FuSioN User Guide

Home Page

Overview This User Guide details the Home Page and its functions.

AR @ 19 The Home Page of FuSioN is the starting point for

navigating around the system.

From the Home Page you are able to access and view:
e Active Holding cases
e Assessment and Coordination cases
e Services

¢ Intensive Case Management cases (if you are an
Intensive Case Management worker)

e Person Search

e Search Cases

e Reports

e Change My Password

The Home Page view for the Lead Agency will differ slightly
from what the Partner Agencies can see.
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Home Page

Step Action

LEAD AGENCY HOME PAGE VIEW
The Lead Agency will be able to view:

e All cases on active holding across all Networks

e All open Services allocated to Lead and Member Agencies across all
Networks

e All open Cases allocated to Lead and Member Agencies across all
Networks

Cases with Active Holding =
v

*Team ID | ALL

Find | Wiew All First E 1oft m Last
My Held Cases Additional Data ¢
Case ID |Start Date |Name |Prima[~i Issue |E_\§ |
100014898 01/08/2018 CLINGWRAP, Clumpy Family Support 21

1. My FuSioN A&C Cases |

*Team ID |ALL v

Eind | View All First E 1-5of 5 m Last
My Cases Additional Data

Case ID |Start Date Client Name |Prima[g Issue |Team |Assigned To |

FIGLIOMENI, c CENTRECARE JANARDHAMNAN,
100014837 01/08/2018 Rocky Family Support (PERTH/MIDLAND) Aaradhya

TURTLE, . i WORKER,
THiEE Child Protection  Perth Partner Agency 1 PERPAL
WORKER,

100014873 13/08/2018 TEST, Personl Family Support Perth Partner Agency 1 PERPAL

100014838 01/08/2018

100014890 01/08/2018 TEST, Personl Family Support S:’I?EHE{TFEIEE?SEAND) ;‘:gﬁfER'

CLINGWRAP, . o .  CENTRECARE JAMARDHANAN,
Clumpy v =upp (ARMADALE/CANNINGTON) Aaradhya

My FuSioN Services =

*Team ID | ALL V|

100014898 01,/08/2018

Find | wiew All First m 1-2of2 m Last

Serivce ID |Case ID | Start Date Family Name | Service Type |Team Assigned |Case Type
To

Intensive Fremantle
100014857 100014855 14/08/2018 TURTLE Family Partner

Support Agency 1
Perth
Partner
Agency 2

WORKER,
FRPAL =

Financial

FISCHER, ARC
Counselling

100014893 100014890 02/08/2018 TEST Arun
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Home Page

Step Action

To view cases or services allocated to the lead agency in your network or to
specific member agencies, filter the cases or services list by Team ID.

ses with Active Holding =2
| *Team ID | Perth Partner Agency 1 |

Eind | View all First 1] 1of1 ] Last

My Held Cases Additional Data

Start Date | Primary 1ssue |Davs
100014899 01/08/2018 PENGUIN, Kidl Family Support 21
My FuSioN A&C Cases =2

*Team ID| CENTRECARE (PERTH/MIDLAND) hd

Eind | wiew All First L] 1-2of2 ] Last

My Cases Additional Data

Client Name

Primary Issue Team |Ass|gned To |

FIGLIOMENI, 5 CENTRECARE JANARDHAMNAN,
100014837 01/08/2018 Rocky Family Support (PERTH/MIDLAND) Aaradhya
CENTRECARE WORKER,

100014850 01/08/2018 TEST, Personl Family Support (PERTH/MIDLAND) FICM1

My FuSioN Services =

| *Team ID | Perth Partner Agency 2 |

Find | Wiew All First I] 1ofl I] Last

My Services Additional Data

Serivce 1D |Czse ID | Start Date Family Name | Service Tvpe ‘Tearn Assigned ‘Case Tvpe ‘
To
Perth
100014893 100014850 02/06/2018  TEST Financial — p e FISCHER.  ngc
Counselling Agency 2 Arun

Click on the Show All Columns icon at the top of each grid to expand the grid to
display all columns in that grid.

My FuSioN A&C Cases

“Team ID[ALL v
Eind | View all First (4] 1-5of 10 [ Last
My Cases Additional Data
Start Date | Client Name | Primary Issue Team |Assigned To |
FIGLIOMENI; E 5 CENTRECARE JANARDHANAN,
100014837 01/08/2018 Rocky o (PERTH/MIDLAND) Aaradhya
TURTLE, . . Perth Partner WORKER,
100014838 01/08/2018 Trusty Child Protection Agency 1 PERPAL
Perth Partner WORKER,
100014873 13/08/2018 TEST, Personl Family Support Agency 1 PERPAL ’
CENTRECARE WORKER,
100014890 01/08/2018 TEST, Personl Family Support (PERTH/MIDLAND) FICM1
PENGUIN, Perth Partner WORKER,
3 100014899 01/08/2018 |y Family Support o0 PERPAL
-]
*Team ID [ALL V]
Find | WiewAll Eirst W 1-5 o 10 (] Last
Case ID | Start Date Client Name |Primary Issue Team Assigned To Referrer Type |Referrer Name Hold Days Holding
Status
FIGLIOMENI, A CENTRECARE JANARDHANAN,
100014337 01/08/2018 p Family Support  (ore o UMIDLAND) Raradhya Unknown = N
TURTLE, Perth Partner WORKER,
100014838 01/08/2018 Trusty Child Protection Agency 1 PERPAL Unknown > M
A Perth Partner WORKER,
100014873 13/08/2018 TEST, Personl Family Support Agency 1 PERPAL Unknown - N
. CENTRECARE WORKER,
100014350 01/08/2018 TEST, Personl Family Support (PERTH/MIDLAND) FICM1 Unknown - N
PENGUIM, Perth Partner WORKER,
100014899 01/08/2018 Kidi Family Support Agency 1 PERPAL Unknown = b ¢ 21
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Home Page

Action

Lead agency workers who are Intensive Case Management workers will also be
able to view open Intensive Case Management cases in their Network on the
Home page.

My FuSioN ICM Cases

*Team ID |ALL e
Find | wiew All First E 1of1 W Last
Case [D Referral Client Name |Primary Issue | Current Stage |Stage Start Team Aszigned To
Date Date

TEST, CENTRECARE WORKER,
OO0 1AB7BIES/D8/2018 (PERTH/MIDLAND) FICM1

4 100014871 Personl Child Protection Case closure 20/08/2018

Note — the Home page will contain an Intensive Case Management section without
any cases listed in it if worker viewing FuSioN is not an Intensive Case
Management worker:

My FuSioN ICM Cases

*Team ID| ALL V|
No Open Cases
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Home Page

Step Action

PARTNER AGENCY HOME PAGE VIEW

Partner Agencies will be able to view their:
e Allocated Cases
e Allocated Services - including those on Active Holding

¢ Allocated Cases on Active Holding

Cases with Active Holding

*Team ID | ALL

Find | wiew All First W 1-zof2 E Last
Case ID |Start Date Name Primary Issue Davs Team Assigned To Status | Referrer Referrer Name
Type
5_ 100014502 02/08/2018 MUSHROOM, Mandy  Parent/TeenConflict 19 Perth Partner Agency 3 WORKER, Perpa3 OPEN Unknown
100014503 12/08/2018 SARDINE, Simple Parent/TeenConflict 12 Perth Partner Agency 3 ~ WORKER, Perpa3 OPEN Unknown

My FuSioN A&C Cases E =
*Team ID
Perth Partner Agency 3 . E Lt ain E .
irst -40 ast

Find | wiew All

Case ID |Start Date |C\ient Name |Primary Issue |M |Awiqned To Referrer Type |Referrer Name Hold ‘D&E Holding ‘
Status

100014300 01/08/2018 TEST, Personi Family Support ::’::;a;"er \F',\‘;?;‘;ER' Unknown = N

100014301 03/08/2018 g:_l}rn:‘gymp, Grief and Loss :zg:;ag"er ‘geeg:gER' Unknown - N

100014302 02/08/2018 mgr?:yRooM, Parent/TeenConflict i:’::;ag"er PWEC:E;ER' Unknawn - Y 19

100014903 12/08/2018 ;’ﬁ;‘}éﬁ' Parent/TeenConflict :‘;g:;";"e' :VE?EQ(SER' Unknawn - Y 12

My FuSioN Services

*Team ID [ALL

Find | view All First E 1of1 W Last
Serivce ID |Case ID | Start Date Family Name Service Type Team Assigned |Case Tvpe |Hold Days
To Status

] perth
100014905 100014904 27/08/2018  TINFOIL amiy Partner ARC N

Counselling

Agency 3
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Home Page

Action

MAIN MENU FOR LEAD AGENCY AND PARTNER AGENCIES

The Home link will bring you back to the home page from anywhere within the
FuSioN database.

Please use the Sign Out link to log out of FuSioN.

6_ Home Sign out
— ——
Main Menu BER
ﬁ FuSioN Home 3 Customers CRM [E5| Reporting Tools
Home folder for FuSioN Access Customer and Contact setup components. 3@~ Run, create, and manage queries and nvision
[= Person Search reports.

[= Search Cases
= Query Viewer
[53 My Reporis

E Change My Password

Create a new password.

[ Query

LOCATION OF SEARCHES & REPORTS

The FuSioN Home link on the Main Menu will open up all the different searches
and Reports available, including:

e Person Search - client search

e Search Cases

e My Reports — Progress Reports, Operational Reports and Processed

Reports
e Query Viewer - allows vyou to view specified reports.
Home Sign out

Main Menu = — X
ﬁ FuSioN Home [;f} Customers CRM 'Y’] Reporting Tools

Home folder for FuSioN Access Customer and Contact setup components. =:® Run, create. and manage queries and n\fision

[= Person Search reports.

[=l Search Cases [ Query

= Query Viewer
[ My Reports

E Change My Password
Create a new password.
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Home Page

Action

HOMEPAGE VIEW EXPANDED

Cases with Active Holding - displays cases on active holding. The Lead Agency
will be able to view all cases on active holding within the Network, whilst partner
agencies will be able to only view their allocated cases on active holding.

e Team ID - allows you to select a specific agency to view active holding
cases

e Click on the View All link to see all cases
e The Case ID Hyperlink will take you directly to the Case

¢ In the Days column you will be able to view how long the case has been on
active holding

8. e Additional Data tab - displays which Agency the case is assigned to, the
case manager and referrer information

[F=TH

e Click on the Show All Columns icon to view all information

Cases with Active Holding

*Team ID ALL -

Eind | view Al First . 1-50r9 2] Last

My Held Cases Additional Data . | [F=»

CaselD | StartDate | Name Primary Issue Days |
100001267 101072011 SMITH, Sally Child Protection 32
100001290 10102011 SIMPLE, Sally Child Protection 37
100001408 27/10/2011  PINHEAD, Peter Domestic Violence 37
100001434 06/M11/2011  SIMPLE, Sally Domestic Violence 961
100001692 17/01/2014  FSN, Test 158
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Home Page

Action

MY FuSioN SERVICES

The Lead Agency will be able to view all Allocated services including those of
Partner Agencies. Partner Agencies will be able to see their allocated services

only.
e Use the Team ID drop down list to view services allocated to a specific
agency
e Click on the View All link to view all allocated services
e Click on the Service ID hyperlink to go directly to the service provision

9. activity

e The Hold Status column will display whether the service is on Active
Holding and view the number of days the service has been on hold
My FuSioN Services =
*Team ID ALL -
Find | View 100 First || 1.5 01187 [ Last
Serivce| Case ID ‘Start Date | Family Name ‘ Service Type ‘Team Assigned To  |Hold Status ‘ Days
D
100001267 20/12/2013  SMITH Alcohol and Other Drugs gg?ﬁgﬁw ESHLEAD j’a?r?k"umar N
100001267 19/05/2014  SMITH Parenting oo SN LEAD e N
100001267 0606/2014  SMITH Mental Health Services Aoy PN LEAD R N
100001290 02/05/2014  SIMPLE Financial Counselling oy = PN LEAD A N
100001360 17/10/2011  BOBBY Alcohol and Other Drugs ARMADALE-Partner 1 PARTNER, FSN N
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Home Page

Action

MY FuSioN CASES

The Lead Agency will be able to view all allocated cases, Partner Agencies will be
able to view only those cases allocated to them.

Click on the Case ID hyperlink to navigate to the case

My FuSioN Cases =
*TeamID ALL -
Find | View Al |First |4 1.5 o 52 [ Last |
10. m Additional Data ™\
CaselD |StartDate | ClientName | Primary Issue Team |Assigned To |
03/11/2011 SMITH, John Domestic Violence Qggag’;w FENLEAD DORAN, Alison
100001259 07/10/2011 FIESTY, Carol Domestic Violence ngfs“tz;::m“ PARTNER, FSN
100001265 07/10/2011 Not Recorded Child Protection ARMADALE-Partner 7 TAYLOR, Jan
ARMADALE FSN LEAD
100001267 10/10/2011 SMITH, Sally Child Protection AGENCY USER, FSN
100001288 10/10/2011 SIMPLE, Sally Parenting Issue ARMADALE-Partner 1 BENNETT, Shane
PERSONALISING YOUR HOME PAGE
At the top of the Home Page (left hand side) both the Lead Agency and Partner
Agency members have the ability to customise the Home Page View and Content.
Click on the Content link to customise the content appearing on your Home Page.
——
11 Persnnaliz Layout

Cases with Active Holding

=
*Team ID ALL hd
Find | View Al First [ 1-50r9 [¥] |ast
Additional Data

CaselD | StartDate |m |Pr1'mam Issue |%y§ |
100001267 10M0/2011  SMITH, Sally Child Protection 32
100001280 10M0/2011  SIMPLE, Sally Child Protection 37
100001408 27M0/2011  PINHEAD, Peter Domestic Violence 37
100001434 06M1/2011  SIMPLE, Sally Domestic Violence 961
100001692 17/01/2014 FSN, Test 158
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Home Page

Step Action
e A customised Welcome Message can be recorded
¢ |If Main Menu option is un-ticked, only the basic menu will appear on the left
hand side navigation
e |If Menu is un-ticked, just the main menu will display on home page
Personalize Content
Welcome Message: ||
Choose Pagelets: Simply check the items that you want to appear on your homepage.
Remember to click "Save” when done.
Arrange Pagelets: Goto Personalize Layout
12.
Assist Pagelets People Soft Applications
[+ Cases with Active Holding [} Menu
[+ My FuSioN Cases Main Menu
[+ My FuSioN Semvices
Return to Home
To save changes, click SAVE button
Click Return to Home link to return to the Home Page.
PERSONALISING YOUR HOME PAGE LAYOUT
Click on Layout link.
Personalize Contentf Layout
Cases with Active Holding =
*TeamID  ALL -
13. Find | View A First (4] 15 or 8 [] Last
Additional Data
Case D Start Date |m |F'r1'mamssue |M |
100001267 10/10/2011 SMITH, Sally Child Protection 32
100001290 10/10/2011  SIMPLE, Sally Child Protection a7
100001408 27M0/2011  PINHEAD, Peter Domestic Violence a7
100001434 06/11/2011  SIMPLE, Sally Domestic Violence 961
100001692 17/01/2014 FSN, Test 158
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Home Page

Step Action

a. Your home page can be divided amongst 2 or 3 columns;

b. To move the order of an item, or to change which column it displays in click
on the item you want to move so it is highlighted;

c. Use the up/down arrows to change the item order in a column or use the
left/right arrows to move the item across columns; and

d. When you are happy with the layout, click SAVE or to return to the Home
Page click on Return to Home link.

Personalize Layout

@ 2 columns @O 3 columns

Basic Layout:

14 Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet"
to remove the selected pagelet from your portal home page. Remember to click "Save” when done.
Add Pagelets: Go to Personalize Content
# = Required - fixed position pagelet
* = Required - moveable pagelet
Right Column:

*My FuSioN Services b Main Menu

*Cases with Active Holding Menu ()

*My FuSioM Cases « »

=
(@ save) @ Return to Home
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Home Page

Step Action

RESET YOUR PASSWORD

To reset your password, click on the Change My Password link from the Main
Menu.

e
15. ﬁ FuSioN Home
Home folder for FuSioN
= Person Search
[=1Search Cases

= Query Viewer

=== Change My Password
Create a new password.

a. Enter your Current Password;

o

Enter your New Password;

Confirm the New Password; and

o

d. Press the Change Password button, to save the Password changes.

Change Password

User ID: TRAINEE35

Description: 35, Trainee

16 . *Current Password: | @

*New Password: | @
*Confirm Password: | @

Change Password @

Password Requirements

Password Policy:

« Password must be minimum 8 character long

« Contains at least one Uppercase character (A through Z)

+ Contains at least one Special character (~!/@#$%"&"_-+="\(){}0=""<>..7/)
« Contains at least one digit (0 through 9)

« New Password must not be same as last 8 passwords

» Password age - Minimum - 1 Day and Maximum - 60 Days

Pl. note that 3 invalid attempt to change the password will lock the user Account.
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