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Purpose of this document
This User Manual provides users within funded service organisations with information on how to access and use YSCIS. 
YSCIS is based on the Infoxchange SRS product.  Guidance for functionality which has not been specifically tailored for YSCIS is supported by Online Help accessed from within YSCIS.

For matters of practice, please refer to the following resources available at 
https://www.csyw.qld.gov.au/youth/youth-support-services 
The Practice Guide for Youth Support Services
The Youth Wellbeing Assessment Common Assessment Tool and
The Youth Support Frequently Asked Questions 

You may also email any queries to YouthInvest@csyw.qld.gov.au

ANONYMITY OF CLIENT DATA
The screenshots displayed in this document are taken from a test or training environment, using fictitious data.  
Within the live production environment, YSCIS is managed through Infoxchange with DCSYW (Department of Child Safety, Youth and Women) only receiving reports on de-identified data.

DISCLAIMER
This User Manual reflects the functionality of the system as at December 2018. As enhancements and updates are made to the Youth Client Information Management System (YSCIS), the content of screens and functionality may differ from that represented in this document.
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[bookmark: _Toc437595959][bookmark: _Toc532999304]About YSCIS 
Youth Support Client Information System (YSCIS) is the online client management system developed in partnership with Infoxchange, and funded by the Department of Child Safety, Youth and Women to support service delivery by Youth Support services.  YSCIS integrates tools and performance reporting to streamline the capture of reliable data for managing service delivery and evaluating the outcomes achieved for young persons.
To access YSCIS you will need:
Internet connection
Internet browser: Infoxchange supports the three most recent versions of Internet Explorer, as well as the latest versions of Chrome and Firefox.
[bookmark: _Toc437595960][bookmark: _Toc532999305]Logging into YSCIS
Type the URL https://srs-qld-youth.infoxchangeapps.net.au into the browser. The landing page, as below, will appear.
Login using your unique username and password.  
Certain parameters need to be completed when you log in for the first time.  These are detailed in the section Logging in for the first time.
You have 4 attempts to enter the correct username and password. On a 5th unsuccessful attempt, your user account will be blocked for about an hour. Your Coordinator (or the Infoxchange HelpDesk) can re-set your account.
User accounts are also blocked if you have not logged in for 6 weeks or more.
YSCIS Coordinators can reset passwords and unblock blocked users.
The News section will keep you informed of any updates for the Youth Support Program Team and any software updates.
Details of support options are listed under the ‘Need help using YSCIS?’ heading.
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[bookmark: _Toc434565219][bookmark: _Toc434565430][bookmark: _Toc434565641][bookmark: _Toc434565852][bookmark: _Toc434566064][bookmark: _Toc434566275][bookmark: _Toc434570369][bookmark: _Toc434570580][bookmark: _Toc434570791][bookmark: _Toc434571004][bookmark: _Toc434571217][bookmark: _Toc434571430][bookmark: _Toc434571631][bookmark: _Toc434571845][bookmark: _Toc434572057][bookmark: _Toc434572270][bookmark: _Toc434572482][bookmark: _Toc434572695][bookmark: _Toc434572908][bookmark: _Toc434573109][bookmark: _Toc434582807][bookmark: _Toc434583040][bookmark: _Toc434583279][bookmark: _Toc434583748][bookmark: _Toc434583982][bookmark: _Toc434584215][bookmark: _Toc434584472][bookmark: _Toc434584707][bookmark: _Toc434584929][bookmark: _Toc434824347][bookmark: _Toc434394635][bookmark: _Toc434502452][bookmark: _Toc434502644][bookmark: _Toc434563050][bookmark: _Toc434565220][bookmark: _Toc434565431][bookmark: _Toc434565642][bookmark: _Toc434565853][bookmark: _Toc434566065][bookmark: _Toc434566276][bookmark: _Toc434570370][bookmark: _Toc434570581][bookmark: _Toc434570792][bookmark: _Toc434571005][bookmark: _Toc434571218][bookmark: _Toc434571431][bookmark: _Toc434571632][bookmark: _Toc434571846][bookmark: _Toc434572058][bookmark: _Toc434572271][bookmark: _Toc434572483][bookmark: _Toc434572696][bookmark: _Toc434572909][bookmark: _Toc434573110][bookmark: _Toc434582808][bookmark: _Toc434583041][bookmark: _Toc434583280][bookmark: _Toc434583749][bookmark: _Toc434583983][bookmark: _Toc434584216][bookmark: _Toc434584473][bookmark: _Toc434584708][bookmark: _Toc434584930][bookmark: _Toc434824348][bookmark: _Logging_In_for][bookmark: _Toc437595961][bookmark: _Toc532999306]Logging in for the first time
When you log in for the first time, you may be asked to change your password. This is located on the Admin Page, Password tab.  We recommend that you change your password to something easy to remember. Refer to section Change Password for more information.
Your YSCIS Coordinator will set you up with a username and a password to enable you to access YSCIS.
Username must be unique within YSCIS.  
Recommend Firstname.Surname (e.g. John.Dough)
Passwords must be a minimum of 10 characters and contain 1 upper case letter, 1 lower case letter, a number and a special character.
When logging in the first time, you will also be asked to update your security questions and email address – located on the Admin Page, Preferences tab. 
[image: ]
This information helps to identify you within the system. You will be prompted to update these preferences each time you login until you complete these items.
[bookmark: _Toc532999307][bookmark: _Toc437595963]Navigating YSCIS
Once you have logged into YSCIS, the Home Page, My List tab displays as the default.  
[image: ]Pages
Tabs



Each screen is made up of 3 areas: 
· Pages – 6 options on the left-hand side
· Tabs – appear across the top for each Page
· Workspace area – the centre of the screen.
 
Pages are grouped according to theme: 
Home:		Range of worker tools + Enquiry form
Persons:		Search for clients and manage client records
Groups:		Manage data related to work with groups of clients 
Days:		Enter or view data related to a particular day/date
Reports:		Request, generate and view reports
Admin:		User preferences, documents and YSCIS Coordinator functions.
Each page has multiple Tabs.  Tabs allow the user to carry out particular functions within the selected page.  The Menu icon  [image: ] also contains the list of Tabs for each Page.  

Within your YSCIS workgroup, users are assigned an access profile of Coordinator or Normal user.  
Please note: Some tabs and fields within various templates are only available to those users with Coordinator access profile.

[bookmark: _Toc437595970][bookmark: _Toc532999308]Viewing Prior Records
Data in YSCIS should not be deleted unless it was incorrectly entered. If information is no longer current or work has been completed, simply record the date the record stopped being current (e.g. address, contact details) or was completed (e.g. Profile/Case is closed). This will close the record but not delete it.  It will be retained and able to be viewed /accessed from the View Prior button. Simply create a new record to reflect the current / new activity.
This View Prior feature occurs throughout YSCIS – the screenshots below provide an example of how it appears.
On the client record below, the View Prior button appears for Profiles and Address – indicating there are historical records for both of these.
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By clicking on the View Prior button, those previous records are displayed for viewing:
[image: ]
[bookmark: _Toc532999309]Toggle for access to Person records
On the left-hand side of your screen, located underneath the Pages, there are 3 toggle options to display recent Person records – for easy access:
· Recent List: displays the 10 most recent Person records you have accessed
· My List: displays the Persons for which you are listed as a Key Worker
· Team Managed: displays the Persons where Team Managed has been selected as Key Worker.
Simply …
· click the  toggle icon[image: ] to select your required display
· click on the blue name to open that Person record
· click the box [image: ]to expand or hide records.

[image: ]   [image: ]    [image: ]    [image: ]
[bookmark: _Toc532999310]Logging Off
Log off via the log out icon [image: ]on the top at the far right of the screen. Simply click to log out. 
Users should log out as soon as they have completed their work within YSCIS.
[image: ]
[bookmark: _Toc437595962][bookmark: _Toc532999311][bookmark: _Toc437595964]Forgotten password
After you have logged in for the first time and have completed your Preferences (recorded your email address), the ‘Forgot your password?’ link on the landing page is of great help, if you have forgotten your password.
Note: If you haven’t recorded your email address, you will need to contact your YSCIS Coordinator to reset your password.
Select Forgot your password to reset your password. 
[image: ]
Enter your username and the recorded email address registered. Select Submit Step 1
[image: ]
An email containing a reset key is sent to the registered email address.
Copy the reset key from your email and paste it into the Reset Key field and answer the security question.  Select Submit Step 2
[image: ]
Enter your new password
Note: Your password must be at least 10 characters long: containing 1 upper case letter, 1 lower case letter, 1 number and 1 special character.   Select Submit Step 3
[image: ]


The following screen will display. Select Login Page and enter your new password to log-in to YSCIS.
[image: ]
[bookmark: _Toc437595965][bookmark: _Toc532999312]Increasing/Decreasing the size of text fields
Some free text fields are able to expanded and decreased in size.  This allows you to view more/less text as desired. 
To increase the size of a free text field click the [image: ] icon to ‘push’ the bottom of the field down the page hence increasing the amount of space available for text.
[image: ]

[bookmark: _Toc437595969][bookmark: _Toc532999313]Seeking help for standard SRS features
The information in this User Manual targets functionality specifically tailored for the Youth Support Program.  There are several functions, features and terminology that have not changed from the Infoxchange SRS product.  For guidance on using these features, use the Help [image: ] icon located in the top right corner of the screen.  This will take you to the relevant location on Infoxchange’s support site.
[bookmark: _Viewing_Prior_Records][bookmark: _Toc437595972]Workgroup vs Cluster: You may notice the following wording appearing on certain forms within YSCIS:
[image: ]
The terms Workgroup and Cluster pertain to different structure options within the SRS product.  In YSCIS, your service outlet (funded under the Youth Support Program) is established in a 1:1 relationship – each service workgroup is its own workgroup and its own cluster. These buttons do not have any relevance for managing your data.
[bookmark: _Toc434502461][bookmark: _Toc434502653][bookmark: _Toc434563059][bookmark: _Toc434565229][bookmark: _Toc434565440][bookmark: _Toc434565651][bookmark: _Toc434565862][bookmark: _Toc434566074][bookmark: _Toc434566285][bookmark: _Toc434570379][bookmark: _Toc434570590][bookmark: _Toc434570801][bookmark: _Toc434571014][bookmark: _Toc434571227][bookmark: _Toc434571440][bookmark: _Toc434571641][bookmark: _Toc434571855][bookmark: _Toc434572067][bookmark: _Toc434572280][bookmark: _Toc434572492][bookmark: _Toc434572705][bookmark: _Toc434572918][bookmark: _Toc434573119][bookmark: _Toc434582818][bookmark: _Toc434583051][bookmark: _Toc434583290][bookmark: _Toc434583759][bookmark: _Toc434583993][bookmark: _Toc434584226][bookmark: _Toc434584483][bookmark: _Toc434584718][bookmark: _Toc434584940][bookmark: _Toc434824358][bookmark: _Toc434394640][bookmark: _Toc434409249][bookmark: _Toc434409390][bookmark: _Toc434409530][bookmark: _Toc434409745][bookmark: _Toc434409886][bookmark: _Toc434410027][bookmark: _Toc434502462][bookmark: _Toc434502654][bookmark: _Toc434563060][bookmark: _Toc434565230][bookmark: _Toc434565441][bookmark: _Toc434565652][bookmark: _Toc434565863][bookmark: _Toc434566075][bookmark: _Toc434566286][bookmark: _Toc434570380][bookmark: _Toc434570591][bookmark: _Toc434570802][bookmark: _Toc434571015][bookmark: _Toc434571228][bookmark: _Toc434571441][bookmark: _Toc434571642][bookmark: _Toc434571856][bookmark: _Toc434572068][bookmark: _Toc434572281][bookmark: _Toc434572493][bookmark: _Toc434572706][bookmark: _Toc434572919][bookmark: _Toc434573120][bookmark: _Toc434582819][bookmark: _Toc434583052][bookmark: _Toc434583291][bookmark: _Toc434583760][bookmark: _Toc434583994][bookmark: _Toc434584227][bookmark: _Toc434584484][bookmark: _Toc434584719][bookmark: _Toc434584941][bookmark: _Toc434824359][bookmark: _Toc532999314][bookmark: _Toc437595973]Home Page
This section provides an overview of the various Tabs accessed from the Home page.   
[bookmark: _Toc532999315]My List
When you log-in to YSCIS, it opens on the My List tab. 
The My List tab displays clients for whom you have been allocated as a Key Worker (from the Persons page, Details tab).
On the Home page, select the My List tab:
[image: ]
The following options can be used to customise your view:
· By clicking the calendar icon and altering the Start date and End date, you can filter data by date.
· You can exclude those clients managed by the entire Workgroup by clicking the Hide Team Managed box.
· Using the drop down menu allows you to view clients by a particular Profile Status, which will be displayed once you click GO.
· To sort the list of persons, click on the Given Name or Family Name blue column headings.
· Click Export List to export the data currently displayed to a Microsoft Excel spreadsheet.
· Clicking on the person’s name directs you to the person’s record.


[bookmark: _Toc532999316]Team List
The Team List tab is used to view the list of clients allocated by Key Worker within your Workgroup.
[image: ]
The following options can be used to customise your view:
· By clicking the calendar icon and altering the displayed date range you can filter data by date.
· You can show additional details such as Last Worker, existing Alerts and Profile Status by clicking the options at the top of the form.
· To sort the list of persons, click on the Worker Name, Given Name or Family Name blue column headings.
· Click Export List to export the data currently displayed to a Microsoft Excel spreadsheet.
· Clicking on the person’s name directs you to the person’s record.

[bookmark: _Toc532999317]My Actions
The My Actions tab provides a quick way for you to check on any tasks, alerts, plans, document reviews and any other actions that have been allocated to you. 
My Actions lists all of your actions and tasks that are due shortly or those that are overdue. Overdue tasks are highlighted with a pink background.
[image: ]
The following options can be used to customise your view:
· The default setting displays actions that are due in the next four weeks or were due in the past six weeks that are yet to be completed or closed. To alter the period you are viewing, enter dates into the Start date and/or End date fields, or use the calendar icon to specify a period. Click GO.
· To sort the list of tasks, click on the Due Date or Action Type blue column headings.
· Clicking on the blue Person’s name directs you to the person’s record 
· Go to Task directs you to the individual action.

[bookmark: _Toc532999318]Team Actions
The Team Actions tab is used to view the list of actions that have been allocated to workers within your workgroup.
[image: ]
Data can be viewed with the same options as available on the My Actions tab.
[bookmark: _Toc532999319]Profiles
The Profiles tab on the Home page lists is very helpful in enabling you to identify Cases/profiles that are Current, Opened or Closed for specified date ranges.
[image: ]
Select your required Case/Profile type, then select Current, Opened or Closed from the drop-down list and specify the date range required.  Click Go.
The following options can be used to customise your view:
· Profile information can be filtered by profile type and profile status:
· By clicking the calendar icon and altering the Start date and End date, you can filter data by date.
· You can also display Last worker and Alerts information by clicking these fields.
· You can limit the profiles to only those within the current workgroup by selecting Only this workgroup.
· To sort the list of profiles, click on the Given Name, Family Name or Profile Started blue column headings.
· Click Export List to export the profile data currently displayed to a Microsoft Excel spreadsheet or pdf.
· Clicking on the blue person’s name directs you to the person’s record.
[bookmark: _Toc532999320]Referrals
This tab is used to manage referrals received from other Youth Support services and provides a central list of referrals recorded for your clients (i.e. sent to other services – within and external to the Youth Support Program).
For specific guidance regarding the Referrals tab, refer to Chapter 10 Referrals 

[bookmark: _Toc532999321]Service Directory
The Service Directory tab accesses the Service Seeker directory maintained by Infoxchange.  This is a separate application external to YSCIS.  Using this is optional.
[image: ]

If you have any questions regarding the Service Seeker database, click the Help [image: ] icon or contact the Infoxchange Help Desk.

[bookmark: _Toc532999322]Enquiry
For guidance regarding the Enquiry tab, refer to Chapter 13 Enquiries 
[bookmark: _Toc532999323]Persons Records
[bookmark: _Searching_for_a][bookmark: _Toc437595974][bookmark: _Toc532999324]Searching for a Person
Within YSCIS, a ‘person’ includes clients or person related to a client 
To maintain the accuracy of your data by ensuring duplicate records for Persons are not created, you can only add new Person records after you have done a search to ensure the client doesn’t already exist in your workgroup.

You can search for a person in 2 places:
via the Persons page and using the Search tab.  Using the search tab allows you to enter the first name, surname and gender of the client.
using the Family Name search box on the bottom left of the screen; 
[image: ]
Fuzzy searching allows you to search for clients with names that are a close match, or sound similar, to the one you typed.  It is highly recommended to always select Fuzzy searching because of the variety in the way people spell names.  For example a search of ‘Doe’ will also pick up ‘Dough’
The system is capable of wildcard searching.  A wildcard is a character (either * or %) that can be used as a substitute for characters in a search, which greatly increases efficiency and flexibility. For example, Family name “%son” will return a list of all persons whose surname ends with ‘son’.
Some example wildcard searches include:
W* or W% will search for names starting with “W”
[bookmark: _Add_a_Person][bookmark: _Toc437595975][bookmark: _Toc532999325]Add a Person 
On the Persons page, Search tab, enter the criteria for the person you are searching for.
	Click Search.

[image: ]
Where no record is found, ‘No matches to your search’ message will be displayed.
Click Add new Person to create a record.

NOTE:
[image: ]   [image: ]
Throughout the steps to create a Person record, a warning message/s will display advising that Date of birth and Consent are required to be recorded.  These will continue to display until the consent on the Persons page, Consent tab and Date of birth on the Persons page, Details tab, Edit Primary Details form, are recorded. 
Enter as much information about the client as possible.  Sex and Date of Birth are mandatory fields (*).  If the exact date of birth is unknown, the user can enter a year and tick the ‘year estimated’ box.
[image: ]
Click Save or select the [image: ] icon in the top right of the form.
The Person record is created – the Details tab is the default view.
	It can be edited at any time by updating the details and clicking Save.
[image: ]
YSCIS auto-assigns an Alpha Code and an ID number (visible by hovering over the blue Person name) to each Person record.  These identifiers can be used in the Identifier Search option (both codes can be entered into the Alpha Code field) and may display in some Lists.
[image: ]


The following sections step through completing the segments on the Details tab.
[bookmark: _Toc434565445][bookmark: _Toc434565656][bookmark: _Toc434565867][bookmark: _Toc434566079][bookmark: _Toc434566290][bookmark: _Toc434570384][bookmark: _Toc434570595][bookmark: _Toc434570806][bookmark: _Toc434571019][bookmark: _Toc434571232][bookmark: _Toc434571445][bookmark: _Toc434571646][bookmark: _Toc434571860][bookmark: _Toc434572072][bookmark: _Toc434572285][bookmark: _Toc434572497][bookmark: _Toc434572710][bookmark: _Toc434572923][bookmark: _Toc434573124][bookmark: _Toc434582823][bookmark: _Toc434583056][bookmark: _Toc434583295][bookmark: _Toc434583764][bookmark: _Toc434583998][bookmark: _Toc434584231][bookmark: _Toc434584488][bookmark: _Toc434584723][bookmark: _Toc434584945][bookmark: _Toc434824363][bookmark: _Toc434394645][bookmark: _Toc434409254][bookmark: _Toc434409395][bookmark: _Toc434409535][bookmark: _Toc434409750][bookmark: _Toc434409891][bookmark: _Toc434410032][bookmark: _Toc434502467][bookmark: _Toc434502659][bookmark: _Toc434563065][bookmark: _Toc434565235][bookmark: _Toc434565446][bookmark: _Toc434565657][bookmark: _Toc434565868][bookmark: _Toc434566080][bookmark: _Toc434566291][bookmark: _Toc434570385][bookmark: _Toc434570596][bookmark: _Toc434570807][bookmark: _Toc434571020][bookmark: _Toc434571233][bookmark: _Toc434571446][bookmark: _Toc434571647][bookmark: _Toc434571861][bookmark: _Toc434572073][bookmark: _Toc434572286][bookmark: _Toc434572498][bookmark: _Toc434572711][bookmark: _Toc434572924][bookmark: _Toc434573125][bookmark: _Toc434582824][bookmark: _Toc434583057][bookmark: _Toc434583296][bookmark: _Toc434583765][bookmark: _Toc434583999][bookmark: _Toc434584232][bookmark: _Toc434584489][bookmark: _Toc434584724][bookmark: _Toc434584946][bookmark: _Toc434824364][bookmark: _Toc437595976][bookmark: _Toc532999326]Create Alias 
From the Persons page, Details tab, select Create new alias
[image: ]
Record relevant details in the Add New Alias form.  Click Save.
	Note: Sex must be recorded for an Alias to assist in searching.

[image: ]
Details for the Alias can be updated at any time. To access the Edit Alias Details record, 	simply click on the blue Alias name.




[bookmark: _Toc437595977][bookmark: _Toc532999327]Record Relationships 
From the Person Page, Details tab, select Create new relationship
[image: ]
Search for the related person – using % is recommended. 
	If a record for the person is not found, select Add new person   
[image: ]
Complete the record as outlined in section Add a Person .  Click Save. 
The Edit Relationship form will display. 
	Select the correct relationship, click Save.
[image: ]
Note: The start date for the relationship may be the client’s Date of Birth or it could be the start date of care (e.g. foster care). This field is not mandatory.
A Person record has now been created for that Person.  They have been ‘connected’ with that Person via the displayed relationship.  You can access that Person record simply by clicking on their name. 
To modify the Relationship, click on the Relationship value- the Edit screen will display on the right hand side.  Update the details and select Save.  
[image: ]
To cease a relationship, enter an End Date.
	Users with Coordinator access are able to Delete a Relationship record if required.

[bookmark: _Toc434566083][bookmark: _Toc434566294][bookmark: _Toc434570388][bookmark: _Toc434570599][bookmark: _Toc434570810][bookmark: _Toc434571023][bookmark: _Toc434571236][bookmark: _Toc434571449][bookmark: _Toc434571650][bookmark: _Toc434571864][bookmark: _Toc434572076][bookmark: _Toc434572289][bookmark: _Toc434572501][bookmark: _Toc434572714][bookmark: _Toc434572927][bookmark: _Toc434573128][bookmark: _Toc434582827][bookmark: _Toc434583060][bookmark: _Toc434583299][bookmark: _Toc434583768][bookmark: _Toc434584002][bookmark: _Toc434584235][bookmark: _Toc434584492][bookmark: _Toc434584727][bookmark: _Toc434584949][bookmark: _Toc434824367][bookmark: _Toc434502471][bookmark: _Toc434502663][bookmark: _Toc434563069][bookmark: _Toc434565239][bookmark: _Toc434565450][bookmark: _Toc434565661][bookmark: _Toc434565872][bookmark: _Toc434566084][bookmark: _Toc434566295][bookmark: _Toc434570389][bookmark: _Toc434570600][bookmark: _Toc434570811][bookmark: _Toc434571024][bookmark: _Toc434571237][bookmark: _Toc434571450][bookmark: _Toc434571651][bookmark: _Toc434571865][bookmark: _Toc434572077][bookmark: _Toc434572290][bookmark: _Toc434572502][bookmark: _Toc434572715][bookmark: _Toc434572928][bookmark: _Toc434573129][bookmark: _Toc434582828][bookmark: _Toc434583061][bookmark: _Toc434583300][bookmark: _Toc434583769][bookmark: _Toc434584003][bookmark: _Toc434584236][bookmark: _Toc434584493][bookmark: _Toc434584728][bookmark: _Toc434584950][bookmark: _Toc434824368][bookmark: _Toc437595978][bookmark: _Toc532999328]Record Address
Multiple current addresses (such as home, postal or respite) can be recorded for a Person. However, at any one time, a person can only have one primary address. A single address can be associated with multiple related persons.
Select Create new address and the New Address Details form will appear to the right of screen.
[image: ]
Enter the address details
Select the envelope icon [image: ] if you wish to make the address ‘Care Of’ somebody other than the client
Select the Address type
Update the Primary and Current address status (Yes/No)
Record other people with relationships to the client that are living at the same address by ticking the checkbox at the bottom of the New Address Details form.  Note this will be identified by persons related to the client.  Ticking these boxes automatically updates the address of the person/s whom you ticked.
Select Save
To edit the address, select the blue text of the address which will reopen the Edit Address Details page.  To view address in google maps, select the [image: ] icon
Additional Notes:
When you start typing the Suburb, a list of possible options will appear.
State and Postcode will be populated automatically, assuming the Suburb is recognised.
When a Primary Address has been entered and you click on Create new address, the application will prompt you to identify whether you are entering a new Primary Address
Only addresses marked as current are displayed 
To close an address tick ‘No’ in the Current Address field
To view non-current addresses, select View Prior
The Primary Address is identified by a green tick in the list of addresses as per the following screen shot.

[image: ]
[bookmark: _Toc437595979][bookmark: _Toc532999329]Record Phone & other contacts (email, facebook etc)
A Person can have multiple electronic contact records such as phone, email, fax, facebook and mobile.  Other contacts such as an emergency contact or workers at external agencies can also be associated with the person record.
Click Create New eContact and the Edit Contact Details form will appear to the right of screen.
[image: ]
Enter the Contact details. This may be the telephone number, email address, facebook address etc.
Select a Contact type by clicking the drop down menu.
Add Comments as required.
Enter the Start Date by using the calendar icon.
If this is the current contact for the client set Current econtact? To Yes
Select Save.
To modify the Contact details click on the Contact and the edit screen will display on the right hand side.  Update the details and select Save.
To cease a contact, enter an End Date.

Additional Notes:
A user with YSCIS Coordinator access level is able to delete a Contact record.

[bookmark: _Assign_Key_Workers][bookmark: _Toc437595980]

[bookmark: _Toc532999330]Assign Key Workers
A Person can have one or more Key Workers recorded. 
Key workers can be members of your service involved with this client or other people, external to your service, who assist the client.  Where a member of your service is recorded as a Key Worker, this Person will display on their My List tab on the Home page.
Where no particular Person within your service is assigned to a client, Persons can also be identified as being Team Managed. This Person will display on My List for all workers within your service.
When you record a new Key Worker, you have the option to record useful comments about the role of the key worker and his or her responsibilities.
Select Create New Key Worker and the Edit Key Worker form will appear to the right of screen.
Select the Key Worker from the drop-down list.
[image: ]
To create a key worker record for an external person, select ‘Other, please specify:’ from the Key Worker list. You will then be able to enter their name.
[image: ]
Select Team Managed if the person is managed by the whole workgroup and not assigned to any individual worker
Add Role and Comments as required.
May be viewed by – there is no difference between these options for workgroups within YSCIS. Only users set-up within your workgroup can view your records. 
Enter the Start Date by using the calendar icon.
If this is the current Key Worker for the client set Current Key Worker? to Yes
Select Save.  To modify the Key Worker click on the Key Worker and the edit screen will display on the right hand side.  Update the details and select Save.  To cease a Key Worker enter an End Date.
[bookmark: _Toc434394651][bookmark: _Toc434409260][bookmark: _Toc434409401][bookmark: _Toc434409541][bookmark: _Toc434409756][bookmark: _Toc434409897][bookmark: _Toc434410038][bookmark: _Toc434502475][bookmark: _Toc434502667][bookmark: _Toc434563073][bookmark: _Toc434565243][bookmark: _Toc434565454][bookmark: _Toc434565665][bookmark: _Toc434565876][bookmark: _Toc434566088][bookmark: _Toc434566299][bookmark: _Toc434570393][bookmark: _Toc434570604][bookmark: _Toc434570815][bookmark: _Toc434571028][bookmark: _Toc434571241][bookmark: _Toc434571454][bookmark: _Toc434571655][bookmark: _Toc434571869][bookmark: _Toc434572081][bookmark: _Toc434572294][bookmark: _Toc434572506][bookmark: _Toc434572719][bookmark: _Toc434572932][bookmark: _Toc434573133][bookmark: _Toc434582832][bookmark: _Toc434583065][bookmark: _Toc434583304][bookmark: _Toc434583773][bookmark: _Toc434584007][bookmark: _Toc434584240][bookmark: _Toc434584497][bookmark: _Toc434584732][bookmark: _Toc434584954][bookmark: _Toc434824372][bookmark: _Toc434394652][bookmark: _Toc434409261][bookmark: _Toc434409402][bookmark: _Toc434409542][bookmark: _Toc434409757][bookmark: _Toc434409898][bookmark: _Toc434410039][bookmark: _Toc434502476][bookmark: _Toc434502668][bookmark: _Toc434563074][bookmark: _Toc434565244][bookmark: _Toc434565455][bookmark: _Toc434565666][bookmark: _Toc434565877][bookmark: _Toc434566089][bookmark: _Toc434566300][bookmark: _Toc434570394][bookmark: _Toc434570605][bookmark: _Toc434570816][bookmark: _Toc434571029][bookmark: _Toc434571242][bookmark: _Toc434571455][bookmark: _Toc434571656][bookmark: _Toc434571870][bookmark: _Toc434572082][bookmark: _Toc434572295][bookmark: _Toc434572507][bookmark: _Toc434572720][bookmark: _Toc434572933][bookmark: _Toc434573134][bookmark: _Toc434582833][bookmark: _Toc434583066][bookmark: _Toc434583305][bookmark: _Toc434583774][bookmark: _Toc434584008][bookmark: _Toc434584241][bookmark: _Toc434584498][bookmark: _Toc434584733][bookmark: _Toc434584955][bookmark: _Toc434824373][bookmark: _Add_Consent]
When you are recorded as a Key Worker on a Person record, it will display on the My List and Team List tabs on the Home page:
[image: ]
[bookmark: _Toc434565246][bookmark: _Toc434565457][bookmark: _Toc434565668][bookmark: _Toc434565879][bookmark: _Toc434566091][bookmark: _Toc434566302][bookmark: _Toc434570396][bookmark: _Toc434570607][bookmark: _Toc434570818][bookmark: _Toc434571031][bookmark: _Toc434571244][bookmark: _Toc434571457][bookmark: _Toc434571658][bookmark: _Toc434571872][bookmark: _Toc434572084][bookmark: _Toc434572297][bookmark: _Toc434572509][bookmark: _Toc434572722][bookmark: _Toc434572935][bookmark: _Toc434573136][bookmark: _Toc434582835][bookmark: _Toc434583068][bookmark: _Toc434583307][bookmark: _Toc434583776][bookmark: _Toc434584010][bookmark: _Toc434584243][bookmark: _Toc434584500][bookmark: _Toc434584735][bookmark: _Toc434584957][bookmark: _Toc434824375][bookmark: _Toc434565247][bookmark: _Toc434565458][bookmark: _Toc434565669][bookmark: _Toc434565880][bookmark: _Toc434566092][bookmark: _Toc434566303][bookmark: _Toc434570397][bookmark: _Toc434570608][bookmark: _Toc434570819][bookmark: _Toc434571032][bookmark: _Toc434571245][bookmark: _Toc434571458][bookmark: _Toc434571659][bookmark: _Toc434571873][bookmark: _Toc434572085][bookmark: _Toc434572298][bookmark: _Toc434572510][bookmark: _Toc434572723][bookmark: _Toc434572936][bookmark: _Toc434573137][bookmark: _Toc434582836][bookmark: _Toc434583069][bookmark: _Toc434583308][bookmark: _Toc434583777][bookmark: _Toc434584011][bookmark: _Toc434584244][bookmark: _Toc434584501][bookmark: _Toc434584736][bookmark: _Toc434584958][bookmark: _Toc434824376][bookmark: _Toc532999331][bookmark: _Toc437595982]Add Consent
Consent is mandatory. As soon as you add a Person record, a warning message will pop up ‘You must record a valid Consent record for this client’. This message will continue to appear until a consent record is added. Each person recorded in YSCIS must have a consent record, for example, a parent of a client.
[image: ]
It is possible to have multiple consents current in a client’s file. Organisations may ask clients for additional consent, for example, travelling in a work vehicle. If organisations have their own consent form, it can be uploaded and added to the record on this page.
Consent should be reviewed regularly with clients and it is compulsory to enter a review date.
Verbal consent can be recorded in the Notes free text box at the end of the form. Once a Consent Form has been saved, a new Consent Form can be generated with the existing pre-populated information, except for the signature. 

From the Person page, select the Consent tab
Select Create New Consent
[image: ]

Enter Start date and Review date of consent.
Note: Review date is mandatory and it is recommended that consent is reviewed every 3 months.  The review will appear on the My Actions tab (on the Home page) for that worker.
Click the checkboxes as appropriate and record consent details in the text boxes provided.  Alternatively, organisations may choose to upload their own consent form, if this is the case move to step 5.  Some examples of text to put in the consent text boxes are listed below.
Example text for consent
This consent relates to the following specific personal information or type of information:
My health, including mental health and my accommodation situation and needs
Anything that is necessary to assist me access accommodation and re-enrol in education
My involvement in the legal system, including court dates
Information that assists ABC Service to ensure that all agencies involved in my case plan are kept up to date about my day to day situation 
I consent to the stated information being discussed with/released to the following individuals:
All information stated with CYMHS, my mother and just my accommodation needs with accommodation providers
Potential education and accommodation providers
Youth justice, the Youth Advocacy Centre and my mother
All agencies that are providing me support/services including Youth Justice, Child Safety and ABC Service 
Notes:
This information will be reviewed when my case plan is updated or changes
I do not consent to any information being shared with anyone in my family other than my parents
Consent was provided verbally over the phone

Select Save
Use the triangles [image: ] to increase or decrease the size of the Notes field

The Consent form can now be printed for your client to sign by selecting Print View, then printing. 
Note: This feature requires ALL boxes/field to be completed. If it is relevant for the boxes/fields to only be partially completed, you will need to complete a manual form and attach it. An example blank consent form can be found on the Admin page under the Documents tab.
The scanned copy of the consent form can then be scanned and uploaded by selecting the Select & Upload button.  If working from a tablet or mobile device, the client can sign consent on-screen using a stylus pen or their finger
Once signed and/ or documents uploaded select Save.
To End Date consent select consent from the list, this will open the edit consent screen, enter an End Date and select save.  
To modify an existing consent (to update) select consent from the list, this will open the edit consent screen and select the Save New button. This will copy the existing consent (excluding signature and documents attached) and create a new consent record.
Example for illustrative purposes only:
[image: ]
[bookmark: _Toc532999332]Case Profiles
[bookmark: _Create_a_Case_1][bookmark: _Toc437595983][bookmark: _Toc532999333]Create a Case Profile
In YSCIS, Cases are recorded as Profiles -   on the Persons page, Details tab.  Profiles should be created to match the service provided: Access or Support – Case management. 
All notes, payments, plans and Assessments for a client are linked to a case/profile. A client should only have one active case at a time. Cases are closed at the time your work with your client is complete. 
From the Person page, Details tab select Create new profile
[image: ]
Select the Profile type from the list and click Create
[image: ]
The Case form appears.  It comprises of 3 sub-tabs: Service User, Referral and Closure.
On the Service User sub-tab, enter the Start Date of the Case.  Click Save.
[image: ]
Select the Referral sub-tab within the Case :
[image: ]
Complete the Source of Referral from the drop-down list :
[image: ]
Select the Reason for Referral  -  multiple values can be selected
Record any Presenting Issues, the Organisation referred from and the Worker from that Organisation by selecting the corresponding  [image: ]icons
Click Save.  

              Refer over page for example….
[image: ]
If a Case has been incorrectly created, you may delete it. Be very sure this is required.



IMPORTANT NOTE: Transition period 
YSCIS was updated to reflect the new Youth Support model (effective from 1st July 2018) in late December 2018.  During this period, services were able to select Support or Integrated Response cases for the new case category of Support – case management.
The DCSYW Performance Report and the DCSYW Performance List for periods commencing on and after 1st July, 2018, will include Support and / or Integrated Response cases, as relevant, in measures defined under the new Youth Support model as Support – Case management.

[bookmark: _Case_Notes][bookmark: _Toc437595984][bookmark: _Toc532999334]Case Notes
[bookmark: _Toc434502480][bookmark: _Toc434502672][bookmark: _Toc434563078][bookmark: _Toc434565250][bookmark: _Toc434565461][bookmark: _Toc434565672][bookmark: _Toc434565883][bookmark: _Toc434566095][bookmark: _Toc434566306][bookmark: _Toc434502481][bookmark: _Toc434502673][bookmark: _Toc434563079][bookmark: _Toc434565251][bookmark: _Toc434565462][bookmark: _Toc434565673][bookmark: _Toc434565884][bookmark: _Toc434566096][bookmark: _Toc434566307][bookmark: _Create_a_Case]Service delivery and your case management activities are recorded using Notes.  These Notes record the time spent by the worker. These records reflect in the DCSYW Performance Report for your service.
Case notes are recorded in the Persons Page, from the Notes Tab.
The definitions for each category are:
Contact: direct time spent with the young person, including travel with young person in the vehicle
Case Work: time spent on behalf of the young person (e.g. case coordination)
Travel: other travel undertaken including travel to meetings for a client without them in the car. 

[bookmark: _Toc437595985][bookmark: _Toc532999335]Create a Case Note
From the Person Page select the Notes tab 
Select Create New Note
[image: ]
Enter Date of note (can be backdated)
Add Worker/s.  The worker will default to the user entering the data.  
Additional workers can be added by selecting the [image: ] icon.  External workers can be added to the note to record their attendance.
[image: ]
Case will default to the active case for the Person.
Select the Contact type from the drop-down list. 
[image: ]
If you have spent time with a client that includes a number of contact types e.g. Case coordination and Home visit, select the contact type where you spent the most time.  If you want to record the contact time for each contact type separately, simply record a Note for each activity.  
Record relevant comments relating to the activity in Notes box. This is informed by the case management protocols applied by your service.
Enter the time spent with or on behalf of the client in the Contact length fields – record time in minutes.
Definition of the time breakdown categories are:
Contact: direct time spent with the young person, including travel with young person in the vehicle
Case Work: time spent on behalf of the young person (e.g. case coordination)
Travel: other travel undertaken including travel to meetings with a client without them in the car 

All time is included in your Performance Report (Travel time has been included from 1st April 2018).
Select Save to save a draft of the Note. (All notes will become locked/un-editable after 2 weeks of saving).
[image: ]

Select Save Final to lock the Note.

[image: ]

Additional Notes:
A user with YSCIS Coordinator access level is able to delete a Note record that is not locked.
After a record is locked, it is no longer able to be edited.
To unlock a Note (for amendments), contact the Infoxchange HelpDesk.

[bookmark: _Toc437595986]

[bookmark: _Toc532999336]Create a Case Note for a Case Panel meeting
When a Case Note is created for a client that has a Support – Case management case (previously, an Integrated Response case), additional fields are displayed when the Contact type is Case Panel Meeting.  
The two additional fields are Did 2 or more external organisations attend and Organisations Attending.  This information is included in DCSYW Performance Report for your service (for Measure IS131).

[image: ] 

[bookmark: _Toc437595987][bookmark: _Toc532999337]Assessments
[bookmark: _Toc437595988][bookmark: _Toc532999338]Record Assessments
Youth Wellbeing Assessments are recorded in the Persons page, Outcomes tab. 
Assessment data is collated for performance reporting for your service.

Details and instructions on completing the Youth Wellbeing Common Assessment Tool can be found on the following website https://www.csyw.qld.gov.au/youth/youth-support-services
For Access cases, workers can record an Initial contact assessment.  The Initial contact assessment is a light touch assessment with only the first six questions included from the Youth Wellbeing Assessment.  An Initial contact assessment should be undertaken prior to referring the client to another agency to ensure that the full range of issues faced by the client are recorded and passed on to the referral agency.  This assessment is designed to assist you in determining the full needs of the young person and not for tracking their progress or for capturing data for performance measures.
For Support – Case management cases, workers can record First, Review and Final Assessments.  Multiple Review assessments can be completed during your period of working with the young person (refer to Sections 3 & 4 of the Youth Support Practice Guide for best practice regarding assessments).

NOTE: To support the transition to the new Youth Support Program model, YSCIS allows for Review and Final Assessments to be recorded for open Support and Integrated Response cases.  These will be recognised in your DCSYW Performance Report. 
[image: ]  [image: ]




From the Persons page, select the Outcomes tab, click Create New Review
[image: ]
Enter the Date the Assessment was Completed.
Select the Outcome Type.  
	For Access Cases, select Initial contact assessment.  
	For Support – Case management (or open Support or Integrated Response cases during 	the transition period), select relevant Assessment from the list.  
[image: ]
Case will default to current case profile.
Show Comments and Priority will be pre-set to checked.  If you do not wish to see the comments or priority, uncheck the boxes.
[image: ]

For each domain, record the assessed position of the young person with regard to the Score key. 
Against each domain, the user can select if the domain is a priority for the client and also add any additional comments.
Select Save to save a draft of the assessment. To modify this assessment at a later stage, select the assessment from the list screen, update as required, then select Save.
Select Save Final to lock the assessment (cannot be modified).
Assessment can be printed by selecting Print View.
Additional Notes:
A user with YSCIS Coordinator access level is able to delete an assessment record that is not locked.
Deleting assessment records from a previous reporting period may impact on Performance Report for your services.  It is recommended not to delete data that predates the current quarter.


Example of Initial contact assessment for Access cases
[image: ]   [image: ]



Example of Assessment for Support – Case management cases
[image: ] [image: ] [image: ]
[bookmark: _Toc437595989]

[bookmark: _Toc532999339]Compare Client Assessments  
For assessments recorded against Support – Case management cases (including Support and Integrated Response cases during transition), users can compare a First, a Review and a Final assessment using the chart function.  
The Chart can be opened as PDF and printed. 

From the Persons page, Outcomes tab, select Chart
[image: ]

Select the Assessments you wish to compare (tick the checkbox) and click Refresh.
[image: ]

The Chart will display, showing the comparison between the selected Assessments – refer screenshot on the following page.
If you wish to change the assessments to display, simply click [image: ]    and select the assessments you wish to view.
[image: ]

Users can print the chart by selecting Print View. It will generate as a pdf document.
[image: ]


Additional Notes:
The chart will only display the most recent outcome per type, e.g. it will only compare the most recent ‘First’ assessment against the most recent ‘Review’ and most recent ‘Final’ assessment.  You cannot compare two ‘Review’ assessments using this functionality, this can be done by filtering data available from an Outcomes List (refer to section Reports).

To support the transition to the new Youth Support Program model, subsequent review assessments completed for the open Case will be available as below :

[image: ]





[bookmark: _Toc437595990][bookmark: _Toc532999340]Case Plans
A Plan is a structured intervention comprising specific actions to address the needs of the young person. The Plans tab enables you to create and manage a care or case plan for a young person. 
A person can have multiple plans, although it is unusual to have more than one current plan. Each plan can have multiple actions enabling the identification and recording of issues, goals, actions and outcomes.
[bookmark: _Create_Case_Plan][bookmark: _Toc437595991][bookmark: _Toc532999341] Create Case Plan 
From the Persons Page, select the Plans tab
Click Create New Plan.   The Edit Plan Details form will appear.
[image: ]
Enter the Date (defaults to today’s date) and Review date by using the calendar icon
Plan type will auto-populate to Support – case management
Enter a Description of the plan e.g. Support Plan 
Click Save. The following screen will appear. You can now add Actions to your Plan.  
[image: ]

Click Create New Action. The Edit Action Details form will display.  
[image: ]
For each Action, complete the details for Issue, Goal and Action.  Click Save.
Repeat the above step to complete your plan.  
The order in which Actions appear in your Plan can be changed by using the Order field in the bottom right-hand corner of each Action. 
When each Action is created, it is assigned an order of “0”. Simply assign the required number in each Action to change the order in which they appear in the Plan.




An example plan is shown below:
[image: ]
The Action highlighted in blue is open at the bottom of the screen, for editing and updating.
Additional Notes:
When using plans for the first time, it is recommended to keep the plan relatively simple, perhaps creating a new action for each different issue.
If you are conducting joint case management, it is possible to record other workers and/or services involved in the oversight of the plan or as the responsible worker for a specific action. Each worker will be provided with a reminder, which appears in their My Tasks tab, at the review date.
A closed Action becomes a Prior Action that can only be viewed by clicking View Prior. This is required if you wish to print all actions associated with a plan.


[bookmark: _Toc437595992][bookmark: _Toc532999342]Brokerage
Financial support provided to the young person can be recorded as follows:
From the Persons Page, Payments tab, select Create New Payment.
	The Edit Payment details form will display on the right-hand side of the screen.
[image: ]
Enter Date of payment (defaults to today’s date).  
The Worker field will default to the user entering the brokerage payment.  
Select Payment type of Brokerage.  
Case will default to current case.
Enter the Amount.
Enter Details of brokerage payment, such as what it was for and invoice number
Scanned copies of invoices/supporting documents can be attached by clicking the Browse button.
Select Save.  To modify the payment select the payment from the list screen and update as required then select Save.
[image: ]


Additional Notes:
If significant time was spent providing brokerage to the client, this would need to be captured as a Note. Refer to section Create a Case Note
You are able to attach documents to the payment record after you click Save.
A user with YSCIS Coordinator access level is able to delete a Payment record.
Payments can be printed by selecting Print View.



[bookmark: _Referrals][bookmark: _Toc437595994][bookmark: _Toc532999343]Referrals
This section outlines the important functionality for:
Making referrals to another service provider, and
Responding to (acknowledging and accepting) referrals from another YSCIS service provider.
[bookmark: _Toc437595995][bookmark: _Toc532999344]Making Referrals to another service provider
All Referrals are made / recorded from the Referrals tab on the Persons page.
Click the Create new Referral button to open the Referral form.
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There are two recommended options for making a referral to another service. These are: 
YSCIS Services:  This is a referral to another Youth Support Service Provider that has access YSCIS.  The referral and case file information is automatically sent within YSCIS and an email is sent to the Service Provider contact email address.  
We recommend as best practice that this is followed up with a phone call as a courtesy and to ensure no referral accidentally slips through the gaps.
Manual:  This includes referrals to internal or external providers that are not Youth Support YSCIS services. The referral and associated case file information must be manually sent by the user outside of YSCIS.

The Search and Favourites radio buttons access the Service Seeker Database.  This is a separate database maintained by Infoxchange – it is independent of YSCIS.  This option requires referral information to be manually communicated.  For efficiency, the Manual option noted above is recommended.

The detailed steps for each of these options are outlined in the respective sections.

[bookmark: _YSCIS_Referrals][bookmark: _Toc437595996]

0. [bookmark: _Toc532999345]Send a referral to another Youth Support service
The YSCIS Services radio button enables you to make an electronic referral to another Youth Support service.  The referral will appear on the receiving service provider’s Referral tab (on the Home page) in their YSCIS workgroup. In addition, YSCIS will email a notification of the referral to the contact email address stored within YSCIS for that service.
On the Persons page, Referrals tab, click Create new Referral
[image: ]
Select radio button for YSCIS Services
In the Send referral to field, enter Service Name or name of organisation. 
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Select required Service from the List and click Submit
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The Referral form will now be displayed.
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Complete the Details section :
	 - identify if the Referral is Internal within your organisation or External 
	 - select Referred to value from the drop-down list 
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Record details for Presenting Issues and Additional Information to inform the receiving service about your client


Click Save Draft at the bottom of the form.
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If documentation is required to be attached once the draft has been saved, expand the Attachments section by selecting the [image: ] icon.  
You can select to attach documentation from the Client File or select files located on the user’s computer (external to YSCIS).  
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Select Client File then select the information you wish to attach to the referral.  
	Select the required Page control, Order, Export Period options and click Attach file
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Attachment is now shown within the referral. 
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Consent must be obtained from your client to make the referral. 
	Click Yes for Consent to send 
If you are ready to send the referral, click Send
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When Send is selected, the referral and associated attached information/ documentation is sent to the service provider within YSCIS. The Status of the referral will change from Draft to Waiting.  
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When that service Acknowledges, Accepts or Declines the referral, 
the Status will be updated in your workgroup.
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Once a referral has been sent, you may Recall it – this is only available until the receiving service updates the Status of the referral.
A copy can be used in the instance where the user has to complete multiple referrals for a client.  You can also create a pdf, which may be printed, should this be required.  


[bookmark: _Toc437595997][bookmark: _Toc532999346]Create a Manual Referral
Manual referrals are used to record referrals made to non-Youth Support services or to capture light-touch referrals for a client, such as phone referrals.
For phone referrals, where documentation is not required to be sent as part of the referral, the user can complete a Manual referral to capture details.  The notification to the new service provider and all associated information needs to be sent outside of YSCIS.

Select the Persons page, Referrals tab,  click Create new Referral
Select Manual radio button
Enter in details of the service you are referring the young person as relevant.
	Click Submit
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The following form will appear.
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Complete the Details section :
	 - identify if the Referral is Internal within your organisation or External 
	 - select Referred to value from the drop-down list 
Record helpful information in the Presenting Issues and Additional Information sections
Click Save Draft at the bottom of the form.
Use the Attachments section to record any associated records you provide to this service (supporting the referral). Please refer to the relevant steps outlined in the preceding section.
When you are ready to send the information to the referrer, click Yes for Consent to send.
Then, click Waiting.  This will update the Status of the referral to Waiting.
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All documentation and communication regarding this referral must be sent outside 	of YSCIS.
When a referral has been marked as Waiting, it is understood that it has been manually sent to the external service provider and you are waiting for a response from them.  
The options at the bottom of the screen change to Update, Recall, Accepted and Declined.
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After receiving advice from the service provider, update the referral to Accepted or Declined.  
They can also Update the referral (modify) or Recall the Referral.  A PDF copy of the referral can also be generated and either emailed or printed/faxed
 Once a referral is accepted the user can create a Copy of the referral.  This would be used in the instance where the user has to complete multiple referrals for a client.




[bookmark: _Toc437595998][bookmark: _Toc532999347]Record referral using the Service Seeker database
The Service Seeker Database is a national database of service providers maintained by Infoxchange.  This is independent of YSCIS.  The details for each service provider contained in the service seeker database are for information only and referrals made in this manner should be treated as Manual Referrals, with the user manually sending the referral and documentation to the service provider.

Please refer to the preceding section for guidance to record a Manual Referral.



[bookmark: _Toc437595999][bookmark: _Toc532999348]Receiving referrals from another service provider
Referrals received from other Youth Support services are managed from the Home page, Referrals tab. 
These referrals show on the Received sub-tab. 
Referrals that have been Accepted, Declined, Sent or have yet to be sent (i.e. are in Draft format) can be viewed by clicking the relevant sub-tab. 
From the Home page select Referrals tab
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In the Received sub-tab, select the [image: ] icon to view/edit the details of the referral.
[image: ]


Click Acknowledge at the bottom of the Referral form, to update the Status of the referral – indicating you are aware of and are processing this referral.
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The procedures developed by your service to determine whether to Accept or Decline the referral occur at this point.  A review of the client_file attached to the referral will inform this decision.

To accept the referral, as indicated by the message in the yellow box, it must be associated with a Person record.

It is important to perform a wide search to identify if a Person record already exists for the referred client: use the % wildcard on a short version of the Given Name or Family Name, click Search.
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Where a potential match is identified, it displays as above.
Click the person icon to check the current record in your workgroup to confirm if it is the same person. 
Note: you will need to navigate back to the Home page, Referrals tab to resume processing your referral (this may display is a separate tab in your browser).

Where a Person record already exists for the client in the referral, click the link [image: ]icon.



If there is no existing Person record for the client, click Add <Name> as a new Person.
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A blue message will display at the top of the referral form and a blue person icon will appear in the referral record to the left. You can click on this icon to open the Person record.  Certain details will have been automatically populated in the record.  You may like to include other information, where relevant, from the client_file (attached to the referral).
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You are now able to select the Accept button at the bottom of the referral form.  This will update the Status of the referral.
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The Status is updated in your workgroup and in the workgroup that sent you the referral.

The referral record is now located on the Accepted sub-tab of the Referrals tab (on the Home page) AND on the Referrals tab of the Person record.
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To decline the referral:
If you are not going accept the referral, click Decline at the bottom of the referral form. 
You will be required to select a Reason for declining the referral 
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Click Decline to save.
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Youth Support service delivery is directed to ensuring that young people receive individualised support and assistance consistent with their assessed needs. However, there may be instances that young people are engaged in the company of other young people to provide a targeted response for common identified goals/actions within their respective plans. 
YSCIS provides a functionality (Groups on the Groups page) to record occasions where a worker/workers are engaging with more than one young person when delivering a youth support service response. These responses should always involve at least two, if not more, young people who are clients of the service and for whom a client record and case profile are created. If only one client is contacted this would be an individual case note, not a group.
Examples of Group scenarios are outlined below:
Example 1
Four young people with case plans attend a 4 x 1 hour program on anger management delivered by two workers. Each session is captured using the Group Notes functionality, with the individual young people linked to it, so that the group case note appears in each client’s record. 
Total output hours equates to 4 direct contact hours for each worker. The group type in this instance would be captured relevant to the case type of the majority of clients participating whether ‘support’ or ‘integrated response’. The individual persons receiving a service in the period is captured through the case profile, not the group functionality.
Example 2
Your service is aware that there are a number of disengaged and vulnerable young people regularly gathering at a local beach. Your service decides to outreach to location to engage these young people to facilitate their access to support. When in contact with the group of young people, three young people accept referral information/or offer of warm referral as access clients and one spends some time with one of the workers on the side sharing some challenges they are experiencing and accepting an offer of ongoing support.
This activity would be recorded in YSCIS as follows:
 - Client/Person records would be created with Access profiles/cases for the 3 access clients.
 - a Group for the Outreach @ Beach would be created and these 3 clients added as members of that Group
 -  A single Group Note would be recorded detailing what information was provided – this Note copies across to and is visible on each of the 3 Person records. 
 - A client and Support – Case management profile/case would be created for the young person who was contacted and accepted the offer of ongoing support. This would be recorded as an individual case note as they did not participate in the Group. 



The Groups page contains 5 tabs:
[image: ]
· Groups: to manage group sessions delivered by your service. Group Notes are created for activities pertaining to the delivery of that group activity, recognising attendance and capturing worker time spent on these activities.

· Waiting Lists:  to track clients who may be waiting for a particular service. 

· Fulfilment: to create a mailing list of clients who share an interest or have expressed an interest in receiving particular information. You can also use this group type to create invitation lists for clients who share common demographic characteristics.

· Activity: to record activities that are not groups and/or do not involve client participation. 

· Management: to create new Groups – retains a register of all items created.

Waiting Lists, Fulfilment and Activity are standard features from the Infoxchange SRS product.  For guidance on using this functionality, click on the Help icon [image: ]  to access SRS Help.


There are 3 steps to create and manage groups provided as part of service delivery with young people.
These are outlined in the following pages.
[bookmark: _Toc437596001]

[bookmark: _Toc532999350]Create a New Group
From the Groups page, on the Management tab, click [image: ]
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Complete details on the Edit Group form and click Save.
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· Group / List Name is the name of your group sessions/program.
· Description is used to record the purpose / scope of the group sessions.
· Nominal Length is not a mandatory field.  If a value is entered here, it will pre-populate the Contact time field on the Group Note template for this group.
It is recommended that this field is left blank.
· Set Individual Nominal Length should be set as ‘No’ to ensure accuracy of recording service hours.
· Maximum Number can be used to help manage the number of participants in the group   -   selecting this will provide messages. It does not limit adding members 
· Track Attendance – if ‘Yes’ is selected,  a brief Attendance Note will display on the Membership tab for each Person record listed as a member of the Group.  
Please refer to What does Track Attendance do? section below to inform your choice.
· Enable Case Profiles – select ‘No’.
· Count Others – select ‘No’.  If ‘Yes’, a box will appear to record the number of non-clients who attend a session to be recorded. 
· Start Date – defaults to today’s date – when this Group record was created in ARC.
· Current group? – defaults to ‘Yes’.
· Click Save.
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Additional Notes:
· You only need to create one Group template for sessions that are held on a regular basis.  Individual Group Notes for that Group will record each session that is held and other activities undertaken in association with that Group. 
· You are able to edit/update the details of each Group from this tab, at any subsequent time.
· Any relevant documents are able to be attached to the Group template.
· A Group will remain active until it is closed. This is achieved by recording an End Date in the Group template (this will auto-update Current group? To No).  The record remains accessible via the View Prior button.
[bookmark: _Toc437596002]

[bookmark: _Ref505255980][bookmark: _Ref505255907]What does Track Attendance do? 

Track Attendance is standard SRS functionality.
Where Track Attendance is selected as Yes (when creating the Group), an Attendance Note is created for all Group Notes recorded for that Group.  
On the Group Notes sub-tab, the [image: ] icon links to the Attendance Note that has been created.    
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Click this icon to open the Attendance Note for that Person. 
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Enter any comments .Click Save.
[image: ]
The Nominal Length field does not record your time. It is recommended this is left blank.
On the Person record, Membership tab, the View Attendance record icon [image: ] will appear for those groups where it was set-up.  
An Attendance Note will appear for ALL Group Notes created, not just for those the Person attended.
[image: ]

Services need to assess the value of this. 

If Track Attendance is set to ‘No’ (when the Group is created),  the Attendance Notes icon does not appear on the Membership tab for each member.  A copy of the Group Note where Update attendance is recorded is copied to the relevant Person record.  
Please refer to Record a Group Note section (Section 11.3) below for more information.




[bookmark: _Toc532999351]Add a Client to a Group
From the Groups tab, select the required Group from the drop down list 
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On the Manage Membership sub-tab, select Add Person to Group.  
	Search for person, click Go.  Click ADD for each relevant client.
[image: ]
Add any comments, if relevant, and click Save
[image: ]
Repeat the above steps to add the required clients to the Group.
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To remove a client from a Group, simple click Remove.
[bookmark: _Toc437596003][bookmark: _Toc532999352]Record a Group Note
Activities performed in delivering group sessions are recorded using the Group Note feature.
On the Groups tab, select the required group from the drop down list.
Select the Group notes sub-tab.  Click New Group Note
[image: ]
Complete the fields as relevant:
 - record the Date of the activity
 - Add other workers if involved in the activity – click on blue person icon 
[image: ]
	  - record Notes
	 - to record attendance, click the checkbox for ‘Include’ for each client and then click Update Attendance. Their names are now attached to this Group Note. 
	 - select Group Case Type
 - record the number of workers (see notes for Counting Rules below)
 - record activity time for Contact, Case Work and Travel as relevant.
 - click Save.
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Additional Notes:
A copy of the Group Note will be added to each client’s record where they were marked as ‘in attendance’.  
This can be accessed by clicking the blue crayon [image: ] or from the Person page, Notes tab.

[image: ]



The copy of the Group Note for that Person will open on the right hand side of the screen, in a gray template. (The Group Note displays in a yellow template.)
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That Note is also able to be accessed from the Person record, Notes tab :
[image: ]



The Group Note counts service hours for performance reporting.
By way of example, for the Group Note below, 2 workers facilitated a session attended by 3 clients for 90min (1.5hrs)
[image: ]

The DCSYW Performance Report recognises the time for both workers for the relevant service type.
[image: ]
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With the completion of your work with the young person, their case/profile must be closed.
Closing a case involves the following 4 steps:
Close Consent
Close the Case Plan
Close the Key Worker. This avoids the client appearing in the worker’s ‘My List’ on the Home page
Close the Case Profile.
[bookmark: _Toc437596005][bookmark: _Toc532999354]Close Consent
From the Persons page, select Consent tab.
Open the Consent record (by clicking on the blue date) – enter End Date and Save. 
[image: ]
The Consent record is saved as a Prior Record – simply click the View Prior button to display / access.
[image: ]
[bookmark: _Toc434394705][bookmark: _Toc434563133][bookmark: _Toc434565305][bookmark: _Toc434565516][bookmark: _Toc434565727][bookmark: _Toc434565938][bookmark: _Toc434566150][bookmark: _Toc434566361][bookmark: _Toc434570454][bookmark: _Toc434570665][bookmark: _Toc434570878][bookmark: _Toc434571091][bookmark: _Toc434571304][bookmark: _Toc434571505][bookmark: _Toc434571718][bookmark: _Toc434571932][bookmark: _Toc434572144][bookmark: _Toc434572357][bookmark: _Toc434572569][bookmark: _Toc434572782][bookmark: _Toc434572983][bookmark: _Toc434573196][bookmark: _Toc434582895][bookmark: _Toc434583128][bookmark: _Toc434583368][bookmark: _Toc434583837][bookmark: _Toc434584071][bookmark: _Toc434584305][bookmark: _Toc434584562][bookmark: _Toc434584784][bookmark: _Toc434585018][bookmark: _Toc434824437][bookmark: _Toc437596006][bookmark: _Toc532999355]Close the Case Plan
From the Persons page, Plans tab, open the current Plan. 
Review Actions to ensure accurately updated.  
	Enter a Close date for the Plan.   	Click Save
[image: ]



[bookmark: _Toc434394707][bookmark: _Toc434563135][bookmark: _Toc434565307][bookmark: _Toc434565518][bookmark: _Toc434565729][bookmark: _Toc434565940][bookmark: _Toc434566152][bookmark: _Toc434566363][bookmark: _Toc434570456][bookmark: _Toc434570667][bookmark: _Toc434570880][bookmark: _Toc434571093][bookmark: _Toc434571306][bookmark: _Toc434571507][bookmark: _Toc434571720][bookmark: _Toc434571934][bookmark: _Toc434572146][bookmark: _Toc434572359][bookmark: _Toc434572571][bookmark: _Toc434572784][bookmark: _Toc434572985][bookmark: _Toc434573198][bookmark: _Toc434582897][bookmark: _Toc434583130][bookmark: _Toc434583370][bookmark: _Toc434583839][bookmark: _Toc434584073][bookmark: _Toc434584307][bookmark: _Toc434584564][bookmark: _Toc434584786][bookmark: _Toc434585020][bookmark: _Toc434824439][bookmark: _Toc437596007][bookmark: _Toc532999356]Close the Key Worker
From the Persons page, Details tab, open the Edit Key Worker form.  
Enter an End Date (or click No to ‘Current Key Worker?’ – this auto-populates the end 	Date)   Click Save.  
[image: ]
The record is available as a Prior record – accessed by clicking on View Prior.
[image: ]
[bookmark: _Toc437596008]

[bookmark: _Toc532999357]Close the Case / Profile 
From the Persons page, Details tab, open the current Case/Profile.
Click the Closure sub-tab.
[image: ]
Enter a Close Date and select Reason for exit from the drop down list.
	Click Save.
[image: ]

[image: ]
The Case / Profile record is saved as a Prior Record – simply click the View Prior button to display / access.

[bookmark: _Enquiries][bookmark: _Toc437596009][bookmark: _Toc532999358][bookmark: _Ref427240993][bookmark: _Ref427241007]Enquiries
YSCIS allows workers to record simple light touch enquiries via the Enquiry Tab on the Home Page where the response does not warrant the creation of an Access case, or where the client is not eligible for service (e.g. outside age range). 
If an enquiry and the work generated by an enquiry progress past 60 minutes, cancel the Enquiry and create a client record with a Case Type.
From the Home Page select the Enquiry tab.  
	To create a new enquiry, select New Enquiry.  
	[image: ]
The New enquiry details form will open.
[image: ]
Enter details about the Enquirer.  If you have a name you can enter it here however it is not mandatory to have a name. Other identifying details can be added by clicking on the [image: ]button highlighted in the screenshot below.
[image: ]
Refer additional notes for information on adding a person or linking to an existing client
In Notes,  record relevant details 
Select relevant Status, either Open (new), Responding (in progress, this would be used if you need to step away from your computer for a time) or Closed (finalised/complete)
Select the Priority and record where the client was Referred from
Record the Presenting Issues (multi-select available) 
Record where the client was referred to (multi-select available) and whether this was a referral internal within the organisation or to an external provider/source (multi-select available, refer additional notes)
If the client is eligible for an Access Case but no case is to be created (e.g. the support provided via the enquiry was sufficient) then check the Client Eligible for Access case but no case required checkbox, this is ensure they are picked up in performance reporting
Record a contact time from the list of values.  If the contact time exceeds 60 minutes, the enquiry should be cancelled and a case created for the person.
Click Save.

Additional Notes:
To cancel an Enquiry before it is saved, simply click the Home page.
You can create a Person record from the Enquiry if you wish.  If you are going to create a case for the client cancel the enquiry and follow the steps in the section Add a person 
Where you are referring a young person to both an Internal (within Organisation) and External service provider, these can be recorded on the same Enquiry. 
This will feed into the DCSYW Performance Report for your service, specifically IS148 & IS149



[bookmark: _Toc437596011][bookmark: _Toc532999359]Tasks and Alerts
[bookmark: _Toc437596012][bookmark: _Toc532999360]Create a Task
A task is an action, generated from a client record which is assigned to a worker within your workgroup.  Tasks will display on the workers My Actions tab on the Home page.
Tasks can be sent to Outlook.
On the Person page, (the client record), select the Tasks tab.
	Click Create New Task.  
[image: ]
Enter Task date and time
Select Worker/s.  Will default to current user, to add more workers select the [image: ] icon
Select Task type and add any comments.
[image: ]
Select Yes to Send to calendar if the task is to be sent as a Microsoft Outlook calendar invitation. All workers associated with the task will receive a Microsoft Outlook calendar invitation if their email address has been supplied via their user preferences details.
The comments field is the only information sent to the Outlook invite.  No other data is included in the invite.  For this reason, users wanting to send the task to Outlook may decide to include information in the comments field which will also be relevant in the invite.
Enter completed/closed date if applicable and select Save. To modify the Task click on the Task and the edit screen will display on the right hand side.  Update the details and select Save
[image: ]

From the Tasks tab, select the Calendar View button
[image: ]
Tasks can be viewed in different formats/presentations by selecting the Day, Week or Month buttons (highlighted below)
[image: ]

Additional Notes:
Once a Task has been completed, enter the date in the Completed/Closed field using the calendar icon. This must be done to stop the record appearing on your My Actions tab.
You can filter the tasks list by clicking Filter and selecting the date range, type or worker.
A user with YSCIS Coordinator access level is able to delete a task record.
[bookmark: _Toc434582904][bookmark: _Toc434583137][bookmark: _Toc434583377][bookmark: _Toc434583846][bookmark: _Toc434584080][bookmark: _Toc434584314][bookmark: _Toc434584571][bookmark: _Toc434584793][bookmark: _Toc434585027][bookmark: _Toc434824446][bookmark: _Toc434565314][bookmark: _Toc434565525][bookmark: _Toc434565736][bookmark: _Toc434565947][bookmark: _Toc434566159][bookmark: _Toc434566370][bookmark: _Toc434570463][bookmark: _Toc434570674][bookmark: _Toc434570887][bookmark: _Toc434571100][bookmark: _Toc434571313][bookmark: _Toc434571514][bookmark: _Toc434571727][bookmark: _Toc434571941][bookmark: _Toc434572153][bookmark: _Toc434572366][bookmark: _Toc434572578][bookmark: _Toc434572791][bookmark: _Toc434572992][bookmark: _Toc434573205][bookmark: _Toc434582905][bookmark: _Toc434583138][bookmark: _Toc434583378][bookmark: _Toc434583847][bookmark: _Toc434584081][bookmark: _Toc434584315][bookmark: _Toc434584572][bookmark: _Toc434584794][bookmark: _Toc434585028][bookmark: _Toc434824447][bookmark: _Toc434565315][bookmark: _Toc434565526][bookmark: _Toc434565737][bookmark: _Toc434565948][bookmark: _Toc434566160][bookmark: _Toc434566371][bookmark: _Toc434570464][bookmark: _Toc434570675][bookmark: _Toc434570888][bookmark: _Toc434571101][bookmark: _Toc434571314][bookmark: _Toc434571515][bookmark: _Toc434571728][bookmark: _Toc434571942][bookmark: _Toc434572154][bookmark: _Toc434572367][bookmark: _Toc434572579][bookmark: _Toc434572792][bookmark: _Toc434572993][bookmark: _Toc434573206][bookmark: _Toc434582906][bookmark: _Toc434583139][bookmark: _Toc434583379][bookmark: _Toc434583848][bookmark: _Toc434584082][bookmark: _Toc434584316][bookmark: _Toc434584573][bookmark: _Toc434584795][bookmark: _Toc434585029][bookmark: _Toc434824448][bookmark: _Toc434565316][bookmark: _Toc434565527][bookmark: _Toc434565738][bookmark: _Toc434565949][bookmark: _Toc434566161][bookmark: _Toc434566372][bookmark: _Toc434570465][bookmark: _Toc434570676][bookmark: _Toc434570889][bookmark: _Toc434571102][bookmark: _Toc434571315][bookmark: _Toc434571516][bookmark: _Toc434571729][bookmark: _Toc434571943][bookmark: _Toc434572155][bookmark: _Toc434572368][bookmark: _Toc434572580][bookmark: _Toc434572793][bookmark: _Toc434572994][bookmark: _Toc434573207][bookmark: _Toc434582907][bookmark: _Toc434583140][bookmark: _Toc434583380][bookmark: _Toc434583849][bookmark: _Toc434584083][bookmark: _Toc434584317][bookmark: _Toc434584574][bookmark: _Toc434584796][bookmark: _Toc434585030][bookmark: _Toc434824449][bookmark: _Toc437596013][bookmark: _Toc532999361]Create Alerts
The Alerts tab is used to create and manage alerts to notify other workers of potential safety risks, health risks or other issues of concern in relation to a particular client.
From the Persons Page, select the Alerts tab
Select Create New Alert
[image: ]
Enter Date of Alert. This auto-populates to today’s date - can be backdated.
Worker/s - defaults to the user entering the alert record.  
Select the Alert type
Enter Details of Alert
Enter a Review date (this will cause a task to appear in the worker’s My Actions tab when due) – this auto-populates to a 3-month period.
Enter an Expiry date (this will cause a task to appear in the worker’s My Actions tab when due) – this auto-populates to a 6-month period.
Select Save.  To modify the Alert, select the Alert from the list screen and update as required then select Save.
Once you create an alert, a warning icon will appear next to the person’s name (highlighted above). The icon will be red if the alert relates to safety and blue for all other alerts. Once the alert expires, the warning icon will no longer be visible in the banner.
Additional Notes:
A user with YSCIS Coordinator access level is able to delete an alert record.
[image: ]
[bookmark: _Toc437596014][bookmark: _Toc532999362]Documents
Documents may be associated with a Person record in two ways:
Attachment - any file, up to a maximum of 5 MB, can be attached to a person record.
Merge – For guidance using this standard SRS functionality, please refer to Online Help guidance.
[bookmark: _Toc437596015][bookmark: _Toc532999363]Adding Documents
From the Persons page, select the Documents tab
Click Create New Document.  The Edit Document Details form will appear to the right of screen.
[image: ]
Select the Date by clicking the calendar icon – auto-populates to today’s date.
Enter the Bring Up (review) date by clicking the calendar icon – if relevant.
The Worker/s [image: ] icon will auto-populate to the worker attaching the document.
Add a Description of the document. (This description will be displayed in the Documents list)
Select Save.
[image: ] 

The Select File will now display, enabling you to attach the required document.
Select Select File... and the following dialog box will appear.
[image: ]
Select Browse and locate the file you would like to upload.
Click Up Load File. The document will be attached to the person record and the filename will be displayed in the Document field.
[image: ]

Additional Notes:
Only one document file can be uploaded for a document record. If you want to attach multiple documents, you will need to create multiple document records.

A user with Coordinator access level is able to delete a document record.


[bookmark: _Toc437596016][bookmark: _Toc532999364]Viewing & Changing Documents
To view the document, click View Document
[image: ]
Please note that if you make changes to the document, the changes will not automatically be saved in the attached document. You will need to save the modified document to your network or local PC and then reattach the modified document.

[image: ]

To change the document attached to the Document record, click Change.
[image: ]
You will be prompted to Browse and Upload the required file.



The new document will be attached to the Document record and the filename will be displayed in the Document field.  The old document will be removed.
[image: ]
Click Save to save the document or View Document to view the document before saving.
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The Days page provides an alternative view for Notes, Payments and Tasks created on a particular day.
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When you select a tab (Notes, Supports or Tasks), the records displayed will default to show those for the current date.
You can navigate through the days by clicking the left and right navigation arrows or by selecting a date via the calendar icon.
Click the [image: ]  icon to open the record.       Click the [image: ]  icon to open the Person record.
Hovering over the information icon displays a summary of the record’s information.  The Filter can also be used to refine search parameters.
Note: If a Note or Task is associated with more than one Person, it will display multiple times.
[bookmark: CreateNote][bookmark: _Toc437596029][bookmark: _Toc532915295][bookmark: _Toc532999367]Creating a New Note from within the Days Tabs
On the Notes tab, click Create New Note.
The Search for person to create new Note for form will appear to the right of screen. [image: ]
Enter the Given Name and/or Family Name (using wildcard %) and click Search.
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If a record already exists you will see a list of records under Results – as above.
If a record does not exist you will see ‘No matches to your search’ under Results. Click Add new Person to create a new Person record.
Click the Add New Note icon [image: ] beside the appropriate record.
Enter Note details into the Note form. (See Creating a New Note for information on entering Note details)
Click Save or Save Final. Save allows you to enter a review at a later stage and edit. Save Final completes the review and you are unable to edit any further
Once you have created a new Note, it will appear in the Notes list on the left of screen.
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[bookmark: _Toc434394737][bookmark: _Toc434409332][bookmark: _Toc434409473][bookmark: _Toc434409613][bookmark: _Toc434409828][bookmark: _Toc434409969][bookmark: _Toc434410110][bookmark: _Toc434502589][bookmark: _Toc434502781][bookmark: _Toc434563197][bookmark: _Toc434565372][bookmark: _Toc434565583][bookmark: _Toc434565794][bookmark: _Toc434566005][bookmark: _Toc434566217][bookmark: _Toc434566428][bookmark: _Toc434570522][bookmark: _Toc434570733][bookmark: _Toc434570946][bookmark: _Toc434571159][bookmark: _Toc434571372][bookmark: _Toc434571573][bookmark: _Toc434571786][bookmark: _Toc434572000][bookmark: _Toc434572212][bookmark: _Toc434572425][bookmark: _Toc434572637][bookmark: _Toc434572850][bookmark: _Toc434573051][bookmark: _Toc434573264][bookmark: _Toc434582968][bookmark: _Toc434583201][bookmark: _Toc434583441][bookmark: _Toc434583910][bookmark: _Toc434584144][bookmark: _Toc434584378][bookmark: _Toc434584635][bookmark: _Toc434584857][bookmark: _Toc434585091][bookmark: _Toc434824510][bookmark: _Toc434394738][bookmark: _Toc434409333][bookmark: _Toc434409474][bookmark: _Toc434409614][bookmark: _Toc434409829][bookmark: _Toc434409970][bookmark: _Toc434410111][bookmark: _Toc434502590][bookmark: _Toc434502782][bookmark: _Toc434563198][bookmark: _Toc434565373][bookmark: _Toc434565584][bookmark: _Toc434565795][bookmark: _Toc434566006][bookmark: _Toc434566218][bookmark: _Toc434566429][bookmark: _Toc434570523][bookmark: _Toc434570734][bookmark: _Toc434570947][bookmark: _Toc434571160][bookmark: _Toc434571373][bookmark: _Toc434571574][bookmark: _Toc434571787][bookmark: _Toc434572001][bookmark: _Toc434572213][bookmark: _Toc434572426][bookmark: _Toc434572638][bookmark: _Toc434572851][bookmark: _Toc434573052][bookmark: _Toc434573265][bookmark: _Toc434582969][bookmark: _Toc434583202][bookmark: _Toc434583442][bookmark: _Toc434583911][bookmark: _Toc434584145][bookmark: _Toc434584379][bookmark: _Toc434584636][bookmark: _Toc434584858][bookmark: _Toc434585092][bookmark: _Toc434824511][bookmark: _Toc434394739][bookmark: _Toc434409334][bookmark: _Toc434409475][bookmark: _Toc434409615][bookmark: _Toc434409830][bookmark: _Toc434409971][bookmark: _Toc434410112][bookmark: _Toc434502591][bookmark: _Toc434502783][bookmark: _Toc434563199][bookmark: _Toc434565374][bookmark: _Toc434565585][bookmark: _Toc434565796][bookmark: _Toc434566007][bookmark: _Toc434566219][bookmark: _Toc434566430][bookmark: _Toc434570524][bookmark: _Toc434570735][bookmark: _Toc434570948][bookmark: _Toc434571161][bookmark: _Toc434571374][bookmark: _Toc434571575][bookmark: _Toc434571788][bookmark: _Toc434572002][bookmark: _Toc434572214][bookmark: _Toc434572427][bookmark: _Toc434572639][bookmark: _Toc434572852][bookmark: _Toc434573053][bookmark: _Toc434573266][bookmark: _Toc434582970][bookmark: _Toc434583203][bookmark: _Toc434583443][bookmark: _Toc434583912][bookmark: _Toc434584146][bookmark: _Toc434584380][bookmark: _Toc434584637][bookmark: _Toc434584859][bookmark: _Toc434585093][bookmark: _Toc434824512][bookmark: _Reports][bookmark: _Toc437596031][bookmark: _Toc532999368]Admin Page
The tabs within the Admin page allow users to manage their logon, email address and other details used within YSCIS.
Users with a Coordinator access level will have additional tab access to manage user accounts and perform other administrative functions as detailed in the Coordinator Functions section of this Manual.
[bookmark: _Change_Password][bookmark: _Toc437596032][bookmark: _Toc532999369]Change Password
On the Admin page, select the Password tab.
[image: ]
Enter your New Password and enter again in the Confirm Password. The password should be at least ten characters in length.
Click Save. Your password should now be updated.
Additional Notes:
· When entering password details, a system assessment of the password strength will be displayed. It is recommended that a password with a 'Strong!' strength level is entered.
[bookmark: _Toc434394763][bookmark: _Toc434409358][bookmark: _Toc434409499][bookmark: _Toc434409639][bookmark: _Toc434409854][bookmark: _Toc434409995][bookmark: _Toc434410136][bookmark: _Toc434502615][bookmark: _Toc434502807][bookmark: _Toc434563224][bookmark: _Toc434565399][bookmark: _Toc434565610][bookmark: _Toc434565821][bookmark: _Toc434566032][bookmark: _Toc434566244][bookmark: _Toc434566455][bookmark: _Toc434570549][bookmark: _Toc434570760][bookmark: _Toc434570973][bookmark: _Toc434571186][bookmark: _Toc434571399][bookmark: _Toc434571600][bookmark: _Toc434571813][bookmark: _Toc434572027][bookmark: _Toc434572239][bookmark: _Toc434572452][bookmark: _Toc434572664][bookmark: _Toc434572877][bookmark: _Toc434573078][bookmark: _Toc434573291][bookmark: _Toc434583005][bookmark: _Toc434583238][bookmark: _Toc434583478][bookmark: _Toc434583947][bookmark: _Toc434584181][bookmark: _Toc434584415][bookmark: _Toc434584672][bookmark: _Toc434584894][bookmark: _Toc434585128][bookmark: _Toc434824584][bookmark: _User_Preferences][bookmark: _Toc437596033][bookmark: _Toc532999370]User Preferences
The Preferences tab enables users to update their user account and contact details.
When logging on to YSCIS for the first time, the users will be directed to the Preferences tab to update their Email Address, Security question and Security response.
This information is used for identification should users forget their passwords and wish to make use of the Password Resetting function. Alternatively, your YSCIS Coordinator will be able to reset passwords.
Details such as Title, Position and Phone may be used in some of the mail merge functions within YSCIS. The Email address is also used to send Microsoft calendar requests when creating Tasks.
The Email Address and Security question are mandatory.
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[bookmark: _Toc434394765][bookmark: _Toc434409360][bookmark: _Toc434409501][bookmark: _Toc434409641][bookmark: _Toc434409856][bookmark: _Toc434409997][bookmark: _Toc434410138][bookmark: _Toc434502617][bookmark: _Toc434502809][bookmark: _Toc434563226][bookmark: _Toc434565401][bookmark: _Toc434565612][bookmark: _Toc434565823][bookmark: _Toc434566034][bookmark: _Toc434566246][bookmark: _Toc434566457][bookmark: _Toc434570551][bookmark: _Toc434570762][bookmark: _Toc434570975][bookmark: _Toc434571188][bookmark: _Toc434571401][bookmark: _Toc434571602][bookmark: _Toc434571815][bookmark: _Toc434572029][bookmark: _Toc434572241][bookmark: _Toc434572454][bookmark: _Toc434572666][bookmark: _Toc434572879][bookmark: _Toc434573080][bookmark: _Toc434573293][bookmark: _Toc434583007][bookmark: _Toc434583240][bookmark: _Toc434583480][bookmark: _Toc434583949][bookmark: _Toc434584183][bookmark: _Toc434584417][bookmark: _Toc434584674][bookmark: _Toc434584896][bookmark: _Toc434585130][bookmark: _Toc434824586][bookmark: _Toc437596034][bookmark: _Toc532999371]Documents
The Documents tab within the Admin page provides access to a general reference documents for the Youth Support Program.  
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The documents within the Documents tab can be accessed and printed by clicking on the Document Name.
[bookmark: _Toc437596035][bookmark: _Toc532999372]Coordinator Functions
The administrative functions detailed within YSCIS are only available to users with Coordinator access level.
[bookmark: _Toc437596036][bookmark: _Toc532999373]User Administration
The Users tab within the Admin page provides access to the User Administration functions.
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[bookmark: _new-user][bookmark: _Toc437596037][bookmark: _Toc532999374]Creating a New User
There are 4 steps required to create a new User in YSCIS, detailed below.  

Step 1: Check for a spare licence
YSCIS licences have been allocated to your service outlet (Workgroup) by the Youth Support Program Team in alignment with your agreement.  Your allocation of licences is referred to in YSCIS as the total number of named users.  When a user is allocated to a Workgroup, the number of spare licences for that Workgroup is reduced by one.
In the screenshot above, Youth Workgroup Z has 19 named users and currently has 2 spare licences.  This means there are currently 17 users allocated to Youth Workgroup Z.



Step 2: To create a new User
Click Add new user button and the Add new user form will open to the right of screen.
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Enter the new User Name (User id). Please note that:
The User Name is case sensitive.
It is recommended that the naming convention of ‘Firstname.Lastname’ be followed. For example, if the user’s name is John Smith, the new User Name should be ‘John.Smith’.
The User Name can consist of letters, numbers, and the ‘-‘(dash) and the ‘.’ (dot) characters. No other characters or symbols are permitted.

Enter the First Name and Last Name.
Enter the New Password and re-enter the password in Confirm Password. The password must be at least eight characters in length and contain both letters and numbers.
Ensure that the User Blocked checkbox is not ticked.
Tick the Change Password checkbox, this will force the user to change their password when they first log into the application.
Click Save. 

The User account has been saved – you will see the yellow notice advising that the user has not been allocated to any Workgroup.  
[image: ]
A user is not able to log in to YSCIS until they have been allocated to a workgroup.  Until they are allocated to a Workgroup, they are not using one of the licences.

Step 3: To allocate to a workgroup
To allocate access to a Workgroup, make a selection from Add to workgroup list (highlighted below) and click Save.
 [image: ]    
[image: ]
Additional Notes:
If you did not have a spare licence, it is at this point, when you attempt to allocate a user to Workgroup, that you will receive the following error at the top of the form.

[image: ]
Please contact the Youth Support Program Team to discuss your requirements.
Step 4: To allocate access level
The access level for the Workgroup will default to ‘Normal User’. 
Managers and team leaders should be given ‘Coordinator’ access level.
Note: Only Normal User or Coordinator role values are applicable for YSCIS.
[image: ]

Note: If the user is a manager who is not an ‘operational’ member of the workgroup, uncheck the Operational check box so that their User Name does not appear in the ‘worker’ drop down lists throughout YSCIS.  For the majority of users, this should remain checked.


The difference between Normal User and Coordinator access is illustrated in the following table:
	Function
	Normal
	Coordinator

	Manage Enquiries
	✓
	✓

	Create Client/ Person
	✓
	✓

	Create Profile/ Case
	✓
	✓

	Manage Case (notes, payments, consent, plans, documents, etc.)
	✓
	✓

	Delete notes, payments, plans, etc.
	✗
	✓

	Delete Profile/ Case
	✓
	✓

	Create/ Manage Referrals
	✓
	✓

	Create / Manage Groups
	✓
	✓

	Performance reporting – basic
	✓
	✓

	Performance reporting – advanced
	✗
	✓

	Merge Clients/ Persons
	✗
	✓

	Auditing
	✗
	✓

	Perform Brokerage reporting
	✗
	✓

	Manage document templates
	✗
	✓

	Manage Users
	✗
	✓



 
[bookmark: _resetting-password][bookmark: _Toc437596038]

[bookmark: _Toc532999375]Resetting a Password
To reset a user’s password:
Open the Edit user record form by selecting the User Name from the list on the left of screen.
Enter the New Password and re-enter the password in Confirm Password.
Tick the Change Password checkbox (highlighted above) which will force the user to change their password the next time they log into the application.
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[bookmark: _unblocking-account]Click Save
		The user will be required to set their own password when they log in.
[bookmark: _Toc437596039][bookmark: _Toc532999376]Unblocking a User Account
A user account may become blocked due to a number of consecutive incorrect password attempts or by lengthy account inactivity.
[image: ]

Simply uncheck the User Blocked check box (highlighted above) and click Save. The user will now be able to log in. 
[bookmark: _removing-access][bookmark: _Toc437596040][bookmark: _Toc532999377]Removing User Access
When a staff member leaves your organisation, you have a choice as to how you manage their User record within YSCIS.
As outlined below, the first step to remove the User will cancel the licence allocated to their record and their name will remain the User list in the Users tab (on the Admin page).
A subsequent step to Remove User will clear their name from the User List. Both of these actions retain the User’s name against all records they completed in YSCIS e.g. Case notes. 
If you have a high turnover of Users, then choosing to remove them from the User List may be beneficial in keeping the List more manageable.
To remove the active user account:
Open the Edit user record form for the user account.
[image: ]
Click the Remove cross (highlighted above), then click Save.
The following message will appear:
[image: ]
Once a user has been removed from a workgroup, they are unable to log in.  They will remain on the list of Current users on Users tab but they won’t count towards the number of licences used.
To more easily manage users, click the Remove User button (highlighted above).  
The user account will be removed as a current user - all database references to the user will be retained. For example, association with case notes.
If you want to temporarily suspend access for a user, tick the User Blocked check box. The user will not be able to log in to YSCIS.

[bookmark: _Toc437596041][bookmark: _Toc532999378]Merging Person Records
The Merge tab on the Admin page allows you to merge duplicate person records for the same client. For example, two workers may have individually entered client details and one record is incorrect. (The Merge tab is only available to users with the YSCIS Coordinator access level.)
Prior to commencing the merge process, you should identify the ‘primary’ person record you want to keep and the ‘secondary’ person record you want to merge into the primary person record. When you merge the two person records, the demographic information will be retained for the primary person record but the demographic information contained in the secondary person record will be deleted.
[bookmark: MergingRecords][bookmark: _Toc437596042][bookmark: _Toc532999379]To Merge Two Person Records
Please note that you will be unable to merge two records that contain Profiles/Cases with overlapping dates. To resolve this conflict, you can either delete one Profile/Case (if created in error) or alter the dates of the Profile prior to the merge process.
Click the Merge tab. The Search for primary record form will appear in the top left of the screen and the Search for secondary record form will appear in the top right of the screen.
In the Search for primary record form, enter the First Name and/or Last Name of the primary person record. It is also recommended to click the Fuzzy search check box to display partial matches and to allow for incorrect spelling.
Click GO and a list of possible primary person records will be displayed.
If the records have the exact same client name, you can verify the primary and secondary record according to the Person ID, the unique system number for each person record. 
Note: You can obtain the Person ID by holding the mouse over the client’s name in the Person Details tab (see image below). The first number is the Person ID, the second number (if different) is the alias record ID. In the example below, the Person ID is ‘157’ and the Alias ID is ‘157’.




When viewing the Primary person record search results on the Merge tab, you can view the Person Details tab for the selected person record by clicking Open. Note that the Person Details tab will open in a new browser tab.

Click Select to confirm the primary person record for the merge process. This is the record that will be kept.
[image: ]

[image: ]Once you click Select, details for the selected person record will be displayed on the left side of the screen with the ‘Primary Record (details kept) heading.
If you need to modify any details on the primary person record, you can click the Go to Client button (see image above) to open the client's Person Details tab in another browser tab. Once you have saved any changes in the Person Details tab, switch back to the current Merge process and click the Refresh button to update the primary person record information.
In the Search for secondary record form, enter the First Name and/or Last Name of the secondary person record. These fields will have been defaulted from the search criteria entered in the primary search criteria. It is also recommended to click the Fuzzy search check box to display partial matches and to allow for incorrect spelling.
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Click GO and a list of possible secondary person records will be displayed.
If you want to view the Person Details tab for the selected secondary person record, click Open. Note that the Person Details tab will open in a new browser tab.
Click Select to confirm the secondary person record for the merge process. This is the record that will be merged into the primary person record.
[image: ]
If you need to modify any details on the secondary person record, you can click the Go to Client button (see image above) to open the client's Person Details tab in another browser tab. Once you have saved any changes in the Person Details tab, switch back to the current Merge process and click the Refresh button to update the secondary person record information.
Carefully consider both records to ensure they relate to the same client before clicking Merge. Note that, in addition to merging the records, clicking Make Alias will also create an Alias record from the name and gender details of the secondary person record. For example, the Make Alias function would be used if you were merging two records where the person is known under different names (hence the accidental creation of a duplicate record for the person).
If you decide that you want to keep the Secondary person record and merge the Primary person record, you can swap the two records by clicking on the arrow icon between the Primary and Secondary forms.(See image below)
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Click Merge to merge the secondary person record into the primary person record. (Please note that if the Merge button is not available, this will most likely be due to conflicting support period, accommodation records or profiles between the selected primary and secondary person records.) 
If you are sure you want to merge the records, click OK to confirm the merge. Once the merge process has been completed, a confirmation message will be displayed in the top right corner of the screen (see image below) indicating that the merge process was successful.

[bookmark: ConflictingSupportPeriods][bookmark: SwapRecords]
[bookmark: _Toc434583018][bookmark: _Toc434583251][bookmark: _Toc434583491][bookmark: _Toc434583960][bookmark: _Toc434584194][bookmark: _Toc434584428][bookmark: _Toc434584685][bookmark: _Toc434584907][bookmark: _Toc434585141][bookmark: _Toc434824597][bookmark: _Toc434583020][bookmark: _Toc434583253][bookmark: _Toc434583493][bookmark: _Toc434583962][bookmark: _Toc434584196][bookmark: _Toc434584430][bookmark: _Toc434584687][bookmark: _Toc434584909][bookmark: _Toc434585143][bookmark: _Toc434824599][bookmark: _Toc434583021][bookmark: _Toc434583254][bookmark: _Toc434583494][bookmark: _Toc434583963][bookmark: _Toc434584197][bookmark: _Toc434584431][bookmark: _Toc434584688][bookmark: _Toc434584910][bookmark: _Toc434585144][bookmark: _Toc434824600][bookmark: UndoMerge][bookmark: _Toc437596043][bookmark: _Toc532999380]Reinstating Merged Records (Undo Merge)
After two Person records have been merged, you will be able to undo the merge process at a later date by first locating the person record via the Search for primary record form and then clicking the blue Undo Merge link (highlighted in image above).
YSCIS will remember what records have been merged and will separate the records back into the original two person records. Please note that any new data/records attached to the person record after the merge process will stay with the primary person record if the merged records are unmerged at a later date.


[bookmark: DropAlias]

[bookmark: _Toc437596044][bookmark: _Toc532999381]Deleting an Alias Record
If an alias record has been entered in error, it can be deleted via the Merge tab.
Locating the required person record via the Search for primary record form will list the person details including any current alias information. Clicking the blue Drop Alias link (highlighted in image below) will allow you to delete the alias record that has been incorrectly entered or is no longer valid.
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[bookmark: _Toc434583024][bookmark: _Toc434583257][bookmark: _Toc434583497][bookmark: _Toc434583966][bookmark: _Toc434584200][bookmark: _Toc434584434][bookmark: _Toc434584691][bookmark: _Toc434584913][bookmark: _Toc434585147][bookmark: _Toc434824603][bookmark: PersonSearch][bookmark: _Toc437596045]

[bookmark: _Toc532999382]Possible Duplicate Person Search
Coordinators have access to the Search Duplicates function on the Merge tab. This function will identify possible duplicate person records based on the Given Name, Family Name and Date of Birth fields.
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The Match Threshold field (highlighted above) indicates the number of matching ‘points’ the person records need to meet before they are selected and listed as possible duplicates. Matching occurs on the Given Name, Family Name and Date of Birth fields. Fuzzy name matching is also taken into consideration. One Match Threshold point is allocated for a match on each of the name fields (or fuzzy name matching) and two Match Threshold points are allocated for a match on the Date of Birth. A Match Threshold of 6 is an exact match on both the name fields and the Date of Birth. A lower Match Threshold figure allows for less exact matches to be displayed as potential duplicates.
The Records field indicates the maximum number of possible matches you would like returned for review.
To perform the possible duplicates search:
Select the required Match Threshold and Records. Select a lower Match Threshold to allow a less exact match.
Click Search to perform the possible duplicates search. Any possible duplicate person records will be displayed.

The results are presented with the two possible duplicate person records listed in the same row. The first person record detail is displayed on the left (see image above) and the second person record detail is displayed in the centre. The number of matched ‘points’ between the two records is displayed on the right in the Match column.
Click on the person icon [image: ] to open the Person page, Details tab for that person record in a new browser tab. You will then be able to easily navigate back to the possible duplicates list.
If you would like to merge the two suggested possible duplicate person records, click the blue Select link (see image below) to automatically populate the Merge Persons tab with the selected records.


Additional Notes:
The list of possible duplicate person records can be exported to Excel by clicking the Export to Excel icon at the bottom of the list.
If you have a larger number of possible duplicate records returned, increase the Match Threshold to a higher level (such as 6 – exact match) to make it easier to identify the more likely duplicate records so that these can be reviewed first.


[bookmark: _Toc437596046][bookmark: _Toc532999383]Bulk Actions
This is standard functionality from the Infoxchange SRS product.  For guidance on using this feature, click on the Help icon [image: ] to access SRS Help or review the SRS product user guides at the following url: http://srs-support.infoxchangeapps.net.au/user-guides



[bookmark: _Document_Templates][bookmark: _Toc437596047][bookmark: _Toc532999384]Document Templates
This is standard functionality from the Infoxchange SRS product.  For guidance on using this feature, click on the Help icon   to access SRS Help or review the SRS product user guides at the following url: http://srs-support.infoxchangeapps.net.au/user-guides





[bookmark: _Toc437596050][bookmark: _Toc532999385]Reports Page
Youth Support Client Information System (YSCIS) includes a report engine that enables you to generate a variety of aggregated reports and data lists to assist with organisational management and reporting to stakeholders.
There are a number of distinct tabs within the Reports Page identifying the different report categories: Reports, Lists, Financial, Referrals, Groups, Custom and Results.
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[bookmark: _Toc434394741][bookmark: _Toc434409336][bookmark: _Toc434409477][bookmark: _Toc434409617][bookmark: _Toc434409832][bookmark: _Toc434409973][bookmark: _Toc434410114][bookmark: _Toc434502593][bookmark: _Toc434502785][bookmark: _Toc434563201][bookmark: _Toc434565376][bookmark: _Toc434565587][bookmark: _Toc434565798][bookmark: _Toc434566009][bookmark: _Toc434566221][bookmark: _Toc434566432][bookmark: _Toc434570526][bookmark: _Toc434570737][bookmark: _Toc434570950][bookmark: _Toc434571163][bookmark: _Toc434571376][bookmark: _Toc434571577][bookmark: _Toc434571790][bookmark: _Toc434572004][bookmark: _Toc434572216][bookmark: _Toc434572429][bookmark: _Toc434572641][bookmark: _Toc434572854][bookmark: _Toc434573055][bookmark: _Toc434573268][bookmark: _Toc434582972][bookmark: _Toc434583205][bookmark: _Toc434583445][bookmark: _Toc434583914][bookmark: _Toc434584148][bookmark: _Toc434584382][bookmark: _Toc434584639][bookmark: _Toc434584861][bookmark: _Toc434585095][bookmark: _Toc434824514][bookmark: _Toc437596051][bookmark: _Toc532999386]Reporting options available
[bookmark: _Toc437596052][bookmark: _Toc532999387]Reports tab
On the Reports page, Reports tab, you can generate a number of reports.
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The Demographic, Profile, Contact, Family, Plan, Enquiry and Group reports are generic to the SRS product.

The DCSYW Performance Report (and the corresponding DCSYW Performance List, accessed from the Lists tab) has been specifically developed for Youth Support services to assist in managing your service and streamline reporting requirements.
The DCSYW Performance Report reflects the results for the performance measures for your service based on a defined reporting period, streamlining reporting obligations to be entered into the Online Acquittal Support Information System (OASIS).  
[bookmark: _Toc437596053][bookmark: _Toc532999388]Lists tab
The Lists tab provides details of the individual records that are reflected in the corresponding report.  The List can be exported to excel, enabling you to format and analyse the data as you require.
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As mentioned above, the DCSYW Performance List has been specifically developed to provide the individual records for each of the measure results reflected in the corresponding DCSYW Performance Report.  
Managers are encouraged to run the DCSYW Performance Report and the DCSYW Performance List at the same time (for the same time period) to assist in their review and management of the service.   
The other List types available are generic to the Infoxchange SRS product.  Service managers need to assess the use of these for their own circumstances.

[bookmark: _Toc437596057][bookmark: _Toc532999389]DCSYW Performance Report & DCSYW Performance List
Effective 1st July 2018, the Youth Support model was changed to:
· Expand the age range for young people to 8-21yrs
· Merge the Support and Integrated Response service types into a single case management category of Support – Case Management.

To accommodate this, the following message will appear when the DCSYW Performance Report (on the Reports tab) and the DCSYW Performance List (on the Lists tab) are requested:
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If you select a reporting period that includes pre- and post- 1st July 2018 dates, the following warning will display:
[image: ]

Note: Support and Integrated Response Cases will be included in the DCSYW Performance Report for reporting periods from 1st July 2018 as Support – Case management.


Note: When running the DCSYW Performance List, be sure to select Include identifying detail in list (otherwise, client names will not display).
[image: ] 


[image: ]
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The counting rules defined for each of the performance measures are provided in the following table:

	Measure No.
	Measure Name
	Service Type Code
	Service Type Name
	Counting Rule

	
	
	
	
	

	GM07
	Number of Service Users who had their case plans closed/finalised as a result of majority of needs being met
	T314
	Support - Case Management
	Count of Support – Case Management cases closed within the reporting period with a Reason for exit of ‘Majority of needs/plan goals met’

	IS35
	Number of users identifying as Aboriginal and/or Torres Strait Islander
	T103


T314
	Access - Information, Advice and Referral

Support – Case Management
	Count 1 for each individual unique case (Service User + case type) active* within the reporting period, who identifies as being of Aboriginal and/or Torres Strait Islander descent.

	IS39
	Number of Service Users identifying as being from a culturally and linguistically diverse background
	T103


T314
	Access - Information, Advice and Referral

Support – Case Management
	Count 1 for each individual unique case (Service User + case type) active* within the reporting period, who identifies as being from a culturally and linguistically diverse background.

	IS131
	Number of case panels coordinated
	T314
	Support – Case management
	Count number of Notes created within the specified reporting period (for Support – Case management cases) where Contact type = Case Panel Meeting and ‘Did 2 or more organisations attend?” is set to ‘Yes’.

	IS142
	Number of Service Users receiving brokerage
	T103


T314
	Access - Information, Advice and Referral 

Support - Case Management
	Count number of Cases that received brokerage within the specified reporting period.

	IS145
	Number of Service Users who exited the Service
	T314
	Support - Case Management
	Count of number of Support – Case management cases closed within the reporting period. 

	IS147
	Number of Service Users who received a service during the reporting period
	T103
	Access - Information, Advice and Referral
	Count number of Access Cases created during the reporting period AND 
count number of Enquiries created during the reporting period where the service user is ‘Client eligible for Access Case but no case required’

	IS147
	Number of Service Users who received a service during the reporting period
	T314
	Support - Case Management
	Count number of Support – Case management Cases created during the reporting period

	IS148
	Number of Service Users who were referred to an external service
	T103
	Access - Information, Advice and Referral
	Count number of Service Users with Access cases where Referral is recorded during the reporting period with Referral type = ‘External’ 
AND count number of Enquiries created during the reporting period where the service user is flagged as ‘Client Eligible for Access Case but no case required’ and Referral type is ‘External’

	IS148
	Number of Service Users who were referred to an external service
	T314
	Support - Case Management
	Count number of Service Users with Support – Case management case, where Referral is recorded during the reporting period with Referral type = ‘External’ 

	IS149
	Number of Service Users who were referred to an internal service
	T103
	Access - Information, Advice and Referral
	Count number of Service Users with Access Case where Referral is recorded during the reporting period with Referral type = ‘Internal within Organisation’ 
AND count number of Enquiries created during the reporting period where the service user is flagged as ‘Client Eligible for Access Case but no case required’ and Referral type is ‘Internal within Organisation’

	IS149
	Number of Service Users who were referred to an internal service
	T314
	Support - Case Management
	Count number of Service Users with Support – Case management Case, where Referral is recorded within the reporting period with Referral type = ‘Internal within Organisation’ 


	IS150
	Number of Service Users with a new case plan developed
	T314
	Support - Case Management
	Count number of unique Support – Management Cases where one or more case plans have been created within the specified reporting period.

	IS151
	Value of brokerage
	T103


T314
	Access - Information, Advice and Referral 

Support - Case Management
	Sum of total brokerage for each individual unique case (individual service user + case type) created within the specified reporting period.

	IS205
	Number of female Service Users
	T103


T314
	Access - Information, Advice and Referral

Support – Case Management
	Count 1 for each individual unique case (Service User + case type), active* within the reporting period, who identifies as female

	IS205
	Number of male Service Users
	T103


T314
	Access - Information, Advice and Referral

Support – Case Management
	Count 1 for each individual unique case (Service User + case type), active* within the reporting period, who identifies as male

	IS255
	Number of Service Users who are new
	T103
	Access - Information, Advice and Referral
	Count number of active* Access cases created within the specified reporting period  AND   
Count number of Enquiries identified as ‘Client eligible for Access Case but no case required’ created within the Reporting period.


	IS255
	Number of Service Users who are new
	T314
	Support - Case Management
	Count number of active* Support – Case Management cases created within the specified reporting 

	
	
	



	

	OUTCOMES
	
	
	

	T103
	Number of Service Users with improved ability to access appropriate services
	OM2.1.05
	Access - Information, Advice and Referral
	Count number of active* Access cases within the specified reporting period 
AND   
Count number of Enquiries identified as ‘Client eligible for Access Case but no case required’ created within the reporting period.

	T314
	Number of Service Users with improved family interactions/connectedness
	OM2.1.03
	Support - Case Management
	Count each unique case for Support – Case Management (individual service user + case type) that has more than one assessment and with one or more assessment completed within the reporting period.  Compare the assessments and if the score against the most recent assessment (Review or Final) is higher than the First assessment completed for the ‘My Family Relationships’ Domain, then count as 1.

	T314
	Number of Service Users with improved quality of life
	OM2.1.04
	Support - Case Management
	Count each unique Support – Case Management case that has more than one assessment and with one or more assessment completed within the reporting period.  Compare the FIRST assessment with the most recent assessment completed during the reporting period and if the total score against the most recent assessment is higher than the original score against the ‘Improved Quality of Life’ Domain (made up of the following), then count 1:

• My housing (1-5)

• My schooling or work & income (1-5)
• My physical health(1-5)

• My drug and alcohol use (1-5)

• My mental health (1-5)

• My culture (if relevant) (0-5)

• My disability (if relevant) (0-5)

Total possible score = 35

	T314
	Number of Service Users with improved life skills
	OM2.1.08
	Support - Case Management
	Count each unique Support – Case Management case that has more than one assessment and with one or more assessment completed within the reporting period.  Compare the FIRST assessment against the most recent assessment completed within the reporting period and if the total score against the most recent assessment is higher than the original score against the ‘Improved Life Skills’ Domain (made up of the following ) then count 1:
• My parenting and children (if relevant) (0-5)
• My involvement with the law (if relevant) (0-5)
• My belief in my capacity to make changes (1-5)
• My social connections (1-5)
• Total possible score = 20

	
OUTPUTS
	
	
	
	

	T103
	Number of hours provided during the reporting period
	A01.1.06
	Access – Information, Advice and referral
	Count total time of Enquiries created within the specified period that are identified as ‘Client eligible for Access Case but no case required’  
AND
Count total time of Notes for Access cases created within the specified period where the Contact Type DOES NOT equal ‘Group Work’
AND 
Count total time of Group Notes where case type = Access and one or more Service User is attached (marked as attending) created within the specified period

	T314
	Support - Case Management
	A01.2.02
	Number of hours provided during the reporting period
	Count total time of Notes created within the specified period for Support – Case Management Cases where the Contact Type DOES NOT equal ‘Group Work’
AND 
Count total time of Group Notes created within the specified period where case type = Support – Case management and one or more Service User is attached (marked as attending) 



Note:  active * = an open Case with a Note, Payment or Assessment (on Outcomes tab) record for a young person aged 8-21yrs.

IMPORTANT NOTE: Transition period 
YSCIS was updated to reflect the new Youth Support model (effective from 1st July 2018) in late December 2018.  During this period, services were able to select Support or Integrated Response cases for the new case category of Support – case management.
The DCSYW Performance Report and the DCSYW Performance List for periods commencing on and after 1st July, 2018, will include Support and / or Integrated Response cases, as relevant, in measures defined under the new Youth Support model as Support – Case management.




[bookmark: _Toc437596054]
[bookmark: _Toc532999390]Financials tab
The Financial tab allows you to generate financial reports/lists based on the payment information entered into the Payments tab within the Persons page.
These are generic SRS products.

[bookmark: _Toc437596055][bookmark: _Toc532999391]Referrals tab
The Referrals tab allows you to generate referral reports based on the referral information entered into the Persons page as well as info received via the Home Page, Referrals tab:
Referrals sent
Referrals received

[bookmark: _Toc532999392][bookmark: _Toc437596056]Custom tab
This is standard functionality from the Infoxchange SRS product.  It is generic to all SRS systems and not specific to Youth Support or YSCIS.  For guidance on using this feature, click on the Help icon   to access SRS Help or review the SRS product user guides at the following url: http://srs-support.infoxchangeapps.net.au/user-guides 

[bookmark: _Toc532999393]Groups tab
The Groups tab allows you to generate reports for:
Current groups / activities, by selecting the specific group 
Closed groups / activities, by selecting the specific group
All groups / activities, by selecting ‘All groups’


[bookmark: _DCCSDS_Reports][bookmark: _Toc437596058]

[bookmark: _Toc532999394]Generating Reports
To generate reports from any of the tabs, select / define the values you require for each of the options presented.
Select the Workgroup and the Report type.
Select the relevant responses to the parameters displayed.
[image: ]
Select the period your require for the report by selecting from Period of Interest drop-down values or set specific dates for Start and End using the calendar icons.

Click Generate Report. The following screen will be displayed.
[image: ]
The report can be accessed from the Results tab using the report ID number.
[bookmark: _Toc434582976][bookmark: _Toc434583209][bookmark: _Toc434583449][bookmark: _Toc434583918][bookmark: _Toc434584152][bookmark: _Toc434584386][bookmark: _Toc434584643][bookmark: _Toc434584865][bookmark: _Toc434585099][bookmark: _Toc434824524][bookmark: _Toc434394746][bookmark: _Toc434409341][bookmark: _Toc434409482][bookmark: _Toc434409622][bookmark: _Toc434409837][bookmark: _Toc434409978][bookmark: _Toc434410119][bookmark: _Toc434502598][bookmark: _Toc434502790][bookmark: _Toc434563206][bookmark: _Toc434565381][bookmark: _Toc434565592][bookmark: _Toc434565803][bookmark: _Toc434566014][bookmark: _Toc434566226][bookmark: _Toc434566437][bookmark: _Toc434570531][bookmark: _Toc434570742][bookmark: _Toc434570955][bookmark: _Toc434571168][bookmark: _Toc434571381][bookmark: _Toc434571582][bookmark: _Toc434571795][bookmark: _Toc434572009][bookmark: _Toc434572221][bookmark: _Toc434572434][bookmark: _Toc434572646][bookmark: _Toc434572859][bookmark: _Toc434573060][bookmark: _Toc434573273][bookmark: _Toc434582980][bookmark: _Toc434583213][bookmark: _Toc434583453][bookmark: _Toc434583922][bookmark: _Toc434584156][bookmark: _Toc434584390][bookmark: _Toc434584647][bookmark: _Toc434584869][bookmark: _Toc434585103][bookmark: _Toc434824528][bookmark: _Toc434394747][bookmark: _Toc434409342][bookmark: _Toc434409483][bookmark: _Toc434409623][bookmark: _Toc434409838][bookmark: _Toc434409979][bookmark: _Toc434410120][bookmark: _Toc434502599][bookmark: _Toc434502791][bookmark: _Toc434563207][bookmark: _Toc434565382][bookmark: _Toc434565593][bookmark: _Toc434565804][bookmark: _Toc434566015][bookmark: _Toc434566227][bookmark: _Toc434566438][bookmark: _Toc434570532][bookmark: _Toc434570743][bookmark: _Toc434570956][bookmark: _Toc434571169][bookmark: _Toc434571382][bookmark: _Toc434571583][bookmark: _Toc434571796][bookmark: _Toc434572010][bookmark: _Toc434572222][bookmark: _Toc434572435][bookmark: _Toc434572647][bookmark: _Toc434572860][bookmark: _Toc434573061][bookmark: _Toc434573274][bookmark: _Toc434582981][bookmark: _Toc434583214][bookmark: _Toc434583454][bookmark: _Toc434583923][bookmark: _Toc434584157][bookmark: _Toc434584391][bookmark: _Toc434584648][bookmark: _Toc434584870][bookmark: _Toc434585104][bookmark: _Toc434824529][bookmark: _Toc434824531][bookmark: _Toc434824534][bookmark: _Toc434824535][bookmark: _Toc434824536][bookmark: _Toc434824538][bookmark: _Toc434824539][bookmark: _Toc434824540][bookmark: _Toc434824541][bookmark: _Toc434824542][bookmark: _Toc434824545][bookmark: _Toc434824547][bookmark: _Toc434824548][bookmark: _Toc434824549][bookmark: _Toc434824551][bookmark: _Toc434824553][bookmark: _Toc434824554][bookmark: _Toc434824555][bookmark: _Toc434824557][bookmark: _Toc434824559][bookmark: _Toc434824560][bookmark: _Toc434824561][bookmark: _Toc434824563][bookmark: _Toc434824565][bookmark: _Toc437596059][bookmark: _Toc532999395]Viewing Report/List Results
The Results tab allows you to view and delete reports and lists generated for your workgroup.
New reports are added at the bottom of the Results list.
Once reports are no longer needed, they should be deleted from the Results list.
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[image: ]DCSYW Performance List

[bookmark: _Toc437596060]





[bookmark: _Toc532999396]Viewing Reports
To view a report/list, click View Report / View List. Depending on the report type, a screen similar to that below will appear.
[bookmark: DeletingReports][image: ]
[bookmark: _Toc437596061]


[bookmark: _Toc532999397]Deleting Reports
Click Delete Report.
The following message will display:
[image: ]
Click OK to delete the report or Cancel to keep the report.

[bookmark: buildingCustomReport][bookmark: generatingCustomReport][bookmark: _Exporting_Report_Results]
[bookmark: _Toc437596063]

[bookmark: _Toc532999398]Exporting Report/List Results
Reports and Lists are able to be exported to Excel.  This will enable users to perform their own analysis of the data.
From the displayed results, click the Excel [image: ] icon
[image: ]
Select either Open or Save.
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The following message is likely to appear:
[image: ]
Click Yes.
The results are displayed in Excel.
[image: ]
This provides you the flexibility to perform specific analysis or sorting of the available data.
[bookmark: _Toc437596064][bookmark: _Toc532999399]YSCIS Support
[bookmark: _Toc437596065][bookmark: _Toc532999400]Technical Support
Infoxchange provide a centralised helpline for users of their products. YSCIS is based on their SRS product.
If you experience any technical problems with YSCIS, please contact Infoxchange Helpline on 1300 366 516 or (03) 9418 7487 or email srs-support@infoxchange.org
When you contact the Infoxchange Support Team, please quote the web address you use to access the application (https://srs-qld-youth.infoxchangeapps.net.au ) and the workgroup that you belong to.
[bookmark: _Toc437596066][bookmark: _Toc532999401]Online Help
The question mark icon [image: ] is found throughout YSCIS. It appears under the Menu tab on every page and on edit panel. Clicking this icon will open a new tab at the online help topic, as relevant to the base SRS product) relevant to where you clicked.  This information does not reflect any aspects of the application which have been specially modified for the Youth Support Program.
SRS Support is also available via the SRS Online Help website. The SRS online help also has a Frequently Asked Questions page and a feedback page where you can post a question to SRS support. Online help is generic.

[bookmark: _Toc437596067][bookmark: _Toc532999402]Practice Support
For matters of practice, please refer to:
· The Practice Guide for Youth Support Services
· The Youth Wellbeing Assessment Common Assessment Tool and
· The Youth Support Frequently Asked Questions, available at: 
https://www.csyw.qld.gov.au/youth/youth-support-services


Should you have any feedback regarding this User Manual or have a query that you have not been able to address using the options above, please contact the Youth Support Program Team at YouthInvest@csyw.qld.gov.au 
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