Opening a Case without a Referral in CWS/CMS
You can open a case without a referral by:
1) Clicking on the ‘+’ sign to Create New Case Felder
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You will then be presented with a list of clients in your workstation’s cache (all
clients in search results plus all clients in any referral/case you have accessed
since the last time you saved to database or exited CWS/CMS without saving) that
meet the criteria necessary to allow you to open a case for them (less than 19
years of age, not currently in an open referral, or not the case focus child in an
open case):

Suggesteformattingthis asfollows:

You will bepresentedvith alist of clientsin yourworkstation'scachejncluding:

* All clientsin searchresults;

* All clientsin anyreferral/casgou haveaccessedincethelasttime you savedio databaser
exitedCWS/CMSwithout saving.

Theseclientsmeetthe criterianecessaryo allow you to opena casefor themasfollows:

* Lessthan19yearsof age;

* Not currentlyin anopenreferral;

* Not the casefocuschild in anopencase.
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Suggest reformatting this as follows:
You will be presented with a list of clients in your workstation's cache, including:
* All clients in search results;
* All clients in any referral/case you have accessed since the last time you saved to database or exited CWS/CMS without saving.
These clients meet the criteria necessary to allow you to open a case for them as follows:
* Less than 19 years of age;
* Not currently in an open referral;
* Not the case focus child in an open case.
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2) You can either select the appropriate client from the list that is presented and
then click OK (see step 3) or click on New if you want to create a case for a client

who does not currently exist in CWS/CMS after having searched for the client
(see step 4).

Therearetwo alternativeproceduresl) Selectinga clientfrom thelist; 2) Creatinga casefor
clientwho doesnot currentlyexistin CWS/CMS.| recommendeparatinghesetwo alternative
underdifferentheadinggo avoidanyconfusion.It couldbe donewithoutthe needfor additiona

graphicsby presentinghemin two columns.
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There are two alternative procedures: 1) Selecting a client from the list; 2) Creating a case for client who does not currently exist in CWS/CMS. I recommend separating these two alternatives under different headings to avoid any confusion. It could be done without the need for additional graphics by presenting them in two columns.


[tern to Select
e ko Selec | 0K

| [

Select thiz Client

Cancel

M ame Agelrrs] Eender Birth [ ate New
10/03/1391 —

Select Motebook E|
|
|
|
|
|

3) After clicking OK for an existing client, you will be presented with the
following:

Client Services

‘_\ [Rule 05119]
[ ¥ou are about ko create a new case without a referral, The client vou have selecked will be the focus child, Proceed?

Yes Mo

Click on Yes and you will be presented with the Client notebook of the case focus
child and the new Case notebook. Before saving to database, you should verify
that you have created the case for the correct case focus child. You will also
have to complete the mandatory fields in the Case notebook (Case Name and
Intervention Reason fields on the ID page; Service Component on the Svc Comp
page; and assign the case on the Assignment page).



4) After clicking New for a client who does not exist in CWS/CMS, you will be
presented with the following:

Client Services - Case [0378-9282-2769-4026979]

' [Rule 04640]
. ¥ou are creating a case without a referral. The First client will be the Focus child. Proceed?

Yes Mo

Click on Yes and you will be presented with the Client notebook of the case focus
child and the new Case notebook. You will need to input the mandatory data in
this new Client notebook (First Name, Last Name, and Gender). You will also
have to complete the mandatory fields in the Case notebook (Case Name and
Intervention Reason fields on the ID page; Service Component on the Svc Comp
page; and assign the case on the Assignment page).





