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1.1 Introduction

The Organization design topic describes the functionality for the maintenance of
organizational entities within Florida Safe Families Network (FSFN). The organizational
structure in FSFN is composed of two primary entities - Agencies and Units. This topic paper
describes the processes and data involved in creating and maintaining these entities as well as
the process for associating these entities to geographic areas. As part of organizational
maintenance FSFN provides the necessary functions for creating, updating, and accessing a
geographically based daily On-Call Schedule. This information is collected and updated by
users who have the appropriate authorization access and security rights. The general areas
covered by this topic include agency search, agency creation and maintenance, Unit search, Unit
creation and maintenance, on-call schedule creation and maintenance, and the Contract
Management page.

Within FSEN, agency entities are created at the highest level of the organizational structure.
Entities may be Department of Children and Families (DCF) Child Agency, DCF Adult
Agency, Sheriff’s Offices (SO), or Community Based Care (CBC) organizations. Other
agencies such as Case Management Agencies and Case Management Organizations may also
have an agency structure represented within FSFN. Within each agency, entities can be
created and associated in a parent — subordinate (child) relationship to represent how the
particular agency organizes its resources. Some agencies, such as DCF Adult, may organize
resources geographically, while other agencies may organize their resources based on
budgets, programs, or some non-geographic structure.

The Unit organizational structure within FSFN represents how child and adult welfare work is
administered and where the workers are assigned to receive and perform their work. The Unit
organizational structure represents the management, ownership, and authority of all child and
adult welfare work within the state. The top level Unit is DCF headquarters which owns all
child and adult welfare work within the state. Units are created in a parent — subordinate
(child) hierarchical relationship with the parent Unit having authority over its associated child
Units. The state manages and organizes work Units along pre-established geographical
boundaries such as statewide, regions, circuits, and counties. FSFN supports unlimited levels of
parent-subordinate Unit relationships.

Workers and supervisors are associated to the Unit structure. This association provides the
basis for establishing the hierarchy of worker to supervisor for the processing of ticklers,
approvals, and other work-management functionality.

CM25 — Organization Structure November 10, 2013
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Units may be associated with an agency entity as the means of representing administrative
ownership of the resources (workers) within the Unit. For example, a County On-going
Services Unit may be associated to a CBC agency entity, a Hotline Unit is associated to the
DCF agency entity, and an Investigative Unit may be associated to a Sheriff’s Office agency.
By organizing work resources in the Unit structure and associating Units to administrative
agencies the hierarchy of work functions can be maintained separately from the organizational
entities that are providing these resources. This model allows the flexibility to create a single
“chain of command” from the top of the child welfare system to the bottom while
maintaining the necessary information about the varied organizations that are providing these
resources to these Units.

This topic does not address assignment of work and approval of work by supervisors, security
rights, or creation and maintenance of employee and worker records. These system functions
are addressed in the related topics of CMO02: Worker Assignment, CM09: Security, CM18:
Manage Worker, and CM19: Approvals.
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1.2 Pages
1.2.1 Page-Agency Search

,9 Entity Search -- Webpage Dialog
= Audit é Spell Chec|

Florida Sare Famifies Network =)

—Search Criteria
Entity Mame IC'rtrus County* Entity Ty I 'I
CEIC Lead Agency | m

CBC Fizcal Agency

DCF
Sheriff's Office

— Entity Returned
i -“ Citrus County Sheriff- Inverness - Sheriffs Office
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1.2.1.1 Page Navigation and Overview

The Entity Search page allows users to search for agency entities, such as DCF/Sheriff’s
Office/Community-based Care entities. The user navigates to this page from the Maintain
Organization - Agency menu and selects the search hyperlink on the Maintain Agency Entity

page.

The user enters basic criteria contained within the search criteria group box and clicks the
Search button to perform the search. The database is searched for data that meets the search
criteria entered and the results of the search are returned and displayed in the Entity-returned
group box.

FSEN displays the results in Outliner form. Search results sets will be returned in alphabetical
order. The user can navigate to an existing entity record by selecting the radio button next to
the entity and clicking the Continue button. The user can also expand the Entity icon to view
corresponding Subordinate Entities for entities that have Subordinate Entities associated.

1.2.1.2 Page Information

Group Box Search Criteria
Fields Entity The name of the entity for which the user is searching partial
Name search supported using the (*) wildcard character; user entered;

can be used as the sole search criterion.

Entity The type of entity for which the user is searching; user-
Type selected drop down field; can be used as the sole search
criterion.
Buttons Search Initiates a search of the database based on the information

entered in the search criteria structure.

Group Box Entity returned.
Radio Displays a row for each entity returned that matches the user-
Buttons entered criteria, sorted alphabetically; radio button selection is

mutually exclusive; selecting an entity via radio button and
clicking the Continue button navigates the user to the selected
Agency Entity record; clicking on the Entity icon will expand
the selection to display associated Subordinate Entities for

CM25 — Organization Structure November 10, 2013
Topic Paper Page 7 of 76
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entities that have Subordinate Entities associated.
Buttons Create Takes the user to create an Entity on the Agency Entity page.

Continue  Takes the user to the selected Entity record.

Close Standard Close processing.

1.2.1.3 Background Processing

e The IDs or textual information to be used in a data retrieval search will be passed to
search through the application’s master structure. The calling page will fill the data that
Search needs into this holder and then Search will read from here to obtain the data for
its use.

e If no criteria are entered by the user, the search results will include all entities stored in
the FSFN database.

e Partial searches on names can be supported using the wildcard (*) function.

e When a search is initiated by clicking the Search button, the criteria entered are matched
against information in the ORG_ENTITY table to obtain the appropriate results.

e Data retrieval “Entity Search” is a response page and therefore cannot be minimized.

e All entered criteria are used to determine the appropriate result set. (Queries use the
AND operator, not OR.)

e If a search fails, a message box stating, “No matching data found for the criteria
specified" will display.

e All information pertaining to the search results will be displayed on the entity outliner.

e When the user is finished on the Entity Search page, the user may close the page by
selecting the Continue or Close button. If the user selects an entity record via radio
button and selects the Continue button, the user will be navigated to the selected Entity
record. If the user selects the Close button, the user will be returned to the Desktop.

e The Create button on the Entity Search page is enabled only on data retrieval searches or
when a search returns no matching data. The button is disabled otherwise. Clicking on
the Create button accesses the Agency Entity page in create mode.

CM25 — Organization Structure November 10, 2013
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1.2.1.4 Save Processing

e None

1.2.1.5 CRUD Matrix

ORG_ENTITY

CM25 — Organization Structure November 10, 2013
Topic Paper Page 9 of 76



DERARE,
&,

9
09

(‘0 K

4, %
NAND
MYFLFAMILIES.COM Florida Safe Families Network

ntf
Q!‘

A2 Frg
“lrg. 4

7

1.2.2 Page — Maintain Entity Information Page

ﬁ;'http:,.-",.-"fsl'n—production.dcl'.state.l'l.us,.-" - Maintain Entity Information - Windows Internet Explorer

Florida Sare Famiiliies Wenwork Print &, | Audit B | Spell Check x| Help 7
— &gency Entity ;
Eritity 1D: 1027 Ertity Mame: |DCF Child Wiglfare - Db Search
—agency Entity Detail
Entity Twpe: [leng -
Parent Entity: DiCF Chiled Weltare Search Agency Code |D4
Status: IActive | Start Diate: [oosoosoo0o Enel Date: IDDJDEIJEIDDEI
—'Contact Information
Cortact: | Cortact Title: | E-mail: |
Phyrsical Address Mailing Address
Street: I I Street: I I
FL City I ~1 FL City: I ~1
ity I City I
Stete: I =1 zie| Stete: [Fre =1 =i
Phone: I I Phone: I I
Suncom#; I I Suncom#; I I
Fanx I Fax I
5
Done |7 Trusted sites | =i 100% - 2

1.2.2.1 Page Navigation and Overview
The user navigates to this page from the Maintain — Organization - Agency menu.

To access an existing agency entity, the user must search for the agency entity. The user can
navigate to an existing agency entity record by selecting the radio button next to the agency
entity in the search results and then selecting the Continue button. To create a new agency
entity, the user selects the Create button on the search page.

The Entity Information page is used to view, define, and create Agency Entities. Each entity is
defined in a parent-subordinate (child) relationship which describes the Agency
organizational structure. Agency Entity names are required and by policy should be unique.

There are two tabs on the Agency Entity page: a Basic tab; and an Associations tab. The Basic
tab describes Contact and Address information while the Associations tab describes the
relationships between entities and Units. By default, the Basic tab is displayed when the
Maintain Entity Information page is displayed. Accuracy of the information entered on the
Maintain Entity Information page is of great importance.

CM25 — Organization Structure November 10, 2013
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1.2.2.2 Page Information

Group Box: Agency Entity

Fields Entity ID The system- generated number assigned to the selected
entity. Read only.

Entity Nam:  The name of the entity for which the information is
displayed. Populated by using the Search hyperlink and
selecting the Entity; user selected; required.
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1.2.3 Page — Maintain Entity Information — Basic Tab

(Ir_: http:/ /fsfn-production.dcf.state.fl.us; - Maintain Entity Information - Windows Internet Explorer

—Agency Entity
Ertity ID: 1027 Erttity Mame: |BigBend Fiscal Agency Search
—Agency Entity Detail
Entity Type:
FParent Entity: Big Bend CEBC East Search Aogency Code; |TES08T
Status: |Active v Start Date: IDD.rDD.fDDDD Endl Date: IDDIDD.!'DDDD
—Contact Information
Contact: | Contact Title: | E-mait: |
Physical Address Mailing Address
Street: I ] Street I l
FL City: [ ~| FL City: [ ~|
City: | City: |
State: M| Zip I State: FL. M8 zip I
Phene: i Phone: i
Suncomd: l Suncomd; l
Fax I Fax I
|Duna | . Trusted sites | 00 v o

1.2.3.1 Page Navigation and Overview
The user navigates to this page from the Maintain — Organization - Agency menu.

To access an existing agency entity, the user must search for the agency entity. The user can
navigate to an existing agency entity record by selecting the radio button next to the agency
entity in the search results and then selecting the Continue button. To create a new agency
entity, the user selects the Create button on the search page.

The Basic tab describes Contact and Address information and by default, the Basic tab is
displayed when the Maintain Entity Information page is loaded.

The Basic tab is used to view, define, and create Agency Entities. Each entity is defined in a
parent-subordinate relationship which describes the Agency organizational structure. When
creating or updating the entity, the user will associate the entity to a Parent Entity by using the
Entity Search hyperlink and selecting the parent entity. Entity types are selected from a
drop down list and are used to identify the type of agency entity. Contact and address
information for the entity can be entered and maintained on the page. The Agency Entity
physical address City field is required as well as at least one phone number.

CM25 — Organization Structure November 10, 2013
Topic Paper Page 12 of 76



EPAR
?n W}“!

.
+
X%

NN
MYFLFAMILIES.COM

Frg
Ren
§.40

Pl
AN
4
g
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1.2.3.2 Page Information

Group Box: Agency Entity Detail

Fields

Status

Group Box

Fields

Entity type

Parent
Entity

Agency
Code

Start Date

Agency
Entity
Status

End Date

Contact

Contact
Title

E-mail

The type associated with this Entity. Drop down allows
the user to select the type of Entity in create and edit
mode; User selected; required.

The Parent Entity of the Entity for which the information
is displayed. User selected; required.

Agency Code from the Lead Agency Contract. Textbox;
enabled in create and edit mode; User entered; required.

Agency Start Date; Date; enabled in create and edit
mode; User entered; optional.

Drop down; enabled in create and edit mode; User
entered; required; default is active.

Agency Entity End Date. Date; enabled and required
when status is set to “Inactive’’; user entered.

Contact Information. The name of the person who is the
main contact for this Entity. Textbox; enabled in create
and edit mode; required.

The title associated to the person in the Contact field;
Textbox; enabled in create and edit mode, read only
in view mode; required.

The contact e-mail address; Textbox; enabled in create
and edit mode, read only in view mode. Required.
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Physical Address

Street

FL City

City

State

Z1P

Phone

Suncom#

Fax#

The number and name of the street where the Entity
is physically located; Textbox; enabled in create and
edit mode, read only in view mode; required.

The city where the Entity is physically located; Drop
down of Florida Cities; enabled in create and edit
mode, read only in view mode.

The city where the Entity is physically located;
Textbox; enabled in Create and edit mode, read only in
view mode; required if a FL City value is not selected.

The state where the Entity is physically located; Drop
down; enabled in Create and edit mode; default value FL;
read only in view mode; required.

The ZIP code (including the +4) of the city where the
Entity is physically located; Textbox; enabled in Create
and edit mode, read only in view mode; required.

The phone number (including the extension) of the
physical location of the Entity; Textbox; enabled in
Create and edit mode, read only in view mode; required.

The Suncom number of the physical location of the
Entity; Textbox; enabled in Create and edit mode, read
only in view mode.

The Fax number of the physical location of the Entity;
Textbox; enabled in Create and edit mode, read only in
view mode.

Mailing Address  gtreet

The number and name of the street for the location
where the Entity receives mail; Textbox; enabled in
create and edit mode, read only in view mode.
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FL City

City

State

Z1P

Phone

Suncom#

Fax#

Options Provider
Repayment

Method

The city where the Entity receives mail; drop down of
Florida Cities; enabled in create and edit mode, read only
in view mode.

The city for the location where the Entity receives
mail; Textbox; enabled in Create and edit mode, read
only in view mode. Required if a FL City value is not
selected.

The state for the Entity’s Mailing Address; Drop down;
default value FL; enabled in create and edit mode, read
only in view mode.

The ZIP code (including the +4) for the location where
the Entity receives mail; Textbox; enabled in create and
edit mode, read only in view mode.

The phone number (including the extension) for the
location where the Entity receives mail; Textbox;
enabled in create and edit mode, read only in view mode.

The Suncom number for the location where the Entity
receives mail; Textbox; enabled in create and edit mode,
read only in view mode.

The Fax number for the location where the Entity
receives mail; Textbox; enabled in create and edit mode,
read only in view mode.

Navigates user to the Provider Repayment Method page.

1.2.4 Pop-Up page - Provider Repayment Method
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2 Provider Repayment Method -- Webpage Dialog

FSFN

Repayment Method

" Reduce by Total Owverpaymentz - Allow Negative Invoice

" Reduce by Total Owverpaymentz - Do Mot Allow Megative Invoice

" Reduce Future Paymentz by Monthhy Amcunt:; 5

[ service Batch Applicable

swve | close |

1.2.4.1 Page Navigation and Overview

The Provider Repayment Method page is accessed from the Options drop down in the Basic tab
of the Maintain Entity Information page, by selecting the Provider Repayment Method option
and pressing the Go button. The Options drop down is only available when an entity of type
“CBC Fiscal Agency” is selected in the Entity Type field, and the page can only be accessed by
a Fiscal Worker with appropriate security.

Headquarter and Region Security Officers use this page to manage the provider
repayment method at the Fiscal Agency level therefore each Fiscal Agency will be able to
maintain a default repayment method for all providers. Workers can also indicate that the
repayment method will be handled at the Individual Payment level. This is discussed in
detail in the FMOI: Process Payments topic paper.

Group Box: Repayment Method

CM25 — Organization Structure November 10, 2013
Topic Paper Page 16 of 76
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Fields

Buttons

Reduce by Total
Overpayments -
Allow Negative
Invoice

Reduce by Total
Overpayments -
Do Not Allow
Negative Invoice

Reduce Future
Payments by . . .

Monthly Amount

Service Batch
Applicable

Save

Close

Selecting this option (PAYMENT.cd_ovp_mthd = 1)
designates that the total overpayment amount (less any
existing adjustments) should be removed from the
provider’s next check from this Fiscal Agency, regardless
of if it results in a negative invoice.

Selecting this option (PAYMENT.cd_ovp_mthd = P)
designates that the total overpayment amount (less any
existing adjustments) should be removed from the
provider’s next check from this Fiscal Agency, but not
allowing this to result in a negative invoice.

Selecting this option (cd_ovp_mthd = R) designates that the
amount entered in the Monthly amount field should be
removed from the provider’s next check from this Fiscal
Agency. This option is the default selection for new
providers.

This field is enabled and required when Reduce Future
Payments by...” is selected. Workers use this field to
designate the dollar amount to be deducted on a monthly
basis from payments made to the provider from this Fiscal
Agency. A monthly amount of $0.00 is the default value for
new providers.

Check box to indicate if the overpayment will be subject to
the rule whereby it can only be recovered using payments
from the same Service Batch as specified on the associated
Service Type. For example an overpayment for the Foster
Home Service Batch will be recovered from Foster Home
funds. User-selected check box.

Standard Save processing.

Standard Close processing.

1.2.4.2 Background Processing
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1. If the “Reduce by Total Overpayment Amount — Allow Negative Invoice” radio
button is selected in the Repayment Method group box, then cd_ovp_mthd = “1.”

2. 1If the “Reduce by Total Overpayment Amount — Do Not Allow Negative Invoice”
radio button is selected in the Repayment Method group box, the cd_ovp_mthd = “P.”

3. If the “Reduce Future Payments” radio button is selected in the Repayment Method
group box, then cd_ovp_mthd = “R.” The Monthly Amount field is enabled and

required.

1.2.4.3 Save Processing

e  When the user clicks on the Save button, the information is saved (inserted or updated)

to the PROV_REPMNT_MTHD table.

1.2.4.4 CRUD Matrix

Table Name

Create

Read

Update

elete

ORG_ENTITY
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1.2.5 Page — Maintain Entity Information — Associations Tab

— Agency Entity
Entity ID; 1027 Erttity Mame: DCF Child Weltare - Dd Search
— CBC Lead Agency Association
Family Support Services - A City - CBC Lead Agency Remove ﬂ
CLAY & BAKER KIDS NET, INC. - B City - CBC Lead Agency Remove
FAMILY MATTERS OF NASSAU COUNT - C City - CBC Lead Agency Remove
5t Johns County Commission - D City - CBC Lead Agency Remove =
=3
— Subordinate Entities r—Associated Units
040405-DLYVAL-MISZION & SUPPORT PLANNING ﬂ
040420-DLIYAL-CLIEMT RELATIONS
MEZ-04-LICEMSING & BACKEROUND SCREEMING
043930-STJICLAY /BAK-CPI ADMIN (MEDLOCK)
0424 22-CLAY-CF|
04291 0-DUY AL-PROGRAM ADMIM (ZIDLICKY )
040469-DLVAL-RECRUIT RETENT & PLACE
041011-DUY AL-ARS
042993-DUNY AL -PROGRAM ADMIN (GRANT)
041016-DUVAL-ARS
04201 8-DUY AL-PSFC
040467 -DUY AL-REVENUE MAKIMZATION LI
[pane ] O o [Fioow -

1.2.5.1 Page Navigation and Overview
The user navigates to this page from the Maintain — Organization - Agency menu.

To access an existing agency entity, the user must search for the agency entity. The user can
navigate to an existing agency entity record by selecting the radio button next to the agency
entity in the search results and then selecting the Continue button. To create a new agency
entity, the user selects the Create button on the search page.

The Basic tab is displayed by default when the Maintain Entity Information page is loaded.
The user selects the Associations tab to display the Associations tab information.

Note: The Associated Units listed in the screen shot above are entered for demonstration
purposes, and are not intended to reflect actual Units to be in FSFN.

Group Box: CBC Lead Agency Association

CM25 — Organization Structure November 10, 2013
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Fields (no label)

The Name and Physical Address City; Repeating for each
Selected; System derived for each of the associated CBC
Lead Agencies. Read Only.

Group Box: Subordinate Entities

Fields (no label)

Group Box

Fields (no label)

Options

Links Search
Search
Remove

Buttons Insert
Save
Close

Subordinate Entities of the Entity displayed. System derived
from the Entities which have been associated with this Entity
as the Parent Entity. Read Only.

Associated Units

A list of Unit names of the Units associated with the Entity
displayed. Read only.

None

Agency Entity Group Box: Selecting the Search hyperlink
opens the Search page which allows the user to select the
Entity for which the information is displayed. Search Basic tab:
Agency Details Group Box: Selecting the Search hyperlink

Basic tab: Agency Details Group Box: Selecting the Search
hyperlink opens the Search page which allows the user to
select the Parent Entity.

Associations tab: CBC Lead Agency Association Group
Box: Deletes the CBC Lead Association record from the
Org_Entity_LeadAssoc table.

Associations tab: Launches the CBC Lead Agency Search
Standard Save processing.

Standard Close processing.

1.2.5.2 Background Processing
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e The information for the agency is populated after the user selects the Search link in
the Agency Entity group box, and then on the Agency Entity Search window, selects
a radio button next to an agency entity, and selects Continue. All required fields on
the Basic tab must be completed

1.2.5.3 Save Processing
e All required fields must be populated with values.
e The Agency Entity Name must be unique.

o Error Message: “Agency name already exists in the system. Please check
and enter a different name”

e When in Create mode, a new record is added with the defined values to the
ORG_ENTITY table.

e  When in Update mode, the modified values replace the existing record values on the
ORG_ENTITY table.

e If Status is set to Inactive, the Agency Entity cannot:

o Have active subordinate (child) Entities

o Have active Units associated

o be the ONLY CBC Lead Agency associated to another Active Agency Entity
e Atleast one (1) CBC Lead Agency association must be defined.

1.254 CRUD Matrix

Table Name Create Read Update elete
ORG_ENTITY X X X
ORG_ENTITY_LEADASSOC [X X X X
ORG_UNIT X

1.2.6 CBC Lead Agency Search Page
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J CBC Lead Agency Search -- Webpage Dialog

Florida Sare Famiilies Networic Print &, | Audit

—CBC Lead Agency
" gl BIG BEND CBC EAST - C City - CBC Lead Agency

" g BIG BEND CBC WEST- D City - CBC Lead Agency

i CBC of Brevard - B City - CBC Lead Agency

" @i CBC of Seminole - D City - CBC Lead Agency

" @i CHARLEE - D City - CBC Lead Agency

O gmf ChildMNet Inc.- © City - CBC Lead Agency

¢ g Child and Family Connections - B City - CBC Lead Agency
' g Children's Network of W Flori - A City - CBC Lead Agency

" g CLAY & BAKER KIDS MET, INC.- B City - CBC Lead Agency b
g COMM. PARTNERSHIP FOR CHILDREN - B City - CBC Lead Agency

e -ﬁFAMIL‘Y’ CONTINUITY PROGRAM - B City - CBC Lead Agency

I -“ Families First Metwark - A City - CBC Lead Agency

' gEd FAMILY MATTERS OF NASSAU COUNT - D City - CBC Lead Agency

€ ggi Family Services of Metro Orlan - C City - CBC Lead Agency

e -‘:‘:Family Suppart Services - © City - CBC Lead Agency

o .ﬁHEARTLAND FOR CHILDREM, ING. - D City - CBC Lead Agency

g Hillsborough KIDS, Inc. - C City - CBC Lead Agency

g Kids Central, Ine. - C City - CBEC Lead Agency

g Our Kids Inc.- A City - CBC Lead Agency

" g PARTHNERSHIP FOR FAMILIES, INC. - B City - CBC Lead Agency

 gmd PARTNERSHIP FOR STRONG FAMILIE - A City - CBC Lead Agency

£ gt St Johns County Commission - A City - CBC Lead Agency

O gg# United for Famnilies - A City - CBC Lead Agency |

1.2.6.1 Page Navigation and Overview

The CBC Lead Agency Search page allows users to select and associate a CBC Lead Agency
to an Agency Entity record. The user navigates to this page by selecting the Insert Button on
the Associations tab of the Entity Information page.

The user selects the appropriate CBC Lead Agency by selecting the radio button adjacent to
the repeating rows of defined CBC Lead Agencies and then selecting the Continue button. At
least one CBC Lead Agency must be associated to each Active Agency Entity.

Group Box: CBC Lead Agency
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. Displays a row for each entity returned that matches an
Radio Entity Type of CBC Lead Agency, DCF, Sheriff’s Office, and

Buttons a Status of Active, sorted alphabetically; radio button
Selection is mutually exclusive; selecting an entity via radio
button and clicking the Continue button associates the CBC Lead
Agency to the current Agency Entity.
Associates the CBC Lead Agency to the current Agency
Buttons Continue

Entity and returns the user to the Maintain Entity Information —
Associations tab of the current Agency Entity record.

Close Standard Close Processing.

1.2.6.2 Background Processing

e  When the user is finished on the CBC Lead Agency Search page, the user may close
the page by selecting the Continue or Close button.

e If the user selects an entity record via radio button and selects the Continue button:

o A record is added to the Org_Entity_LeadAssoc table, provided an association
does not already exist for the same selected CBC Lead Agency.

o The user will be navigated to the Maintain Entity Information — Associations
tab of the current Agency Entity record.

o [If the user selects the Close button, the user will be returned to the user will be
returned to the Maintain Entity Information — Associations tab of the current Agency
Entity record.

1.2.6.3 Save Processing

¢ None

1.2.6.4 CRUD Matrix

Table Name Create Read Update elete
ORG_ENTITY X
ORG_ENTITY_LEADASSOC [X X

1.2.7 Unit Search Page
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@ Unit Search -- Webpage Dialog

Florida Safe Families Network: ‘& B %y Help 2

—Search Criteria

Unit Mame ID?-‘l‘I * Unit Type I vI Program Type IChiId VI
Geography Type I vI Location I VI

—Units Returned
 gEg# 074111-BREVARD-FS CFl  Active

O g 07T4123-BREVARD-FS PS  Inactive
g 074141-BREVARD-FS FC  Inactive

Create Cuniinge Close

1.2.7.1 Page Navigation and Overview

The Unit Search page allows users to search for Units, such as D03 Child Protective
Investigations. The user navigates to this page from the Maintain — Organization - Unit menu
and selects the Search hyperlink on the Maintain Unit Information page.

The user enters basic criteria contained within the search criteria group box and clicks the
Search button to perform the search. The database is searched for data that meets the search
criteria entered and the results of the search are returned and displayed in the Units Returned

group box.

If the user navigated here from the Search hyperlink on the Maintain Unit Information page,
the user may select the radio button next to the desired Unit and click on the Continue button.
The user will be returned to the Maintain Unit Information page. The system will populate the
Unit information on the page with the information from the Unit selected on the search page.

November 10, 2013
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If the user navigated here from Utilities: Search, then FSEN displays the results in Outliner
form. Search result sets will be returned in alphabetical order. The user can navigate to an
existing Unit record by selecting the radio button next to the entity and clicking the Continue
button. The user can also expand the Unit icon to view corresponding subordinate Units for
Units that have subordinated Units associated.

1.2.7.2 Page Information

Group Box: Search Criteria

Fields Unit Name

Unit Type

Program
Type

Geography
Type

Location

Buttons

The name of the Unit for which the user is searching; partial search
supported using the (*) wildcard character; user entered; can be used
as the sole search criterion.

The type of Unit for which the user is searching; user-selected drop
down field; can be used as the sole search criterion.

The type of program associated with the Unit for which the user is
searching; user-selected drop down field; can be used as the sole
search criterion.

The type of geography associated with the Unit for which the user
is searching; user-selected drop down field; can be used as the sole
search criterion.

The location of the Unit for which the user is searching; user-
selected drop down field; can be only be used in conjunction with
Geography Type.

Search Initiates a search of the database based on the information
entered in the search criteria

Group Box: Units Returned
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Radio
Buttons

Buttons

Displays a row for each Unit returned that matches the user-entered
criteria, sorted alphabetically; radio button selection is mutually
exclusive; clicking on the Unit icon will expand the selection to

display associated Subordinate Entities.

Create Takes the wuser to «create a Unit on the Maintain Unit
Information page in create mode.

Continue Enabledwhen a radio button is selected;opens the
Maintain Unit Information page for the selected Unit.

Close Standard Close processing.

1.2.7.3 Background Processing

The IDs or textual information to be used in a data retrieval search will be passed to
search through the application’s master structure. The calling page will fill the data
that Search needs into this holder and then Search will read from here to obtain the
data for its use.

If no criteria are entered by the user, and the user clicks on Search, an error message
will display stating “Please enter search criteria.”

If a worker enters just the wildcard (*) function in the Unit Name field, the search
results will include all entities stored in the FSFN database.

Partial searches on names can be supported using the wildcard (*) function.

When a search is initiated by clicking the Search button, the criteria entered are
matched against information in the ORG_UNIT table to obtain the appropriate
results.

Data retrieval “Unit Search” is a response page and therefore cannot be minimized.

All entered criteria are used to determine the appropriate result set. (Queries use the
AND operator, not OR.)

If a search fails, a message box stating, “No matching data found for the criteria
specified" will be displayed.

All information pertaining to the search results will be displayed in the Units
Returned group box.
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e When the user is finished on the Unit Search page, the user may close the page by
selecting the Continue or Close button. If the user selects an entity record via radio
button and selects the Continue button, the user will be navigated to the selected Unit
record. If the user selects the Close button, the user will be returned to their point of
origin but no data transfer will occur if they came here from the Maintain Units

Information page.

e If a Unit is a Parent Unit, drill down capability to the Subordinated Units is
available. Either the parent or the subordinated Unit may be selected, but only 1.

1.2.7.4 Save Processing

¢ None

1.2.7.5 CRUD Matrix

Table Name

create

Read

Update

elete

ORG_UNIT
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1.2.8 Page — Maintain Unit Information Page

a http:/ /FsfnDl.dnsalias.net: 7003 - Maintain Unit Information - Windows Internet Explorer provided by CGI

Florida Safe Famifies Network

Print "5, | Audic By | Spellcheck 4 Help 7

Unit
FUn'rt Mlarme:

Search Umit 10

Physical Address

Program Type: Iﬁ Parent: Search
Supervisor: AgEncy: Search
Unit Type: Iﬁ Status: Iﬁ
Start Date: [FEmrEmy | End Date: [pomnanann |

Mailing Address

Street: I I Streat: I I
FL City: | LI FLCity: I LI
City: I City: I
State: [FL =1 i State: [FL =l zip|
Phone: | | Phore: | |
Suncom#: I | Suncomi: | |
Fae I— Fanc: I—
@ Done I_,_,_|_|_|° Internet G

1.2.8.1 Page Navigation and Overview

The user navigates to this page from the Maintain — Organization - Unit menu. This page is
used to create, edit, or view information on Units. To create a Unit, the user navigates to this
page and searches for the name of the Unit they wish to create (to assure that they are not
attempting to create a duplicate record). Assuming that the Unit name is not found, they select
Create on the Unit Search page and are returned to Maintain Unit page, where the Unit Name
field will be enterable. The user completes the first 2 tabs on this window and sets the Status
to Pending, and then saves the record. The Unit must remain in pending status until the user
enters a supervisor for the Unit on the Employee Management Information page. After a
supervisor is assigned, the worker returns to the Maintain Unit page in edit mode and changes
the status to Active. (This process maintains the rule that all active Units must have an active
supervisor.)
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1.2.8.2 Page Information

Group Box: Unit

Fields Unit Name

Unit ID

The name of the Unit for which the information is

Displayed. Populates with the name of the Unit, selected by using
the Search link. Enabled text box in create mode, but only after the
worker searches for the name on the Unit Search window and
Clicks Create on the Unit Search window after the name is not
found. Required

The system assigned identification number of the Unit for

Which the information is displayed. Populates with the System
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1.2.9 Maintain Unit Information page — Basic Tab

772 http:/ /fsfn-production.dcf.state.fl.us/ - Maintain Unit Information - Windows Internet Explorer Mi=1E3
Florida Safe Families Network: Print. B, | Audt B | Spelicheck 7 Help ?
— Unit
Unit Name: P7‘111-EEVARD-FSCPI Ung ID: 42148
Program Type: IQId 'I Parent: 074003-BREVARD-FS POA Search
Supervisor: Agency: DCF Child Weltare Search
Unit Type: Ihvesﬂgdon vI Status:
Start Date: ﬁmnseo End Date:
Physical Address
Mailing Address
Street: ' Street: | |
FLCey: -
FLty | = i ! _
City:
cty. [Fockiedge I
State: FL > Zipx
State = zof I = zol
Phone: F I
Suncom#: l l
Fax I
Fax I
Done T [ Trusted skes [Fi00% -

1.2.9.1 Page Navigation and Overview

This page is opened by navigating to the Maintain Unit Information page and selecting the
Basic tab. This tab allows the user to view or enter basic information about the Unit. It is
required that a Physical Address be entered for the Unit, but the Mailing Address is optional.
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1.2.9.2 Page Information

Fields Program Type

Parent

Supervisor

Agency

Unit Type

Start Date

End Date

Status

Physical
Address

Drop down. Allows the user to select the program type
associated with this Unit. Required.

The parent of the Unit displayed; Populates with the parent of
the Unit; May be changed by searching for and selecting
another Unit for the parent; Required.

The supervisor for the Unit displayed. Populates with the
Supervisor assigned to this Unit. Read only. This will no
display in create mode until there is a Supervisor assigned to
the Unit and the Unit is made Active.

The Agency associated with the Unit displayed. Populates
with the Agency associated with this Unit. May be changed by
searching for and selecting another Agency using the
Search hyperlink to its right on the tab. Required

Drop down. Allows the user to select the Unit
ty pe associated with this Unit. Required.

The starting date of the status entered for this Unit. Pre-
populates with the start date of the current status. Required.

The end date for a status. Conditionally enabled and
required only if the Status is changed to Inactive. Populates
with the end date last entered if the current status is Inactive.
End date cannot precede Start Date

Drop down. Populates with the current status of this Unit.
Allows the user to change the status of this Unit (Active,
Inactive, or Pending). Required.
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Mailing
Address

Street

FL City

City

State:

Z1pP

Phone

Suncom#

Fax#:

Street

FL City

City

State

Z1pP

The number and name of the street where the Unit is
phvsicallv located. Textbox. Reauired.

The city where the Unit is physically located. Drop down.

The city where the Unit is physically located. Textbox

required if no Florida City value has been selected.

The state where the Unit is physically located. Drop down,
required, defaults to FL.

The ZIP code (including the +4) of the city where the Unit is
physically located. Textbox, required.

The phone number (including the extension) of the physical
location of the Unit. Textbox, required.

The Suncom number of the physical location of the Unit.
Textbox not required.

The Fax number of the physical location of the Unit.
Textbox not required.

The number and name of the street for the location where the
Unit receives mail. Textbox not required.

The city for the location where the Entity receives mail. The
city where the Unit is physically located. Drop down.

The city for the location where the Unit receives mail. Textbox
required if no Florida City value has been selected.

The state for the Unit’s Mailing Address. Drop down, not
required; defaults to FL

The ZIP code (including the +4) for the location where the
Unit receives mail. Textbox, not required
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Phone The phone number (including the extension) for the location

where the Unit receives mail. Textbox, not required

Suncom# The Suncom number for the location where the Entity receives
mail. Textbox, not required

Fax# The Fax number for the location where the Unit receives mail.
Textbox not required.

Onptions None
Links  Search Selecting the Search hyperlink opens the Unit Search page
) which allows the user to select the Unit for which information
Unit Group Box will be displayed on this page.
Search Selecting the Search hyperlink opens the Unit Search page

which allows the user to select the Unit to be the parent of the

lliaslldc tab— Parent ypit displayed. Enabled in edit mode, disabled in view mode.
ie

Search Selecting the Search hyperlink opens the Agency Search page
) which allows the user to select the Agency associated with this
Basic tab— Agency ypit. Enabled in edit mode, disabled in view mode. Required.

Field
Buttons Save Standard Save processing.
Close Standard Close processing.

1.2.9.3 Background Processing

o The information for the Unit is populated after the user selects the Search link in the
Unit group box, and then on the Unit Search page, selects a radio button next to a
Unit and selects Continue.

* A physical address and phone number are required to save, but a mailing address is
not required.
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Searches the ORG_WORKER_ROLE table for the Unit Supervisor.

1.2.9.4 Save Processing

All required fields on the Basic tab must be completed, and there must be at
least one record completed on the Geography Served tab, and Supervisor for save
processing to occur if the Unit Status Field is Active. The Parent Unit must be
an Active Unit.

o Error Message: “Please enter data in the fields that are highlighted — Unit
must have at least one Geo Served area”

o FError Message: “Please enter data in the fields that are highlighted —
Supervisor is required for an Active Unit”

o Error Message: “Cannot activate this Unit, has inactive Parent Unit.”
The Unit Name must be unique.

o Error Message: “Unit name already exists in the System. Please check and
enter a different name.”

Save processing may occur from any of the three (3) tabs, but this same
validation process will apply.

Save processing when the Unit Status field is Pending requires only the
required Unit Name field to be populated.

Upon Save, system validates the dates entered and displays the following message
if applicable. “Error Message “End date cannot precede Start Date”

1.2.9.5 CRUD Matrix

Table Create Read Update elete
ORG_UNIT X X X
ORG_ENTITY X
CM25 — Organization Structure November 10, 2013
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ORG_WORKER_ROLE
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1.2.10 Maintain Unit Information page — Geography Served Tab

£~ Maintain Unit Information - Windows Internet Explorer "W Mchfer ﬂ |:J|E||XJ
Florida Safe Families Network Herd Bk | At B spelcheck ) Sasee
Unit
Unit Ma_he::l |C4 DiOH Investigative Services Search J.JnlL-l'D:_- 100001502
Unit ¥Wao rl-_l-' fs
Unit Geographical Locations
Region Cireuit County
[ T 04 Delete
| Dl Delete
foone 8 Local intranst fgo= | Biaon -

1.2.10.1 Page Navigation and Overview

This page is opened by navigating to the Maintain Unit Information page and clicking on the
Geography Served tab. This tab shows the geographical areas served by this Unit. For each
row displayed, the field furthest to the left shows the limits of the geographic area served. So
in the example shown above, the Unit services Circuit 04, but not the remaining area of the
Northeast Region. If Circuit was blank, that would indicate that the Unit services all of the
Northeast Region. Selecting a value in the Region field (which is required) will limit the
values available in the Circuit field to those Circuits in the selected Region. Selecting a
Circuit will limit the values in the County field.
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1.2.10.2 Page Information

Group Box: Unit Geographical Locations

Fields Radio Button

Region:
Circuit:
County:
Option
Links Delete

Radio button which allows the user to select the row to edit when
there are multiple rows on the page. Only the row with the
radio button selected is editable.

Drop down which enables the user to select the name of a
Region which is served by this Unit. Required.

Drop down which enables the user to select the name of a
Circuit which is served by this Unit. Filtered to only show the
Circuits associated with the Region selected. Conditionally
enabled after the Region is selected. If a Circuit is selected, the
other Circuits in that Region will be excluded. Not required.

Drop down which enables the user to select the name of a
County which is served by this Unit. Filtered to only show the
Counties associated with the Circuit selected. Conditionally
enabled after the Circuit is selected. If a County is selected, the
other Counties in that Circuit will be excluded. Not required.

None
Link which enables a user to delete a geographic location.

Record. At least one geographical location must remain for the
Unit to remain active.
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Buttons Insert

Save

Close

Inserts a new blank row which allows the user to enter a new
geographic location served by this Unit. Enabled, not required.

Standard Save processing.

Standard Close processing.

1.2.10.3 Background Processing

e When the user selects Insert, a new blank row is inserted in the Unit Geographical
Locations group box. After the worker has selected a value in at least one of the drop
downs in this group box, they may click on Insert and insert another blank row.

e If a worker has clicked on Insert and inserted a blank row, selecting the Insert button
again will NOT create another blank row unless they have selected a value in at least one
of the drop downs in the blank row previously inserted.

e  When a new row is inserted, the radio button on the new row is automatically

selected.

¢ Only the row with the radio button selected is editable. The worker may select a
different radio button and edit that row. Any number of rows can be inserted and/or
edited prior to save.

When a new row is inserted, only the Region field is enabled. After a Region is
selected, the Circuit field is enabled and contains all of the Circuits associated with
the selected Region. If a Circuit is selected, the County field becomes enabled and
contains only the values associated with that Circuit.

1.2.10.4 Save Processing

e At least one geographic record consisting of at least a Region must be selected in order
to save the record. Note that “Statewide” is an option in the Region drop down.

e The Geographical Area Served by the Subordinate Unit must be a subset of the
Geographical Area Served by the Parent Unit.

e Error Message: “Unit serving location not matching Parent.”
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Multiple new rows may be saved simultaneously as long as there is at least one value
selected in a drop down on each row. The intent is to allow a worker to add multiple

Circuits, for example, with one click of the Save button.

1.2.10.5 CRUD Matrix

ORG_LOCATION

ORG_LOCATION_UNIT X X
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1.2.11 Maintain Unit Information page — Unit Workers Tab

17 http:,

fsfn-production.dcl.state.flus

Maintain Unit Information

Windows Internet Explorer

= R |

Florida Sare Famjlies INetwork Pt & | fude B ) Spelcheck U ) Heb ?
Unit
Uinit Name: [rati1ereEvARDFS CA Search Unt IO 42148
Unit Workers
—Unit Workers

Worker Name JobClass Security User Group Status -
Acting Supervisor CFf Supervisor Active
Acting Supervisor CPt Supervisor Active
Screenar Screener Only - Chid Active
cel cot Active
Specialst L2 CPi Speciakst L2 Active
Pl cA Active
Unt Supervisor CPl Supervisor Active
Acting Supervisor CPI Supervisor Active
Acting Supervisor CPt Supervisor Active
Acting Supervisor CPt Supervisor Active
Screensr Screener Onldy - Chid Active
Acting Supervisor Pt Supervisor Active =
CPI Support Staft Admmin Overview with Reporter Active
o o Active >l

Done T T T [ Trsted skes [Foee -

1.2.11.1 Page Navigation and Overview

This page is opened by navigating to the Maintain Unit Information page and clicking on the
Unit Workers tab. This tab is used to see all of the workers currently associated with this Unit
that are Active as well as those workers associated with the Unit that are Inactive. The tab also
displays the Job Class and Security User Group of each worker.
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1.2.11.2 Page Information

Fields Name The name of a worker associated with this Unit. Read
Only.
Job Class The Job Class of the worker for their association with this

Unit. Read Only

Security User The Security User Group assigned to the worker.

Group
Status The status of the worker for their association with this Unit. Read
Only.
Links None
Buttons Save Standard Save processing.
Close Standard Close processing.

1.2.11.3 Background Processing

e Display all of the workers who have an active or an inactive Worker Unit Assignment
associated with this Unit.

e Workers with an active status are displayed on top, followed by workers with an inactive
status.
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1.2.11.4 Save Processing

e This tab is read only, but save processing will verify the fields on the other tabs on this

page prior to saving.
1.2.11.5 CRUD Matrix

ORG_WORKER_ROLE
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1.2.12 Page — On-Call Schedule Basic

M=l E3

{2 http:/ /fsin-production.dcf.state.flus/ - Maintain On-Call Schedule - Windows Internet Explorer

Florida Safe Famlies INetwork Pt B | Aude B | Spelcheck /) Heb ?

—On.Call Schedule

Select Courty. [Alachua ¥] seectmortn [January ¥]  Select vesr [2008 ¥ Program [Chid ¥)

—Recening Unit Contact Information

Phone: Main: Suncom: Fax:
Supervisor:
Work: Cek Home: Cther:
—On.Call Supenisors for January 2008
SearchPrimary Supervisor - SearchBackup Supervisor -
County Sheriff Phone: F Services Contact:
—Schedule Comments
AYTIME TEL # 2
LEASE DO NOT LEAVE MESSAGES FOR OTI REQUEST,

LEASE NOTE ON CALL HOURS ARE 5P-12AM, 12AM-8AM WEEKDAYS AND S8AM-5PM UPFRONT INVESTIGATOR AND
AM-BAM BACKUP INVESTIGATOR WEEKENDS.

=

Done [T T T Trusted stes [Rio% -

1.2.12.1 Page Navigation and Overview

Authorized users navigate to the page from the Utilities — On-Call Schedule — Maintain menu
selection.

The On-Call Schedule is used to provide Contact information to the CI Unit workers when
Immediate Intakes are distributed. An On-Call Schedule is created and maintained for both
Adult and Child programs and is defined for each County by month and year. Contact
information for Supervisors and Investigators, selected from the Investigative Units within the
specified county, and is used to populate the On-Call Schedule.
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There is only one Adult program Receiving Unit and only one Child program Receiving Unit
for each county. The supervisor for each of the Receiving Units is responsible for the On-Call
Schedule within their county. Monthly On-Call supervisors are defined to manage the On-
Call schedule workers for each month. Additional information for the On-Call Schedule is:
the local county’s Sheriff’s Office phone number; a Services Contact phone number; and

monthly Schedule Comments.

1.2.12.2 Page Information

Group Box: On-Call Schedule

Fields Select
County

Select Month

Select Year

Program:

List of Florida Counties. User-selected drop down; required; no
default value; Required.

List of the twelve months. User-selected drop down;
required; no default value; Required.

List of current and future years. User-selected drop down; required;
no default value; Required.

Adult or Child; User-selected drop down; required; no default
value; Required.

Group Box: Receiving Unit Contact Information

Fields Phone Main
Suncom
Fax

Supervisor

Work

Main phone number for the receiving Unit; read only.
Suncom phone number for the receiving Unit; read only.
Fax number for the receiving Unit; read only.
Supervisor for the receiving Unit; read only.

Work phone number for the supervisor of the receiving Unit;
read only.
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Cell

Home

Other

Cell phone number for the supervisor of the receiving Unit; read
only.

Home number for the supervisor of the receiving Unit; read only.

Other phone number for the supervisor of the receiving Unit;
read only.

Group Box: On-Call Supervisors for <Month> <Year>

Fields

Group Box:

Fields

Options

Primary
Supervisor

Work
Cell
Home

Other

Backup
Supervisor

Work
Cell

Home
Other

County
Sheriff’s
Phone

Services
Contact

Primary Supervisor selected during the Worker Search modified
by use of the Search hyperlink (Worker Search); required; no
default value.

Work phone number for the Primary Supervisor; read only.
Cell phone number for the Primary Supervisor; read only.
Home number for the Primary Supervisor; read only.

Other phone number for the Primary Supervisor; read only.

Backup Supervisor selected during the Worker Search; modified by
use of the Search hyperlink (Worker Search); not required; no
default value.

Work phone number for the Backup Supervisor; read only.
Cell phone number for the Backup Supervisor; read only.
Home number for the Backup Supervisor; read only.
Other phone number for the Backup Supervisor; read only.

Sheriff’s Office Phone number; user entered numeric field; not
required; no default value.

Services Contact phone number;user entered numeric
field; not required; no default value.

Schedule Comments

Schedule
Comments

Comments pertaining to the month schedule; user-entered text
field; not required; no default value; limit is 1,000 Characters.

None
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Links Search
Buttons Search Populates the Basic tab based on criteria selected, Program, County,
Month, Year.
Save Standard Save processing
Close Standard Close processing

1.2.12.3 Background Processing

e  When the authorized user selects the criteria for County, Month, Year, and Program, and
selects the Search button, the system searches the On-Call Schedule table for a matching
record.

o If a record is found, the system returns the On-Call Schedule to the page in edit
mode.

o If arecord is not found, the system displays the message, “An On-Call Schedule for
the criteria specified does not exist. Do you want to create it?” If yes is selected, the
system creates a new blank record and returns the blank record in edit mode.

o The system searches the ORG_UNIT table for a Unit of Type Receiving Unit, and a
corresponding ORG_UNIT_LOCATION record matching the selected county.

o The system then searches the ORG_WORKER_ROLES table for the Worker Unit
Assignment with a Job Class value of Unit Supervisor. Refer to CM18 Worker
Management Topic Paper for Unit Supervisor maintenance.

o The system then searches the WORKER table for the associated employee
information, returning the Receiving Unit Supervisor contact Information.

1.2.12.4 Save Processing

e When the authorized user selects the Save button, modified field data on the page
overwrites corresponding field data on the currently selected On-Call Schedule record.

1.2.12.5 CRUD Matrix
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ONCALL_SCHEDULE X
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ONCALL_SCHEDULE_DTL [X

ORG_UNIT

ORG_UNIT_LOCATION

ORG_WORKER_ROLES

SRR

'WORKER

CM25 — Organization Structure November 10, 2013
Topic Paper Page 47 of 76



N AND
MVFLF.m:lmrzs.mM Florida Safe Families Network

1.2.13 Page — On-Call Schedule - Schedule

/,‘ http://fsin-production.dcl.state.flLus/ - Maintain On-Call Schedule - Windows Internet Explorer Hm m

Florida Safe Families INetwork: Pt & | Aude B | SpelCheck ) Heb ?
Schedule

— On.Call Schedule

County: Alachua Morth  January Year 2008 Program. Chid
= Copy On-Call Schedule -
| ¥l vear [ =] county: | ~]
On-Call Worker Assignment
Primary On-Cat Search Bemove Backup On-Cat Seqrch Remove
| Day Schedule | Primary | Backup

I (1 Tuesday ' ' ﬂ
r [1200am-800am

Ir' :'s.oom.soom

T |s00PM-1200 AM

: | 2 Wednesday

T [1200am-800.am

= 600 AM - 5:00 PM

' [sooem-1200am

[ |3 Thursday |

= lemme e et il EpTpy - =

Done [T T T 7 Trusted skes [0 -

1.2.14.1 Page Navigation and Overview

Authorized users navigate to the page from the Ultilities / On-Call Schedule / Maintain menu
selection; searches and retrieves the desired On-Call Schedule; and then selects the Schedule
tab.

This page is used to define the workers who will cover selected time slots for each day for the
selected month. Each time slot on each day can be populated with a primary and backup on-
call worker. Deviations in Time Slots for a particular County should be documented in the
Schedule Comments field on the Basic tab.

The selected On-Call Schedule can be copied (either create or overwrite) to either another
County for the same selected month, or to another month for the same selected county.
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1.2.14.2 Page Information

Group Box: On-Call Schedule

Fields County

Month

Year

Program

Populated from Basic page. Read only.

Populated from Basic page. Read only.

Populated from Basic page. Read only.

Populated from Basic page. Read only.

Group Box: Copy On-Call Schedule

Fields Month
Year:
County

Buttons Copy

List of months. User-selected drop down; not required;

No default value. Disabled if a County is selected.

List of years. User-selected drop down. Enabled and required
when a month is selected.

List of Florida counties. User selected drop down.
Disabled if a Month and Year are selected.

Copies the existing On-Call Schedule to the selected Month and
Year or County selected. If an existing On-Call Schedule
exists for the target Program, County, Month, and Year, then a
pop-up displays asking the user “An existing on-call schedule
exists for the Month/Year or County selected are you sure you
want to overwrite the existing On-Call Schedule?” If an On-Call
Schedule does not exist for the target Program, County, Month,
and Year, then the target On-Call Schedule is created.

Group Box: On-Call Worker Assignment
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Primary On-
Call

Backup On-
Call

Check boxes 12:00 A M. —
8:00 A.M.

8:00 A M. -
5:00 PM

5:00 P.M. —
12:00 A.M.

Primary On-Call Worker. Selectedduring the Worker
Search.

Backup On-Call Worker. Selected during the Worker Search

Used to select the 12:00 A.M. — 8:00 A.M. timeslot for which
the selected Primary and Backup On-Call Workers will be
designated. No default value; not required.

Used to select the 8:00 A.M. —5:00 P.M. timeslot for which the
selected Primary and Backup On-Call Workers will be
designated. No default value; not required.

Used to select the 5:00 P.M. — 12:00 A.M timeslot for which
the selected Primary and Backup On-Call Workers will be
designated; no default value; not required.

Note: This set of three (3) Check boxes appears for each day for the number of
days of the selected month and year.

Save

Close

Call Worker.

Remove; clears the selected primary or backup Worker.
Standard Save processing.

Standard Close processing.

1.2.14.3 Background Processing

e None

1.2.14.4 Save Processing
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When the authorized user selects the Save button, modified field data on the
page overwrites corresponding field data on the currently selected On-Call
Schedule record.

1.2.14.5 CRUD Matrix

Table Name Create Read Update elete

ONCALL_SCHEDULE X

ONCALL_SCHEDULE_DTL [X

ORG_UNIT_LOCATION

ORG_WORKER_ROLES

X
X
ORG_UNIT X
X
X
X

'WORKER
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1.2.14.6 Page — View On-Call Schedule Basic

12 http://fsfn-production.dcf.state.flus/ - Yiew On-Call Schedule - Windows Internet Explorer

r~On.Call Schedule

.-~
Select County: [Alachua ¥]  SelectMortn [Janwary =]  Select Vear: [2008 ¥]  Program [Chid ¥]

~Recetving Unit Contact information -
Phone: Maire Suncom Fax

Supervisor:

Work Celt Home: Other.

—On-Call Supervisors for January 2008

Primary Supervisor: Backup Supervisor:
Work Wk
Celt Celt
Home: Home:
Other: Other.
| Courty Sheriff Phone: Services Cortact

[~ Schedule Comments -

£ '!‘h”"t'.. LEAVE ME AGES FOR OTI REQUEST ;I

Done [T [ Tristedstes [FRioo% -

1.2.14.7 Page Navigation and Overview

Authorized users navigate to the page from the Utilities — On-Call Schedule — View menu
selection.

The On-Call Schedule is used to provide Contact information to the CI Unit workers when
Immediate Intakes are distributed.

There is only one Adult program On-Call Schedule and only one Child program On-Call
Schedule for each County for each defined Month and Year. The supervisor for each of the
Receiving Units is responsible for the On-Call Schedule within their county.

Monthly On-Call supervisors are defined to manage the On-Call schedule workers for each
month. Additional information for the On-Call Schedule Basic tab is: the local county’s
Sheriff’s Office phone number; a Services Contact phone number; and monthly Schedule
Comments.

1.2.14.8 Page Information
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Group Box: On-Call Schedule

Fields: Select County

Select Month

Select Year

Program

List of Florida Counties. User selected drop down;
required; no default value; Required.

List of twelve months. User-selected drop down; required;
no default value; Required.

List of years. User-selected drop down; required; no default
value; Required.

Adult or Child; User-selected drop down;required;
no default value; Required.

Group Box: Receiving Unit Contact Information

Fields Phone Main

Suncom

Fax
Supervisor

Work

Cell

Home

Other

Main phone number for the receiving Unit; read only.

Suncom phone number for the receiving Unit; read only.

Fax number for the receiving Unit; read only.
Supervisor for the receiving Unit; read only.

Work phone number for the supervisor of the receiving
Unit; read only.

Cell phone number for the supervisor of the receiving Unit;
read only.

Home number for the supervisor of the receiving Unit; read
only.

Other phone number for the supervisor of the receiving
Unit; read only.

Group Box: On-Call Supervisors for <month> <year>
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Fields

Group Box:

Fields

Primary Supervisor

W ork

Cell

Home

Other

Services Contact

County Sheriff Phone

Backup Supervisor

Work

Cell

Home

Other

Services Contact

Schedule Comments

Schedule Comments

Primary Supervisor for the month; read only.

Work phone number for the primary supervisor for the
county; read only.

Cell phone number for the primary supervisor for
the county; read only.

Home number for the primary of the

county; read only.

supervisor

Other phone number for the primary supervisor of the
county; read only.

Services Contact phone number; read only.

County Sheriff Phone number; read only.

Backup Supervisor for the month; read only.

Work phone number for the backup supervisor for the
countv: read onlv.

Cell phone number for the backup supervisor
for the countv: read onlv.

Pager number for the backup supervisor of the county;
read only.

Other phone number for the backup supervisor of
the countv: read only.

Services Contact phone number; read only.

Comments pertaining to the schedule; read only.
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Options None

Links None

Buttons Search Populates the Basic tab based on criteria Program Code,

County, Month, and Year selected.

Close Standard Close processing.

1.2.14.9 Background Processing

e  When the authorized user selects the criteria for Program, County, Month, and year and
selects the Search button, the system searches the On-Call Schedule table for a matching
record.

o If a record is found, the system returns the On-Call Schedule to the page in Read-
Only mode.

o If a record is not found, the system displays the shell with the Receiving Unit
Contact information only.”

o The system searches the ORG_UNIT table for a Unit of Type Receiving Unit, and a
corresponding ORG_UNIT_LOCATION record matching the selected county.

o The system then searches the ORG_WORKER_ROLES table for the Worker Unit
Assignment with a Job Class value of Unit Supervisor or Unit Supervisor 2. Refer to
CM18 Worker Management Topic Paper for Unit Supervisor maintenance.

o The system then searches the WORKER table for the associated employee
information, returning the Receiving Unit Supervisor contact Information.

o The system then searches the WORKER table for the associated employee
information, returning the Primary Month Supervisor contact Information.

o The system then searches the WORKER table for the associated employee
information, returning the Backup Month Supervisor contact Information.

1.2.14.10 Save Processing

e None.
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1.2.14.11 CRUD Matrix

ONCALL_SCHEDULE X

ONCALL_SCHEDULE_DTL [X

ORG_UNIT

ORG_UNIT_LOCATION

ORG_WORKER_ROLES

N EEEE

'WORKER
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1.2.14.12 Page - View Today’s Schedule
r hll!): fsin-production.dcl.state.flus/ - Yiew On-Call Schedule - Windows Internet Explorer M= E3
Florida Sare Families Network Pt B | Audk B SpllCheck | Heb ?
Today's Schedule
—On.Call Schedule
County. Alachus Month:  January vesr 2008 Program Chid
On-Call Assignment for Today
1200 AM - 800 AM Primary On-Calt Backup On-Colt
Work: Work:
Celt Cet
Home: Home:
Cther: Other:
8.00 AM - 5.00 PM Primary On-Calt Backup On-Calt
Work: Work:
Celt Cet
Hoene: Home:
Cther: Other:
5.00 PM - 12200 AM Primary On-Call Backup On-Calt
Work: Work
Celt Cek
Home: Home:
Cther: Other:
ore T X N
1.2.14.13 Page Navigation and Overview

Authorized users navigate to the page from the Utilities — On-Call Schedule — View menu
selection; searches and retrieves the desired On-Call Schedule; and then selects the Today’s

Schedule tab.

This page is used to display the On-Call Workers Contact information for the current day

timeslots.
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1.2.14.14 Page Information
Group Box: On-Call Schedule

Fields County

Month: Year

Program

On-Call Schedule; Florida County; read only.

Month; read only. Year; read only.

Adult or Child; read only.

Group Box: On-Call Assignment for Today

Fields 12:00 A.M. — 8:00 A.M. Timeslot; no default value; not required.

8:00 A.M. —5:00 P.M.

5:00 P.M. —12:00 A.M.

Primary On-Call

Work
Cell

Home

Other

Backup On-Call

Work

Timeslot; no default value; not required.

Timeslot; no default value; not required.

Primary On-Call Worker for the Timeslot; read
only.

Work phone number for the Primary On-Call
Cell phone number for the Primary On-Call worker;
Pager number for the Primary On-Call worker; read

Other phone number for the Primary On-Call
worker: read only.

Backup Worker for the Timeslot; read only.

Work phone number for the Backup On-Call
worker; read only.
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Cell

Home

Other:

Cell phone number for the
worker; read only.

Backup On-Call

Pager number for the Backup On-Call worker; read

only.

Other phone number for the Backup On-Call

worker; read only.

Note: The Primary and Backup Worker Contact Information repeats
for the three timeslots

Options
Links

Buttons Close

1.2.14.15 Background Processing

e None

None

None

Standard Close Processing

1.2.14.16 Save Processing

e None

1.2.14.17 CRUD Matrix

Table Name Create Read Update elete
ONCALL_SCHEDULE X
ONCALL_SCHEDULE_DTL X
'WORKER X
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1.2.14.18 Page — View Month Schedule

17 http:/ /fsfn-production.dcl.state.flus/ - View On-Call Schedule - Windows Internet Explorer Mi=]1E3

Florida Safe Families INetwork Pt & acde B ) SpelCheck /) Heb ?

r—On.Call Schedule
County. Alachua Month:  January Year 2008 Program  Chiki

~Month Schedule
| Day Schedule | Primary On-Call | Backup On-Call

1 Tuesday =
{1200 AM - 8:00 AM

{6:00 AM - S:00 PM
[s:00PM - 12.00 AM
:r‘zmw
[1200 am- 800 AM
{5.00 AM - S:00 PM
[5:00PM - 1200 AM
3 Thursday
(1200 AM - 8:00 Am
{600 AM - 500 PM
[s:00PM - 1200 AM
4 Friday
[1z00 AM - 800 AM
{500 AM - S00PM ~|

Done [T T [T [ Trusted skes [H100% ~

1.2.14.19 Page Navigation and Overview

Authorized users navigate to the page from the Utilities — On-Call Schedule — View menu
selection; searches and retrieves the desired On-Call Schedule; and then selects the Month

Schedule tab.

This page is used to display the On-Call Worker names for each timeslot for each day of the
month.

1.2.14.20 Page Information
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Group Box: On-Call Schedule

Fields County

Month

Year

Program
Group Box: Month Schedule

Fields: Day

12:00 A.M. — 8:00
AM

8:00 A.M. -5:00
P.M.

5:00 P.M. —12:00
AM.

Primary On-Call

Backup On-Call

Florida County; read only.
Month; read only.
Year; read only.

Adult or Child; read only

Day number and Day Name

Timeslot; no default value; not required

Timeslot; no default value; not required

Timeslot; no default value; not required.

Name of the Primary On-Call Worker for the
Timeslot; read only.

Name of the Backup On-Call Worker for the
Timeslot; read only.

Note: The Primary and Backup Worker names display for the three
timeslots, for each day of the month.

Options None

Links None

Buttons Close

Standard Close processing.

1.2.14.21 Background Processing
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e None

1.2.14.22 Save Processing

e None

1.2.14.23 CRUD Matrix

ONCALL_SCHEDULE X
ONCALL_SCHEDULE_DTL X
WORKER X

November 10, 2013

CM25 — Organization Structure
Page 62 of 76

Topic Paper



DERARY,
or 4y,

{‘1’
X
%, K@}
W AND
. Florida Safe Families Network

MYFLFAMILIES.COM

HO‘?{

4E5 . 1

AV
/3

1.2.15 Page — View County Investigators

e http:/ /Isin-production.dcl.stateflus/ - View On-Call Schedule - Windows Internet Explorer Mi=]1E3
Florida Sare Families Network Pt & | Audt B | Spelicheck Uy Heb ?
County Investigators
= On-Call Schedul
Courty. Alachua Month:  January Yearr 2008 Prograen: Child
— Unit Supenvisorsinvestigator Contact Information
Name Job Class Work Cell Home Other
:l |
Done [T T [ Trusted skes [Rioow -~

1.2.15.1 Page Navigation and Overview

Authorized users navigate to the page from the Utilities — On-Call Schedule — View menu
selection; searches and retrieves the desired On-Call Schedule; and then selects the County

Investigators tab.
This page is used to display all workers with Unit assignments for all Investigative Units

within the selected County.

1.2.15.2 Page Information
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Group Box: On-Call Schedule

Fields County Florida County; read only.

Month: Year Month; read only. Year; read only.

Program Adult or Child; read only.

Group Box: Unit Supervisors/Investigator Contact Information
Fields Name Name of the Unit Supervisor/Investigator; read only

Job Job Class for the Unit Supervisor/Investigator; read only.

Class: Work Work Phone Number of the Unit Supervisor/Investigator; read

only.
Cell Cell Phone Number of the Unit Supervisor/Investigator; read only.
Home Pager Number of the Unit Supervisor/Investigator; read only.
Other Other Phone Number of the Unit Supervisor/Investigator; read
onlv.
Options None
Links None
Buttons Close Standard Close processing.

1.2.15.3 Background Processing
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The system searches for all Investigative Units with a Geography Served equal to the
selected County.

e The system searches the ORG_WORKER_ROLES table for all workers contained
within the selected Units.

e The system searches the WORKER table and for all identified workers and retrieves
their contact information.

1.2.15.4 Save Processing

e None

1.2.15.5 CRUD Matrix

Table Name Create |Read Update L)elete
ONCALL_SCHEDULE X
ONCALL_SCHEDULE_DTL X
ORG_LOCATION_UNIT X
ORG_UNIT X
ORG_WORKER ROLE X

1.2.15.6 Page — Maintain Agency Contract - Initial
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—Agency
Agency: I LI Agency Id: Luntinuz
- |Family Services of Metro Crlan -
— Agency Contr| Seminale Courty Sheritf

CBC of Seminale

DCF Chiled \elfare

Chiliren's Metywork of S Flari

DCF Chiled \elfare

Chiled and Family Connections

DCF Child \Welfare

Broweard County Sheriff

Chilcitlet Inc.

DCF Childd \elfare

CHARLEE

Qe Kids Inc,

DCF Chiled \elfare

COMM. PARTHNERSHIF FOR CHILDREM

DCF Child Welfare

Kids Central, Inc.

DCF Child Welfare

HEARTLAMND FOR CHILDREN, IMC.

DCF Chiled \elfare

Urited for Families

DCF Chiled \elfare

FAMLY COMTINUITY PROGRAM
HLLSBORCUGH COUMTY SHERIFF
Hillzborough KIDS, Inc.

lanatee County Sheriff

MG, North il
Pasco County Shetiff
e I Finellas Courty Sheriff — Close
O 2 Ll
G YMCA SOUTH - il
IDone l_ l_ l_ l_ l_ . Trusted sites H100% v

1.2.15.7 Page Navigation and Overview

The user navigates to the Agency Contract Management page from the Maintain > Organization
> Agency Contracts menu selection.

The Agency Contract Management page allows users to select Lead Agencies for which the
user would like to view, update, or insert Agency Contract Information.

The user selects the desired Lead Agency value in the Agency drop down field and clicks the
Continue button. The database is searched for data that meets the selected Lead Agency
criteria entered and the information is displayed in the Agency Contract Detail group box.
FSEN displays the contracts for the selected Lead Agency in reverse chronological order.
Authorized users can update Contract information and insert new Contract information.
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1.2.15.8 Page Information

Group Box: Agency

Fields Agency The name of the Lead Agency for which Contract Information
is to be displayed, updated, or appended to; drop down; user
selected; required.

Agency ID The Agency record identifier, numeric; read only; system
generated.
Buttons Continue Initiates a search of the database based on the Lead Agency

value selected in the Agency drop down field.

Group Box: Agency Contract Detail

Blank
Options View All Opens the View All Agency Contracts template.
Contracts
Buttons Insert Disabled.
Save Disabled.
Close Closes the Agency Contract window; enabled.

1.2.15.9 Background Processing

e On page load, queries the ORG_ENTITY table to select values for the Agency drop
down field. Drop down values are for ORG_ENTITY records where the Id_Parent =
Id_Entity.

e Continue button selected: queries the ORG_CONTRACT table for all rows where drop
down selected Org_Entity.Id_Entity = Org_Contract.Id_Entity
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1.2.15.10 Save Processing

e None

1.2.15.11 CRUD Matrix

ORG_ENTITY

>~

ORG_CONTRACT
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1.2.16 Page — Maintain Agency Contract — Maintain Agency Contract

(_C?http:,.-",.-"fsfn-pruductiun.dcf.state.ﬂ.us,.-" - Agency Contract Details - Windows Internet Explorer

Florida Sarfe Families Network print ‘B | Audit ‘B | Spellcheck | Help ?

— Agency
Sgency: B BEND cBC WEST ] Bgency ik 1024

—Agency Contract Detail

Contract Code: |EIJSD1 Begin Date: ID'."J'CI1 12008 Enid Date: IEIBJ‘SDJ‘ZDH

Comments:  [CBC Cortract for D24
Contract Code: IEIJGU? Biegin Date: IUS-"U1 £2003 Endf Dste: IDBBD.QDDB

Comments: IEmergenC\; Cortract - Expired (took over PFF)

Insert
Options: I "I Close

Ciane l_ I_ l_ I_ I_ l_ | " Trusted sites Ho100% - 4

1.2.16.1 Page Navigation and Overview

The user navigates to the Agency Contract Management page from the Maintain > Organization
> Agency Contracts menu selection.

The Agency Contract Management page allows users to select Lead Agencies for which the
user would like to view, update, or insert Agency Contract Information.
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The user selects the desired Lead Agency value in the Agency drop down field and clicks the
Continue button. The database is searched for data that meets the selected Lead Agency
criteria entered and the information is displayed in the Agency Contract Detail group box.
FSEN displays the contracts for the selected Lead Agency in reverse chronological order.
Authorized users can update Contract information and insert new Contract information.

1.2.16.2 Page Information

Group Box: Agency

Fields Agency
Agency Id
Buttons Continue

The name of the Lead Agency for which
Contract Information is to be displayed, updated, or
appended to; drop down; user selected; required.

The Agency record identifier, numeric; read only; system
generated.

Initiates a search of the database based on the Lead Agency
value selected in the Agency drop down field.

Group Box: Agency Contract Detail

Fields Contract Code

Begin Date

End Date

Comments

Contract Code; Text; User entered; required.

Contract Begin Date; User entered; required.

Contract End Date; User entered; Must be Less Than or
Equal To Begin Date; required.

User entered text comments; 200 characters; optional.

(Note: Fields repeated for each contract associated with the
Lead Agency)

CM25 — Organization Structure
Topic Paper

November 10, 2013
Page 70 of 76



L DEPARE,

e’j%l -,'\
MYFLFAMILIES.COM

-?; 3

\\\x'ﬂ Fig
:
Ueg. 10

Florida Safe Families Network

Options View All Contracts

Buttons Insert

Save

Close

Opens the View All Agency Contracts template.
The Template displays the following
information for each contract: Agency; Contract ID;
Start Date; End Date; and Comments.

Enabled when user has Create security privilege; Inserts a
new Record to the ORG_CONTRACT table with blank
values. User enters End Date for most recent contract; User
enters values for the new contract information.

Enabled when a change to any Contract field value occurs
or when a new contract row is inserted.

Closes the Agency Contract window; enabled.

1.2.16.3 Background Processing

e On page load, queries the ORG_ENTITY table to select values for the Agency drop
down field. Drop down values are for ORG_ENTITY records where the Id_Parent =

Id_Entity.

e Continue button selected: queries the ORG_CONTRACT table for all rows where drop
down selected Org_Entity.Id_Entity = Org_Contract.Id_Entity.

1.2.16.4 Save Processing

e Verifies that all required fields are populated.

e Overwrites existing field values for each contract record into the each contract database
row in the ORG_CONTRACT database table.

1.2.16.5 CRUD Matrix

create  [Read Update L)elete

Table Name
ORG_ENTITY e
ORG_CONTRACT X X X

1.3 Inventories
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1.3.1 Table Description

Table Name

Description

ORG_ENTITY

The ORG_ENTITY table maintains information pertaining to,
an entity (i.e., DCF/Sheriff’s Office/Community-Based Care)
within FSEN. The information is created in CM25:
Organization.

ORG_LOCATION

The ORG_LOCATION table maintains the reference values|
that define the geographical locations for entities or Units.

ORG_LOCATION_UNIT

The ORG_LOCATION UNIT table maintains the
geographical location(s) associated with a specific Unit. The|
information is created in CM25: Organization.

ORG_UNIT

The ORG_UNIT table maintains information pertaining to a
Unit (i.e., investigative Unit) within FSFEN. The information|
is

Created in CM25: Organization.

ORG_WORKER_ROLE

The ORG_WORKER_ROLE table maintains the information|
regarding a worker’s role within a Unit. The information is
created in CM18: Worker Management.

ONCALL_SCHEDULE

The ONCALL_SCHEDULE table maintains the information|
regarding a Unit’s on-call schedule — Basic Information. The
information is created in CM25: Organization.

ONCALL_SCHEDULE_DTL

The ONCALL_SCHEDULE DTL table maintains the]
specific date and timeslot Worker inserts.

ORG_CONTRACT

The ORG_CONTRACT table maintains the Lead Agency)|
Contract information for each of the Lead Agencies.

1.3.2 Reference Data
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1.3.3 Drop Downs
Group Box: On-Call Schedule
Table: TBD

Field: Program

Values: Adult

Child

Field: County

Values: Florida Counties
Field: Month

Values: Month Names
Field: Year

Values: Years

Group Box: Unit Detail Information

Table: TBD

Field: Unit Type

Values: State defined

Group Box: Agency Detail Information

Table: TBD

Field: Agency Type

Values: CBC Lead Agency CBC Fiscal Agency

DCF
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Sheriff’s Office

Group Box: Agency

Table: ORG_ENTITY

Field: Entity_Name

Values: All Lead Agencies (Id_Parent = 1d_Entity).

Group Box: Physical Address, Mailing Address (Maintain Entity, Maintain Unit)
Table: CODE_DESC, GroupID = TOWN

Field: FL_CITY

Values: Florida Cities
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1.3.4 Automated Messages

e None

1.3.5 Checklists

e None
1.3.6 Ticklers
e None

1.3.7 Notifications

e None

1.3.8 Text Templates

e View All Agency Contracts

1.3.9 Reports

e None

1.3.10 Triggers

e None

1.3.11 Batch Programs

e None
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1.4 Requirements
e JA-ORG-001
e IA-ORG-008

e SSS-010
e SSU-001
e SSU-002
e SSU-003
e SSU-004
e SSU-007
e SSU-009
e SSU-011
e SSU-018
e SSU-012
e SSU-013
e SSU-014
e SSU-015
e SSU-016
e SSU-017
e SSU-018
e SSU-019
e SSU-020
e SSU-023
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