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SHINES FINANCIAL TRAINING
SHINES Search Tools August 2010

SEARCH TOOLS

INDEX:

Search for Resource ID# in Resource Search.
Search for Client/Child in Person Search.

Search for Placement and Payment of Care for Child.

Search for Eligibility of Care for Child.

Search for Legal Status

Search for Citizenship

Search for Foster Care/Relative/RBWO child when not found in Person Search.

. Search for Placement Resource when not found in Resource Search.
Search for a Service Authorization.

Search for a Contract.

. Search for Case Manager

XRC—-TIOMMOUO®D

Notes:
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A. Search for Resource ID #
1. Click on Resource Tab = Resource Search

A Resource Search - Microsoft Internet Explorer =] 3
File Edit View Favorites Tools Help | =
Dk - @9 - (%] (] on | ) search ' Favorites ejl -l - L B E
Address [€] https: /shines.dhr state.ga.usfresource/ResourceSearchi =1 Go | Links | @ -
~SHINES =]
Repo Resources

Resource
Search

ditionall o field
Resource Search 1 condtionally required fiel

Resource Details

Wihen conducting & rescwrce search, ane of the falfowing mast be entersd. Tiws, Nars, Mumber, or Senvics.
+ Resource Type [ 1 Resource Name [
+ ldentification Humber: | =I[ Program: I =

Category | e | § Service I =1
Location/Area Served

@ Location © area Served € Proximity 1 Proximity Range(milesy: |20 =]

Region = County | |
Address Lnt: |

City: | State: [Georam =]

Zip code: I N J

B> Advanced Search

|

=]
&] ¥our Session Wil Time Out In 29:16 |5 [4 Internat Z
iﬁ'startl | & @ [#] > | €% Novel Groupwise... | Eh BaBvk | [ sHINE NvoIcE v... | ] Sther dirsct bene... [[&] Resource Searc... 9o D0 @S 2o

2. Enter last Name, first name, partial name, Resource ID or other
criteria.
3. Click on SEARCH button and scroll down for Search Results.
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=1

Wisw  Favorites Tools

File  Edit Help
@Ba(k - - \ﬂ @ -‘-h /"ﬁ Search \;}(Favnntes @| & L‘Q‘ I« S

= B3 s ‘Llnks ©

Address [&] https:/shines.dhr.state.ga.usfresource/Resourcesearchidef ault

Resources

5~ SHINES

& -

Page 3

Resaurce
Search
Resource Search Results
Freviuush— Mext
Sceoli for move infarmetion —=
Resource =]
Resource Name v D Status Distance C ¥ Resource Type v Type Dispstn R
[~ AAction Locksmith 128429 Active 0.0 Provider
[~ AW Smith Sporting Goods 125774 Active 0.0 Provider
[~ AW Smith Sporting Goods 144376 Active 0.0 Provider
[~ City Of Smithville 121897 Active 0.0 Provider
[~ Davis, Marilyn Or Smith, Alcay 127169 Active 0.0 Provider
[~ Early Locksmith Service 122390 Active 0.0 Provider
[~ Eula B Smith 129408 Active 0.0 Provider
[~ Georgia Smith 118305 Active 0.0 Provider
[~ Hazel Smith 130552 Active 0.0 Provider o J
[~ Jacoh G. Smith Elementary 116149 Active 0.0 School - _|
< »
FI’EVIDUS'1_ Hext P
2] vour Session will Time Out In 28:58 |2 [#@ mnternet >
Eﬁstartl | @ ] | % movel Groupwise... | Bk Bagvk | 19 SHIME tHvorcE v.... | B other direct bene... ||@ Resource Searc... |29 @29 @] 53 2:34Pm
Zl Resource Detail - Microsoft Internet Explorer — =] x|
File Edit “iew Favorites Tools  Help ﬁ
o - > D (2] 2 | Qsewen [igreortes e <3| Y- g A =] N
| Address [] https://shines. dhr state.ga.us/resource/Resourcesearchfresults =] @Go
Log Off =
My Tasks Search Intake Financial Resources
Resource | [Resource| | Services
Search Detail by Area
Resource Mame: Louis Smith Memaorial Hospital ® . .
Resource IO 8524515 Resource Detail recuired field
Expand All Collapse All
Resource Detail
* Resource Mame |Lnu|s Smith Memorial Hospital Resource IO 8524515
* Legal Mame: |Lnui5 Smith Mermorial Hospital
Resource Type Provider * Maintainer: IState Office 'I
Status IAEUVE 'I Contact Mame |
Ownership I 'I Contact Title |
Facility Type | ;I Zontact Phone
Mational Provider
Number I Email address:  [[Era address] —
WWeh Address |
School Type: I 'I School District: | LI
Payment Method I 'I
™ Transportation Provided I~ Prime I~ sub
Last Updated On: 1112002007 ;?‘ Urpdated o onversion User
Crrmrments: | ]
&) vour Session will Time OuE In 29:48 [& [# mternet
;;start”J s | F- >>|J * Syma... | QNnvell...l &status...l %MailT...l SNOOPYI EFFSS... ”@Reso_“ @SHINE...l |<ﬁgg®@'«g;ﬁ & s:32PM

Resource Detail Page — lower section
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_i=1x]

“} Resource Detail - Microsoft Internet Explorer

J File Edit “iew Favorites Tools Help |
| e - > - D (2 7Y | Qsewen revores @weas B | Y- & A =) 3%
J Address I@ https:jishines.dhr.state.ga.usfresource/ResourceSearchjiresults LI WGD
Resource Type: Provider * Maintainer: ISlale Office 'l
Status: IAcllve 'l Contact Mame: |
Chwnership: I 'I Zontact Title: |
Facility Type: | LI Contact Phone:
Mational Provider I— Ermail Address: I
MMumber:
Web Address: |
School Type: I 'I School District: | ;I
Payment Method I 'I
I Transportation Provided I Prime I~ sub
Last Updated On: 11530/2007 Ié!aft pdated Conversion User
Comments:
V' Address List
Vendor =
Type 1D Attention Address County Comme|
¢ Prirmary 20655 LOUIS SMITH MEMORIAL HOSPITAL PO BOX 5888, VALDOSTA, GA31603-5888 LOWNDES
¢ Business-Bill 20655 LOUIS SMITH MEMORIAL HOSPITAL PO BOX 5888, VALDOSTA, GA31603-5888 LOWNDES | _l;I
4 3
"
> Phone List
[> Qandica Qita/Subcantractar |ict = |
[&] vour Session will Time Out In 25:43 |2 [ mternet
#start|| 1) 52 @& 7|| 3 syma.. | @rovell...| & stors...| Emai ... | Bnsnoory| @rrss... |[EiReso..  Elstme.. | [From D@ sarm

5. Check for SMILE vendor ID under Address List.
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B. Search for Client/Child

File Edit  Wiew Favorites

1. Click on SEARCH - Person Search - Person Search Page

a. Select from Person Information Search if using name
b. Can use Person ID, SSN, other criteria
c. Click Search Button

Tools  Help | A

ek - @2 - 1x] (2] om | ) search <! Favorites .e}l

Zj Person Search - Microsoft Internet Explorer =101 x| E

e wm - K B3

My Tasks

Address [&] https:f/shines.dhr.state.ga.usfpersoniPersonSearchidisplayPersansearch
Case Search

Person| | Resource | Fra Home | Starr | Contract | on-can | case

=] Edso |unks 7@ -

Financial Reports Resources

Person Information

Person Information Search: Phonetic -

Person Search * condtionally reguired field

+ Last [

Address
I Address Search

+ Date of Birth: =l Age: Gender, | v[

First, middie: |

+ Strest [

ity State [Geargia -1 zip I -
Additional Parame ters
¥ additional Parame ters Search —

+ SSMN:
+ Medicaid Mo:

county: [ ~

+ Person 1Dt 105358 + Phone: |
T Intake Report ID: J

Scrali for mare infarmation —=

Match Match Name Alert Score Mig Age Gender Race/Ethnicity 4]
PARA Avery.Paula s 100 a3 F white cnan-Hispanicy
=i
&7 “our Session Will Time Out In 23:08 [2 [# Internet w
&istare| | (2 & > | % Movell Groupwise... | E5 BRBYK | # sHInE tnvorcE v... | B other direct bene... [[£] Person Search-... |9 & @K & 251Pm

d. Scroll down for Search Results

Page 5
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2} Person Search - Microsoft Internet Explorer

J File Edit View Favorites Tools  Help

August 2010

J Back ~ = - () ﬁ | @Saarch [FFavorites  livedia £ | %v g %

J Address I@ htkps:f/shines.dhr,state,ga, us/person/PersonSearchisearchPersonSearch

T e EETTT

1 Street: |

Coity: I
Additional Parameters

I Additional Parameters Search

1 S8 I

1 Medicaid Mo: I
Match Match Mame
PHOM Fergquson,Brandon
PHOM Ferguson,Gassandr
PHOM Fergquson, Christop
PHOM Ferguson, Christop
PHOM Fergquson,Diaewvan
PHOM Fergquson,Davon
PHOM Fergquson,Deborah
PHOM Ferguson,Dianna
PHOM Fergquson, Edith
PHOM Ferguson,Frances
PHOM Ferguson Helen
FHOM

Ferguson,Jerry

4|

State

1 Intake Report ID I

t Person D

Alert Score Mrg Age
G4 ]
94 43
a4 34
=k 34
G4 12
94 12
94 44
=k 16
G4 63
=k fila)
94 62
=k 49

IGeorgla 'l Zip:

Gender

! E MMM m T - g 2 7=

+ Phone:

couny: [ =]
m— —

Scrolf for more information —=
Race/Ethnicity =
Black (non-Hispanic)
Black (non-Hispanic)
White (non-Hispanic)
White (non-Hispanic)

White (Unable to Deter
Black (non-Hispanic)
White (non-Hispanic)
White (non-Hispanic)
Black (non-Hispanic)
White (LUnable to Deter =

] vour Sessian Will Tme Out In 29:17

iMstart|| | [ & || 3 syma... | rovel..| & seatus...| Bmai 1., | E5snoory| EFes s... |[ETrerse..

T
[T eEs

SHINE...I

4:38 PM

e. Click on hyperlink Name—>Person Detail Page

Zj Person Detail - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

=)
|

Back - | - %] & 0| o search Sl Faverites £21 | - L
) Lol || 7~ e 3 =

e - JE S

Address [&] https:/ishines.dhr .state.ga.usipersanfPersonSearchisearchPersonSearch

Sl Eeo |unks > &y -

= T
|Ferson Detail | Records Check  Youth Detail

ame: Avery Paula &
Persaon I 105358

Person Name

[Fauia

Demographics
* Gender: Fernale |=
Title: E

T First Middle

1 DOB: 041159/1 064
Language: =1

—
—

Occupation

+ DoD

C—

Person Detail

T Last

T Marital: [wzmmien =1

Age |43 ™ Approxirmate

Maiden Mame

[wery

* required field
$ conditionally required field

Expand All Collapse All

I =

Suffix:

Living Arrangernent:
Religion

Reason For Death

Additional Cormments:

Current Stage

I

I jv
—
=1

=l

* Type: 4 | Role: Relationship
™ Reporter I~ Legal T safety ™ Rresource Househald I~ Paternity = wvermed

P Custodian Resource Member Established
Wigr
Options i
Other Relationship

b
Secondary Caregiver: =
@] wour Session will Tims Gt In 27158 [& [@ 1nternet Z

mstartl | @ & [ > | % novel Groupwise... | B Basvk

| #1) StinE vorcE v... | ] other direct bene.... |[£7 Person Detail - ... |9 & &© @ (. > z:55PM

f. Use bar across bottom of screen and scroll over to find Client/Child’s

Person ID#

Page 6
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C. Search for Placement and Payment of Care for Child

1. Click on SEARCH —-> Person Search > Person Search Page
2. Complete Search for Client/Child (Section B, Steps 1-3)

3. Click on hyperlink Name->Person Detail Page

a. Go to Current Stage Section
b. Click View Options drop down menu

c. Select View Placement Events
NOTE: If there is not Placement Events option, this is the wrong

Person ID.
4. Click on Search

/3 Person Detail - Microsoft Internet Explorer

J File Edit ‘iew Favorites Tools  Help

August 2010

J = Back ~ =p - @ ﬁ | @Saarch @Favnrites @Media @ | %- E %

J Address I@ https:{{shines.dhr.state.ga.us/person/PersonSearch/searchPersonSearch

Cecupation: I Religion: I 'I
+ DODx I vl t Reason For Death: I -
=l

Additional Comments:

Current Stage

Type: I 'l Role: Relationship:

[ Legal [~ gafety ¥ Resource Household I~ Paternity
Cusgtodian Resource Mermber Established

vi
Olghwons: I j

Other Relationship Information

I Reporter

Secondary Caregiver:

Putative Father

Legal Father:

Biological Father:

Side af Family:

Ll Lof L L] e

Special Relationship:
Additional Information
Status:

Category: Case

B> Address

> Phone

[ werified

|§1 Your Session Will Time Out In 29:38

Hstart ||| @ 5 [ @ 7|| 3 ovma... | @riovel...| & status...| Exmair... | Eaonooey| @eess... |[Eperso.. Eishme. .|

5. View Placement of Child

]

N T

[GBBD e asspm

Page 7
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=l =l
J File Edit ‘Yiew Favorites Tools  Help i
J A Back + = - @ ﬁ | @Search @Favnrites @Media a | I%v a %
JAddress I@ hittps: | {shines.dhr.state.ga. us/person/PersonDetail/displayPersonDetail j @Go
e T T T RTE L -f
Y~ SHINES B
| ., A . A, A A
My Tasks [oF-TT] Search Intake [EREREE] Reports Resources
FPerson | Resource | FisHome | Statt | Contract| On-Call ‘ Case
IrPers:nn Detaiﬂl Records Check
Event List # Submitted Events
Seroll far move information —=
Date Entered  Status  Type Description Stage  Stage Name Cas
06 312007 APRY Flacement Start Date 06/ 372007 Kids Of The King GRH Fi Fergusan,Daevan 85C
‘ | ol
[ -]
@ Y¥our Session Will Time Out In 29:49 l_ ’_E ) Internet
;astart”j o5 S @ ”“ $ 5yma... | @novel...| & status...| BymailT... | Bsnoory| Brrs s. . ||@Event... @SHINE...| [T HH G wrem

6. Check that the latest placement is approved (APRV).
7. Click on last Placement hyperlink.

Page 8
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2} Placement Information - Microsoft Internet Explorer == =]
J File Edit view Favori tes Tools  Help ﬁ
ook - = - @ [3) O | @seach [Erovartes @vesa o | By 2 oF =]
address [ https: /shines.dhr.state. ga. uspworkload/Event Search/displayEventList x| e
 CTI T T RTELC =
2 SHINES Loa Off =
My Tasks Search Intake Financial Resources
Case Contactss Serice Zhild Foster Care | Case
Summawl [Pt | Summaries |Authorization | Ll | Flans | P BEIERL! | IRTSietsy | Eligibility | Management
[Placementlnfn] Placements for Case Payment of Care  Relative Care Assessment
Stage Mame: Ferguson,Daevon ® X
Cage I 8501165 Placement Information reguired field
1 conditionally required field
Expand All Collapse All
Placement Detail
* Start . .
Dateisttermnpted OF#1 352007 Tirne: 12:00 IAM 'I Actualistternpted: IActLlaI st
Date:
* Placement Type: |GFDUP Home =l
Contacted By, User Conversi * method: |F'HN LI =
= Temporary Tempaorary Placement Type: -
Placement
+ Temporary ;I
Placement
Comments: LI
Placement HName
T Agency: ¥ 1D
T Farcility: Kids Of The King T 1D 8507198
Contact: I
I~ wiaiver Required "t Case T £ Home T Waiver ID:
Placement Information
Drate Last Discharged From Last Foster Care Episode: hatch % | ;I
[&] ¥our Session will Time Ot In 29:53 [Z) [4 internet
;astart”J o] (<) F-] >>|J # syma... | @rovel...| @ starus..| Eymait... | By snoory| BFFs .. ||@p|a ..... &) shme. .| = R

8. Check Placement and Resource ID under Placement Name section.

NOTE: When trying to view a placement and a “System Error” appears on the
screen, the problem is a “bug” in the system when a Person Merge was performed.

Do the following:

Select View Case List

P00 T

viewing.

Go to Current Stage Section
Click View Options drop down menu

Click on the Case Id hyperlink
Find the person name and should be in FCC stage
The Placement and Eligibility tabs will be available for
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9. Click on Payment of Care tab.

i Payment of Care List - Microsoft Internet Explorer

August 2010

=lElx]
J File Edit ¥iew Favortes Tools Help |
| ok - > - D [2) A | Qeewren adrwverner Dwean 3| - L9 A =] X
| Address [€7 https:ifshines. dhr .state .ga.us/workload/EventSearch/displayEveniListPtaskCD=0460 ~| @ao
b ¥ T -
= "SHINES L
My Tasks Case Search Intake Financial Resources
Case Contacts! Service Child Foster Care | Case
Summary | FersEn | Summaries | Authorization | Legal | Plans | (FIECEGRERR | HISIDN' Eligibility ‘ Management
Placement Info  Placements for Case [Payment of Care] Relative Care Assessment
Stage Mame: Ferguson,Daevon
Case ID: 501165 Payment of Care List # Submitted Events
Scrolf for more information —=
Date Entered Status Tvpe Description Stage Stage Name Cas
1211211812 APRY Paymentof Care  Payment Of Care FCoC Ferguson,Daevon 85
< | |
-
[ ¥our Session will Time oLt In 29:54 |2 [ nternet
MAstart||| &1 51 & >|| 3 syma.. | @novel..| @ status...| Bmai1... | Ensnocey| EiFrs s, [[Elpaym.. EsHne.. | = -

10. Check that the Payment of Care is Approved (APRV).
11. Click on latest Payment of Care hyperlink.

10

Page 10
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/3 Payment of Care - Microsoft Internet Explorer =121 x]

J File Edit ‘iew Favorites Tools  Help ﬁ
J P Back - =) - @ ﬁ | @Saarch @Favnrites @Media @ | %v a x

| address [ hitps: /shines.dhr.state. ga.us workload EventSearch/displayEventList ~| @G

—

Case Search Intake Financial Resources

Case Contactss Sernice Child Foster Care | Case
Sumrnary| [PEEEW | Summaries |Authurizatiun | (L=l | Flans | IPUETSERER | IRIEO0R? | Eligihility | hanagement

Placement Info  Placements for Case [Payment DfCare] Relative Care Assessment

Stage Mame: Ferguson Dasvon ® .
Stage 1D 8505400 Payment of Care required figkd
1 conditionally reqguired field

Payment of Care Type

* Payment of Care Type: |RBWO LI

Payment of Care Detail

Terminate
* Start Date: |1 21912 t End Date: | v| Date: |

1 Special Add On Rate {FC
Base Fer Diem Rate: Oty I

Total Per Diem Rate:

1+ Program Type: & ool cpa 1 REWO Prograrm: |Elase j

™ Concurrent Per Diem
+ Reason For Concurrent Per Diern Type:

=
[ |
+ Reason For Special Add-On Rate i
|
L -
|@ Your Session Will Time Out In 29:55 ,7 lilg & Internet
:gstart”J 5 S @ ”|J $ syma... | @novel...| @ status...| Eymai 7... | Bsuooey| BFees ... |[€paym... @SHINE...' IR DE A assem

12. Check that the Payment of Care Type agrees with paper invoice.
13. Check the start date — cannot be after the days on the invoice.

14. Check rates against rate on paper invoice. This could change after
the SMILE invoice was generated.

15. Check all information under Payment of Care Detail section.

11
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D. Search for Eligibility of Care for Child

W e

Click on SEARCH - Person Search ->Person Search Page
Complete Search for Client/Child (Section B, Steps 1-3)
Click on hyperlink Name—>Person Detail Page

Current Stage section = Placements Event List > Placement
Detail Page

Click on Foster Care Eligibility tab

-3l Eligibility Summary List - Microsoft Internet Explorer

—lm ]
File Edit View Favorites Tools  Help ﬁ
o < | oS | (Ll search [EFavorites ERMedia £ | - = ¥,

| address [ hitps: /shines.dhr.state. ga.usfworkload/Eventsearch/displayEventList 7taskCO=3120 ~| @&
e CTTTIRTEC =l
SHINES Log off I#]
My Tasks Search Intake Financial Resources
Case Contactss Senice Child Faoster Care | | Case
Summawl Person | Summaries |Authnr|zat|nn | Legal | Plans | F'Iacememl History | Eligibility | Management
[Elig\biliw Summarﬂ Initial Medicaid Application Redetermination
Stage Mame:  Ferguson,Dasvon
case | sat1es Eligibility Summary List # Submitied Everts
Scroif for more information —=
Date Entered Status Tvpe Description Stage Stage Name Ca
1211214912 APRY Foster Care Eligihility Eligibility Summary FCC Ferguson,Daevon 85
4| | 3|
&] vour Session will Time Out In 29:54 &) [4 tnternet

start || ) 5 [ @

6.
7.

8.

| * Syma..

| Grnovall.. | &b status. . |%M ilT.. I‘.SNOOPYI B FFS 5. || & JEligibi... BE]SHINE. . | |<£|§$®@%;ﬁ& 5:06 PM

Click on Foster care Eligibility hyperlink.

If Eligibility has not been updated or is blank, the child should be in
initial funding.

Rev Max should enter the child’s eligibility with 45 days, either

IV-E or IV-B.

12

Page 12
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s
x

J File Edit “iew Favorites Tools  Help i
| itk - = - @ 2] 7Y | Deeorch Girovories @ivieda 38 | - & A =] 3
| address [£7 hteps: j/shines.dhr. state. ga.us workload{Event SearchydisplayEventList ~| e
Search Intake Financial Resources

Case Contactss Service Child i Foster Care | | Case

Summaryl Farsan | Summaries ' Authorization | Leaal | Plans | F'Iacementl History | Eligihility Management
[Ellg\blllwﬂummarﬂ Initial Medicaid Application Redetermination

Stage Mame: Ferguson,Dasvon * X

Eligibility Summary reguired fiskd
I conditionslly required field

System Derived Eligibility

[N

Actual

* actual Eligibility: Mot Eligible |

Reimbursability

551 %000

SUCCESS Class of SUCCESS Class of

Aszgistance Date Azgistance:

Medicaid Class of

* Selected Eligibility Mot Eligible = | issistame. [Fzz-Rem =1

Eligibility Dates

* Start Date 12121812 End Date I

Re-determination Date 1 Reason: [ =1

Child Support Referral

i vas 7 Mo 1 ls this child being referred to child support

Date of Referral

T Comments: I i’

[i&] vour Session will Time Out In 29:53 |2 [ mternet

iastartm e o] F-1 >>|J & syma... | @novel...| &starus..| Eymai ... | Exsuoory| EFFs 5. |[E7engibi... SHINE...I [Jom BT BEE @ sozem

This child has not had an eligibility determination completed on him.

13
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E. Search for Legal Status

1. Click — Search Tab = Person Search

My Tasks Case Search Intake Financial Reports Resources

Person | | Resource | Fia Home | Staft | Contract | on-Call | Case

Person Search 1 conditienally reguired field

Person Information

Ferson Information Search
1 Last | | First [ ] Middle:
4 Date of Birth: |:| vI Age l:l

Address

Gender:

[ ddress Search

Ik

1 Street: | ‘ County:

City: l:l State: |Geurgia v| Zip:

Additional Parameters

[ Additional Parameters Search

1 CRS or
Medicaiin || tlntake Reperti: [ ]
MNumber:

2. TypePID #
3. Click — Search

Person Search 1 conditienally required field

Person Information

Ferson Information Search

4 Date of Birth: l:l v| Age: l:l Gender:
Address

[ ~ddress Search

1 Street: | ‘ County:

Additional Parameters

Additional Parameters Search

188N ] + Person ID: 10422753 pProne: [ ]

1 CRSor
MedicaigmHn [ fintake Reporti: [ |
Mumber:
Scroll for more information --=
Match Match Name Alert  Score Mrg Age Gender Race/Ethnicity Persen 1D
PARA Brown.Gregory W 100 v 18 il Black (non-Hispanic) 10422753

4. Click hyperlink name —> Person Detail Page
5. Go to Current Stage Section

14
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Additional Comments

Current Stage
Type:

View Options:

Single, Mever Married w
l:l [l approximate

| Group Homelnstitution-under DFCS Supervision

Demographics

* Gender 1 Marital

Title Maiden Name:

1 DOB: = Age:

Language: Living Arrangement:
Qccupation: l:l Religion:

1 DOD l:l [E=] t Reason For Death:

Role: Relationship

Oreporter [JLegal Custedian [ Safety Resource [ Member of Resource's Household

[ Paternity Established [ verified

¥ [ search |

Caregiver/Parental Relationship Information for Child

Puttafe Father ) ) ) v
a. Click view options drop down me

nu

August 2010

b. Select view Legal Status Events

* cender lale b 1 Marital Single, Mever Married |+

Title Maiden Name: L ]

1 DOB: E Age: l:l [ approximate

Language: Living Arrangement: | Group Homelinstitution-under DFCS Supervision |«
Qccupation: l:l Religion:

1 DOD l:l [E=] t Reason For Death:

Additional Comments

Current Stage

Type: Role: Relationship

[Oreporter [JLegal Custodian [ Safety Resource  []Wember of Resource's Household [ Paternity Established [ verified

View Legal Status Evenis e

Caregiver/Parental Relationship Information for Child

View Options:

Secondary Caregiver. | v|

c. Click onsearch = Event List

6. Check the latest hyperlink Legal Status the following details will be shown

B # Submitted Events
Event List !

Seroll for more information ——=

Date Entered  Status  Type Description Stage Stage Name Casi
01/27/2010 COMP Leqgal Status Temporary Yoluntary 01/14/2010 FCC Brown,Gregory V' 1041
07/20/2009 COMP Legal Status Temparary Court 07/16/2009 FCC Brown,Gregory V' 1040

Legal Status = Temporary Voluntary 01/14/2010
Legal County

Status Effective date

Court Order Expiration Date of Order

oo o

F. Search for Citizenship
15



‘ (9/29/2010) Sharlet George - Training SHINES Search Tools (080210).doc

SHINES FINANCIAL TRAINING
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7. Click — Search Tab = Person Search

My Tasks Case Search Intake

Person | Resource | FixHome ‘ Staﬁ| Coﬂtrac:l| On-Call | Case

Financial

Reports Resources

Person Search

Person Information

Ferson Information Search

+ Date of Birth: l:l Age

Address
[0 sddress Search

1 Strest: |

1 conditienally required field

Gender:

1 Last: First: Middle:
| \ L 1] L ]

couny

-]
o~
e

Additional Parameters
[ ~dditional Parameters Search
1 88N L] + Person 1D

1 CRS or

MedicaiHn [ + Intake Repart ID:

Mumber:

—

8. TypePID #

Ii

9. Click — Search = Person Detail Page

Person Search

Person Information

Ferson Information Search

1 Last [ | First
4 Date of Birth: l:l v| Age:
Address

[ ~ddress Search

1 Street: | ‘

Additional Parameters

Additional Parameters Search

10. Click hyperlink name
11. Go to Current Stage Section

1

188N ] + Person ID: 10422753

Gender
I

1 CRSor
MedicaigmHn [ fintake Reporti: [ |
Mumber:

Match Match Name Alert  Score Mrg Age

FARA Brown.Gregory V 100 v 18

16

+ Phone:

L 1

1 conditienally required field

cauny

Scrol! for more information —=

Race/Ethnicity Persen 1D
Black (non-Hispanic) 10422753

August 2010

Page 16
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SHINES Search Tools

Current Stage
Type:

View Options:

Putative Father

Additional Comments

Oreporter [ Legal Custedian

| Group Homelnstitution-under DFCS Supervision

Demographics

* Gender. + Marital
Title Maiden Name: L ]

1 DOB: = Age: l:l O approximate
Language: Living Arrangement:

Qccupation: l:l Religion:

1 DOD l:l [E=] t Reason For Death:

[ =afety Resource

Role: Relationship

D lMember of Resource’'s Household

Caregiver/Parental Relationship Information for Child

¥ [ search |

v

a. Click View Options drop down menu
b. Select View Placement Events

Demographics
* Gender

Title

1 DOB:
Language:
Qccupation:

1 DOD
Additional Comments
Current Stage

Type:

View Options:

Oreporter [ Legal Custedian

=

o
<

<

fovraeos |

[ =B

1 Marital

lMaiden Name:

Age

Living Arrangement:
Religion:

1 Reason For Death:

Single, Mever Married
l:l [ Approximate

| Group Home/Institution-under DFCS Supervision

Role:

[ safety Resource

D lMember of Resource’'s Household

Relationship

[ raternity Established [ verified

[ Paternity Established [ verified

View Placement Events v m

\ Caregiver/Parental Relationship Information for Child
- - r 1

c. Click onsearch = Event List

Event List

Date Entered
06/08/2010

09/18/2009

08/21/2009

Status
COMP

APRY

APRY

Type
Placement

Flacement

Description
Start Date05/21/2010 Chris Kids - 5 CCI

Start Date09/16/2009 End Date 05/21/2010
Chris Kids - D GRH

Start Date07/16/2009 End Date 09/16/2009

# Submitted Events

Seroll for more information ——=

Stage Stage Name Casi
FCC Brown,Gregory V 1040
FCC Brown,Gregory V' 104(
FCC Brown, Gregory V' 1041

Flacement

Athens-Clarke OTR

August 2010

d. Click Hyperlink for current placement = Placement Information

17
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SHINES FINANCIAL TRAINING

SHINES Search Tools
Case Search Intake Financial Reports Resources

Case Contacts/ | Senice Child - .| FosterCare | Case
Summar}"Person‘Summaries‘.ﬁ.uthorizmion‘Legm'Plans P‘acemem|H'St°”|E\igininw lznagement

(Placementlnfo] Placements for Case Paymentof Care Relative Care Assessment
Stage Name: Brown,Gregory WV

* ;
Case D 10403255 Placement Information required field
1 conditienally required field

Expand All Collapse All
Placement Detail

* start

Date/attempted |:| * Time: |:| * actualistternpted:

Date:
# Flacement Type
Contacted By: Gill,smanda * Method:

Temporary

Temparary Placement Type
Flacement

1 Temporary
Placement
Comments:

2. Go to second level Tabs click on Person = Person List

Case Contacts/ | Senvice Child ... | Foster Care | Case
Summar}" Person| | o mmanes | autnonzaton =599 | prang | Plazement | Histor | Eligibiity | Management
Case Nams: Favors Latracie E
Stage Name: Brown,Gregory WV Person List # Reporter
lMerge Search Age Gender Type Role Relilnt Special Rel Person ID #
A v 12 M PRMN PC Self 10422753
Eavaors Rodariou N V 17 M PRN MO Other Mon-Related Person 10400176
Roberts. Arthur N v 3% M PRN MO Auntiuncle 16899588
Favaors Latracie E N v 42 F PRMN MNO  Primary Caretaker 10400485
Brown.Gregory V. M Vv 45 M PRM MNO  Legal Father 11302320
Eoberts.Brenda G M W 43 F PRM MO  AbsentParent 11302338
Baker.Ebony M Vv F COL MNO  Case Manager 17065501
w
- - - y -
a. Click Hyperlink for child’s name —> Person List
Case contacts/ | Benice child - | FOSter Gare | Case
Summar}" Person| | o mmaries | autnongdion 597 | prang | Placement | Histor | Eligibiity | Management
(Person Detall] Records Check  Citizenship and [dentity HealthLeg Children 1st Diligent Search Youth Detall Restricted Funds
Name: Brown,Gregory WV #* )
Person ID: 10422753 Person Detail required field

1 conditionally reguired field

Expand All Collapse Al
Person Hame

Demographics

* Gender £ Warital:

Title Waiden Name: 1
1 DOB: l:l Age I:l Approximate

Language: Living Arrangement:

Qceupation: [ ] rengon

3. Click on 3" Level Tabs = Citizenship and Identity

18

August 2010
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SHINES Search Tools

summary ' |* 7777 | Summaries | Authorization | 777 ' Plans |7 LT Eligibility. ' Management

FPerson Detail Records Chech [Citi?_ensnip and \dentit}'] Health Log Children 1st Diligent Search Youth Detall Restricted Funds
Name: Brown,Gregory V'

* .
Person I0: 10422753 Citizenship and Identity requirsd field
1 conditienally required field

Birth Information

1 US Birth State: 1 Birth County:
* Citizenship/alien Birth Country: Mon-US
Status: Bomn
. 1 Mother Married at Child's
tEniyDateintothevs: | | A
DOoB: 011411992 Age: 138

Method of Age Verification

LIS Birth Cerlificate Hospital Certificate

Baptismal Certificate Maturalization/Citizenship Certificate
Birth Cerificate (Foreign) FPermanent Resident Card
Evaluative Conclusion Passport (U3)

Mathad of Citizenchin Warificatinn

Birth State & City & County
Citizenship/Alien Status

Method of Age Verification

Method of Citizenship Verification
Identity Verification (Adult)
Identity Verification (Under 16 Only)
Permanent Resident/Refugee

Other Qualified Alien

Undetermined / Other Status

SQ "o oo o

August 2010

G. Search for a Foster Care/Relative/RBWO child when not found in

Person Search.

9. Click on Resource Tab = Resource Search

“3 Resource Search - Microsoft Internet Explorer

—l1ol x|
File Edit wiew Favorites Tools  Help |
A = v =
@k - ) - =] [B] D] S seach Sloravonies £ | U L - & 3
Address [&] nttps:ishines.drr .state.ga.usiresource/Resaurcesearchy =1 o ‘Llnl@ ”‘ &y -
72 T s %Y =
C  SHIINES Log OfF =
a ase ea 2 a Repo Resources
Resource
Search
Resource Search I conditionally required field
Resource Details
Vihen conacting 2 resource search, one of the faliowing mast be entered. Tyme, Name, Number, or Sendce.
+ Resourcs Type: [ ~ + Resourca Name | ——
+ Identification Mumber: I =l Program | =
Category: I =1 T Service: | =1
Location/Area Served
= Location ¢ area Served € Proximity + Proximity Range(milesy:  [30 |~
Region I - County: -
Address Ln1: I
Sty I State: Geargia =1
Zip Code: I N J
B> Advanced Search
=P
|
&7 our Session Will Time Out In 23:16 [& [ Internet 4
#iscare| | (@ @ [ > | @ novel crovpwise... | By sasvk | ] shne mavorce v... | 8] Other direct bene... |[E] Resource searc... |9 & 220 @ 5 & zs1em

19
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10.Search for placement/relative resource.

1ot 1 ket
—iOix
File Edit Wiew Favorites Tools Hslp | r
2 N A . s 3
ek - ) - (=] 2] T | - search - Favorites @§| - g ¥l =~ KL 3
fddress [&] hitps:/ishines.dhr state.ga.usfresource/ResourceSearchydefault =1 Go ‘Llnks ”‘ & -
HINE Leg off | [ 7] 5| #] zos| fsre| T
a ase e a a 3 Repo Resources
Resaource
Search
Resource Search Results
Previous [1 | Mext
Seroll for more Information —=
Resource =]
Resource Name v D Status Distance C ¥ Resource Type v Type Dispstn R
[~ AAction Lacksmith 128429 Active 0.0 Pravider
[ AW Smith Spaorting Goods 126774 Active 0.0 Pravider
[~ AW. Smith Sporting Goods 144376 Active 0.0 Provider
[~ City OFf Smithwille 121897 Active 0.0 Provider
[~ Davis, Marilyn Or Smith, Alcay 127169 Active 0.0 Provider
[~ Early Locksmith Service 122390 Active 0.0 Provider
[~ EulaB Smith 129408 Active 0.0 Provider
[~ Georgia Smith 118305 Active 0.0 Provider
[~ Hazel Smith 130552 Active 0.0 Provider o J
[~ Jacoh G. Smith Elementary 116149 Active 0.0 School - _|
| |
Previous [1 | Next P
2] vour Session will Time Out In 28:58 |2 [#@ mnternet >
i stare| | B & » | g% novel Groupwise... | B Atk | 19 SHIME tHvorcE v.... | B other direct bene... ||@ Resource Searc... 9SO @RS 234

11. Click on Resource hyperlink = Resource Detail Page.

12. Click on Placement Provider Detail tab.

13. Click on Placement Log tab.

14. Search for child and Person ID in list of children placed with
provider.

E. Search for Placement Resource when the resource is not found in
Resource Search.

1. Click on SEARCH —-> Person Search > Person Search Page
2. Complete Search for Client/Child
3. Click on hyperlink Name—->Person Detail Page
a. Go to Current Stage Section
b. Click View Options drop down menu
c. Select View Placement Events
NOTE: If there is not Placement Events option, this is the wrong
Person ID.
4. Click on Search

20
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plo
J File Edit ‘Yiew Favorites Tools  Help

August 2010

J A Back + = - @ ﬁ | @Search @Favnrites @Media a | I%v a %

J Address I@ hittps: | {shines.dhr.state.ga.us)person/PersonSearch/searchPersonSearch

Occupation: I Religion: I 'l

+ DOD: i

&l

- t Reason For Death: | hd|

Additional Comments:

Current Stage

Type: I 'l Role: Relationship: |

I Reporter [ Lenal [ safety V¥ Resource Household I Paternity
Custodian Resource Member Established

Wiew -
Cptions: I J

Other Relationship Information

I™ werified

Secondary Caregiver:

Putative Father.

Legal Father:

Biological Father:

Ll Lo L] e e

Side of Family:

Special Relationship:
Additional Information
Status:

Category: Case

B> Address

> Phone

|@ ‘Your Session Will Time Out In 29:35

;astart”j 4D e ”“ $syma... | Gprovel. .| & status...| Eymai 1... | Bsuocey| EiFEs ... |[EPerson. @SHINE...|

21
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HINESSearch Tools

=l =l

August 2010
J File Edit ‘Yiew Favorites Tools  Help a—i—

J A Back + = - @ ﬁ | @Search @Favnrites @Media a | I%v a %

J Address I@ hittps: | {shines.dhr.state.ga. us/person/PersonDetail/displayPersonDetail

= pao
e 5% 5 R T iSis =
~SHINES =
Search Intake Financial

. A
Reports Resources

FPerson | Resource | FisHome | Statt | Contract| On-Call ‘ Case
IrPers:nn Detaiﬂl Records Check
Event List # Submitted Events
Seroll far move information —=
Date Entered  Status  Twpe Description Stage  Stage Name Cas
06 312007 APRY Flacement Start Date 06/ 372007 Kids Of The King GRH Fi Fergusan,Daevan 85C
‘ | ol
[ -]
@ Y¥our Session Will Time Out In 29:49 l_ ’_E ) Internet
;astart”j o5 S @ ”“ $ 5yma... | @novel...| & status...| BymailT... | Bsnoory| Brrs s. . ||@Event... @SHINE...| [T HH G wrem

5. Click on Placement hyperlink.

6. Check that the latest placement is approved (APRV).
7. Click on last Placement hyperlink.

22
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/3 placement Information - Microsoft Internet Explorer

B

File Edit W“iew Favorites Tools Help

R < | o3 | Lhsearch [Gravorites  §limedia | - = N

| address [#7 https: f/shines.dhr.state. ga.usfwarkload/EventSearchjdisplayEventList =] Pan

SHINES

My Tasks Case Search Intake Financial Resources

Case Contactss Senice Child Faoster Care | Case
Bummawl [Pt | Summaries ' Authorization | Lzl | Flans PUEEEmERL! | IRDSiHetsy | Eligibility Management

[Placemem |rm:|] Placements for Case Payment of Care Relative Care Assessment
Stage Mame: Ferguson,Dasvon & X
Case IO 8501165 Placement Information required field
1 conditionally required field
Expand All Collapse All
Placement Detail

*
Start
Dateiatternpted 061352007 * Tirne: 12:00 |Am v[ * actualistternpted: IAcluaI -

Date:

* Placement Type: | Group Home =l

Caontacted By User Canversi ¥ pethod: [Frm = |
I™ Temporary Tempaorary Placement Type: -~

Flacement

+ Temporary ;l

Flacement

Comments LI

Placement Hame

T Agency: T 1D

+ Facility: Kids Of The King i 1D 2507198

Contact: |

I~ wiaiver Required © ¢ Case ©  Home T Waiver ID:

Placement Information

Date Last Discharoed From Last Foster Care Episode: hatch%: I— ;l
&) Your Sessian Wil Time Out In 29:53 [ (S [ kernee
iastart”j = (<) & ”“ ¥ syma... | @novell..| & stats...| Bamail 1... | Bysucory| EFEs 5. |[E7Place...  EsHmE...| | BB D@t & aasrm

5. Check Placement and Resource ID under Placement Name section.

23
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L. Search for Service Authorization

August 2010

1. Click on SEARCH -> Person Search > Person Search Page

b. Select from Person Information Search if using name

c. Can use Person ID, SSN, other crit
d. Click Search Button

- Person search - Microsoft Internet Explorer

eria

File Edit Wiew Favorites  Tools  Help

ek - @) - (%] [B] (| S sewen Lormones €| £0- T - | ) EL 2B

Address [&] https:jfshines .dhr .state.ga.usfpersonfPersonsearchidisplayPersonSearch

=101 x|
| a2
=] Edso |unks > & -

My Tasks Case Search Financial Reports Resources

Person| | Resource | Fra Home | Star | Contract | on-call | case

Person Search

Person Information
FPerson Information Search: Fhonetic -

+ Date of Birth: =+ Age: Gender: | v[
Address
I Address Search

1 conditionally requir

+ Last [ First Middie: |

+ Strest [ County: | -

e field

City: State [ceargia = =Zip I -
Additional Parameters

¥ additional Parameters Search

+ Medicaid Mo: T Intake Repart ID:

Match Match Name Alert Score Mrg Age Gender Race/Ethnicity
PARA Avery Paula A 100 43 F White (hon-Hispanicy

& vour Session will Time Out In 25:08

T S5M. + Person 1D 105358 + Phone: I
I

Scrali for mare Infarma

tion —=

d|
(=
R R T

start| | (2 & [#] > | $9 Hovel Groupwiss... | B BaBYK | 13 SHIME tMvoICE v... | B ther dirsct bene... [[£7 P

e. Scroll down for Search Results

24
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SHINES Search Tools

/3 Person Search - Microsoft Internet Explorer

August 2010

J File Edit “iew Favorites Tools  Help

ETEY
[ |

J R A < | ﬁ | @Saarch [FaFavorites  lfMedia £ | @- a %

J Address I@ htkps:f/shines.dhr.state.ga. us/person/PersonSearchisearchPersonSearch

=] e

T Lau1g=s BT

1 Street: | County: 'I
City: I State IGenrgia 'l Zip: I

Additional Parameters

I additional Parameters Search

1 S8M I 1 Person 1D I + Phone:
1 Medicaid Mo I 1t Intake Report 1D I

Scrolf for move Information —=

Match Match Name Alert Score Mrg Age Gender Race/Ethnicity =
PHOMN Ferguson,Brandon 84 3 Tt Black {(non-Hispanic)
PHOM Eerguson,Cassandr 94 43 F Black (non-Hispanic)
PHOMN Ferguson,Christop 84 34 ] White (non-Hispanic)
PHOM Ferguson,Christop 94 34 ] White (non-Hispanic)
PHOM Ferguson,Daevon a4 12 hd

PHOM Eerguson,Davon a4 12 9}

PHOMN Ferguson,Deborah 84 44 F White (Unable to Deter
PHOM Eerguson,Dianna 94 18 F Black {(non-Hispanic)
PHOMN Eerguson,Edith 84 B3 F YWhite (non-Hispanic)
PHOMN Eerguson,Frances 84 568 F YWhite (non-Hispanic)
PHOMN Ferguson,Helen 84 62 F Black (non-Hispanic)
PHOM Eergusaon,lerry G4 49 b

White (Unable to Deter

[i&] vour Session will Time Out In 29:17

gastart”j o () F- >>|J $ syma... | @novel...| & status...| EmaiT... | B snoory| EFFs 5. [[E7Perso.. SHINE...I

[ [ @

=

[GRBSAGHD  saurm

f. Click on hyperlink Name—>Person Detail Page

<} Person Detail - Microsoft Internet Explorer

— 1o x|

File Edit Wiew Favorites Tools  Help

| 4=

ek - ) - (x] 2] kh|;\‘search < Favorites €3| - e - L 3

Address [ 2] https:ishines dhr .state.ga.usipersaniPersonsearchisearchPersansearch ~] Ed o [unks > & -

= T

| Ferson Detail| Resords Gheck Youth Detail

Mame: Avery Paula & *
Fersaon I 105358 Person Detail recuired field
1 conditionally recuired field

Expand All Collapse All
Person Name

tFirst [Pania Middle B +Last [avery sum | =

Demographics

* Gender: [Femaie =] + Marital [Mames =1
Title = Maiden Mame |
+ DOB | ERERE Age [52 | & approximate
Language: =1 Living Arrangement: | =
Occupation [ Relgon — ™=
1 DOD: | Reason ForDeath: [ |
=
=l

Additional Comments:

Current Stage

* Type =1 Role Relationship

I~ Legal I~ safety ™ Resource Household ™ Paternity
= Reporter Custodian Resource mMember Established = verified
igw
Options

Other Relationship Information

Secondary Caregiver: I

é v Session will Trme Ot In 27558 [& [@ internet w

[

i startl | (@ & [w] > | €% Novel Groupwise... | Bk BaBvk | |17 shinEe mavorce v... | B8] other direct bene... [[&] Person Detail - .. |9 & Z® @K & & zissem

g. Use bar across bottom of screen and scroll over to note Client/Child’s

Person |ID#.

25
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h. Scroll down the Person Detail Page to the Current Stage
section.
i. Click on View Options drop down menu.

/2 Person Detail - Microsoft Internet Explorer =18 x|
J File Edit ‘View Favorites  Tools  Help !ﬁ
J A Back = =p - @ ﬁ | @Search @Favnrites @Media @ | @v g %

J Address I@ https: //shines.dhr.state. ga. usjperson/PersonSearch/searchPersonSearch j @GD
Cecupation: I Religion: I 'l ;I
+ DOD: I + Reason For Death: I -

. =l
Additional Comments:
/|
Current Stage
Type: [ ~] Rale: Relationship: | =
Cromrer Lot [y F Rt Lo
b | T s
Other Relationship Information
Secondary Caregiver: | j
Putative Father | j
Legal Father: | j
Biological Father: | j
Side of Family: | | .
=
Special Relationship:
E
Additional Information
Status:
Catagory: Case
> Address
P> Phone ﬂ
[@&] vour session wil Time Out In 29:38 ’_ I_E & Internet
hstart ||| @) 5 B & || _$ syma.. | @rovel...| @ status,..| Eimai1... | Bysvooey| EFess... |[Ererso... Bt .| [GARDLHEH  wezrm
J- Select View Case List.
k. Click Search.
I.  View Case List page.
m. Click on Case ID hyperlink.
n. View Case Summary page
0. Click radio button next to the name that has Service Authorization.
p. Click the Select Stage button
g. On the Case Summary page reloaded, click the Service Authorization
tab on second level.
r.  View the Service Authorization List page.

s. Click on Service Authorization hyperlink listing the provider authorized
for services.

t.  On the Service Authorization, check the Services Detail List for more
information on the services authorization.

26
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Tip A Service Authorization can be for many persons in the same case for multiple services
with the one (1) provider. An invoice will be generated for each person on the SA.

If Service Authorization is not shown for person in the search, click on Service Authorization
for Case. Will show all Service Authorizations for everyone that is part of the case/

27
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SHINES Search Tools

M. Search for Contract and Contract Services

1. Financial tab = Contracts tab
2. Contract Search Page

File Edit Wiew Favorites Tools Help

Page 28

August 2010

23 Contract Search - Microsoft Internet Explorer _®] x|

| =

eBack - .'\-) - lﬂ @ \._h | ./t__) Search \;}(Favontes {:‘3‘| [:'\:v ;. ly_-l - _J ﬂ ﬁ

Address I@ https:ffshines.dhr. state.ga.us/financials)ContractSearch)displayContractSearch

=l Ean |Link5 ”|~@ -

2" SHINES
ase Financial Repo O

Invoice | Payment | Payment - :
Contract| | [0 | pASiiel | Lty | County Budoet Lirnit | TGM Claims

|+

Contract Search

Contract Search

1 Resource IDv |1 4FR54 Function Type I 'l |7Eludget Limit
From I vI To I E=Nd

Resource Name Contract ID Vendor ID Contract Manager
Mo records exist

T conditionally reguired field

1 Contract ID: | Region: | 'I County: | 'I

Seroli for move information —=

Region

=l

&7 vour Session will Time OuE In 29:36

i start J & © W > J % Novell Groupiwise - Ma. .. ”@ Contract Search - M... ] Resource.Caontract Ins. .. I Bk BABYK

,7’7,7’7@ & Internet
|[FaHBEo9@EE s sz

3. Enter Resource ID

4. Click Search

5. On Search Results, click on Resource Name
6. IF more than one contract, view each one.
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Page 29

August 2010

3 Contract Search - Microsoft Internet Explorer =] x|
File Edit  View Favorites Tools  Help |

oot - (=] B ni| s Jorevenes €03 0 A - | @ B

Address [&] https:fjuatshines.dhr.state.ga.us/financials{ContractSearch/searchContractSearch

=] Edse |unks 7| & -

UAT

=2~ SHINES
a ase Financial

Invoice | Payment | Payment o .
Contract | | [MOE0 | R | B | county Budget Limit | Tom Claims

Contract Search T condtionally recuired fisld

Contract Search
[1oiooooz I =1

E=E

I jv
I jv
E=E

+ Contract ID Region County

+ Resource 1D Function Type: ¥ Budget Limit

Fram To

Feroli for more Information —=

Vendor ID
45411

Region
17

Contract 1D
101000032

Contract Manager
Meadows, Sylvia

Resource Name
Jatonia Smith

[{&] vour Session will Time out In 29:09

=l

[ B B B T-=T [ = —

|[&7cont.| B8] Reso... | & shine... | [@ 2

distart| | [ =» ] > | @@ rov... | Bpocu..| Cadocs | Emeeevk | Ejapm | Ejbomn

7. View Contract Header page.

-2} Contract Header - Microsoft Internet Explorer

BESo®EEe seam

File Edit Wiew Favorites Tools Help

eBack - o - E @ \f_:j|p59arch *Favontes ®| Bv “\L_\ﬁ Iy_;l - |_|J ﬁ .:ﬁ

Address IE https:fishines.dhr.state. ga.usifinancials/ContractsdisplayContractHe ader

=l Ean |Link5 =

& -

[ oo or |[2] IT)] [#] lios| [enel

>~ SHINES

Contract I0:

Financial

Payment

Invoice |
History

Payment |
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8.
9.

Click on Contract Period List section.

Review the dates of the Period, look for future dates or early ending dates.

Click on last period’s radio button.

Click Select Period button.

Go to Contract Version Section.

Review the dates of the Version, look for future dates or early ending
dates.

Click the radio button next to the 1% version on list. (This is the last
version added.)

Click the Services button.

This will show the Contract Services list.

10.At the Contract Header page, click the radio button next to the new

version.

11.Click the Services button.
12. This shows all services that have been added to this contract.
13. To find which regions are included to use the contract, click on the

number next to the services, such as:
1 5001

14. This will show the Contract Service Detail for that service.
15. Counties shown should include counties already in the contract with a

checkmark. All counties should have a check mark; if not then it needs to
be added in a Contract Revision.

16. Continue for all services listed.
17. Check the rates
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K. Search for Caseworker in SHINES
1. Goto SHINES
2. Click On Search Tab
3. Click on the Person Search Tab

My Tasks Search Intake Financial Resources

Person | Resource | FiAHome | Staff | Contract | On-Call | Case

Person Search 1 conditienally reguired field

Person Information

Ferson Information Search:

t Last | | First [ ] Widdle:
t Date of Birth: l:l E= Age: l:l Gender:
Address

[ sddress Search

1 Street: | | County:

Additional Parameters

[ additional Parameters Search

i CRSor
Medicaigmien [ ] tintakeReporti: | ]

Mumber:

1 Phone:

 THE

4. Enter the Client ID
5. Click on Search = Person Search
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Person Search

Person Information

[ Address Search

t Street: |

FPerson Information Search: i FPhonetic ~|

T Last | | First: l:l
sDateotBinh: | |[EM Age: [ ]

Address

Additional Parameters

Additional Parameters Search

- 1 | pryp—— | 1
T 33N 1 Person ID: 17295258 1 Phone:
T CRZor
Medicaidmn [ ] tintake Reporti: [ |
Mumber:
Scroll for more information -—-=
Match Match Name Alert Score Mrg Age Gender Race/Ethnicity Person ID
PARA IMyvers.Deandre 100 16 M Black {non-Hispanic) 17295258

August 2010

% conditionally required field

—_—

County: £

| 6. Click on Hyperlink of Child’s Name = Person Detail

||
[Person Detail] Records Check Youth Detail

Name: Myers, Decndre

Perzon ID: 17295258 Person Detail

Person Name

Demographics
* Gender: T Marital: Single, Never Married »
+ DOB: 02/281994 | [+ Age: [15 | O approximate

I

IMaiden Mame:

* required field
1 conditienally reguired field

Expand All Collapse All

Suffix:

Language: English A4 Living Arrangement: |DFCS Family Foster Home

t DOD: l:l E= t Reason For Death: | v|
Additicnal Comments:

Current Stage

Type: Role: Relationship:

View Options: |

v I search |

Caregiver/Parental Relationship Information for Child

7. Scroll down to Current Stage Field
8. Go to View Options

DReporter DLegaICustodian DSafetyResource [IMember of Resource's Household DPaternityEstahlished [verified

9. Using the Drop Down Box Choose — Case List
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10. Click Search = Case List

Attention:
# Please click a hyperlink to view Case Summary information, including assignment information for all open stages.

Copy ! UTC Case ID Case Name Mrg Status Date w Stage ¥ County Region Case NMgr v
O 16886247 Whitehead Deonna QPN 06162010 Foster Care Family Cherckee Region 17 Phillips Marissa

11. On this page you can see the:
Case ID

Case Name

Case Status

Case Stage

Case County

Case Region

Case Manager

Q@+oo0 o

12.This gives you the case manager’s name to whom you need to contact.
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