COLLATERAL SCREEN

CREATION DATE: May 4, 2006
How to enter a collateral in FACES.NET

In the following steps, we will enter a contact in FACES.NET detailing a visit made by a social worker of the

[ackson family.

Step includes:

Step 1: Navigate to the Collateral screen. Place your mouse over the Case module at the top of the screen
and click on Collateral.

Case ‘J Client ‘J Frovider ‘J Adrin |

Case Summary | merge | collateral | Contact:
cliert 4

Merge
Collateral G
Contacks
Wisits

Caze Plan
Service
Femoval
Placernent
Adoption
Guardianzhip
Court

[ S S A A W S Y

Review
Cther
Reports

Mew

Search =
e CHII
Figure 1

If you have additional questions, please call the Help Desk at (202) 434-0009 Page 1
08/17/2006



Demographic:

Steps Include:

3: Enter the Last

Name.

Step 1: Click on the Collateral button on the bread crumbs toolbar.
Step 2: Select Relationship to Family.
Step 3: Enter the Last Name and other demographic information.
Jlient ‘J Provider ‘J Admin Case o
. | 1t Collateral | Contacts | Wisits Case Plan Service More
1: Click on
Collateral/Significant Other Information
Conateral‘ * Dencotes Required Fields  ** Denotes Half-Mandatory Fields  #Denotes AFCARS Fields
Collateral
MName Relationship to Family
b |JILL TIATRA Teacher
SALLY JACKSON Relative({Other)
2: Click on N
. . ateral Details
Relationship to i .
. Relationship ta Family*
Famlly |Teacher v|
Start Date End Date
[173/2008 | | ~]|
| Demographic Contact Info Comments
Name
Prefiz First Middle Last* Suffix
’]MS. | P || | ﬁTRA ]|
Birth Date S5N Race Relative Resource
3/15/2006 | [588-22-1387 | [Black or african American v v
Employer Name
|School Teacher
Figure 2
Step 4: Select Associated Clients or Associated Non-Clients.
Step 5: Click on the Save button.

5: Click on
Save.

Associated Clients**

Associated MNon Clients**

Name Status| ID Age
KEYSHAWMN JACKSONE0 Active |845321 |Unknown
REYSHAWMN JACKSONS0 Active |§45322 (Unknown /
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4: Select Associated Clients or
Associated Non-Clients.
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Contacts:

Steps Include:

Step 1: Enter Home Phone.

Step 2: Enter Work Phone.

Step 3: Click on Edit to input the address.

Step 4: Enter Email Address.

] Case Summary | Client & Merge | Collateral | Contacts | Visits 1 Case Plan Service More

Collateral/Significant Other Information

@ In Focus * Denotes Required Fields  ** Denotes Half-Mandatory Fields  #Denotes AFCARS Fields

User Mare:

TRAIN b

Collateral
Entity Type:
Case Name Relationship to Family
Entity Marme:
JACKSONS0 b [JILL TIATRA Temahar
Entity ID:
192579 SALLT JACKSON Relative(other)

Collateral Details

Relationship to Family*
| Teacher v

Start Date End Date

[1/a/z006  ~| | v|

1: Enter Home o i Contact [
£ E!TIUQTGD = ontac nro

Phone. 2: Enter Work

Phone.

Home Phone Work Phone
|(?03) 249-GE55 |(?03) 333-4445

Gther Phone Type  Other Phone
| v | | |

Address Ernail address
38 CRITTEMDEM Strest NE - »
WASHINGTOM, District of Columbia ] v
Z0011

Ward:S, Census Tract:95.0

3: Click on Edit
Address.

Collaborative:Seorgia Avenue/Rock :
l. +

“Edit | 4: Enter Email

Address.

Figure 4
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Upon entering the screen (if no collaterals have been entered on the case) all fields on the screen will
be disabled except for the Relationship to Family picklist and the Start Date and End Date
fields.

e Ifyou select A.A.G., Attorney, or Guardian Ad Litem from the Relationship to Family picklist.

e Associated Clients and Associated Non-Clients are half-mandatory. You must enter
information into one of these fields in order to add the collateral.

e All demographic and contact information will automatically populate to the Collateral screen and is
editable. However, changes made will not be reflected when the same individual is selected in a
different search.

Steps Include:

Step 1: Enter Collateral Information.

Step 2: Enter Save.

‘Teacher A

Start Date End Date
[1/3/z006 | | ~]|

Demographic ;{ Contact Info ;iﬁi

— Collateral Information

Wihat does this person know about the family and/or situation? How did this person come by this information?

Ms, Tiatra is the homeroom teacher for Keyshawn and Revshawn JacksonS0., She was asked some guestions in regard to
\s\thi boys education by the CFEA investigatar., |

1: Enter Collateral
Information.

— Owilling to Testify
Attestable Information

— Collateral C ts
Associated Clients** Associated Mon Clients™**
Name Status | ID Age A
KEYSHAWN JACKSONS0 Active | 845321 |Unknown
REVSHAWRN JACKSONSD Active | 845322 |Unknown
2: Enter Save. (Soioet]
| Save | | Delete | | || cancel |
Figure 5
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Notes

. If A.A.G., Attorney, or Guardian Ad Litem is the Relationship to Family.

. Regardless of the relationship (A.A.G., Attorney, or Guardian Ad Litem) selected from the
Relationship to Family picklist, the search function will look for ALL A.A.G’s, Attorneys,
or Guardian Ad Litems.

Steps Include:

Step 1: Enter the Relationship to Family

Referral ‘J Case ‘J Client ‘J Provider ‘J Adrin Case b Go

a4

m] Case Summary | Client @ Merge | Collateral | Contacts | Visits &1 Case Plan & Service & More &

[ Croanizer PGEEIEIA History Collateral/Significant Other Information
& In Focus * Denctes Required Fields  ** Dencotes Half-Mandatory Fields  ¥Denctes AFCARS Fields
User Marne:
TRAIN 6
Collateral
Entity Type:
Case MName Relationship to Family
Entity Marne:
JACKESONSO JILL TIATRA Teacher
nie Wy SALLY JACKSON Relative(Other)
192579
¥ |Mary lones 0.6.5

Collateral Details

1: Enter the
Relationship to

Relationship to Family*

A8LG R
Family* A

Administrative Staff
Attarney

Aunt \;

Brother

Child Advocate/CASA
Child welfare Staff = Last* Suffiz

Clergy X | |Jones ‘ | |
Counselory/Therapist
Cousin .
Daughter Relative Resource

Day Care Staff a0 Armnerican Both V‘
Dentist {Primary)
Detention Center
Ermergency Shelter
Ex-Spouse

Farnily Friend
Father .
Faster Parent Flgure 6
Foster Sibling

Godparent

Government Agency

Granddaughter

Grandfather

Grandmother

Grandson

Group Home Placement Manager

Guardian

Guardian Ad Litern

Hospital Ethics Committee Member ¥

If you have additional questions, please call the Help Desk at (202) 434-0009 Page 5
08/17/2006



