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Children's Services Quick Guide

Using the Work History

The Work history displays all worksteps that are complete, incomplete, or scheduled for
future completion on a person or group. To access the Work history for an individual, you
must navigate to the Current work box on their Person summary screen.

_ soron — I HiStorv I

B B & SC Social Care Case Supervision
Assigned to: Kinga Bardocz

% B & SENDEHC Request
[ CS SEND Team (Boston/South Holland) )

& & & CS Family Time Request
Assigned to: Kinga Bardocz

# B & SC Child in Need Visit
Assigned to: Kinga Bardocz

& B & SCcChild and Family Assessment
Assigned to: Kinga Bardocz

Click on the History button to display a workflow history:

Work history Workflow map I Person summary l
Work history

Work history shown for this person only
Show entries Search:
Last
Subjects assigned to
1D ~ Work ] s Startdate ¢ Enddate ¢  Responsible team ¢ Actions
23762562 SEND EHC Request Brother Incoming CS SEND Team {5}
Test [Boston/South
Holland)
23762561  CS Childrens Brother 24/02/2023  24/02/2023  Kinga Mosaic System
Services Contact Test Bardocz Support Team
23762553 CS Family Time Brother 23/02/2023 Incomplete Kinga Mosaic System &
Request Test Bardocz Support Team
23762550 CS Internal Brother 23/02/2023 23/02/2023 Kinga Mosaic System
Contact Test Bardocz Support Team
23762549  SC Social Care Brother Future Kinga Mosaic System
Case Supervision Test Bardocz Support Team
23762548 SC Child in Meed Brother Incoming Kinga Mosaic System
Visit Test Bardocz Support Team
23762547  SC Child and Brother Incoming Kinga Mosaic System
Family Assessment  Test Bardocz Support Team
23762546  SC Social Care Brother 23/02/2023  23/02/2023  Kinga Maosaic System
Request Test Bardocz Support Team

Showing 1to 8 of 8 entries | | ‘
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Clicking on the Person Summary button will close the list.

The same process would be followed to access the work history of a group — navigate to
the Group Summary and click the History button in the Current Work box. To close the
list, click on the Group Summary button.

The list of worksteps will display as blue hyperlinks. If the workstep has been completed it
will have a start and end date recorded. Others will display as Incoming, Future, or if they
have been started will display as Incomplete with a start date.

The page will default to display 15 records per screen. This can be amended using the
options available in the Show entries field in the top left corner of the screen.

The Search field can be used to filter the results by entering text or a specific date.

When a & yellow cog icon appears on the Work history screen, clicking on this will give
the user the option to Start work if the workstep has been assigned to them.

Clicking on any of the hyperlinks will open a Workstep summary screen which will display
all the documents that have been completed as part of that Workstep.

In the example below, the SC Child and Family Assessment has been selected.

SC Child and Family Assessment: Family Test (3492491)

Family Details
Documents
Family Work

history @Cump\eted CS Child and Family Assessment C1256

_

SC exmaple document KB 2023.03.01.png

23762655

Subjects

{E}‘% @ B SC Child and Family Progre:
Sister Test
Brother Test Assigned to: Kinga Bardocz

Requests
Previous

&cs Manager: Please review and authorise (Required) - COMPLETED
History
01/03/2023 10:32 by Kinga Bardocz

- SC Social Care Request

Assignment details

Assigned to: Kinga Bardocz | Histor

Progress details

Started on: 01/03/2023 10:30
Completed on: 01/03/2023 10:33
Last updated by: Kinga Bardocz on 01/03/2023 10:33

Any forms and letters that have been completed in the workstep will display as hyperlinks
under Documents. Any documents that have been uploaded and attached to the
workstep will appear under Attachments.

Using the Work History
March 2023 Version 4.2 Page 2 of 3



Within the Next actions display, clicking on the 23] yellow cog icon will allow you to select
Summary to view the next Workstep summary or select Start/Resume to record into the
workstep.

The Previous workstep also displays as a hyperlink. Clicking on this will open the
Workstep Summary screen for the workstep that came before this one.

Requests will display to reflect authorisations, actions and notifications that have been
sent from within the workstep.

The menu on the left contains options to return to the Person summary, Family details
or Carer details screen or Work history which will return the user to the Work history
screen.
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