User Release Notes — ICS 3.44

ICS 3.44 is released with the ability to create and maintain a Relationships panel
and a new way to clone (copy) a Contact Record, Case Note or Exemplar.

Quick Summary of Key Changes

1. The desktop icon to access ICS has changed

2. ICS Person Details — a link to the Relationships panel is available from the
Links panel from ICS Person Details

VERY IMPORTANT - spend time creating the ‘family’ g roup and getting the
relationships in the Relationships panel correct as this will assist you with the

process of using the generate and copy forward func tion (copying) for Contact
Records, Exemplars and Case Notes to other members of the ‘family’ group

3. The Relationships panel — provides an opportunity to create and maintain a
list of people closely associated with the child to create a ‘family group’

The Relationships panel - is located on top of Contact Records, Exemplars
and Case Notes and at the bottom of Social Network - can be used to create
and maintain the ‘family group’

4. Additional buttons - Hide/show Relationships; Copy Forward; Save button
changes to Generate when a relationship is selected in a Contact Record,
Case Note or Exemplar to clone or copy forward; the Associations button in
Social Network has changed to the Relationships button

5. Flag column - visible wherever the Relationships panel is displayed and will
show all flags associated with the child or adult

6. Social Network — the Associations panel has been replaced with the
Relationships panel - can also be used to create and maintain the ‘family’
group

7. The Memo button - at the point of creating or editing a relationship in the
Relationships panel, text can be added to the memo field which is visible as
read only wherever the Relationships panel is displayed — when a memo
field holds text, the memo button appears pink

8. The Waiting indicator — appears in the bottom right hand corner of the
desktop when ICS is processing a task

9. Cloning - there is now an easier method to copy Contact Records, Exemplars
and Case Notes to other relationships in the ‘family group’ using the Generate
or Copy Forward function - the Create New button is still available

1. The desktop icon to access ICS has changed to this:
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2. ICS Person Details — a link to the Relationships
Links panel from ICS Person Details

B capita One 4.0

panel is available from the
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3. The Relationships panel

When the Relationships
screen is displayed:

link is opened from ICS Person Details , the following

@ Capita One 4.0

| Forus \'&’ Tools % Window @ﬂe\p
&b Back - % Show/Hide « ‘ ICS Person Crag and drop menu items here. ..
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f < | 02, Relationship Details 01. Subject -
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Note — a telephone number added in the Primary Contact No field in
Panel 3 of ICS Person Details , will display in the Relationship s panel

Note — if no associations have been added in Social Network in the previous version
of ICS, the Relationships panel will be blank

The persons displayed will be those who have a ‘formal’ relationship added to ICS
e.g. Sister, Brother, Mother etc. Those ‘associated’ by virtue of just living at the same
address are excluded from this list, but continue to be available to view in Social
Network or to Add in the Relationships panel to create the ‘family’ group.

When a relationship is highlighted, the Details button allows direct access to the
selected person’s ICS Person Details .
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When Add is selected the following screen is displayed:
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If family’ members are not displayed in the list,
use ICS Person Enquiry to search and select
To Add people to the Relationships panel
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Marvin James Marin James Male Mt CT20 1A
hidarvin Sharon Marvin Sharon Female Mrs 03044957  CT201MA Mo
Training Claire Training Claire Female 03M42000  CT20 1M&  Yes
Tr: =]
Male
aletie Training “alerie Female CT20 ThA
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To add the Relationship type, PR and/or MC

. :
. Focus ""é Tools % Window @Help When a_” relatlonShlp typeS
© sk - ot - @ shontie - e have been added — click Save =
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1]
Click OK to return to
ICS Person Details
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The Relationships panel - when a Contact Record, Exemplar or Case Note is open,
the Relationships panel is available

The Relationships panel automatically displays at the top of the Contact Record
Exemplars and Case Notes if the Hide Relationships button has been set to
‘Always show Relationships panel'.
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Click Hide Relationships button to hide the Relationships panel — the button will
change to Show Relationships which if selected, will show the Relationships panel

The Relationships panel offers the following functions:

Add — click this button to add a person to the ‘family group’ from a default list or
access to ICS Person Enquiry to search for someone not showing in the list

Remove - click this button to remove a relationship

Edit — additional fields: Start Date , End Date, End Reason (not populated), PR
and MC

Details — easy access to ICS Person Details when the person is highlighted

Note — ICS will display an error message if the relationship type selected has already
been created between the same two people

Please note - if no relationships (associations) have been added to the Social

Network in the previous version of ICS, the Relationships panel will be blank as
shown below:
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4. Additional buttons

) Capita One 4.0

() Focus o Tools I Window &) Help
@ Back - Forward = %Shuw,l’Hide + | Report  ICS Person Drag 4

By adding a tick to the option Always
show Relationships panel , the
Relationships panel will always

il

[F]save ¥ alertf 53 Hide Relationships F Clane display at the top of the Contact
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been saved, the Generate
_ | button is no longer
relationships il Order to ‘copy’ this exemplar to that person, available; however a Copy

the Save button changes to Generate | Forward button appears
= to: i S that performs the copy
Sizter Of Claire Training 74 Harbour Wiy, Folke... 11 vears 4 months function When Selected
£ Sigter Of Meil Training 74 Harbour Way, Folkest... 13 vears 1 month
Daughter Of “Yalerie Training 74 Harbour Way, Folk... 36 years Mo Mo o

5. Flag column

© capita One 4.0

[ Eorus g Tock ) window @) Help

@ Back - % Show/Hide - | ICS Person Drag and drop menu ikems here. ..

S 02, Relationship Details

{01. Subject

i The Flags column — will display any flags

e against the associated person such as Hazard,
or Open - this is a very useful new feature and
dmmomemmer] 1S Visible in every Relationships panel

Relationships Filke} Current -
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o Mo
14 Sister Of Claire Training 74 Harbour YWay, Falke... 11 years 4 months 01303 123456 Mo Mo &

Sister Of Meil Training 74 Harbour Way, Folkest.. 13 years 1 month 01303123456  No Mo <2

H Caughter Of “Yalerie Training 74 Harbour Way, Folk... 36 years Mo Mo ]
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6. Social Network

Social Network will display anyone living at the same address as well as the type of
relationship identified in the Relationships panel — select the Relationships button
to only show the relationships for the focus child (as in the previous version of ICS)

O capita One 4.0
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Note — ICS will display an error message if the relationship type
selected, has already been created between the same two people
Freiet ips for Louise Training =,
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0] 3 Records Found wersion 4.344.0, 4438 https:jkaNTsﬁéws,icz,

Changes made to the Relationships panel in Social Network will be reflected in all
Relationships panels wherever they display

Note — if you click on a person displayed in Social Network , the Relationships
panel will change to show the Relationships for the selected person — the
Relationships panel for anyone showing in a Social Network can be maintained in
the Relationships panel at the bottom of Social Network
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7. The Memo button

At the point of adding a relationship in any Relationships panel, click on the Memo
button

O Capita One 4.0

| Focus Y Tools T window @) Help
@ Back - Forweard - % ShowHide - | Report ICSPerson Drag and drop menu ikems here...

' a Person Relationship [Louise Training 74 Harbour Way, Folkesl:'ur'lj':,}_‘l{g' : _ |EI|1|

M
( 01. Subje =Ll

Subject | | Title

Select -
Fatrily Mame: Training [Z] Details
=———— | Given Mame Louize
ons
Relati (2. Relationships N
Memo button |F———
F| | Relationship Type Apply to selected | Eulvlj Select

e % Remave

Suhjects Relationship to: MName Start Date End Date: PR MC s mV
Reazon

Mother Of Walerie Training  30/08/201 1=

When the Memo button is selected, a Memo field is displayed as shown below:

©Q Capita One 4.0

| Focus O Tools T wwindow &) Help

@ Back - Forward - % Show/Hide = | Report ICSPerson Dragand drop menu items here...

i [=] 4
= o [ ok
A
(01. Subje ({1- Memo »

suiect | [Festing the merno field. Key in text — this text can be viewed inany | 9
[ Relationships panel as ‘read only’

Click OK to close the Memo field
QO Capita One 4.0
| Focus % Tools I window @) Help
@ Back - Forward = <%Show,l’HicIe - Report ICS Person Drag and drop menu items here. ..
" R E Darcan Relationship [Louise Training 74 Harbour Way, Folkestone, Kent, CT20 1NA] 10 x|
2. Relationzhips - )_-;,7

Select -

[] Details

Farfily Mame Training

GivEn Mame Lauise

Note — when there is text in a
= = Memo field, the button turns pink
Click Save to

Apply to selected | 2 B4 Select

End v 52 Remove

close the window

hig to: Maime Start Date End Date PR MC

N Mother Of “Yalerie Training
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To open a Memo field

Click in pink Memo button to read
the text in the Memo field

Pk

A

Note — the Memo

Z

Click OK to close

the Memo

box is Read Only

Note — text in the Memo field can only be updated via the Edit button accessed in

the Relationships panel —a Memo field cannot be deleted

Highlight the record where
the memo text needs editing

Click Edit P |

[ ]

A

Click OK

Click pink Memo button —
the Memo field will open

Make changes in the Memo field

KCC FSC MIU
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Click Save to return to
the Relationships panel

Note — when data in a Memo field is edited, it is not
possible to save an empty Memo box if all the text is
deleted — an error will be generated — leave one
character and press Save until the issue is fixed

8. The Waiting indicator

The Waiting indicator appears in the bottom right hand corner of the screen — green
bars will appear in the small white window when ICS is processing a task
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9. Cloning

The Relationships panel provides new functionality to Generate copies of the
Contact Record, Exemplars and Case Notes at the point of creation or the Copy

Forward if already saved

At the point of creation of the record, in this instance a Case Note (Contact Record
and Exemplars work on the same principle) the user can either:

edit the Relationships panel

select the individuals who are listed in the Relationships panel to whom the
Case Note (Contact Record or Exemplar) will be copied and use the Generate

function

complete the Case Note (Contact Record or Exemplar), Save and use the

Copy Forward function

Generate — use the Generate function when recording a Case Note that needs
to be cloned to siblings or other ‘family’ members

To use the Generate function

Important - Do not click Save
before selecting people from the
Relationships panel as this will
disable the Generate function

l

When a new Case Note (Exemplar or
Contact Record) is added there is an
option to select people from the
Relationships panel in order to
Generate copies at the point of creation

KCC FSC MIU
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Add a tick to the relationships to whom the Case Note is to
be copied — the Save button has changed to Generate

Click Generate

Click OK
N\

N

Note — at this point, the Case Notes for the three siblings have not been saved but
have been Generated (copied) and are stacked one on top of the other ready for
review and individual editing as required

The Window menu
will list the Generated
(copied) Case Notes ry

A

Click Save — the CRN is not available to
select before the Save button is pressed
Select Case Reference Number

Click Save

Note — this Case Note is for Neil and is the
first record listed in the Window menu

Click Close
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Note — when the Case Note is closed the next Case Note from the stack is
displayed - in this example, the Case Note for Claire Training, as shown below:

Remember to Save, select the Case
Reference Number , Save again and Close

When the original Case Note is displayed, in this example for Louise, click Save and

check the message in the bottom left corner Case Note Saved Successfully is
displayed

Note — the Copy Forward button is now displayed

To use the Copy Forward function

Click Copy Forward
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The Copy Forward function can be used when a Contact Record, Exemplar or Case
Note has been saved and then needs to be copied (cloned)

Copy Forward — use this function to clone (copy) th e exemplar after it has been
saved and is ready for review before sign off

In this example, the Case Note has already been generated and saved to three of
the siblings but one sibling, Robin Training was missed and needs a copy of the
Case Note

When the Copy Forward button is activated, the following screen is displayed:

Add a tick to the relationship to whom
the Case Note is to be copied

Click Generate

\ 4

Click OK
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The Case Note for Robin is now displayed as shown below:

Click Close

Save, add the CRN and Save again

/

¥

When the Case Note for Robin is closed, the Case Note for Louise will be displayed

and needs to be closed

Please note — the Create New function can still be used to clone as in the previous

version of ICS
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