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Icons Used in this Manual  
Icon Description  

 
 
 

Tip 

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

 

Caution 

The Caution icon highlights areas of note or concern, where failure to use the system 
properly may cause or exacerbate problems. 

 

Note 

Notes provide additional information of general interest about a specific function or 
process of the Harmony solution. 

 

Example 

Examples are provided to help you develop a better understanding of the subject area 
and how the Harmony solution may be used in a specific scenario of relevance. 
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Note 

LŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ȅŜǘ ǊŜǾƛŜǿŜŘ άDŜǘǘƛƴƎ {ǘŀǊǘŜŘ ǿƛǘƘ ²Ŝƭƭ{ƪȅ IǳƳŀƴ {ŜǊǾƛŎŜǎέ όDŜǘǘƛƴƎ 
Started with WSHS.pdf) please do so before starting this workflow.  
 
Any browser can be used, but please be sure to turn pop-up blockers off or allow them 
for the site. 

Overview  
The wraparound service model implemented in RIFIS builds on a core workflow involving the following 

steps: 

1. Referral and Screening 

2. Intake 

3. Assessment 

4. Service Planning 

5. Service Delivery 

6. Transition 

 

Referral

Screening

Intake

Assessment Service Planning Service Delivery Transit ion
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Roles 
Your Role determines your access to both tools (chapters, tabs, and pages) and information (child/youth 

records) within RIFIS. If you have access to more than one wƻƭŜΣ ȅƻǳ Ŏŀƴ ά/ƘŀƴƎŜ wƻƭŜέ ǘƻ ŀŎŎŜǎǎ 

different options. 

RIFIS contains three basic types of Roles for agency users: 

Intake Worker  

¶ The Intake Worker role allows searching and adding child/youth records across FCCP regions 

to facilitate the referral process, but without access to the full case. 

FSCC 

¶ The FSCC role provides access to the full case for children/youth referred to the ǳǎŜǊΩǎ 

agency. 

Supervisor 

¶ The Supervisor role allows greater access to cases within the assigned FCCP region(s). 

 

FSCC and Supervisor Roles are distinct for each FCCP region. 

 

Set Role  

To view and change Role: 

1. Click on the profile icon  in the upper right-hand corner of the screen. 

 
 

2. The role shown is your current role. To change roles, select a different role from the 
dropdown, then click Apply.  
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Chapters 
Chapters are shown at the top right of the screen. The Chapters available will vary by role. 

 

My RIFIS 
The My RIFIS page is your home page. This page is personalized to the user/worker currently logged in, 

so it will vary slightly for each person. The page contents may also vary depending on the role. 

 

Children  column  

The sections and record counts displayed in this column on the My RIFIS page are specific to the user 

logged in. They represent your caseload, records assigned to you as a worker, as well as your Ticklers. If 

you do not carry a caseload, this section may be blank. To access any of the records, click on the status 

value you wish to see, e.g., Draft Plans.  
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To see all of your ticklers, click on the count of Ticklers or anywhere in that row within the Ticklers 

section box. 

 

My Management  

Some roles may not have this section.  

 

¢ƘŜ aȅ aŀƴŀƎŜƳŜƴǘ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ aȅ wLCL{ ǇŀƎŜ ƛǎ ŀ ƳŀƴŀƎŜƳŜƴǘ ǘƻƻƭ ŦƻǊ ōƻǘƘ C{//Ωǎ ŀƴŘ 

Supervisors to manage their own caseloads. Supervisors have access to view all their assigned workers 

ǿƛǘƘƛƴ ǘƘŜƛǊ C//t ǊŜƎƛƻƴΣ ǿƘƛƭŜ C{//Ωǎ ǎŜŜ ƻƴƭȅ ǘƘŜƛǊ ƻǿƴ ǊŜŎƻǊŘǎΦ {ǳǇŜǊǾƛǎƻǊǎ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ 

approve Assessments and Plans from these pages, while C{//Ωǎ ǿƛƭƭ ƴƻǘΦ 

Family Queue 

This page shows all families your worker, or workers you supervise, are assigned to. You can add filters 

at the top if desired. You can sort by column values by clicking on the column header. 
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Current Active Families  

This page shows all FCCP cases your worker, or workers you supervise, are assigned to, broken out by 

FCCP and Status. Click on the + to expand a row. Click on a line ǘƻ ŀŎŎŜǎǎ ǘƘŀǘ /ƘƛƭŘκ¸ƻǳǘƘΩǎ record. 

 

 

Agency Intakes 

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

row to view the Agency Intake record. Click on View Consumer ǘƻ ŀŎŎŜǎǎ ǘƘŀǘ /ƘƛƭŘκ¸ƻǳǘƘΩǎ ǊŜŎƻǊŘΦ 
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Assessments Queue 

This page shows all Assessments & Forms entered by you, or entered by workers you supervise. 

Supervisors will approve the assessments from here.  

 

Pending Plans 

This page shows all Pending Plans entered by you, or entered by workers you supervise. Supervisors will 

approve the plans from here.  

 

Ticklers Due 

This shows, by worker, ŀƭƭ ǘƛŎƪƭŜǊǎ ŎǳǊǊŜƴǘƭȅ ŘǳŜΦ C{//Ωǎ ǿƛƭƭ ǎŜŜ ƻƴƭȅ ǘƘŜƛǊ ƻǿƴ ōǳǘ {ǳǇŜǊǾƛǎƻǊǎ ǿƛƭƭ ǎŜŜ ŀ 

total for each worker they supervise. To see the specific ticklers, click on the ǿƻǊƪŜǊΩǎ name. 

Initial screen: 
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Once a worker is selected: 
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Children  
The Children Chapter contains information on children/youth and recipients of services. Children/Youth 

demographics are the starting point of case management/care coordination. RIFIS uses a child-centered 

case management approach. Each case is built around a primary identified child/youth.  

Within a primary child/youthΩǎ ŎŀǎŜΣ the data is broken out into the following tabs: 

ω Demographics - Contains basic identifying and demographic data on a primary child/youth 

including name, date of birth, ID numbers and contact information. The Demographics record is 

the primary record representing the child/youth in RIFIS. 

ω FCCP Open/Close ς Associates the child/youth to an FCCP region. 

ω Agency Intake ς Associates a child/youth with an agency, designating assigned worker(s) and 

practice model(s). 

ω Family Relations ς Identifies family members related to the primary child/youth. 

ω Natural Supports/Case Relations ς Identifies other people associated with the child/youth, such 

as Parent Support Partners, social workers, and court appointed advocates. 

ω Assessments and Forms ς Contains additional assessment tools and FCCP data collection forms, 

including the Intake Form (1-A, 1-B, 1-C), the Risk Management Plan, the 

Strengths/Need/Cultural Discovery, the Team Meeting and the Ages and Stages Questionnaire. 

ω Diagnosis ς Identifies applicable diagnoses. 

ω Plans ς Documents the Family Service Plan for the child/youth/family, including Needs/Goals, 

Strengths, Objectives, Action Steps, and Planned Services. 

ω Activities ς Tracks services delivered to the child/youth and family members, both within and 

outside the FCCP. 

ω Progress Notes ς Tracks narrative progress note entries for case activity. 

ω Notes ς Tracks narrative general case note entries for case activity such as contacts with the 

referral source, family, or natural supports. 

 

http://wellsky.com/


   

1-855-WELLSKY  WellSky.com Page 13 of 139 

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 

ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜ ŀƎŜƴŎȅΩǎ ²ƻǊkers, and the available services coordinated and/or 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: 

ω Providers ς Contains the demographic data on service providers and programs. 

ω FCCPs ς Contains all existing FCCP (fund) codes for the provider. 

ω Workers ς Contains information about employees of the provider. 

ω Service Codes ς Contains all services that are coordinated or delivered by a provider. 

ω Agency Intakes ς Contains read only view of all existing children/youth with an Agency Intake 

record for a current provider. 

 

 

Reports  
The Reports Chapter contains a variety of reports than can be run. These are often aggregate reports. 

The available reports may vary by role.  

Reports can also be available within specific pages of the Children Chapter and will be mentioned within 

the workflow steps when appropriate. 
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Intake/ Referral : Add Child/Youth  

Role: Intake Worker  

 

1. Use the Intake Worker role. See Set Role if you are unsure how to do this. 

2. Click the search magnify glass icon in the upper right-hand corner of the screen. 

 
 

3. In the box that opens, click Advanced Search.  

 
 

4. The Advanced Search page appears. Enter the primary ŎƘƛƭŘκȅƻǳǘƘΩǎ last name and first name, 

then click Search.  

 
 

a. Review the results to identify if the child/youth already exists. You may wish to add 

additional filters such as First Name depending on the results. 

i. To add additional filters, click the green plus . 

ii. To remove filters, click the red x . 

 

b. If the child/youth already exists in the system, select them by clicking anywhere on their 

row in the results. Skip to  
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c. Intake/Referral: Child/Youth previously served 

5. If there is no match, then on the File menu, select Add New Demographics Search. 

 
 

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

available fields and click Search. 

a. Note that these filters cannot be removed, all three fields are required. 

 

7. Any potential matches are displayed. If the child/youth is not found, click the Add New button. 

Note: If the child/youth is found, click on the record shown and follow steps under  

Intake/Referral: Child/Youth previously served 

http://wellsky.com/
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8. The Demographics detail window appears. Required fields have a red asterisk appended to the 

question label. Work your way from top to bottom. 

a. Select the correct FCCP. 

 

Caution 

Be sure to select the correct region. It is easy to accidentally click on and save the 
incorrect one. If this happens contact the RIFIS System Administrator before adding any 
other information to the record. 

 

b. Enter all information for the new child/youth, being sure to populate all required fields. 

 

c. Some fields might not appear or populate with values until selections in previous fields 

are made 
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Tip 

Enter the zip code first when entering the address and the city and state will auto-filter. 

 

9. Once the demographic information has been entered then, on the File menu, select Save and 

Close Demographics. 

 

10. The FCCP Open/Close page will automatically display.  

  

11. Populate all required fields 

a. [ŜŀǾŜ ǘƘŜ 5ƛǎǇƻǎƛǘƛƻƴ άPendingέ until the family has been successfully contacted 

Once contact has been made, see Successful Contact  
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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 the File menu, click Save and Close FCCP OpenClose 

 

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 on it. 

1. On the Edit menu, select Edit Demographics 

 

2. Make changes/updates or add details as needed. Note that the additional subpages are 

available from the left navigation pane. 
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3. When finished, on the File menu, select Save and Close Demographics 

 

4. Select the FCCP Open/Close tab and on the File menu 

 

5. Select Add FCCP Open/Close 

 

6. Select the FCCP 

 

Caution 

Be sure to select the correct region. It is easy to accidentally click on and save the 
incorrect one. If this happens contact the RIFIS System Administrator before adding any 
other information to the record. 
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7. Populate all required fields 

a. [ŜŀǾŜ ǘƘŜ 5ƛǎǇƻǎƛǘƛƻƴ άPendingέ 

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 finished, on the File menu, select Save and Close FCCP Open/Close 
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Family Relations  

Role: Intake Worker or FSCC 

 

¢ƘŜ άCŀƳƛƭȅ wŜƭŀǘƛƻƴǎέ ǘŀō ŀƭƭƻǿǎ ǿƻǊƪŜǊǎ ǘƻ ǾƛŜǿΣ ŜŘƛǘ ƻǊ ŀŘŘ Řŀǘŀ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ŦŀƳƛƭȅ ƳŜƳōŜǊǎ 

associated with the child/youth in RIFIS. In this section of the application, the names, addresses, home, 

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

ōŜ ŘŜǎƛƎƴŀǘŜŘ ŀƴ ŜƳŜǊƎŜƴŎȅ ŎƻƴǘŀŎǘ ŀƴŘκƻǊ ŎŀǊŜƎƛǾŜǊ м ƻǊ нΦ ¢ƘŜ άwŜƭŀǘƛƻƴǎέ ǘŀō ƛǎ ǘƻ Ŏƻƴǘŀƛƴ 

individuals who are not already children/youth in RIFIS. 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Family Relations tab 

 

3. On the File menu, select Add New Family Relations Search 

4. Enter the Last Name, First Name, and Family ID if known, then click Search 
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Tip 

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

 

5. Review the results 

a. If there are any matches, select the record shown 

b. Otherwise, click Add New 

 

6. The Family Relations Detail screen will show with the name pre-filled from your search 

 

7. Select the relationship from the dropdown 

8. It is important to enter all details you have into the remaining fields even if not required 

http://wellsky.com/
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Tip 

Enter the zip code first when entering the address and the city and state will auto-filter. 

 

9. When finished, on the File menu, select Save and Close Family Relations 

 

Contact Attempt  
Role: Intake Worker or FSCC 

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

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Notes tab 

 

3. On the File menu, select Add Notes 

a. Select a Note Category of Family 

b. Select the correct Note Type 

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

4. Select the appropriate Status 

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

b. ά{ƛƎƴŀǘǳǊŜέ ƳŜŀƴǎ ȅƻǳ ƘŀǾŜ Ŧƛƴƛshed the note, and it is ready to sign 

c. ά/ƻƳǇƭŜǘŜέ ƳŀƪŜǎ ǘƘŜ ǊŜŎƻǊŘ ƴƻǘ ŜŘƛǘŀōƭŜ όǊŜŀŘ ƻƴƭȅύ 

d. ά!ƭŜǊǘέ ƳŀƪŜǎ ǘƘŜ ƴƻǘŜ ŎƻƴǘŜƴǘǎ ŀǇǇŜŀǊ ŀǎ ŀ ǇƻǇ-up whenever anyone accesses the 

child/youth record. This is intended to be used for critical or time-sensitive information 

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

5. When finished, on the File menu, select Save Notes and go to Sign a Note or Progress Note 
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FSCC Role 
The FSCC role provides access to the Ŧǳƭƭ ŎŀǎŜ ŦƻǊ ŎƘƛƭŘǊŜƴκȅƻǳǘƘ ǊŜŦŜǊǊŜŘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŀƎŜƴŎȅΦ 

Successful Contact  
Role: FSCC 

Once successful contact is made, a Contact Note should be entered prior to updating the FCCP 

Open/Close record. See Contact Attempt for steps to create a contact note.  

If demographics data needs to be updated (e.g. additional contact info has been given by the family) see 

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. 

1. /ƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ǘƻ άSignatureέ ŀƴŘ ƻƴ ǘƘŜ File menu, select Save Progress Note (or Save Note 

depending on which Note tab you are on) 

2. Scroll to the bottom of the form 

3. Click the Sign Now button 

 

4. Check the box to agree to the terms and click Proceed 

5. Lƴ ǘƘŜ wƻƭŜ ŘǊƻǇŘƻǿƴΣ ǎŜƭŜŎǘ άWorker ς Current Userέ 

6. Your name will be listed, click Accept 

 

7. In the window that appears, in the Initials field, enter your Credentials (e.g. LCSW, BS, AS, etc.), 

or if no degree, enter your title (e.g. FSP) 
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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 

 

9. Click Finish 

 

10. Click OK to the Signature Saved message 

 
 

11. On the File menu, select Complete Signature 

12. The status will change to Complete 
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Note Recipients  
Once a user has viewed a Note from the My RIFIS > Unread Notes queue, the Recipient Status 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǇŘŀǘŜǎ ŦǊƻƳ ά¦ƴǊŜŀŘέ ǘƻ άwŜŀŘΣέ ŀƴŘ ǘƘŜ bƻǘŜ ƛǎ ƴƻ ƭƻƴger accessible to that user from 

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 has been read: 
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Edit Demographics 

 

FCCP Agreement to Participate 

Access the chiƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ aȅ wLCL{ 

page, if you are not already on the record 

Option 1 

1. Select the Demographics tab if you are not already there 

2. On the Word Merge menu, select FCCP Agreement to Participate 

 

3. Print and have the family sign 

 

Option 2 

1. Select the Assessments & Forms tab 

2. On the File menu, select Add Assessments & Forms 

3. In the άPlease Select Typeέ ŘǊƻǇŘƻǿƴ ƭƛǎǘ, choose either the FCCP Agreement to Participate 

(English) or the FCCP Agreement to Participate (Spanish) 
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4. Set the Review to Initial 

5. Enter the Review Date 

6. Set ǘƘŜ ǎǘŀǘǳǎ ǘƻ άSignatureέ 

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

 
 

8. On the File menu, select Save Assessments & Forms 

9. Scroll to the bottom of the form 

10. Click the Sign Now button 
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11. Role will be set to Consumer Relation, click the ellipsis (Χ) to search for a person 

 

12. A window will appear to search the relations linked to the Child/Youth record, enter 2 

underscores (__) to see all relations. Select one by clicking on it. 

 
 

Note 

Relations must be entered as Family Relations or as Natural Supports/Case Relations in 
ǘƘŜ /ƘƛƭŘκ¸ƻǳǘƘΩǎ ǊŜŎƻǊŘ ōŜŦƻǊŜ ǘƘŜȅ Ŏŀƴ ōŜ ǎŜƭŜŎǘŜŘ ƘŜǊŜΣ ŀƴŘ ōŜŦƻǊŜ ǘƘŜȅ Ŏŀƴ ǎƛƎƴΦ 

 

13. The selected name appears. Click Accept. 
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14. In the window that appears, in the Initials field, enter their relationship to the child/youth 

 

15. Have them sign with the mouse or touchpad 

a. Use Clear Signature if you need to redo the signature 

 

16. Click Finish 

17. Click OK to the Signature Saved message 

 
 

18. If you need a printout, on the Reports menu, select RIFIS Assessment 
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19. When finished, on the File menu, select Close Assessments & Forms 

 

Edit FCCP Open/Close 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the FCCP Open/Close tab 

3. Click on the current (non-closed) record 

 

4. The FCCP Open/Close detail page opens 

a. Update the Disposition to Open 

b. Enter the First Successful Contact Date 
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c. Be sure the correct workers are assigned 

 

Note 

When a primary worker is changed, all pending Assessments, Forms, and Plans 

for that FCCP region will be reassigned to the new worker. 

 

d. Make any other changes or add details as needed 

 

5. When finished, on the File menu, select Save FCCP Open/Close 

 

 
 

6. If you are the primary worker for the case, a workflow wizard will appear with the next step, 

Add Agency Intake 
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Tip 

If the Workflow Wizard item is cut off, close the window then click on the Ticklers menu 
ƻƴ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ. Select tƘŜ ǘƛŎƪƭŜǊ ά!ŘŘ !ƎŜƴŎȅ LƴǘŀƪŜέ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ 
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, pre-defined situations, such as when a user first saves an 

!ƎŜƴŎȅ LƴǘŀƪŜ ǿƛǘƘ ŀ ŘƛǎǇƻǎƛǘƛƻƴ ƻŦ άhǇŜƴΦέ ²ƻǊƪŦƭƻǿ ²ƛȊŀǊŘǎ ŀǊŜ ŘŜǎƛƎƴŜŘ ǘƻ ǎǘǊŜŀƳƭƛƴŜ Ƴǳƭǘƛ-step 

data entry processes and automate navigation through RIFIS. Each step in a Workflow Wizard is also a 

Tickler. A Workflow Wizard is really one 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 

ǊŜƳŀƛƴǎ ƻƴ ǘƘŜ ǿƻǊƪŜǊΩǎ ¢ƛŎƪƭŜǊ ƭƛǎǘΦ ¢ƛŎƪƭŜǊǎ Ŏŀƴ ŀƭǎƻ ōŜ ǎŜƴǘ ŘƛǊŜŎǘƭȅ ǘƻ ŀ ǿƻǊƪŜǊΩǎ ¢ƛŎƪƭŜǊ list now or 

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 be open to an FCCP region to be eligible for Agency Intake into an agency. The 

ŎƘƛƭŘκȅƻǳǘƘΩǎ !ƎŜƴŎȅ LƴǘŀƪŜ ǊŜŎƻǊŘ ǎƘƻǳƭŘ remain open until services are discontinued with that agency, 

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 can also be added directly from the Agency Intake tab by going 

to the File menu and selecting Add Agency Intake 

1. Select the task in the workflow wizard by clicking Add Agency Intake 

 

2. The Add Agency Intake page appears 

a. Enter at least the required information in the appropriate fields 

b. Overwrite any defaulted values as needed 

c. The Disposition ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ άPendingΦέ Once the family has signed the FCCP 

!ƎǊŜŜƳŜƴǘ ǘƻ tŀǊǘƛŎƛǇŀǘŜ ŦƻǊƳΣ ǎŜǘ ǘƘŜ 5ƛǎǇƻǎƛǘƛƻƴ ǘƻ άOpenέ and update the open 

disposition date. 

 

3. When finished, on the File menu, select Save Agency Intake 
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4. A new workflow wizard will appear with a list of tasks 

 

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 the open window(s) 

Edit Agency Intake  

If you need to edit the Agency Intake record, aŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ 

Search, Advanced Search, or through the My RIFIS page, if you are not already on the record 

1. Select the Agency Intake tab 

2. Click on the record you wish to edit 
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3. The Agency Intake details page appears 

 

4. When finished, on the File menu, select Save Agency Intake 

5. If additional workers need to be associated to the record, click on the Workers subpage 

 

6. On the File menu, select Assign Workers 

a. Select the worker from the dropdown and add any additional details 

 

b. When finished, on the File menu, select Save and Close Enrolled Worker 

7. On the File menu, select Close {Name of subpage} (depending on which page or subpage you 

are currently on, the text will change to reflect the current page) 

http://wellsky.com/


   

1-855-WELLSKY  WellSky.com Page 39 of 139 

Natural Supports/Case Relations  
¢ƘŜ άbŀǘǳǊŀƭ {ǳǇǇƻǊǘǎκ/ŀǎŜ wŜƭŀǘƛƻƴǎέ ǘŀō ŀƭƭƻǿǎ ǳǎŜǊǎ ǘƻ ǾƛŜǿΣ ŜŘƛǘΣ ƻǊ ŀŘŘ Řŀǘŀ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǇŜǊǎƻƴǎ 

ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ ŎƘƛƭŘκȅƻǳǘƘΩǎ ŎŀǎŜ ƛƴǘƻ wLCL{Φ ¢Ƙƛǎ ǎŎǊŜŜƴ ƛǎ ǿƘŜǊŜ ǘƘŜ ƴames, addresses, home and 

work telephone numbers, and other identifying information for non-related persons is entered. 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Natural Supports/Case Relations tab 

 

3. On the File menu, select Add New Natural Supports Search 

4. Enter the Last and First Name then click Search 

 

 
 
 

Tip 

On any filter area, click the  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, click Add New 

 

6. The Natural Supports Detail screen will show with the name pre-filled from your search 

 

7. Select the relationship from the dropdown 

8. Enter the start date as the date the Natural Support agreed to participate in family planning 

9. Enter any additional details into the remaining fields 

 
 
 

Tip 

Enter the zip code first when entering the address and the city and state will auto-filter. 

 

10. When finished, on the File menu, select Save and Close Natural Supports 
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Assessments & Forms 
¢ƘŜ ά!ǎǎŜǎǎƳŜƴǘǎέ ǘŀō ŀƭƭƻǿǎ ǳǎŜǊǎ ǘƻ ǾƛŜǿΣ ŜŘƛǘΣ ŀƴŘ ŀŘŘ ŀǎǎŜǎǎƳŜƴǘǎ ŀƴŘ ŀŘŘƛǘƛƻƴŀƭ Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴ 

forms for the child/youth and family. Existing assessments can be modified if not already marked 

complete, and new assessments can be added at any time. 

 

Note 

There are 3 options for the status of the assessment 

¶ Draft: means work is still in process 

¶ Signature: FSCC has completed the form and is ready for Supervisor review 

¶ Complete: Supervisor has reviewed and approved the form (option available 
only to supervisors) 

 

Legacy records from 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 completed by going to the 

Ticklers list, not directly from the Assessment & Forms tab. E.g., Adding the Intake 1A form when the 

child/youth is first opened to an agency. 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Assessments & Forms tab 

 

3. On the File menu, select Add Assessments & Forms 

4. {ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŀǎǎŜǎǎƳŜƴǘ ŦǊƻƳ ǘƘŜ άPlease Select Typeέ ŘǊƻǇŘƻǿƴ ƭƛǎǘ 
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5. Select the correct Review to indicate the point in time 

a. Initial (Baseline) 

b. Ongoing (one or more interim points in time between initial and Transition) 

c. Transition 

6. Enter the review date that reflects the date the review was started 

7. {Ŝǘ ǘƘŜ ǎǘŀǘǳǎ ǘƻ ά5ǊŀŦǘέ 

8. Fill out the form with the necessary information 

 

 
 
 

Tip 

Forms can be saved in Draft status without answering all the required form fields. 
However, tƘŜ άƘŜŀŘŜǊέ ŦƛŜƭŘǎ ŀǊŜ ǎǘƛƭƭ required. Once switched to Signature status, all 
required fields are then enforced. 

 

9. On the File menu, select Save Assessments & Forms 
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10. Review your responses carefully 

11. LŦ ǘƘŜ ŦƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜ ŀƴŘ ŀŎŎǳǊŀǘŜΣ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ǘƻ άSignatureέ 

 

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

 
 

13. On the File menu, select Save Assessments & Forms 

a. If you missed any required fields, you will be notified. Correct them, then continue. 

14. Scroll to the bottom of the form 

15. Click the Sign Now button 
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16. Your name will be listed, click Accept 

 

17. In the window that appears, in the Initials field, enter your Credentials (e.g. LCSW, BS, AS, etc.), 

or if no degree, enter your title (e.g. FSP) 

 

18. Sign in the box with your mouse or using a touchscreen 

a. Use Clear Signature if you need to redo the signature 

 

19. Click Finish  
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20. Click OK to the Signature Saved message 

 
 

21. OPTIONAL: Click Sign Now again to have the Child/Youth or Family sign 

a. In the Role field, select either άConsumerέ ƻǊ άConsumer Relationέ 

 

b. CƭƛŎƪ ǘƘŜ ŜƭƭƛǇǎƛǎ όΧύ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ǇŜǊǎƻƴ 

1. For relations, a window will appear to search the relations linked to the 

Child/Youth record, enter 2 underscores (__) to see all relations.  

 
 

Note 

Relations must be entered as Family Relations or as Natural Supports/Case Relations in 
ǘƘŜ /ƘƛƭŘκ¸ƻǳǘƘΩǎ ǊŜŎƻǊŘ ōŜŦƻǊŜ ǘƘŜȅ Ŏŀƴ ōŜ ǎŜƭŜŎǘŜŘ ƘŜǊŜΣ ŀƴŘ ōŜŦƻǊŜ ǘƘŜȅ Ŏŀƴ ǎƛƎƴΦ 

 

  

http://wellsky.com/


   

1-855-WELLSKY  WellSky.com Page 46 of 139 

2. For the Consumer (Child/Youth) enter their name and click Search 

 

c. Select the person by clicking on their name 

d. The selected name appears. Click Accept. 

 

e. In the window that appears, in the Initials field, enter their relationship to the 

child/youth 

 

f. Have them sign with the mouse or touchpad 

g. Use Clear Signature if you need to redo the signature 
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h. Click Finish 

i. Click OK to the Signature Saved message 

 
 

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

 

23. When finished, on the File menu, select Close Assessments & Forms 
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Assessments & Forms Options 

{ƻƳŜ ǎǘŀƴŘŀǊŘ ƻǇǘƛƻƴǎ ŀǊŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ά!ǎǎŜǎǎƳŜƴǘ ϧ CƻǊƳǎέ ǘŀō ǘƻ ŀǎǎƛǎǘ ǿƻǊƪŜǊǎ ƛƴ ǘƘŜ 

completion of their tasks. 

¶ When adding a new record, users can select Copy from Previous from the File menu to copy the 

answers from a previous record within the same child/youth record 

¶ From an existing record, users can select Duplicate from the File menu to create a new copy of 

the current assessment. Note that this is only possible when the status of the form you are 

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 the Assessments & Forms tab 

2. Select the record you wish to edit by clicking anywhere in the row 

a. Signature and Signature Complete records may not be edited 

3. Make changes or additions as needed 

4. When finished, on the File menu, select Save and Close Assessments & Forms 
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Diagnosis 
Diagnosis records are entered by supervisors. If an FSCC needs to add a diagnosis record on behalf of 

someone else, please see the steps under the Supervisor section for Add Diagnosis 

 

Plans 
!ƭƭ CŀƳƛƭȅ {ŜǊǾƛŎŜ tƭŀƴ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŀŎŎŜǎǎŜŘ ŦǊƻƳ ǘƘŜ άPlansέ ǘŀōΦ 

 

Caution 

¦ǎŜǊǎ Ƴǳǎǘ ǎŜƭŜŎǘ ά{ŀǾŜέ ŦǊƻƳ ǘƘŜ άCƛƭŜέ ƳŜƴǳ ōŜŦƻǊŜ ƳƻǾƛƴƎ ŦǊƻƳ ƻƴŜ section of the 
plan to another in order to ensure the saving of edited or added information. 

 

Add Initial Plan 
1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ Search, Advanced Search, or through the 

My RIFIS page, if you are not already on the record 

2. Select the Plans tab 

 

3. On the File menu, select Add Plan 

4. Enter all required fields 

a. Be sure to select Initial Family Service Plan as the Plan Type 

b. If this is not the initial plan, see   
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c. Duplicate a Plan/Create an Ongoing or Transitional Family Service Plan 

5. Leave the status as Draft 

 

6. When finished, on the File menu, select Save Plan (do not select Save and Close) 

7. The Plan subpages now display 

 

¢ƘŜ tƭŀƴ ǎǳōǇŀƎŜǎ ŀǊŜ ǳǎŜŘ ǘƻ άōǳƛƭŘ ŀ Ǉƭŀƴέ ŀƴŘ ǎƘƻǳƭŘ ōŜ ŀŎŎŜǎǎŜŘ ƛƴ ǘƘŜ ƻǊŘŜǊ ǘƘŜȅ ŀǊŜ ƭƛǎǘŜŘΦ !ƭƭ 

steps within each tab are necessary. Please complete all pages (Plan Information, Plan Development, 

Needs, Planned Services) or you will have missing data when you run the Family Service Plan report. 
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Add Plan Development  

The Plan Development records are designed as data collection instruments for periodic case plan 

reviews required by the agency or funding source. The plan development information is merged into a 

pre-existing report format (the Family Service Plan). 

1. Click on the Plan Development subpage 

 

2. On the File menu, select Add Plan Development 

3. From the άPlease Select Typeέ ŘǊƻǇŘƻǿƴ ƭƛǎǘ, select Family Service Plan 

 

4. Select the Review Type and enter the Review Date (These should match the plan type and date 

on the Plan Information page) 

5. Select the Agency  

 

6. {ǘŀǘǳǎ ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ ά5ǊŀŦǘέ ŀƴŘ ǿƛƭƭ ōŜ ǊŜŀŘ-only. You will be able to change it after you save 

the first time 
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7. On the File menu, select Copy Shared Response 

 

8. In the window that opens, select the most recent Team Meeting record by clicking on it 

9. The Family vision field will be populated with the Team Mission from the Team Meeting form 

 

10. Complete the rest of the fields 

11. On the File menu, select Save Plan Development 

12. LŦ ǘƘŜ ŦƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜ ŀƴŘ ŀŎŎǳǊŀǘŜΣ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ǘƻ άSignatureέ 

13. On the File menu, select Save Plan Development 

a. If you missed any required fields, you will be notified. Correct them, then continue. 

14. Scroll to the bottom of the form 

15. Click the Sign Now button 
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16. Your name will be listed, click Accept 

 

17. In the window that appears, in the Initials field, enter your Credentials (e.g. LCSW, BS, AS, etc.), 

or if no degree, enter your title (e.g. FSP) 

 

18. Sign in the box with your mouse or using a touchscreen 

a. Use Clear Signature if you need to redo the signature 

 

19. Click Finish 
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20. Click OK to the Signature Saved message 

 
 

21. Your signature appears 

 

22. OPTIONAL: Click Sign Now again to have the Child/Youth or Family sign 

a. In the Role fƛŜƭŘΣ ǎŜƭŜŎǘ ŜƛǘƘŜǊ άConsumerέ ƻǊ άConsumer Relationέ 

 

b. /ƭƛŎƪ ǘƘŜ ŜƭƭƛǇǎƛǎ όΧύ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ǇŜǊǎƻƴ 

i. For relations, a window will appear to search the relations linked to the 

Child/Youth record, enter 2 underscores (__) to see all relations.  

 
 

Note 

Relations must be entered as Family Relations or as Natural Supports/Case Relations in 
ǘƘŜ /ƘƛƭŘκ¸ƻǳǘƘΩǎ ǊŜŎƻǊŘ ōŜŦƻǊŜ ǘƘŜȅ Ŏŀƴ ōŜ ǎŜƭŜŎǘŜŘ ƘŜǊŜΣ ŀƴŘ ōŜŦƻǊŜ ǘƘŜȅ Ŏŀƴ ǎƛƎƴΦ 

 

ii. For the Consumer (Child/Youth) enter their name and click Search 
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c. Select the person by clicking on their name 

d. The selected name appears. Click Accept. 

 

e. In the window that appears, in the Initials field, enter their relationship to the 

child/youth 

 

f. Have them sign with the mouse or touchpad 

i. Use Clear Signature if you need to redo the signature 

http://wellsky.com/


   

1-855-WELLSKY  WellSky.com Page 56 of 139 

 

g. Click Finish 

h. Click OK to the Signature Saved message 

 

 
 

23. On the File menu, select Close Plan Development 

24. You are returned to the Plan Development list view 
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Add Needs/Goals 

The needs/goals, strengths, objectives, and action steps of the Family Service Plan are created in the 

Needs/Goals subpage. The needs/goals of the child/youth/family must be identified before strengths, 

objectives and action steps can be created. 

1. Click on the Needs/Goals subpage 

2. On the right side of the page, click the link ADD NEED/GOAL 

 

3. Click on the ellipsis όΧύ button to display a list of needs/goals 

 

4. Select the appropriate need/goal by clicking on it 
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5. The selected need/goal will appear in the editable Need/Goal field 

 

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

 

 
 
 

Tip 

Text boxes with two lines in the bottom right corner (like above) can be expanded by 
moving the mouse over the box outline, then click and drag to resize. 

 

6. Enter a Target Date for the need/goal if the worker and child/youth/family agree on an 

estimated time frame to meet the need/goal 

 

7. When finished, on the File menu, select Save and Close Need/Goal 

http://wellsky.com/


   

1-855-WELLSKY  WellSky.com Page 59 of 139 

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

 

Add Strength  

9. Hover over the fly-out menu at the end of the Need/Goal row 

10. Select Add Strength 

 

11. Click on the ellipsis button όΧύ on the Strength Code field 

 

12. One record will show, select the ά9ƴǘŜǊ {ǘǊŜƴƎǘƘέ ǊŜŎƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘ 

 
 

http://wellsky.com/


   

1-855-WELLSKY  WellSky.com Page 60 of 139 

13. ά9ƴǘŜǊ {ǘǊŜƴƎǘƘέ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜŘƛǘŀōƭŜ Strength field 

 

a. Delete the default text 

b. Enter the actual strength in the text box 

 

14. When finished, on the File menu, select Save and Close Strength 

a. Repeat steps 9 ς 14 if additional Strengths need to be added to this Need/Goal 

 

15. The main Needs/Goals page now displays the entered need/goal with the entered strength 

below it 
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Add Objective  

16. Hover over the fly-out menu at the end of the Strength row 

17. Select Add Objective 

 

18. Click on the ellipsis button όΧύ on the Objective Code field 

 

19. hƴŜ ǊŜŎƻǊŘ ǿƛƭƭ ǎƘƻǿΣ ǎŜƭŜŎǘ ǘƘŜ ά9ƴǘŜǊ hōƧŜŎǘƛǾŜέ ǊŜŎƻǊŘ ōȅ ŎƭƛŎƪing on it 

 

 
 

20. ά9ƴǘŜǊ Objectiveέ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŜŘƛǘŀōƭŜ Objective field 
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a. Delete the default text 

b. Enter the actual objective in the text box, be sure to make it measurable 

 

21. Enter a Target Date for the objective 

22. When finished, on the File menu, select Save and Close Objective 

a. Repeat steps 16 ς 22 if additional objectives need to be added to this Need/Goal 

 

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

the objective below that 
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Add Action Step 

24. Hover over the fly-out menu at the end of the Objective row 

25. Select Add Action Step 

 

26. /ƭƛŎƪ ƻƴ ǘƘŜ ŜƭƭƛǇǎƛǎ ōǳǘǘƻƴ όΧύ ƻƴ ǘƘŜ !Ŏǘƛƻƴ {ǘŜǇ /ƻŘŜ ŦƛŜƭŘ 

 

27. hƴŜ ǊŜŎƻǊŘ ǿƛƭƭ ǎƘƻǿΣ ǎŜƭŜŎǘ ǘƘŜ ά9ƴǘŜǊ !Ŏǘƛƻƴ {ǘŜǇέ ǊŜŎƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘ 

 

28. άEnter Action Stepέ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘe editable Action Step field 
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a. Delete the default text 

b. Enter the actual objective in the text box, be sure to make it measurable 

 

29. Enter a Target Date for the Action Step 

30. When finished, on the File menu, select Save and Close Action Step 

a. Repeat steps 24 ς 30 if additional action steps need to be added to this Need/Goal 

The main Needs/Goals page now displays the entered need/goal with the strength, objective, and action 

step(s) below it. 

 

Repeat from step 1 if additional Needs/Goals exist. 
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Note 

Needs/Goals, Objectives and Action Steps are linked to one another, but need to be 

ƳŀǊƪŜŘ ά/ƻƳǇƭŜǘŜέ ǿƛǘƘ ŀ ŎƻƳǇƭŜǘƛƻƴ ŘŀǘŜ ƛƴŘƛǾƛŘǳŀƭƭȅ ƛƴ ƻǊŘŜǊ ǘƻ ƪŜŜǇ ǘǊŀŎƪ ƻŦ 

progress. 

 

Editing Needs/Goals  

1. If not already in the plan record, select it from the Plans tab 

2. Click on the Needs/Goals subpage 

3. Click on the 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. OR if you need to remove the record entirely, then on the File menu, select Delete  

b. Click OK to confirm the deletion (Caution: this cannot be undone) 

c. Note that you cannot delete a level that has records underneath it (e.g., if an Objective 

has Action Steps linked beneath it then it cannot be deleted until the Action Steps are 

deleted) 

5. When finished, on the File menu, select Save and Close 

 

Add Planned Services 

The Planned Services subpage records and displays services that are planned to meet the needs of the 

child/youth/family. Planned Services are services identified by the family along with their FSCC and/or 

team as the anticipated means of addressing the needs of the child/youth and family. Service 

Codes/definitions are listed in Appendix A ς Service Codes of this manual. 

1. Click on the Planned Services subpage 

 

2. On the File menu, select Add Planned Service 

3. Enter the estimated start and end dates for the planned service to occur 
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4. Click the ellipsis button όΧύ beside the Service Code field  

 

5. Select the appropriate service from the list by clicking on it 

a. Use the Search By filter to narrow the results 

 

6. Click the ellipsis button όΧύ beside the Provider ID field 
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7. Select your agency by clicking on it 

 

8. If you have more services to add, then when finished, on the File menu, select Save and Add 

Planned Service (then repeat these steps), otherwise select Save and Close Planned Service 

 

 

Run Family Service Plan Report  
1. After completing all of the above steps to build the plan, click on the Plan Information subpage 

2. On the Reports menu, select Family Service Plan Report 
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Editing  the plan  
Oƴƭȅ Ǉƭŀƴǎ ǿƛǘƘ ŀ ά5ǊŀŦǘέ ƻǊ άtŜƴŘƛƴƎέ ǎǘŀǘǳǎ Ŏŀƴ ōŜ ŜŘƛǘŜŘΦ C{//Ωǎ ǿƛƭƭ ƴƻǘ ƘŀǾŜ άCompleteέ as a 

selectable status option.  

If the Initial Family Service Plan is ready to be marked ά/ompleteέ by a Supervisor, the FSCC must open it 

and change the status from ά5raftέ to άtendingέ. This will notify the supervisor but communicating 

directly with your supervisor ƛǎ ŀ ƎƻƻŘ άǎŀŦŜǘȅ ƴŜǘέ ŀǎ ǿŜƭƭΦ Note that pŀǊǘ ƻŦ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ ǊŜǾƛŜǿ ǿƛƭƭ 

be confirming that the family has signed the completed plan. 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Plans tab 

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

 

4. Perform any necessary updates 

5. When finished, on the File menu, select Save Plan 

 

Note 

άDraftέ ƳŜŀƴǎ ȅƻǳ ŀǊŜ ǎǘƛƭƭ ǿƻǊƪƛƴƎ ƛƴ ǘƘŜ ǊŜŎƻǊŘ 
άtendingέ ƳŜŀƴǎ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ŦƻǊ ŀ supervisor ǘƻ ǊŜǾƛŜǿ ŀƴŘ ƳŀǊƪ ά/ƻƳǇƭŜǘŜέ 
ά/ompleteέ ƳŜŀƴǎ ŀ ǎǳǇŜǊǾƛǎƻǊ Ƙŀǎ ǊŜǾƛŜǿŜŘ ŀƴŘ ŀǳǘƘƻǊƛȊŜd the Plan (the authorizing 

supervisor name and date appear on the Plan after being saved and closed) 
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Duplicate a Plan /Create an Ongoing  or Transitional Family Service Plan  
To preserve the original Initial Family Service Plan that the family signed and agreed to, as well as any 

subsequent agreed to plans, ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ άŘǳǇƭƛŎŀǘŜέ the latest version of the plan and use that to 

create the Ongoing (or Transitional) Family Service Plan. You could have multiple άhƴƎƻƛƴƎέ Ǉƭŀƴǎ ǿƛǘƘ 

different dates showing when Goal/Needs were complete and/or modifications were made. 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Plans tab 

 

3. Click on the row containing the record you wish to duplicate (e.g., the Initial Family Service Plan) 

4. On the File menu, select Duplicate 

 

5. Click OK to the message confirming the plan was duplicated 
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6. The page will open to the duplicated copy 

7. Change the Plan Type as appropriate 

 

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 the File menu, select Save Plan 

11. Make updates to subpages as needed 

 

 

Caution 

Anytime you are making significant ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ŦŀƳƛƭȅΩǎ plan and need them to sign a 
new copy, you will need to duplicate the previous plan.  
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Activities  
The Activities tab is the area in which you will record all services delivered to the specified child/youth 

and other family members. 

Add Activity  

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Activities tab 

 

3. On the File menu, select Add Activities 

4. Time section: 

a. The Start DaǘŜ ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ ǘƻŘŀȅΩǎ ŘŀǘŜΣ ŎƘŀƴƎŜ ǘƘƛǎ ǘƻ ǘƘŜ date the activity occurred 

b. Enter a start time 

 
 
 

Tip 

In the time fields just enter the numbers for AM times (e.g., 930 for 9:30 AM) and for 
PM times, enter the numbers and pm (e.g., 230pm for 2:30 PM) 

 

c. Enter the End Date and Time as appropriate 

d. Click on the Add button 
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e. A blank row will appear for entering additional dates/times for reoccurring activities if 

needed  

 

5. Activity Details 

a. Enter the details in order 

b. All fields in this section must be populated 

 
 
 

Tip 

Location/FCCP Funding field values are defined as follows:  

¶ Within FCCP ς service occurred within the FCCP 

¶ Referred to Another FCCP ς service occurred with another FCCP 

¶ Referred out to a non-FCCP ς service occurred with an agency/provider outside 
of a FCCP 

 

 
 
 

Tip 

For activities directly provided by FCCP staff, select Service Contract under Payer. 
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6. Activity Services 

a. Click the ellipsis button όΧύ beside the Service field  

 

b. A list of service codes is shown, select the appropriate service by clicking on it 

i. Use the search filters to narrow the results 

 

c. Depending on the unit type, the units will automatically calculate based on the Activity 

Time, or a user may need to enter the units 

d. Total cost will automatically calculate as Units x Unit Cost 

e. Fill in any additional fields as needed 

 

7. When finished, on the File menu, select Save and Close Activities 
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Edit Activity  

!ŎǘƛǾƛǘƛŜǎ ƳŀǊƪŜŘ ά/ƻƳǇƭŜǘŜέ Ŏŀƴƴƻǘ ōŜ ŜŘƛǘŜŘΦ 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎh the 

My RIFIS page, if you are not already on the record 

2. Select the Activities tab 

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

 

4. Perform any necessary updates 

5. When finished, on the File menu, select Save and 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 to maintain a log of case-related activities. 

Add Progress Note 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Progress Notes tab 

 

3. On the File menu, select Add Progress Notes 

4. Enter as many details as possible 
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5. Select the appropriate Status 

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

b. άSignatureέ ƳŜŀƴǎ ȅƻǳ have finished the note, and it is ready to sign 

c. ά/ƻƳǇƭŜǘŜέ makes the record not editable (read only) 

d. ά!ƭŜǊǘέ ƳŀƪŜǎ ǘƘŜ ƴƻǘŜ ŎƻƴǘŜƴǘǎ ŀǇǇŜŀǊ ŀǎ ŀ ǇƻǇ-up whenever anyone accesses the 

child/youth record. This is intended to be used for critical or time-sensitive information 

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

6. To add an attachment, click the Add Attachment link 

 

a. Click Choose File and select the file to upload 

 

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 that option 

c. Enter a brief description of the attachment contents 

d. Leave Category blank 

e. Click Upload (or to add multiple documents, click Upload and Add Another) 
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7. To add a Note Recipient (notify another user), click Lookup beside the Add Note Recipient field 

 

a. Search for a worker 

 
b. Select them by clicking on their name 

c. Click Lookup again to add another worker 

 

8. When finished, on the File menu, select Save and Close Progress Notes 

Edit a Progress Note 

wŜŎƻǊŘǎ ƛƴ ά/ƻƳǇƭŜǘŜέ ǎǘŀǘǳǎ Ƴŀȅ ƴƻǘ ōŜ ŜŘƛǘŜŘΦ 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊd using Children Quick Search, Advanced Search, or through the 

My RIFIS page, if you are not already on the record 

2. Select the Progress Notes tab 

3. Click on the record you wish to edit 

4. Make any edits needed 

5. Add attachments as needed by clicking Add Attachment 

 

a. Remove any existing attachments by clicking Remove under the Action column 
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6. Notify additional workers as needed by clicking Lookup beside the Add Note Recipient field 

 

a. Search for and select the worker 

 

 

 

7. When finished, on the File menu, select Save Progress Notes 

8. Go to Sign 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 notes 

are used to record contact attempts, as well as successful contacts with the family as well as any face-to-

face contacts. They can also be used to record notes with other workers/persons concerning a case. 

Add Note 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘΣ ƻǊ ǘƘǊƻǳƎƘ ǘƘŜ 

My RIFIS page, if you are not already on the record 

2. Select the Notes tab 

 

3. On the File menu, select Add Notes 

4. Select the Note Category and the Note Type will populate with available options 

5. Enter as many details as possible 

6. Select the appropriate Status 

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

b. ά{ƛƎƴŀǘǳǊŜέ ƳŜŀƴǎ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ǘƘŜ ƴƻǘŜΣ ŀƴŘ ƛǘ ƛǎ ǊŜŀŘȅ ǘƻ ǎƛƎƴ 

c. ά/ƻƳǇƭŜǘŜέ ƳŀƪŜǎ ǘƘŜ ǊŜŎƻǊŘ ƴƻǘ ŜŘƛǘŀōƭŜ όǊŜŀŘ ƻƴƭȅύ 

d. ά!ƭŜǊǘέ ƳŀƪŜǎ ǘƘŜ ƴƻǘŜ ŎƻƴǘŜƴǘǎ ŀǇǇŜŀǊ ŀǎ ŀ ǇƻǇ-up whenever anyone accesses the 

child/youth record. This is intended to be used for critical or time-sensitive information 

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

 

7. To add an attachment, click the Add Attachment link 
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a. Click Choose File and select the file to upload 

 

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 that option 

c. Enter a brief description of the attachment contents 

d. Leave Category blank 

e. Click Upload (or to add multiple documents, click Upload and Add Another) 

 

 
 

8. To add a Note Recipient (notify another user), click Lookup beside the Add Note Recipient field 
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a. Search for a worker 

 

 
 

b. Select them by clicking on their name 

 

c. Click Lookup again to add another worker 

 

9. When finished, on the File menu, select Save Notes 

10. Go to Sign a Note or Progress Note 
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Edit a Note 

wŜŎƻǊŘǎ ƛƴ ά/ƻƳǇƭŜǘŜέ ǎǘŀǘǳǎ Ƴŀȅ ƴƻǘ ōŜ ŜŘƛǘŜŘΦ 

1. !ŎŎŜǎǎ ǘƘŜ ŎƘƛƭŘκȅƻǳǘƘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ /ƘƛƭŘǊŜƴ vǳƛŎƪ {ŜŀǊŎƘΣ !ŘǾŀƴŎed Search, or through the 

My RIFIS page, if you are not already on the record 

2. Select the Notes tab 

3. Click on the record you wish to edit 

4. Make any edits needed 

5. Add attachments as needed by clicking Add Attachment 

 

a. Remove any existing attachments by clicking Remove under the Action column 

 

6. Notify additional workers as needed by clicking Lookup beside the Add Note Recipient field 

 

a. Search for and select the worker 

 

 
 

7. When finished, on the File menu, select Save and 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. /ƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ǘƻ άSignatureέ ŀƴŘ ƻƴ ǘƘŜ File menu, select Save Progress Note (or Save Note 

depending on which Note tab you are on) 

14. Scroll to the bottom of the form 

15. Click the Sign Now button 

 

16. Check the box to agree to the terms and click Proceed 

17. Lƴ ǘƘŜ wƻƭŜ ŘǊƻǇŘƻǿƴΣ ǎŜƭŜŎǘ άWorker ς Current Userέ 

18. Your name will be listed, click Accept 

 

19. In the window that appears, in the Initials field, enter your Credentials (e.g. LCSW, BS, AS, etc.), 

or if no degree, enter your title (e.g. FSP) 
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