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Please note this guidance is to be used for turning existing Carer records into open 
cases 
 
Step 1 – Find and open the Carer’s ‘Application Form’ 
 
 
 
 
 
Step 2 – Use ‘New Case’ to generate a case from the ‘Application Form’  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  
Select Focus > Fostering > 
Fostering Application 

3. 
Click on the First Applicant 
column to order the results in 
name order 

2.  
Click Search 

4. 
Find and select the required 
record then click Open in New 
Window 
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Step 2 – Use the ‘New Case’ button to turn the ‘Application’ into a ‘Case’ and 
assign to the Fostering Social Worker 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
Click New Case 

2. 
Click Next 
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3. 
Use the ‘Today’s date’ as 
the Start Date for the case 

4.  
Click Next 

5. 
Scroll down to find the 
Fostering Team/Worker 
who the case belongs to and 
click to place a tick against 
their name 

6. 
Click Next 
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7. 
Click this box to assign the 
worker as a Professional 
Involved (this updates 
Panel 7 of the Application 
form) 

8. 
Click Next 

9. 
Click Finish 
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10. 
Close the Application Form 
down 

11. 
Repeat as required by selecting 
the next applicant from the list 
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12. 
The case will now appear in the 
Social Worker’s My Cases list 


