	    Diligent Search Desk Guide




	Task
	SHINES 

	Add person contacted to the Person list page prior to adding diligent search contact
	· Can be added at any stage

· My Tasks first level tab
· Case name

· Navigates to the Case Summary page
· Person second level tab
· Navigates to the Person List page

· Click Add button
· Navigates to the Person Search page

· Person Information Search Drop down box -Phonetic

· Complete any information you have (under person information, address and additional parameters) 

· Click the Search button

· Scroll Down to Match box.  If person is listed click Relate to Case button;  If No Records Exist, click Add New Person button

· Navigates to the Person Detail page.

· Complete as much information in the Demographic section as known.  All areas with a red star must be completed 

· Scroll to the Stage Section-  Type dropdown box -Collateral
· Relationship drop down box - Chose the most appropriate 

· Scroll to the Race/Ethnicity Detail, add known information 

· Click Save button

· Navigates to the Person Detail page

· Person Tab second level tab

· Navigates to the Person List page

· Check to be sure the person you added is listed on this page.

	Adding a contact
	· From the Person List, Click on the Contact Name
· Contacts/Summaries second level tab.

· Navigates to the Contact Search List
· Click the Add button

	Type of Contact
	· Navigates to Contact Detail page

· Type drop down box - Contact
· Click Continue button

	Contact Detail 
	· Enter the Date of Contact

· Enter the Time of Contact

· Purpose for the Contact Dropdown box- Select Diligent Search
· Enter Method of the visit 

· Enter Location of the Visit   (This is not a required field but if not completed may impact reporting.)

· Check the box to the left of the Principals/Collaterals Contact Name
· Click Save button

	Adding the Narrative
	· Click Narrative button

· Record the narrative

· Who

· How contacted (telephone, letter, etc.)

· Who provided the name

· Document information discussed

· Document whether the contact might be a permanency option.

· Click the floppy disk icon to save the page

· Click the red X in the upper right corner to exit the window

· Click the narrative button to be sure your narrative is recorded

	Complete
	· Contacts/Summary second level tab

· Contact entered will appear on the Contact Search List page.

	Adding a diligent search for child
	· My Tasks first level tab

· Begin from the child’s FCC stage
· Click on Select Stage button

· Person second level tab

· Click on the child’s name hyperlink
· Navigates to the Person Detail page for the child

· Diligent Search third level tab

· Click Add button

· Click the radio button next to person involved in the diligent search event.

· Click Continue button

	Diligent Search Information
	· Click Include in Diligent Search Report (If information on this page is to be included in the report)

· Indicate if person contacted was a “Caretaker Prior to Removal”

· Referral Type drop down box. (If “other” enter referral person’s name

· Indicate if contact was successful.  If not, explain

· Indicate “Current Outcome of the Contact”.   

· Indicate if person is willing to be a visitation resource

· Indicate if the person is a potential placement resource.  If not, explain.

· Document date discussion of relative care subsidy 

· Click Save button 

	Diligent Search List
	· Relative/non-relative name appears 

· Review information recorded under contacted, visitation, placement.

	Diligent Search Report Form
	· Click Forms dropdown box

· Click on Diligent search Report Form

· Click Launch button

· Print the report

· Obtain Case Manager and Supervisor signatures
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