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HOW TO ASSIGN A RESOURCE DEVELOPMENT
SPECIALIST WORKER TO A PLACEMENT REQUEST AND
COMPLETE THE PLACEMENT PROCESS

CREATION DATE: October 1, 2025

This tip sheet will assist Placement Supervisors, Resource Development Specialists, and Reconciliation unit
on how to assign and complete the placement process.

Pointers to Remember:

The assignment process will function the same for both Placement and Kinship, using the Kinship Master
Dashboard.

Section 1: How to Assign a Resource Development Specialist to a placement request
Steps include:

Step 1: Navigate to the Placement Requests Master Dashboard.

Step 2: In the Needs Assignment subgrid, select the Placement Request needing assignment.
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Step 3: Click on Assignment tab.

Step 4: Click on +New Assignment. If it is not visible, select the More commands option (3 dots).



Step 5: Select the Assigned User, Role and Unit.

Step 6: Click Save and Close.
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Note:
. The Request Status will change from Pending to Assigned.

. The Assignment circle on the timeline will display a full blue circle with the check marking complete.
. If the assighed RDS worker field and or the request Status does not update immediately, click on

Refresh from the action toolbar.

Section 2: Resource Development Specialists: How to retrieve and complete the placement request.

Step 1: Navigate to the Placement RDS Dashboard within the Placement Request Work Area.

Step 2: Select the Placement Request.

Step 3: Review details of the placement request, then click on Find Placement.
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Step 4: Click Yes to message. Once selected the Status will change to Match Pending.

Initiate Placement

Are you sure you want to initiate the placement match?

Figure 7

& BSwvaAs + New v o/ SetAsDefauit () Retresh AN  Sha
G Home

B Placement RDS Dashboard ~

L) Recent “ R ———————————

=2 Pnned

Placement Request Assigned to Me ~ + New O Retresh W Seealirecords Al Visualize this view

Dashboards
— D ey v
B Boquest Nisctir [1  PlacementID~ Chid ~ PersonID (Ch..~  Age(Child)~ SexAssigned .~ Reported Ge.. ~ Sibling Group Request Type ~ Requested From ~ Request Status ~  Request Date | ~
¥  Kinship Master O PI00001988 & Female female Commurity CFSA Traintd Assigned W0/372025

* o O R-25-1194 Latonya Holmes 120 PI00002213 & Female Emergancy CF Confirmad 9/23/2025
General

B Activities

D Pacemens

= & Kinahip hos no released 19 tiaditional. Please ensuse that kinstvp placement i not an option for this request before proceeding.

@ Hom @ U Wowe & SwemClow o9 DiectMacoment T Vold D RetuntoProvider  Q Find Placerwents  * Release To Taditionsl  © Copy Placement fequ.. [ Deactivate () Retresh ®

@ Recent .

2 Pinned v PR-25-1195 . saved ksanl0  Assigned 0732025 10/1/2005

" Request Request Status  Fquend Dat Date Pacemers Nesded
—
: - o © ®




Heme
D Recent
& Pined

Dashboards

PR-25-1195 - saved LaTonya Jacksani00

Placement Requast

[p———

Active for 3 days br  Provider (RD
Request More Detalls  Assignment:
Reguest

Request Notes

Figure 8

Step 5: Click on the Matches tab. Identified matches for the placement will populate within the Placement

Matches Subgrid.
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All providers that are licensed and available will populate in the Placement Matches subgrid with a
match score descending from highest to lowest. The highest scores represent providers with the best
potential match for the child.

Identified matches for the placements missing assessment and questionnaire data will populate within
the Providers Missing Questionnaire subgrid. (See Figure 10).

The RDS worker can select multiple providers within the Placement Matches subgti to botify them
of a potential placement match.

Potential matches can receive text notifications, calls, and/or emails.
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Step 6: Select the Provider(s) within the Placement Matches subgrid.

Step 7: Click Notify. This will notify potential matches that CFSA is in search of a placement for a child.
The potential matches will have an opportunity to respond.

Step 8: Click Ok.
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Step 9: Click Select Provider from Placement Matches subgrid.

Step 10: Click Yes to confirm Provider, then click OK.
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Note: If the Provider doesn’t show in the subgrid, workers can complete a Search to locate a provider. The
following steps will include this process.

Step 11: Click +New Placement Seach to locate more providers.
Step 12: Select Provider.

Step 13: Click Save and Close. The Providers information will display in the Placement Matches subgrid.
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Step 14: Click Select Provider.
Step 15: Select Yes to Confirm Provider.
Step 16: Select Yes.

Step 17: Select OK. The request status will change to Pending Approval.
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Confirm Provider ES

Selecting a provider will overwrite any current selection on

the placement request and cannot begndone. Are you sure
you want te select this provider?
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Update Complete

Provider updated successfully.
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Section 3: How to Approve the Placement Match on a Placement Request

Step 1: Navigate to the Placement Request Master Dashboard page within the Placement Work Area. Then
select and open the placement request pending approval within the Pending Approval subgrid.

Step 2: Click on the Admin tab.

& BbSaveAs - New o SetAsDefault () Refresh All

% Placement RDS

Request Master Pending Approval «

Kinship Master

% Recondiliation Master

£ Home
Placement Requests Master Dashboard
® Recent %
5 Pinned v All # A B c D E F G H J K
Dashboards Rows: 0-00f 0

[ Share «

Page 1

| visualize this view

t New O Refresh & Seesllrecords

[] PlacementiD~  Priority Plac... v Child v Person ID(.. ~  Kinship Status v Release to Tradiiti.. ¥  Age (Ch..v SexAssigne..v ReportedG.. v SiblingGroupv  RequestTypev  Assigned

General q [ PrR-25-1195 LaTonya Jackson... PI00001988 Kin Placement Pen... 3 Female Female Communit,
Bl Activities
O Placements
@ Placement Requests
R Persons
- 0 H & Swve & cement W Void D Rewmito d e | @ Copy Flacement Rea [} Deactivate () Refrash 4 Chack Accass

PR-25-1195

Placement Raguest

Placemant Raquest Flow
Actrn for 3 days

s Admin Relsted

Request Mare Detalls  Assignments  Contac

Request Notes

" Black or African Amenican

B Piacement

Placement Questionnaires

Active Placement Questionnaires

Supervisor Approval (RDS) (24 Min) Reconciliation (Ssrvice Log)

Figure 24

Step 3: Double Click on the Approval Request within the Approvals subgrid.

Step 4: Review request, then click Approve. The request status will change to Supetvisor Approved.
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Note:

e The Supervisor can also return or deny the match if needed. If denied, the match selection will
become editable, allowing the RDS worker to choose an alternate provider.




Section 4: How to Confirm a Placement
Once a child has been placed with the Provider, the placement must be confirmed.

Step 1: Navigate to the Placement Record, then click Confirm Placement at the top of the screen. The
system will then require a Confirmation Date to be entered.

Step 2: Enter Confirmation Date.
Step 3: Click Confirm Placement.

Step 4: Click OK to Confirm Placement. The status will change to “Confirmed”.
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Note:
e  When the confirmation date is entered on the placement tab, it may not populate to the service log.
If it does not populate, access the service log and enter the confirmation date in that section.
Section 5: How to Reconcile a Placement Request (Service Log)
Step 1: Navigate to the Reconciliation Master Dashboard within the Placement Work Area.

Step 2: Select and open the placement record needing to be reconciled within the Confirmed Placements -
Pending Reconciliation subgrid.

Step 3: Click on the Service Log tab, then select the service log.

Step 4: Click OK.
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Step 5: Enter Contract/Setvice Line and Effective Start Date.

Step 6: Click Save and Close.
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Section 6: How to End a Placement Request

Note:
e The pre-requisite to ending a placement is having a new placement.

e Placements are automatically ended when case closures and person closures occur.

Step 1: Navigate to the Service Log within the Placement Request.
Step 2: Click End Placement on the top ribbon.
Step 3: Complete the End Placement section.

Step 4: Click Save & Close.
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