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1.0 Introduction 
PCC (Private Child Care) providers are employed by DCBS (Department for Community Based Services) to serve as private child-care or as private child-placing agencies. PCC providers may be parent agencies, which are corporate entities in which there are multiple licensed programs, or they may be licensed programs, which are licensed by DAFM (Division of Administration and Financial Management) as child-placing or child-caring programs. 

TWIST (The Worker’s Information System) tracks those children in PCC placement locations at the licensed program level; however licensed programs have been encouraged to develop therapeutic foster homes, and as such have moved children who are in OOHC (Out of Home Care) into private foster homes. These foster home placement locations are tracked by DCBS who enters the placement data manually into TWIST as a part of the case notes narrative. The TWIST application cannot retrieve this narrative data for AFCARS (Adoption and Foster Care Analysis and Reporting System ) reporting, which is a SACWIS (State Automated Child Welfare Information System requirement.

The PCC Tracking module is designed to integrate with TWIST to track the most current physical location of all children in private child care so that all placement data can be accurately monitored.

The PCC Tracking module enables you perform the functions necessary to track the physical location of a child in OOHC. 

· Monitor tasks assigned to you in the work basket

· Maintain current foster home information

· Maintain current IL (Independent Living) information

· Assign a placement location to a child

· Create a move notification when the child is moved to a new placement

· Record the actual move information

· Track care worker visits to the child

· Track TLC (Temporary Living Condition) events

These groups use the PCC Tracking module to view, track, and maintain PCC placement locations.

· PCC

· CRP (Children’s Review Program): view placement reports

· DCBS: view PCC information in TWIST

Each group that has access to the PCC Tracking module is assigned a particular security role.

	User Security Roles

	Role
	Description

	PCC Admin
	Can assign or inactivate PCC user 1 and PCC user 2 roles; can see licensed program staff members in all licensed programs that fall within the admin’s parent agency

	PCC User 1
	Licensed program level: can assign or inactivate FH and IL programs

	PCC User 2
	Can notify and move children from one FH or IL to another within in a licensed program

	DCBS User 1
	Same access as PCC User I and PCC User 2: assigned to billing specialists who can function as back-up resources

	DCBS Case Manager (TWIST only)
	Approve placement moves of foster children

	CHFS Admin*
	Assign or inactivate PCC Admin roles: serve as PCC Admin for any facility, as necessary

	CRP Admin
	Assign or inactivate CRP users

	CRP User 
	Can see reports only: no update access


* Screen shots shown in this User Guide reflect application screens as they appear to a CHFS admin user and are not identical to screens as they appear to users assigned other security roles. 

1.1 Navigating through the PCC Tracking Module

The PCC Tracking module opens directly onto the Work Basket – All page. You can begin working in the work basket immediately or use the navigational menu to go to another part of the application.
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Figure 1.1.1 – Navigational Menu

Each item on the navigational menu is a link; click the link to go the associated page. A selected link displays in italic print.
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Figure 1.1.2 – Selected Link 

The PCC Tracking module is a web-based application; you must use Internet Explorer version 5.5 (or later) to access the application; other browsers are not supported. Although the application displays most standard web-based functionality, there are no back and forward buttons. To navigate through the application you must use the navigational menu.

Throughout the application you enter information into text boxes. To delete information from a text box, highlight the information, and type over the error. You can also highlight the information, click the Delete button on the computer keyboard, and type in the correct information. To manage text you can right-click in the text boxes, opening a menu that enables you to perform basic editing functions. 
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Figure 1.1.3 – Right-Click Menu

Underlined items appear frequently. These items are links to application pages. 
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Figure 1.1.4 – Linked Search Results

Click the link to open the associated page.
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Figure 1.1.5 – Linked Page

Asterisks (*) indicate required fields. If you attempt to save without completing all the required fields, the application adds a red asterisk and shows you a reminder of the action not completed.
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Figure 1.1.6 – Incomplete Action Reminder
You click buttons to prompt an action (search, save, delete, etc.). Grayed out buttons are inactive; some further action must be taken to make the button active.
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Figure 1.1.7 – Inactive Button

Each page of the PCC Tracking module has a series of external links in the upper right-hand corner of the web page. The links connect you to external sites that may be useful to you. 

· Ky.gov web page

· Contact CHFS page

· Personal account information

· Sign out (See Section 1.3 for a complete discussion of the steps necessary to sign out.)
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Figure 1.1.8 – External Links

The recommended screen resolution is 1024x768. If you prefer a different screen size you may have to use the scroll bar to adjust the application web pages.

1.1.1 Using the Calendar Function

You can type dates directly into date fields or enter them with the calendar function. 

1. Click the Calendar icon.
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Figure 1.1.1.1 – Calendar Icon

2. If it is necessary to select a month click the left or right arrows to move through the calendar year month by month. The calendar opens to the current month.
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Figure 1.1.1.2 – Navigational Arrows

3. Click the desired date to select a date.
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Figure 1.1.1.3 – Calendar Function

4. When you select a date, the calendar closes and the date is loaded into the Enter Date field.
1.2 Logging into the PCC Tracking Module

The PCC Tracking module is a web-based application. To access the site you must enter the web address into your browser: https://pcctracking.chfs.ky.gov .
To log into the PCC Tracking module you must first complete the security portal information. 
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Figure 1.2.1 - Welcome Page

5. Enter your user name and password in the User Name and Password text boxes. (Your user name is assigned to you when you are approved for access to the PCC Tracking module. You create a password during the account application process. CHFS employees use the network user name and password assigned to them.) The PCC Tracking module resets the user name in all capital letters when you click into the Password text box. 
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Figure 1.2.2 – User Name Format

6. Click the Yes, I Accept radio button to accept the usage terms and conditions. If you click the No, I Decline radio button you cannot log into the application. 

7. Click the Sign In button or the Enter key on the computer keyboard to complete the sign in process. 
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Figure 1.2.3 – Completed Sign In Requirements 

8. If you entered the user name or password incorrectly the PCC Tracking module notifies you. 
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Figure 1.2.4 – Invalid User Name Notification

If you repeatedly enter the wrong log in information the PCC Tracking module locks you out of the application.
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Figure 1.2.5 – Lock Out Notification

Close the browser page and try to log into the application later, or contact the application help desk for assistance. 
1.2.1 Resetting Your Password

The PCC Tracking module enables you to reset your password unless you are a CHFS employee. CHFS employees must reset their passwords at their local desktop login. 
Passwords must be reset every 30 days. Seven days before the password expiration date, the application notifies you when you log in that your password must be changed. If you do not change your password in the allotted time period, you are locked out of the application. (You will be locked out even if you did not log into the application during the seven-day period and were unaware of the coming expiration date.) You must contact the help desk to regain access to the system. 

9. Click the Forgot your password? link.
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Figure 1.2.1.1 – Forgot Your Password Link

10. Complete the required fields. Required fields are marked with an asterisk (*). 

[image: image18.png]Reset Password h

W
Reset your password here or contact application help desk (Phane: S02-564-0104 or Toll free: 866-231-0003). Nat applicable for
Cabinet employees with network accounts.

# indicates a required field.

User Name: |

4-digit PIN;*
E-mail:*[

Security Question:*[ Select one

Secret answer|

Reset Password





Figure 1.2.1.2 – Password Reset Fields

11. Click the Reset Password button. 

When the password is successfully reset, the application sends you an email notification. 

1.3 Signing Out of the PCC Tracking Module

Whenever you exit a web-based application you must follow the sign out procedure. The PCC Tracking module has a simple sign out process.
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Figure 1.3.1 – Sign Out

12. Click the Sign Out link in the upper right-hand corner of the page. (The link appears on each page of the application.)

13. The application notifies you when you are logged out. 
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Figure 1.3.2 – Log Out Notification

14. Click the Close Window link to close the browser page.

1.4 Contacting the Help Desk 

If you have application issues that you cannot resolve, you can contact the TWIST help desk for assistance. 

You can email the help desk at: TWIST.Helpdesk@ky.gov
You can phone the help desk at: 866-231-0003, option 3.
2.0 Using the Work Basket

The ‘All’ work basket page is displayed when the PCC Tracking module is opened. The work basket enables you to see the tasks that you need to complete to keep application data current. You can see all work basket items for the licensed program assigned to you. If you are assigned more than one licensed program or are assigned to an admin level security role you must select the appropriate licensed program from a drop-down menu. CHFS admins can see all work basket items for all licensed programs.

The work basket is divided into categories.

· All

· Assign Location

· Report Move

· End TLC

· FYI 

When you complete a task, the PCC Tracking module removes it from the work basket.

2.1 Sorting the Work Basket

You can use the work basket grid headers to sort the grid for your convenience. The default sort of the work basket is by due date, from the due date closest to the current date to the most distant.
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Figure 2.1.1 – Sort by Due Date

15. Click the Due Date header to reverse the sort order. 
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Figure 2.1.2 – Reverse Sort Order

16. Click the header again to return to the original sort order. 
17. Click the Action link to sort all action items together. 
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2.1.3 – Sorted by Action Items
18. Click the Name link to sort child names. Names are sorted in alphabetical order (last name, first name) within each action group.
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Figure 2.1.4 – Child Names Sorted by Name and Action Group

19. Click these links to sort by group.

· DCBS Case Manager link: grouped by case manager’s name

· Case manager Phone link: grouped by case manager’s phone number
· Case Number link: grouped by case number
20. Click the Created Date link to sort by the create date. The application sorts first from the create date closest to the current date.

21. Click again to reverse the sort order.
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Figure 2.1.5 – Sorted by Created Date
2.2 Using the ‘All’ Work Basket Function

The All section of the work basket is displayed when you open the PCC Tracking module. The All function enables you to see all tasks attached to a particular licensed program. 

22. Log into the PCC Tracking module.

23. Click the Licensed Program drop-down menu. I
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Figure 2.2.1 – ‘All’ Work basket Section

24. Select the appropriate menu option. 

25. The PCC Tracking module displays all tasks associated with the selected licensed program.

Tip: You will see only the licensed programs you are assigned to in the Licensed Program drop-down menu.
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Figure 2.2.2 – Assigned Tasks

26. To begin the task click on the Action link. The application opens the page related to the task you clicked.
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Figure 2.2.3 – Assign Location Page
2.2.1 Viewing Inconsistent Locations

All dates entered in the PCC Tracking module must be consistent with dates entered in the TWIST application. (The TWIST system is the system of record.) When those dates are inconsistent you have an inconsistent location. You can use the Inconsistent Location feature of the PCC Tracking module to find a location with inconsistent dates 

	Inconsistent Location Examples

	TWIST
	PCC
	

	OOHC Entrance Date
	OOHC Exit Date 
	OOHC Entrance Date
	OOHC Exit Date
	Results

	05/01/08
	07/01/08
	05/01/08
	07/01/08
	Consistent dates

	05/01/08
	07/01/08
	05/01/08
	07/10/08
	Inconsistent dates

	05/01/08
	07/01/08
	05/01/08
	06/01/08
	Consistent dates

	
	
	06/01/08
	07/01/08
	

	05/01/08
	(still in care)
	05/01/08
	06/01/08
	Inconsistent dates (gap in dates)

	
	
	06/05/08
	(still in care)
	

	05/01/08
	07/01/08
	05/01/08
	06/25/08
	Inconsistent dates (overlap in dates)

	
	
	06/22/08
	07/01/08
	


All inconsistent locations can be seen in the All section of the work basket.

27. Log into the PCC Tracking module.

28. Click the Show Inconsistent Locations check box. 

[image: image29.png]WorkBasket
I work Basket - All

™ Show Inconsistent Lm:atmnsl Licensed Program | Select One =l





Figure 2.2.1.1 – Inconsistent Locations Check Box

29. Click the Licensed Program drop-down menu.
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Figure 2.2.1.2 – Licensed Program Drop-Down Menu

30. Select the appropriate menu option. All items, including those that are not Inconsistent Location items, are shown in the All category.
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Figure 2.2.1.3 – Outstanding Items List

Tip: The Created Date is the most recently updated date of the placement data. The Due Date is the Created Date plus seven days. 
31. Click the Action link to see the desired inconsistent item.
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Figure 2.2.1.4 – Location Summary Page

32. Click the Placement link to open the appropriate placement.
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Figure 2.2.1.5 – Inconsistent Location Data Grid

33. Click the Location link to open the appropriate location.

[image: image34.png]| I PCC Physical Locations
7 Location Data Inconsistent
. Anticipated
Location | Enter Date Move Date | Intent Comments Updated
Move 299
Grover Sesame,
06/01/2008] - - 06/18/2008] MAGNOLTA, 07/10/2008|
Licensed [MAS
Programsiyentuck...
Caretaker Move 2222
Southwest Failure - within |ChamPion
Southwestle 1< /a008  |os/01/2008 - 06/01/2008 Blvd, i 07/10/2008
Hal Caretaker Licensed
Incar. Programs [EOWLING
GREEN,
[ e e e
Type |Enter Date |Move Date| Names | Location Address / Comments | _Phone | Another FH|Date Created
withdraw [awoL_|07/01/2008 k n 07/24/2008
withdraw [Respite |06/05/2008 06/30/2008 [Smith, Wil 2705558989 |n 07/10/2008





Figure 2.2.1.6 – Inconsistent Location Data

34. Review the data to define the inconsistency. Inconsistent items can be withdrawn or undone and re-entered with correct dates. Withdrawing or undoing the individual work basket item is discussed in the user guide section dedicated to the particular work basket item. 
2.3 Using the ‘Assign Location’ Work Basket Function

When a child is assigned to a licensed program by a TWIST worker, an item appears in the Assign Location section of the work basket. You must then assign the child to a specific physical placement location within the licensed program. For a complete discussion of the location assignment process, see Section 5.1. 
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Figure 2.3.1 – Assign Location Function
2.4 Using the ‘Report Move’ Work Basket Function

The Report Move work basket function enables you to document any location changes that a child might make while in OOHC (Out of Home Care). See Section 6.3 for a complete discussion of the process for moving a child. 
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Figure 2.4.1 – Report Move Function
2.5 Using the ‘End TLC’ Work Basket Function

The End TLC work basket function enables you to end any TLC (temporary living condition) episode that a child might be placed in while in OOHC. See Section 7.2 for a complete discussion of the process for ending a TLC episode.
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Figure 2.5.1 – End TLC Function
2.6 Using the ‘FYI’ Work Basket Function

An FYI (for your information) work basket item is created for all informational work basket items. 

You must acknowledge the FYI item to remove it from your work basket.

35. Log into the PCC Tracking module.

36. Click the FYI link in the navigational menu.
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Figure 2.6.1 – PCC Tracking Module Home Page

37. Click the Licensed Program drop-down menu to select the appropriate program option.
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Figure 2.6.2 – Licensed Program Drop-Down Menu

38. Click the FYI link next to the item to be opened. Items are listed in chronological order, from oldest to newest. 
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Figure 2.6.3 – FYI Work Basket Items

39. Click the OK button to acknowledge the FYI item.
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Figure 2.6.4 – FYI Message

Tip: If you need to keep the FYI item in your work basket longer, click the Cancel button.
40. To verify that the work basket item has been acknowledged and removed from the application database, repeat steps 2-4 .
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Figure 2.6.5 – Search Results 

41. The work basket item (Petunia Wilson) no longer exists.
3.0 Maintaining the Foster Home

Licensed foster homes provide care for children who have been removed from their caretakers as part of an OOHC (Out of Home Care) episode. You can search for any licensed foster home listed in the PCC Tracking module database. When you have located the foster home you can perform a variety of maintenance functions.

· Add a new foster home

· Update foster home information

· Inactivate an existing foster home

· Reactivate an inactivated foster home

· Move a foster home from one licensed program to another

· Add a new caregiver to existing foster home

You cannot place a child in an inactive foster home.

3.1 Searching for an Existing Foster Home

Searching for the existing foster home is the first step in foster home maintenance.

42. Log into the PCC Tracking module.
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Figure 3.1.1 – PCC Tracking Module Home Page
43. Click the Foster Home Location link in the navigational menu.
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3.1.2 – Foster Home Location Search Page

44. Click the Licensed Program drop-down menu to select a licensed program. 
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Figure 3.1.3 – Licensed Program Drop-Down Menu

45. Click the Search button or the Enter key on the computer keyboard to initiate the search. 

46. A search using only a selected licensed program as a search criterion returns all foster homes affiliated with the licensed program.
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Figure 3.1.4 – Search Results by Licensed Program

Tip: Click the page numbers at the bottom of the Search Results page to navigate through the pages of results.
47. To locate a specific foster home enter the primary caregiver’s last name. (Foster homes are listed by the primary caregiver.) You do not have to enter the entire name; you can search with the first letter of the name.
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Figure 3.1.5 – Search Results, Single Letter 

3.2 Adding a New Foster Home

You can add a licensed foster home to the PCC Tracking module database.

48. Log into the PCC Tracking module.

49. Search for the foster home. See Section 3.1 for a complete discussion of the process for conducting the foster home search. 

50. The PCC Tracking module notifies you that the foster home you are searching for does not exist in the application database.
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Figure 3.2.1 – No Search Results Notification

51. Click the Add New Foster Home button to begin the add process. 
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Figure 3.2.2 – Foster Home Details Page
52. Complete all required fields on the Foster Home Details page. Required fields are marked with an asterisk (*). 

53. Verify that the information you entered is correct.

54. Click the Add New Caregiver button. 

55. If you fail to complete a required field, the application notifies you. 
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Figure 3.2.3 – Required Fields not Completed
56. If you click the Save button before you click the Add New Caregiver button, the application notifies you that a caregiver must be added. 
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Figure 3.2.4 – Add a Caregiver Notification

57. Complete all required fields on the Caregiver Details page. 

58. Click the Type drop-down menu to select the contact information type. 
[image: image52.png]* Contact Information
e Deta

Select One lAdd Contact
Cell Phone Add Caregiver To Grid

Fax

Home Phane

Ofiice Phone





Figure 3.2.5 – Type Drop-Down Menu

59. Add the contact information details in the Details text box. 

Example: If you select the Office Phone option from the Type drop-down menu, enter the office phone number in the Details text box. 

60. Click the Add Contact link.
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Figure 3.2.6 – Completed Contact Information

61. If you do not enter a required field the application notifies you. 
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Figure 3.2.7 – Incomplete Required Elements

62. The caregiver must be at least 18 years of age. The application notifies you if the caregiver is younger than 18.
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Figure 3.2.8 – Caregiver Age Notification

63. Repeat steps 11-13 to add as many contact types as necessary.

64. To remove a contact type, click the Delete link. 
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Figure 3.2.9 – Delete Link 

65. Click the Add Caregiver to Grid button. 
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Figure 3.2.10 – Completed Caregiver Information

66. If it is necessary to delete the caregiver information click the Cancel button.

67. The added caregiver appears in a grid on the Foster Home Details page. 
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Figure 3.2.11 – Foster Home Details Page

Tip: You may add as many caregivers as necessary to the Caregiver Details grid. Be sure that you assign them the correct caregiver type.

68. Click the Save button to save the new foster home.

[image: image59.png]Data Saved Successfully.
Foster Home Details SRS
* Family Structure [Single Female  ~

* Status [Active <
* Date First Approved [1/1/2008 * Most Recent Annual Reapproval Date [6/1/2008

* Number of Beds Approved [5 I™ Medically Fragile
| WL ocation Details
* strest No[123 Apt ol

* Gtreet Name[Blasted Heath Lane
* City[Lexington * statefKentucky -
* zZipfan23 * county[Fayette -

* Country[ United States of America

Wl carsaiver Detais
Caregiver Type TName Toos. [Status
Primary EYRE, JANE 1/1/1954 Active





Figure 3.2.12 – Saved Data

3.2.1 Inactivating a Foster Home

The PCC Tracking module enables you to inactivate a foster home. If there are any currently active placements the foster home cannot be inactivated. 
69. Log into the PCC Tracking module.

70. Search for the foster home. See Section 3.1 for a complete discussion of the process for conducting the foster home search. 
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Figure 3.2.1.1 – Search Results 

71. Click the Name link to open the Foster Home Details page. 
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Figure 3.2.1.2 – Foster Home Details Page

72. Click the Status drop-down menu and select the Inactive option. 

Tip: You select the Active – Closed for Intake option if the foster home currently has active placements but will accept no new placements. Existing placements are unaffected by this status selection.

73. Click the Save button. The PCC Tracking module notifies you that the change has been saved successfully.
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Figure 3.2.1.3 – Successful Save Notification

74. To verify that the change has been made, conduct a search for the inactivated foster home. 
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Figure 3.2.1.4 – Inactive Status Verification

3.2.2 Reactivating a Foster Home 

Begin the reactivation process by searching for the foster home.

75. Log into the PCC Tracking module.

76. Search for the foster home. See Section 3.1 for a complete discussion of the process for conducting the foster home search. 

77. Click the Name link to open the Foster Home Details page. 
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Figure 3.2.2.1 – Foster Home Details Page

78. Click the Status drop-down menu and select the Active option. 

79. Click the Save button. The PCC Tracking module notifies you that the change has been saved successfully.
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Figure 3.2.2.2 – Successful Save Notification

80. To verify that the change has been made, conduct a search for the activated foster home. 
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Figure 3.2.2.3 – Active Status Verification

3.3 Updating Foster Home Information

You can update the foster home information that is stored in the PCC Tracking module database.

81. Log into the PCC Tracking module.

82. Search for the foster home. See Section 3.1 for a complete discussion of the process for locating the foster home. 
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Figure 3.3.1 Search Results

83. Click the name link to open the Foster Home Details page.
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Figure 3.3.2 – Foster Home Details Page

84. To make changes, highlight a field and type in the new information. All the fields are available to be changed. 

85. Verify that all the information you entered is correct.

86. Click the Save button. 

87. The PCC Tracking module notifies you that the changes have been saved.
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Figure 3.3.3 – Data Saved Notification

3.4 Moving a Foster Home to Another Licensed Program

You can move a foster home from one licensed program to another so long as both programs are part of the same parent agency (corporate entity with which one or more licensed programs is affiliated) and the foster home currently has no children assigned to it. Only PCC and CHFS admins have the appropriate security permissions to move a foster home. 

88. Log into the PCC Tracking module.
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Figure 3.4.1 – PCC Tracking Module Home Page
89. Click the Reassign Foster Home link in the navigational menu.
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Figure 3.4.2 – Reassign Foster Home Page
90. Select the appropriate option from the Parent Agency drop-down menu.
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Figure 3.4.3 – Parent Agency Drop-Down Menu

91. Click the Licensed Program drop-down menu and select the appropriate option. The PCC Tracking module populates the Licensed Program menu with all programs belonging to the parent agency earlier selected. 
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Figure 3.4.4 – Licensed Program Drop-Down Menu

92. Click the Search button.

93. If you do not complete the required fields the PCC Tracking module notifies you.
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Figure 3.4.5 – Incomplete Selection Notification
94. If you do not enter a name in the Primary Caregiver Last Name text box, the application returns all foster homes belonging to the selected licensed program. 
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Figure 3.4.6 – Search Results

95. Click the name link belonging to the foster home you are moving. The selected foster home appears in bold type.
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Figure 3.4.7 – New Licensed Program Drop-Down Menu

96. Click the New Licensed Program drop-down menu and select the licensed program to which you are moving the foster home.
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Figure 3.4.8 – Completed Move Selections

97. Click the Save button.

98. Click the Yes button to confirm the save.
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Figure 3.4.9 – Save Confirmation
99. Clicking the Yes button inactivates the foster home in the original licensed program and activates it in the newly-selected program.

100. The application notifies you that the save was successful.
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Figure 3.4.10 – Successful Save Notification
101. To verify that the move is successful, search for the foster home in the newly assigned licensed program.
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Figure 3.4.11 – Successful Move Verification

When you move a foster home to another licensed program the PCC Tracking module automatically inactivates the foster home in the old Licensed Program. The foster home is created automatically in the new licensed program with an active status. Children can then be entered into placement in the foster home.

3.5 Adding a New Caregiver

All foster homes must have a primary caregiver. The primary caregiver is named when the foster home is added to the PCC Tracking module database. You can add new caregivers to an existing foster home as necessary. The PCC Tracking module enables you to designate the added caregivers as primary or secondary.

102. Log into the PCC Tracking module.

103. Search for the foster home See Section 3.1 for a complete discussion of the process for locating the caregiver. 
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Figure 3.5.1 - Search Results

104. Click the Name link to open the Foster Home Details page.
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Figure 3.5.2 – Foster Home Details Page

105. Click the Add New Caregiver button.
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Figure 3.5.3 – Caregiver Details Page

106. Complete all required fields on the Caregiver Details page. Required fields are marked with an asterisk (*).

107. Verify that the information you have entered is correct.

108. If you do not enter a required field the application notifies you. 
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Figure 3.5.4 – Incomplete Required Elements

109. The caregiver must be at least 18 years old. If the caregiver is younger than 18 the application notifies you. 
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Figure 3.5.5 – Caregiver Age Notification

110. Click the Type drop-down menu to select the contact information type. 
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Figure 3.5.6 – Type Drop-Down Menu

111. Add the contact information details in the Details text box. 

Example: If you select the Home Phone option from the Type drop-down menu, enter the home phone number in the Details text box. 

112. Click the Add Contact link to add the contact information type. Repeat steps 8-10 to add a new contact type.
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Figure 3.5.7 – Completed Contact Information\

113. To remove a contact type, click the Delete link. 
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Figure 3.5.8 – Delete Link 

114. When you have added as many contact types as necessary, click the Add Caregiver to Grid button. 
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Figure 3.5.9 – Completed Caregiver Information

Tip: If it is necessary to delete the caregiver information, click the Cancel button. 

115. The added caregiver appears in a grid on the Foster Home Details page. 
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Figure 3.5.10 – Foster Home Details Page

Tip: You may add as many caregivers as necessary to the Caregiver Details grid. Be sure that you assign them the correct caregiver type. 

116. Click the Save button to save the new foster home. The PCC Tracking module notifies you that the data is saved successfully.
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Figure 3.5.11 – Successful Save Notification
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