Initial Face-to-Face Contacts
Note: In order to create an initial face-to-face contact, an assignment to the case is not needed.
Assessment Face-to-Face Contacts
Note: In order to create an Assessment Face-to-Face Contact, there must be a pending Assessment for the case.
There are three ways to create an Assessment Face-to-Face Contact: via the Create Case Work page, via the
Actions hyperlink next to the case, and via the Assessment page.
1. To create an Assessment Initial Face-to-Face Contact via the Create Case Work page, select Create > Case

Work > Assessment > Initial Face-to-Face Contact. Select the case and the participant(s) and click ‘Create.’
This will open the Case Notes page.

/= Create Case Work - Windows Internet Explorer

rCreate Case ltems rCases

.4 Administration I Moffett, Molly M. (700001)
Montgomery, Midget (92213805)

Adoption | Montgomery, Opal A. (700011)
Agreements/Notices I Moore, Demi (3221344)

moore, jane (9221445)
Assessment | Initial Face-to-Face Contact Mooretest, chloe (9222010)

. Mooretest, chloe (9222034)

Education | Mooretest, Evie (3222035) I
Eligibilty Mooretest, Jennifer A. (5221189)

Mooretest, Maddie (3221278)
ICPC Mooretest, Maddie (9222439)

Mooretest, Tessa (9222040) =]
ICWA
Imaging

r Case Participants

Narrative

Ongoing Services

Payment

|
|
|
|
Legal |
|
|
|

Permanency Consult |

Placement/Services |

FPEQENSCOlBS ueg

Planning I
& Safety Assessment I

ﬁ Safety Services I

I Strengths and Needs I

K Q[ N ) T ) ) T T

Poe [ [ [ | | [& ocalintranet | Protected Mode: OFf [va - [®100% - 4

October 2011



2. On the Case Notes page, enter the date the contact occurred in the Date field. The Category and Type will
pre-fill. Enter the Face-to-Face Location, Face-to-Face Result, and the Narrative. Use the Search hyperlink to
search out the Worker Making Contact if that is different than the Worker Creating Note. In the Participants
group box, you can change the selected participants by clicking on the desired names. Use the ‘Ctrl’ key to
select more than one participant. Click the Add Contacts hyperlink to add them to the Assessment Contact
Information group box, shown on the next page.

{= Case Notes - Windows Internet Explorer provided by DHFS - State of Wisconsin |._| E £|

cWiSACWIS Print (& Spell Check {7 Help (‘3
Caze: Moffett, Mol M ( 700001} Worker Creating Note: Fun, Fawn Worker Making Contact: Fun, Fawn ZSearch ]|
Caze Note ID: Date Entered:  02/05/2010 12:15 PM ™ WNote Finalized [7 Contact By Designes

Hote Information

Date: 02/05/2010 Category: | Initl Azsess Contact w | [T wiew Inactive Participants
Begin Time: 0200 " am @y Type | Initial Face-to-Face v | Particpants:
) . Moffett, Little Migs M. (Bio Child)
End Time: |UU:UU  am O pw Type Detail | V| Moffett, Molly M. (Refernce Person)
Spider, tzy Bitzy (Mon-Relative)
- Face-to-Face .
Duration: IUUUU.U Location: Details |Hurne‘.-"rsrt V|
. Face-to-Face
™ Billable e | occurred v

Hold down the "Cirl key for multi-zelection
Add Contacts

Harrative
Caze Note 1/1 Details

narrative entered here.. |

|ty

Dane | | | | | | -‘QLcu:aI inkranet | q“-'h - # o0 - H

October 2011 o



3. The participants selected in the Participants group box at the top of the page pre-fill in the Assessment
Contact Information group box. To add participants not listed in the Participants box above, click the Insert
button. The Begin Date is the date and time the Assessment this note is being linked to was created.
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4. Click the Save button to save the page, then click the Close button.
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5. To create an Assessment Initial Face-to-Face Contact via the Assessment page, access the pending
Assessment from your desktop. This will open the Assessment page.
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6. On the Assessment page, click on the Results tab. In the Initial Face-to-Face Contact Information group box,
click on the Create Initial Face-to-Face Contact Note hyperlink. This will open the Case Note page.
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7. On the Case Notes page, enter the date the contact occurred in the Date field. The Category and Type will
pre-fill. Enter the Face-to-Face Location, Face-to-Face Result, and the Narrative. Use the Search hyperlink to
search out the Worker Making Contact if that is different than the Worker Creating Note. In the Participants
group box, you can change the selected participants by clicking on the desired names. Use the ‘Ctrl’ key to
select more than one participant. Click the Add Contacts hyperlink to add them to the Assessment Contact
Information group box, shown on the next page.
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8. The participants selected in the Participants group box at the top of the page pre-fill in the Assessment
Contact Information group box. To add participants not listed in the Participants box above, click the Insert
button. The Begin Date is the date and time the Assessment this note is being linked to was created.
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9. Click the Save button to save the page, then click the Close button.
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10. To create an Assessment Initial Face-to-Face Contact via the Actions hyperlink, click on the Actions
hyperlink next to the case on your desktop (or from Search, where a case assignment is not needed) which has
the pending Assessment. This will open the Actions page.
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11. On the Actions page, select the Create Case Note radio button and click Continue.
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2} Actions - Microsoft Internet Explorer provided by DHFS ... |:||E E|
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Ongoing Face-to-Face Contacts

1. To create an Ongoing Initial Face-to-Face Contact, select Create > Case Work > Narrative > Ongoing
Services. Select the case and participant(s), and click ‘Create.” This will open the Case Notes page.
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2. The Case Notes page opens. Enter the date the contact occurred in the Date field, select Initial Face-to-Face
Contact for the Type, enter the Face-to-Face Location, and Face-to-Face Result. Finally, enter the Narrative.
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3. Click the Save button to save the page, then click the Close button.
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