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PURPOSE 

The purpose of this user guide is to document the process and screens that the 
Gateway Team will use to add new/maintain Foster Carer Enquiries and/or 
Applications to the ICS system. 

 

 

 

For any support in using ICS please either check the ICS Support pages on Kent 
Trust Web:  

http://www.kenttrustweb.org.uk/Finance-Assessment/i cs_updates.cfm  

Or log a call with the ISG Helpdesk by following this link on Knet: 

http://knet2/kcc-directory/services-and-support/it- service-desk/supportworks  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Foster Carer Application - Gateway   
  
 

© KCC FSC MIU Page 2 of 22 v4 May 2011 
 

 

PROCESS 

The Process for inputting Foster Enquiries/Applicat ion onto ICS is as follows: 

Step 1  – Foster Enquiry received by Gateway Team    Page 4 
     

Step 2  – Complete the Fostering Enquiry and send Workflow   Page 5 

Step 3  – Select the Workflow Message in order to update the Enquiry Page 11 
     

Step 4  – Enter Information Pack Sent Date on Enquiry/Application  Page 12
      

Step 5  – Enter Application Received Date on Enquiry/Application  Page 14
    
Step 6  – Add new Status of Under Assessment     Page 19 

 

ICS Fostering Business Model/Flowchart     Page 24
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Step 1 – Foster Enquiry received by Gateway Team 
 
Use Fostering/Adoption Enquiry to check if Carer(s) have an existing enquiry 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Enter Enquirer name 
details  

4. 
Change Type to 
Foster Enquiry   

5. 
Click Search   

Any existing enquiries will be displayed in 
this panel.  If any are found go to Page 8 
(Step 12) to complete the enquiry screen or 
go to Page 14 (Step 5) to progress the 
application 
If the previous enquiry did not proceed then a 
new one can be created 

6. 
If an existing enquiry is not found click 
New 

1. 
Click Focus  menu 

2. 
Select Fostering/Adoption 
Enquiry 
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Step 2 – Complete the Foster Enquiry form and send Workflow message 
 

 

 

 

 

 

 

 

 

 

 

 

 

Check to see if enquirer already exists on ICS as a ‘person’  

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Do not enter enquirer details as free text, 
rather click Match  > Match Person  

2. 
Enter Enquirer names using % as 
a wildcard if spelling unclear and 
click Search  

3. 
Search results are displayed here.  
If correct person is found, click the 
required record and click Select . 
Go to page 8 

4. 
If correct person is not found, 
consider searching again.  If 
person is still not found click New 
to create a new person record 
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Step 2 - continued 

Add person to ICS 

 

 

 

 

 

 

 

 

 

 

 

 

5. 
Complete Person Details  panel 

6. 
Scroll down and complete 
Address Details .  Click 
Add  

If Start Date  
not known 
use date of 
enquiry 

Select a 
Type of 
Home 
Address 
from the drop 
down list 

Tick the 
Correspondence  
box  

 

Click here to 
search for 
the address 

 



Foster Carer Application - Gateway   
  
 

© KCC FSC MIU Page 6 of 22 v4 May 2011 
 

Step 2 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. 
Enter Address details and 
click Search  

8. 
Highlight correct address 
and click Select  

9. 
Add information to Panels 4 – 6  
if known, then click Save 
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Step 2 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. 
Click Match > Match Person  and repeat person 
search (as per page 5).  The person just added will 
now show in the search results and can be selected. 
This will pull their details through to the Enquiry  form 

11. 
Repeat for Applicant 2  as required 

12. 
Add a Type of 
Foster Enquiry  

13. 
Add the Date of Contact  
(defaults to today’s date) 

14. 
Add an Enquiry Outcome  of 
Assigned to Workflow Queue  

15. 
Click Save 
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Step 2 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The message will be sent to your ‘My Home Page’ (the opening screen of ICS) 

 

 

 

 

16. 
Add a note to help identify the 
Workflow message then click 
System User  

17. 
Search for ‘yourself’ on the 
list and select ‘your’ name.  
Then click Ok 

18. 
Leave Due Date  as 
it is and click Ok 
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Step 2 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

19. 
Enquiry is now saved and can be 
closed down by clicking here 
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Step 3 – Select the Workflow Message in order to up date the Enquiry 

Close down any open ICS screens to return to ‘My Home Page’ 

 

 

 

 

 

 

 

 

The Application form will open up 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
From ‘My Home Page’  click the 
Workflow message to access/update the 
Enquiry  
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Step 4  – Enter Information Pack Sent Date on Enquiry/Applica tion  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Scroll down to Panel 6 and add 
Information Pack Sent  date, then 
click Save 

2. 
Respond Yes to this message 
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Step 4 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Once saved, close the form down 

2. 
Click Cancel  (this step will be 
actioned later when the Application 
form is returned 
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Step 5  – Enter Application Received Date on Enquiry/Applicat ion 

Once the Application form is returned, update this on ICS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
From Focus  menu select 
Fostering  then Fostering 
Application  

2. 
Enter Applicant name and click Search  

3. 
Select Application and click Open in 
New Window 
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Step 5 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. 
Scroll down to Panel 6, add 
Application Received  date and 
click Save 

5. 
Once saved close down form 

6. 
Click Next  
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Step 5 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. 
Choose Start  Date 

8. 
Click Next  

9. 
Scroll down and select the 
Team Leader of the 
receiving Fostering Team 
(placing a tick against their 
name) 

10. 
Click Next  



Foster Carer Application - Gateway   
  
 

© KCC FSC MIU Page 16 of 22 v4 May 2011 
 

Step 5 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The case is now in the caseload of the Fostering Team 

11. 
Leave this box un-
ticked 

12. 
Click Next  

13. 
Click Finish  



Foster Carer Application - Gateway   
  
 

© KCC FSC MIU Page 17 of 22 v4 May 2011 
 

Step 5 - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. 
Close  the Application 
form down 
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Step 6 – Add new Status of Under Assessment  

The status of the application needs to be updated to ‘Under Assessment’ 

 

 

 

 

 

 

 

 

 The Foster Register will open up which, by default, shows all currently registered 
carers.  Use the filter to find the application being worked on. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. 
Change the Date Range  to All and 
the Application Status  to 
Prospective Application .  A 
Name can be added also.  
 

3. 
Click Refresh  

1. 
From Focus  menu select Fostering  and 
then Foster Register  
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Step 6 – continued 

 

 

 

 

 

 

 

 

 

 

 

The Fostering Chronology for the applicant(s) will then open up 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. 
Find the application being worked on 
and click Edit  

The Application Status  currently 
shows as Prospective Application  

5. 
Click New then 
Application/Registration 
Status  
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Step 6 – continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. 
Add a Status  of Under 
Assessment 

N.B. 
This is where it can also be 
recorded that the application 
closed either before or after 
assessment 

7. 
Click Save 
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Step 6 – continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Status  now shows as 
Under Assessment 
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