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DEPARTMENTAL VISION AND MISSION

This Procedural Guide supports the Department’s Mission of improved child safety, and access to effective and caring services.

WHAT CASES ARE AFFECTED

This is applicable to all cases where a child is placed in out-of-home care. 

OPERATIONAL IMPACT

The Resource Management Unit is a clerical support unit within Revenue Enhancement. Authorized personnel use Resource Management to maintain CWS/CMS resources in support of Child Welfare Services casework. They are assigned a variety of essential tasks that are incremental to the running of Revenue Enhancement operations. Tasks include but are not limited to the following:

· County Office Administrator (COA) duties;

· Adding new vendor records;

· Assigning vendor number;

· Updating information for existing vendor records;

· Updating information on Certified and Decertified Homes from a specific FFA;

· Controlling Manual Budgets;

· Reviewing Exception Reports;

· Creating Regional Center Homes;

· Inputting Vouchers;

· Mail Delivery.

Procedures

A. WHEN:
ADDING NEW STAFF AND MAINTAINING STAFF PROFILES AND SPECIALTY INFORMATION ON THE CHILD WELFARE SERVICES/CASE MANAGEMENT SYSTEM (CWS/CMS) STATE SOFTWARE PROGRAM.
Resource Management Clerk Responsibilities

1. From the Windows desktop, double-click the CWS/CMS icon.

2. In the CWS/CMS Control Panel logon window, verify your User ID, type your password and click the “ok” button. 

3. From the CWS/CMS Control Panel, click on the Resource Management application icon.
4. Click on the County Organization (Green) button;

5.  Select and open the existing office;
a. Click on the Existing Office notebook, then click “ok”.
b. Click on the Existing Office in the “Open” dialog box, then click “ok”, then “yes”.
6. To create a staff person in the existing office complete the following:

a. Click the “+” under the Staff Person notebook.

b. Click on the Existing Office in the New dialog box, then click “ok”.
c. Complete information on the following:

i. ID page;

ii. Specialties page;

iii. Logon page;

iv. Staff Rights page.

7. To Create an Assignment Unit complete the following:
a. Click the “+” under Assignment Unit notebook to create a new Assignment Unit.
b. Click on the Existing Office in the New dialog book, then click “ok”.

c. Complete the ID page and Staff Authority page.

8. To Create a Caseload complete the following:

a. Click on the Caseload page tab.

b. Click the “+” in the Caseload grid to create a caseload for a staff person.
c. To assign a caseload, click on the “action” drop down menu.

d. Click on Reassign Caseload.

e. Complete the Reassign Caseload dialog box, and then click “ok”. 

9. To save to the database take the following steps:

a. Click on the File drop down menu.

b. Click on “Save to Database”. 

c. In the “Save to Database” dialog box, click “Save” and “Exit CWS/CMS”.

C600-0681 (10/12)

Page  1  of  3





