs by March 1
Objective (Be sure to make it measurable)

Status

Target Date

Update/Progress Date

Completion Date

oDy YYY |

21. Enter aTarget Datefor the objective
22. When finished, on th&ilemenu, selecBaveand CloseObjective
a. Repeat stepd6 ¢ 22if additionalobjectivesneed to be added to this Neé&doal

23. The main Needs/Goals page now displays the entered need/goal with the strength balaav it
the objective below that

s Well Human Services Susan smith  Needs/Goals

2/4/2024 3:56 PM
File

Plan Information Needs/Goals

Plan Development COLLAPSE ALL

ADD NEED/GOAL
Needs/Goals ) Need/Goal: Basic Needs: The Smith family need furniture Pending ¥
h B Strength: Mother has been working with Housing Navigater and found an apartment, she has also saved monsy and Pending ¥
Planned Services
Objective: The Smith family needs praper furniture including beds and a table and chairs by March 1 Pending M
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Add Action Step

24. Hover ovetthe fly-out menu at the end of th@©bjectiverow
25. SelectAdd Action Step

a2 WellSky Human Services

File

Plan Information

Needs/Goals
Plan Development COLLAPSE ALL
Needs/Goals = Need/Goal: Basic Needs: The Smith family need furniture
B Strength: Mother has been working with Housing Navigator and found an apartment, she has also saved money and
Planned Services

Objective: The Smith family needs proper fumiture including beds and a table and chairs by March 1

Susan Smith  Needs/Goals
2/4/2024 3:56 PM

ADD NEEDIGOAL
Pending ~
Pendin

g
Pending | * Add Action Step

26./ t A0l 2y GKS StfALMAE odaitizy

A48 WellSky Human Services

File

An asterisk (*) indicates a required field
Action Step

Action Step Code * Clear

Action Step (Be sure to make it measurable)

Status
Target Date MM/DD/YYYY &=
Update/Progress Date MM/DD/YYYY H

Completion Date MM/DD/YYYY =

Susan smith ~ Action Step
2/4/2024 3:58 PM

27.hyS NBO2NR gAft akKz2gz asStSoi

Category

Search Cancel

oeomin category
401 ‘ Enter Action Step ‘

28.¢Enter Action Step g A f £ le bditd®leANtioriSyefi¢idk
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b Well Human Services susan smith  Action Step

2/4/2024 4:01 PM
File

An asterisk (*) indicates a required field

Action Step
Action Step Code * 401 Clear

Enter Action Step
Action Step (Be sure to make it measurable)

4

Status Pending +
Target Date MM/DDIYYYY -_I
Update/Progress Date MM/DDIYYYY ll
Completion Date MM/DDYYYY ;l

a. Delete the default text

b. Enter the actual objective in the text bolxe sure to make it measurable

b Well Human Services susan smith  Action Step

2/4/2024 4:01 PM
File

An asterisk (*) indicates a required field
Action Step
Action Step Code *

401 Clear

FSCC and FSP to request flex funds for beds and pots and pans for family by 2/10
Action Step (Be sure to make it measurable)

4
Status

021102024 |

Target Date
Update/Progress Date

Completion Date

29. Enter aTarget Datéefor the Action Step
30. When finished, on th&ilemenu, selecSaveand CloséAction Step
a. Repeat step24 ¢ 30if additionalaction stepseed to be added to this Neédoal

The main Needs/Goals page now displays the entered need/goal with the stremjgiotive and action
step(s)belowit.

s Well Human Services susan smith  Needs/Goals

2/4/2024 4:05 PM
File

Plan Information Needs/Goals

Plan Development

COLLAPSE ALL ADD NEEDIGOAL
Needs/Goals = NeediGoal: Basic Needs: The Smith family need furniture Pending ¥
h Planned Services B Strength: Mother has been working with Housing Navigator and found an apartment, she has also saved money and .. Pending ™
B Objective: The Smith family needs proper fumiture including beds and a table and chairs by March 1 Pending -
Action Step: FSCC and FSP to request flex funds for beds and pots and pans for family by 2/10 Pending
Action Step: Krysten agrees to be at apartment for delivery of furniture daily as needed Pending
Action Step: FSCC and FSP agree to meet weekly with family to check in regarding progress in moving Pending
process

Repeat from step 1 if additional Needs/Goals exist
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Note

G Needs/God, Objectives and Action Stepse linked to one another, but need to be
YEN]J SR a/2YLX SGS¢ gAGK || O2YLX SGA2Y §
progress

Editing Needs/Goals
1. If not already in the plan recordgelect it from the Plans tab
2. Click m the Needs/Goalssubpage
3. Clickonthe row of an individual Need/Goal, Strength, Objective or Action Step to edit it
4. Update the text, status, and date fields as needed

a. ORIif you need to remove the record entirely, then on thigemenu, selecDelete

b. Clik OKto confirm the deletion (Caution: thisannotbe urdone)

c. Note that you cannot delete a level that hascords underneath it (e.g., if an Objective
has Action Steps linked beneath it therdinnotbe deleted until the Action Steps are
deleted)

5. When fnished, on thdrilemenu, selecGaveand Close

Add Planned Services

The Planned Services subpage records and displays services that are planned to meetihef the
child/youth/family. Planned Services are services identified by the faahg withtheir FSCC and/or
team as the anticipated means of addressing the needs ofliiid/youth and family. Service
Codes/definitions are listed iippendix Ac Service Codesf this manual.

1. Click on théPlamed Serviessubpage

y— WEII Human Services susan Smith  Planned Services

2/4/2024 4:06 PM
File
Filters
Plan Information
Search Reset

Plan Development
0 record(s) returned

Needs/Goals

Planned Services

2. On theFilemenu, selecAdd Planned Service
3. Enter the estimated start and end dates for the planned service to occur
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= Well

File

Human Services

An asterisk (%) indicates a required field

Planned Services

02/10/2024 &

Start Date
End Date 0212072024 |
Fccp NRI

Service Code *
Service Description
Provider ID (choose your agency) *

Agency

Comments

susan Smith  Planned Service
2/4/2024 4:06 PM

4. Clickthe ellipsisbutton 6 Xbéside theServiceQode field

An asterisk (") indicates a required field
Planned Services

Start Date

End Date

FCCP

Service Code *

Service Description

Provider ID (choose your agency) *

Agency

MM/DDAYYYY —El
MM/DDAYYYY =
NRI

5. Sdect the appropriate servickom the listby clicking orit
a. Use the Search By filter to narrow the results

Service Code Search

Search By: Service Type + Search Text: Search Cancel
188 record(s) returned
ServiceCode SecondaryCode SERVICE UnitType StartDate EndDate ServicelD
Psychiatric
BehHealth0l BehHealthol Evaluation - 15 mins 347
identified Child
BehHealthoz BehHealthoz Peychistric 15 mins 348
Evaluation - Parent
BehHealtho3 BehHealth03 Peychiatric 15 mins 348
Evaluation - Sibling
Behtealthod BehHealthoa Ther“‘g‘:l‘f"hﬁw 15 mins 350
BehHealthos BehHealthos Therapy - Family 15 mins 351
BehHealth0s BehHealthos Therapy - Sibling 15 mins 352
Day Treatment -
BehHealth07 BehHealtho? \dentified Child Session 353
Acute Residential -

6. Click the ellipis buttond Xbéside the Provider IBeld
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An asterisk (*) indicates a required field

Planned Services

Start Date MM/DDIYYYY l]

End Date MM/DDAYYY |
FCCP NRI

Service Code * SocialServ0d

Service Description Furnishings/Appliances

Provider ID (choose your agency) *

Agency

7. Selectyour agency by clicking on it

Vendor Cost Search x

Search By: Name v Search Text Search Cancel

2 record(s) returned

Provider | Provider

Name (el | (s Street City e Cost | BaseCost| ServiceBillinglD 1D 1D
D No o] Number | Number
Identifier Type
Community Care Alliance 143 FCCP-1 |181 Cumberland Street | Woonsocket 0.00
Comprehensive Community Action (MRI)| 119 FCCP-1 311 Daric Avenue Cranston 0.00

8. If you have more services to add, thehemn finished, on thé&ilemenu, selecGaveand Add
Planned Serice (then repeat these stepsptherwise selecBave andClosePlanned Service

s Well Human Services susan smith  Planned Services
2/4/2024 4:15 PM
File
Plan Information Filters
Search Reset

Plan Development N . L.
1 Children Planned Services record(s) returned - now viewing 1 through 1

Needs/Goals

Planned Services |

Service Code Service StartDate End Date

v08 Furnishings/Appliances

First  Previous Recordsperpage 15 | Next Last

Run Family Service Plan Report
1. After completing all of the above steps to build the plalick on thePlan Informationsubpage
2. On theReportsmenu, selecFamily Service PlaReport
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Editing the plan

oyfe LIXFya 6A0GK | G5NF Fi& NI 4tQIy EbplkeE as® (il Kdz®d SO y
selectable status optian

If the Initial Family Service Plan is ready to be markeunpletet by a Supervisor, the FSCC mustrope

and change the status fro Eafté to & eénding. This will notify the supervisor bubmmunicatng

directly with your supervisck & | 322 R & & INGieStiaed NIS (2 F I K $ S dzZIS NIDA a4 2 |
be confirming that the family has signedetbompleted plan.

1. 1 00S&da G(KS OKAfRkeéez2dziKQa NBO2NR dzaAy3d / KAf RNByY
My RIFIS page, if you are not already on the record

2. Select thePlanstab
3. Click on the row containing the record you wish to edit

= Well Human Services MyRIFIS Children Reports M Q@

File Ticklers

Smith, Susan (76898)

Demographics | FCCP Open/Close | Agency Intake

Family Relations | Natural Supports/Case Relations

Filters

Plan Date v +

Search Reset

3 Children Plans record(s) returned - now viewing 1 through 3
[+]

Plan Date ~ Plan Verification Date Plan Type FCCP

Agency FsCC Plan Status
& | 12/05/2023 Initial Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Complete
3 | 12/05/2023 === | Qngoing Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Draft
® [ 12/05/2023 Transitional Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Draft

First  Previous Records perpage 15 | Next Last

4. Perform any neessary update
5. When finished, on th&ilemenu, selecSavePlan

Note

G raft YSFya &2dz FNB adAtt g2NlAy3 Ay 0
gending YSIFya @2dzsuphdEsofiBl REOFEHI YR YI N
G ompleteé YSI ya | adzZJSNIIA & 2 NI tke PiantiheBudhbr&isgS
supervisor name and date appear on the Plan after being saved and klosed
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Duplicate a Plan/Create an Ongoing or Transitional Family Service Plan

Topreserve the original Initial Family Service Plan that the family signedgredd to,as well as any

subsequent agreedto pland,2 dz g A f f Y S SR lates vedsi@hdal tiie pléahdiise ¢hat to

createthe Ongoing(or TransitionalJ-amily Service PlaMoucould have multiplex hy 32 Ay 3¢ LIX | y a
different dates showig when Goal/Needs were complete andfoodifications were made.

1. 1 00S&da G(KS OKAfRkeéz2dziKQa NBO2NR dzaiAy3d [/ KAf RNByY
My RIFIS page, if you are not already on the record
2. Select thePlanstab

A= Well Human Services MyRIFIS Children Reports M Q @

File Ticklers

Smith, Susan (76898)

Demographics | FCCP Qpen/Close | Agency Intake

Relati

Family Relati Natural Supports/Case

Assessments & Forms | Diagnosis
cliwties Progress Notes | MNotes

Plan Date hd +

Filters

Search Reset

3 Children Plans record(s) returned - now viewing 1 through 3

Plan Date ~ Plan Verification Date Plan Type FCCP Agency FSCC Plan Status
® [12/05/2023 Initial Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Complete
® |12/05/2023 QOngeing Family Service Plan NRI Community Care Alliance Tarzveell. Dawn Draft
& | 12/05/2023 Transitional Family Service Plan NRI Community Care Alliance Tarzwell. Dawn Draft

First  Previous Recordsperpage 15 | Next Last

3. Click on the row containg the record you wish to duplicafe.g., the Initial Family Service Plan)
4. On theFilemenu, select Duplicate

. Susan smith Plan Information
b Well Human Services et Sl
at 12/5/2023 11:37:08 AM

File

Duplicate - .
*) indicates a required field
| Spell Check

History NRI

Print

Community Care Alliance Details
Close Plan Information Initial Family Service Plan
Worker Tarzwell, Dawn

Plan Date (date plan initially created) * 12/05/2023

Plan Verification Date

Status Complete

5. ClickOKto the message confirming the plan was duplicated
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hssrifisnonprod.wellsky.com says

Plan was duplicated and saved as well as its needs, plan reviews, and

services

6. The page will open to the duplicated copy
7. Change the Plan Type appropriate

i We" Human Services Susan Smith Plan Information

Last Updated by dtarzwell
at 2/4/2024 4:20:55 PM

File
| Bl | An asterisk (*) indicates a required field
——————————— Plan Details
Plan Development %
FCCP NRI
Needs/Goal - — .
eedsizoals Agency ¥ [Community Care Alliance + | Details
Planned Services Plan Type [Initial Family Service Plan ¥ | e Change
Worker [ Tarzwell, Dawn v
Plan Date (date plan initially created) * 12/05/2023 J /
Plan Verification Date MM/DDAYYYY H
Status

8. Set the Open Date to the date that you met with the family and they agreed to modifications to
the plan

9. Leave status as Draft
10. When finished, on th&ilemenu, selecSavePlan
11. Make updates to subpages as needed

Caution
Anytime you are making significa®K I y 3 S a { 2plai ddheed thevhiof sy
new copy, you will need to duplicatkee previous plan.
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Activities

s Well

The Activities tab is the area in which you will record all services delivered to the specified child/youth

and other family membies.

Add Activity

1. 1 00Saa UGUKS OKAfRke&2dziKQa
My RIFIS page, if you are not already on the record

2. Select théActivitiestab

NEO2NR dzaAy3d / KAf RNBY

a= Well Human Services MyRIFIS Children Reports @ O @
File Tools Ticklers
Smith, Susan (76898)
Demographics | FCCP Open/Close | Agency Intake
Family Relati Natural Supp ase Relati
Assessments & Forms | Diagnosis
Plans, Progress Notes | Notes
Filters
Date v +
Search Reset
1 Children Activities record(s) returned - now viewing 1 through 1
Date » Service Code Service Agency Worker Units. Status
12/05/2023 SaocialServi0a iﬂéﬁzﬁs?mgdaumﬁ oiempoaisinSilatioitotel Community Care Alliance Tarzwell, Dawn 1.00 Complete 3
First Previous Records perpage 15  Next Last

3. On theFilemenu, seleciAdd Activities

4. Time section:
a. TheStatDaS ¢Aff RS
b. Enter a start time

g2

{ @aie ktheé detivity Bdcuir&l>z OK | y =

Tip

g In the time fields just enter the numbers for AM times (e.g., 930 for 9:30 AM) and f
PMtimes, enter the numbers and pm (e.830pm for2:30 PM)

c. Enter the End Date and Time as appropriate

d. dick on theAdd button
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s Well

= Well

Human Services

Susan Smith  Activities
2/4/2024 4:24 PM
File
An asterisk (*) indicates a required field
Activity Times
Start Date = Start Time End Date * End Time Total Minutes
02/04/2024 | 02/04/2024 | ® | Add |
Activity Details
Fcep ¥ Location/FCCP Funding *
Agency * Place of Service * I v
Worker * | Tarzwell, Dawn - Payer *
Status ¥
—r S —— e — —
e. A blank rowwill appear for entering dditional dates/times foreoccurring activitiesf
needed
Activity Times
Start Date * Start Time End Date * End Time Total Minutes
2212024 ] 3:00 PM 27212024 ] 3:30 PM [© 30 Delete
02/04/2024 |9 02/04/2024 |4 ® Add

5. Activity Details
a. Enter thedetails in order
b. Allfields in this section must be populdte

Tip

Location/FCCP Fundifigld values are defined as follows
1 Within FCCEP service occurred within the FCCP
1 Referred to Another FC&Rervice occurred with another FCCP

1 Referred out to a noiCCIR service occurred with an agency/providautside
of a FCCP

s

Tip

Foractivities directly provided by FCCP staflectService Contractinder Payer

=t Well

File

Human Services

An asterisk (*) indicates a required field

Susan Smith ~ Activities
2/4/2024 4:26 PM

Activity Times
Start Date * Start Time End Date * End Time Total Minutes
02/02/2024 | 3:00 PM 02/02/2024 | 3:30 PM © 30 Delete
020472024 | 020472024 ][ ® add
Activity Details
FCCP* Location/FCCP Funding *
Agency * [Comprehensive Community Action (NRI) v | Details Place of Service * [ Community Care Alliance v
Worker * Payer *
Status *
e NS U
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6. Activity Services

a. Click theellipsisbutton 6 Xbéside the Service field

Activity Services

Service Clear

b. Alist of service codes shownselect the appropriate service byaking on it
i. Use the search filters to narrow the results

DialogVendorService SelectPopUp x
Search By: |.. . Type + Search Text: v Search Cancel
ServicelD| ServiceCode  |SecondaryCode Service UnitCostUnitType|EffectiveDate EndDateVServicel DMaxAuth Used R ining nalProgram
347 BehHealthol BehHealth01l Psychiatric Evaluation - 0.00 15 06/01/2011 5653 Q o jal
ehHea ehHeal .
Identified Child mins
15
348 BehHealthoz BehHealth02 | Psychiatric Evaluation - Parent | 0.00 mins 06/01/2011 5654 [i] 4] o
15
345 BehHealtho3 BehHealthO3 | Psychiatric Evaluation - Sibling | 0.00 miins 06/01/2011 5655 a 1] a
15
350 BehHealth04 BehHealthQ4 | Therapy - Identified Child 0.00 mins 06/01/2011 5656 ] 1] 0
15
351 BehHeslthos BehHealth05 | Therspy - Family 0.00 miins 06/01,/2011 5657 a 1] o
15
352 BehHealth06 BehHealthQ5 | Therapy - Sibling 0.00 mins 06/01/2011 5658 Q 0 o
Day Trestment - Identified .
353 BehHealth07 BehHealtho? Child 0.00 Session | 06/01/2011 5659 ] 1] 0
354 BehHealth08 BehHealth0s Acute Residential Treatment - 0.00 5 06/01/2011 5660 a o jal
Ennes Ennes Identified Child ) sssten
Dadiztric Darkial Naw Trastmant e

Service
Unit Type
Units
Unit Cost

Total Cost

ONLY)

Activity Services

Emergency Expenditure
(FLEX FUND ACTIVITIES O

Reconciled Receipt of

Payment Date (FLEX FUND MM/DDYYYY 2]
ACTIVITIES ONLY)

General/Flex Fund Notes

c. Depending on the unit type, the units will amatically calculatdbased on the Activity
Time or a user may need to enter the units

d. Total cost will automatically calculagsUnitsx Unit Cost

e. Filin any additional fields as needed

SerDellmp01_ Face to Face Visit w/ Child/Youth ... Clear
15 mins
2
$0.00
$0.00

7. When finished, on th&ilemenu, selecBaveand Close Activities

1-855WELLSKY WellSky.com Page73of 139


http://wellsky.com/

ors Rhode Island Family Information Systems ‘ We I I

Edit Activity

P'OGAQGAGASE YINLISR G/ 2YLX SGS¢ Olyy2iG 6S SRAUGSRO®
1. 1 00S&da G(KS OKAfRkeéz2dziKQa NBO2NR dzaAyHthed KAf RNBY
My RIFIS page, if you are not already on the record

2. Select theActivitiestab

3. Click on the row containing the record you wish to edit

= Well Human Services MyRIFIS Children Reports M Q ©

File Tools Ticklers

Smith, Susan (76898)
Demographics |~ FCCP OpeniClose | Agency Intake
Family Relations | Natural Supports/Case Relations
Assessments & Forms | Diagnosis
Plans | Activities = Progress Notes | Notes

Filters
Date v +
Search Reset

2 Children Activities record(s) returned - now viewing 1 through 2

Date v Service Code Service Agency Worker Units Status
0210212024 SerDellmp01_ Face to Face Visit wi Childouth Comprehensive Community Action (NRI) Tarzwell, Dawn 200 Pending v
1210512023 SoclalServila E’E‘m omme ations for Temporary Living Situation (hotel Community Care Allance Tarzwell, Dawn 1.00 Complete »

First  Previous Recordsperpage 15 | Next Last

4. Perform any necessary updates
5. When finished, on th&ilemenu, selecBaveand Close Activities
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Progress Notes

Users may enter a variety of information pertaining to a child/youth/family via the Progress Notes tab.
These notes should include records of home visits and phone calls, case notes, meeting minutes, etc.
The Progress Notes functionality allows users tantain a log of caseelated activities.

Add Progress Note
1. 1 00S&da G(KS OKAfRkeéez2dziKQa NBO2NR dzaAy3d / KAf RNBY
My RIFIS page, if you are not already on the record
2. Select theProgress Notetab

a= Well Human Services MyRIFIS Children Reports M@ Q &

File Reports Ticklers

Smith, Susan (76898)

Demographics | FCCP Open/Close | Agency Intake

Family Relatiens =~ Natural Supports/Case Relations

Assessments & Forms | Diagnosis
Plans | Activities | Progress Notes | Notes
Filters
Service Date  + +

Search Reset

1 Children Progress Notes record(s) returned - now viewing 1 through 1

Service Date v Note By Note Category Place Status Date Completed
02/02/2024 Tarzwell, Dawn Care Coordination Draft

First  Previous Recordsperpage 15  Next Last

3. On theFilemenu, séect Add Progress Notes
4. Enteras many details as possible

= Well Human Services Susan smith  Progress Notes

2/4/2024 4:36 PM
File

An asterisk (*) indicates a required field

Notes Details

RIFIS ID None Details
Fccp®

Agency E

Service Date * MM/DDIYYYY 3

Start Time Ijljljl

Duration *

Note Category * [ v
Contact Type

Contact With: [ v
Family Service Plan: Needs/Goals I:

Family Service Plan: Needs/Goals (select if l—v‘
note needs more than one i/goal’

Data, Assessment & Plan (character limit:
9900)
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5. Select the appropriate Status
a. ODraftt meansyou are still working in the recon@dits can still be made)
b. ¢Signaturé Y S| yhdve finighdd thewote, and it is ready to sign
c. G/ 2 Y LIn&kés$hérecord not editablgread only)
d a! t SNI¢ YI{1Sa GKS vy 2-dfwvhédeveraryondiatcedsdslitis | NJ | & |
child/youth record This is intended to be used for critical or thsensitive information
only. 10 make the alert stop, change the status tdifferent value
6. To add an attachment, click thedd Attachmentlink

Attachments

Add Attachment

Document Description Category

here are no attachments to display

o

i, N~

a. ClickChoose Filand select the file to upload

File | Choose Fila | o file chosen

File Name (@ from uploaded file

() create new

Description

Category

Upload Upload and Add Another

Note: Maximum size for attachment is set to 5.76 MBytes.

b. Select whether you want to use the existing file name or create a new one
i. Enter the new file name if you chose thgition

c. Enter abrief description of the attachment contents

d. Leave Category blank

e. ClickUpload(or to add multiple documents, cli¢kpload and Add Another

File Choose File | Getting Started ... S_Winter2023 pdf

File Name @ from uploaded file

() create new

Description What is it

Category

Upload Upload and Add Another

Note: Maximum size for attachment is set to 5.76 MBytes.
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7. Toadd a Note Recipierfhotify another user), clickookupbeside the Add Note Recipient field

Note Recipients

Add Note Recipient: Lookup | Clear

Note Recipients Grid

Name Date Sent Date Read Status Date Signed

a. Search for a wdker

Worker Search Popup

Search by: Search Text

p—— /

1 record(s) returne:

MEMBER ID Waorker Title
886 | Tarzwell, Dawn WellSky Yes

Cancel

Select them by clicking on their name
ClickLookupagain to add another worker

Note Recipients

Add Note Recipient: Lookup  Clear

Note Recipients Grid
Name Date Sent Date Read Status Date Signed

Tarzwell, Dawn 20412024 Unread Remove

8. When finished, on th&ilemenu, selecSaveand ClosdProgress Notes

Edit a Progress Note
wSO2NRa Ay a/2YLX SGSé¢ adlddza YlLe y2G 6S SRAUSRO®

1. 1 00S&aa (KS OKK ksingR@hideenHuikKkKsarcN,Rdvanbdd Search, or through the
My RIFIS page, if you are not already on the record

Select theProgress Notetab

Click on the record you wish to edit

Make any edits needed

Add attachments as needdsy clickingAdd Attachment

2.
3.
4.
5.

Attachments

Add Attachment

Document Description Category

here are no attachments to display

o

e s ant'

a. Remove any existing attachments by clickRemoveunder the Action column
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Attachments

Add Attachment

Document

Description Category Action

Getting Started with WSHS_Winter2023. pdf What is it Remove

e

6. Notify additional workers as needdxy clicking_ookupbeside the Add Note Recipient field

Note Recipients

Add Note Recipient:

Lookup | Clear

Note Recipients Grid

Name Date Sent Date Read Status Date Signed

a. Search for and select the worker

Worker Search Popup

Search by: Search Text

Fa—s /

1 record(s) returne

886 Tarzwell, Dawn WellSky Yes

Cancel

Note Recipients

Add Note Recipient Lookup  Clear

Note Recipients Grid

Name Date Sent Date Read Status Date Signed

Tarzwell, Dawn 2/4/2024

Unread Remove

7. When finished, on th&ilemenu, selecSaveProgress Notes
8. Go toSign a Note or Progress Note
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Notes

Users may enter general information pertaining to a child/youth/family via the Notes tab. These note
are used taecordcontactattempts, as well as sucesfulcontacs with the familyas well as anfaceto-
facecontacs. They can also be used to recaroteswith other workers/persons concerning a case.

Add Note
1. 1 00S&da G(KS OKAfRkeéez2dziKQa NBO2NR dzaAy3d / KAf RNBY
My RIFIS page, if you are not already on the record
2. Select theNotestab

= Well Human Services MyRIFIS Children Reports M Q. 6

File Tools Reports Ticklers

Smith, Susan (76898)
Demographics | FCCP Open/Close | Agency Intake
Family Relations | Natural Supports/Case Relations

Assessments & Forms | Diagnosis

Plans | Activities | Progress Notes

Filters

Note Date v +

Search Resst

2 Children Notes record(s) returned - now viewing 1 through 2

Note Date v Note Type Description Note By Attachment Status
120472023 Family Contact Phone (mother) Tarzwell, Dawn No Complete
1210472023 Attempted te Contact Family - Other (mother) Referral notification Tarzwell, Dawn No Complete

First Previous Records perpage 15  Next Last

On theFilemenu, selecAdd Notes
Select the Note Category and the Note Type will populate with available options
Enter as many details as possible
Select the appropriate Status
a. oDraft¢ means you are still working in the record (edits can still be made)
b. a{ A3yl Gdz2NB¢ YSlIya e2dz KIS FAYAAKSR (KS y2i
c. &/ 2YLX SGS¢ YI1Sa GKS NBO2NR y2i SRAGIOGES oN
d a! t SNI¢ YI1Sa GKS vy 2-dfivhedevgfdnneiactesseshdS| NI | & |
child/youth record. This is intended to be used for critical or tiseasitive information
only. To make the alert stop, change the status to a different value.

o oMW

7. To add an attachment, click thedd Attachmentlink

Attachments

Add Attachment

Decument Description Category

here are no attachments to display

e e\ yef e e P e, NP T

1-855WELLSKY WellSky.com Page79 of 139


http://wellsky.com/

Rhode Island Family Information Systems

a. ClickChoose Filand select the file to upload

s Well

File | Choese File |[No file chosen

File Name (@ from uploaded file
() create new
Description
Category A
Upload Upload and Add Another

Note: Maximum size for attachment is set to 5.76 MBytes.

b. Select whether you want to use the existing file name or create a new one

d. Leave Category blank
e. ClickUpload(or to add multple documents, clicklpload and Add Another

Enter the new file name if you chose that option
c. Enter a brief description of the attachment contents

| Choose File | Getting Started ...S_\Winter2023.pdf

File
File Name @ from uploaded file
() create new
Description What is it
Category v

Upload Upload and Add Another

Note: Maximum size for attachment is set to 5.76 MBytes.

8. To add a Note Recipient (notify another user), dlickkupbeside the Add Note Recipient field

Note Recipients

Add Note Recipient:

Note Recipients Grid

Name Date Sent

Lookup | Clear

Date Read Status

Date Signed
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a. Search for a worker

Worker Search Popup

Search by: Search Text

e /

1 record(s) returne

886 Tarzwell, Dawn WellSky Yes

Cancel

b. Select them by clicking on their name

Note Recipients

Add Note Recipient: Lookup  Clear

Note Recipients Grid

Name Date Sent Date Read Status Date Signed

Tarzwell, Dawn 2/4/2024

Unread Remove

c. ClickLookupagain to add another worker

9. When finished, on thé&ilemenu, selecGaveNotes
10. Go toSign a Note or Progress Note
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Edit a Note
wSO2NRa Ay G/ 2YLX SGS¢ adlddza Ylre y24 6S SRAUGSRO®

1. 1 00S&da G(GKS OKAfRkeé&z2dzi KQa NB O Rdarchjzr thrgugh theK A f RNB y
My RIFIS page, if you are not already on the record

Select theNotestab

Click on the record you wish to edit

Make any edits needed

Add attachments as needed by clickiidd Attachment

2.
3.
4.
5.

Attachments

Add Attachment

Document Description Category

here are no attachments to display

o

e s ant'

a. Remove any existing attachments by clickR@moveunder the Action column

Attachments

Add Attachment

Document Description Category Action

Getting Started with WSHS_Winter2023 pdf What is it Remove

e

6. Notify additional workers as needed by clickirapkupbeside the Add Note Recipient field

Note Recipients

Add Note Recipient: Lookup | Clear

Note Recipients Grid

Name Date Sent Date Read Status Date Signed

a. Search for and select the worker

Worker Search Popup

Search by: Search Text

F—— /

1 record(s) returne

MEMBER ID Werker Title
886 Tarzwell, Dawn WellSky Yes

Cancel

7. When finished, on th&ilemenu, selecBaveand Close Notes
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Sign a Note or Progress Note
Once you finish a Note or a Progress Note and have verified that it is accurate, then it can be signed.

13./ Kl y3S 1 K Signatiré { Hzf R (Fikegieni, 8efecSave Progress Noi@r Save Note
depending on which Note tab you are)on

14. Scroll to the botbm of the form

15. Click theSign Nowbutton

Heating assistance
WIC (Women, Infants and Children programs)
Other non-cash income

No non-cash income

Sign Now

16. Check the box to agree to the terms and ckckceed
17.Ly GKS w2t S RWRddCareytbsetd St SOG  a
18. Your name will be listed, clidkccept

Dialog Signature Workflow

Signatory List

Role First Name Last Name Title Email Phone QOrganization
Dawn *| | Tarzwell | [wellsky | ||[dawn.tarzwell(| | | I

19. In the window that appears, in thaitialsfield, enter yourCradentials (e.g. LCSWBS, AS, eix.
or if no degree, enter your title (e.g. FSP)
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