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1. CWS Application Office Set Up Options

CWS Application Offices, sometimes called virtual or logical offices, are designated In the CWS Office notebook of the Resource Management application. 

A Single Physical Site in each CWS Application Office

Application Offices are sometimes created to represent Physical Sites, which can be a hindrance to efficient workflow. Individual staff require multiple Logon IDs to work in different Application Offices. 

The traditional way of creating Application Offices was to represent actual Physical Sites. It is possible to use these physical divisions to see where people work, and what Staff and Assignment Units reside in which buildings. Although this option is limiting, some prefer these clear divisions. Moving individual employees to a different Physical Site location then requires a Transfer Staff transaction to the next CWS/CMS Application Office.

Multiple Physical Sites in a CWS Application Office

Using a “Logical Office” structure can improve County business processes. If work within the same management structure is also in one Application Office, workflow improves. For example, Supervisors given authorities in the Assignment Unit notebook can provide backup coverage even in different Physical Sites.

A CWS Application Office is capable of including multiple Physical Sites (and Site Identifier “Domains”). A County with more than one Physical Site may choose to have only one Application Office, or to have multiple Application Offices separated along Regional or Administrative lines.

2. Staff To Include in a CWS Application Office

Consider how the users interact and what dependencies they have on one another. To help determine which Staff Persons need to be included in the same CWS Application Office, take these issues into account:

Who reports to the specific supervisor?

Do the supervisors cover for one another?

Does the “Office” embody all supervisors or units for who staff works?

Supervisors, Clerical, Court, and Local Help staff may need easier access to more than one Assignment Unit, as well as additional authorities to perform their jobs. 

Both Approval and Assignment/Transfer Staff Authority gives full supervisory back-up capability.

Approval Staff Authority allows supervisory back-up capability to approve requests, such as case plans and payment.

Assignment/Transfer Staff authority allows supervisory back-up capability to establish and transfer case and referral assignments. 

Staff persons that are given back-up supervisor staff authority in Assignment Units have access to all Cases and Referrals including those designated restricted access, such as Sensitive. 

Other options include Unitwide, Officewide or Countywide Read/Write or Read Only authorities, although these users must search or use the Find Folder command to open a specific case or referral.

3. CWS Office Address

Enter all physical addresses represented by one CWS Application Office on the Address page in the CWS Office notebook.

Select the correct physical address for each Staff Person on the ID page in the Staff Person notebook.

TIP: Although no CWS/CMS PM Reports use this field, CAD (County Access to Data) reports can show the CWS Office Address for Staff.

4. Site Identifier “Domains”

On the Network page of the CWS Office notebook select Site Identifier “Domains” to cover all locations for staff in the CWS Application Office.

On the Staff Person Logon page select the Site Identifier “Domain” closest to a user’s most frequent physical location. This results in more efficient network usage, and possibly faster response. 

Terminology

	CWS Application Office
	Child Welfare Services/Case Management System (CWS/CMS) virtual or logical office rather than a physical office. This is the equivalent of the CWS Office notebook in the Resource Management application.

	Physical Site
	The actual building in which staff work.

	Logon Domain
	The County Domain that is entered/selected when a User logs onto the computer. There is only one Logon Domain per County.

	Site Identifier “Domain”
	The “Domains” that are selected in Resource Management on the Network page of the CWS Office notebook. This “Domain” is also subsequently selected on the Logon page of the Staff Person notebook. 

	ID (Logon or User)
	Logon ID and User ID are interchangeable terms. The “Logon ID” generated on the Logon page of the Staff Person notebook is called the “User ID” in the logon dialog boxes.

	User
	Any staff person, with a Logon ID, that is a user of CWS/CMS.


5. Authorities and Privileges

· Resource Management Access Authority Privilege needed to work in Resource Management. 

· System Administration privilege needed to add or delete domain information on the Network page for any CWS Office notebook throughout the County; to add, modify, or delete any Assignment Unit notebook throughout the County; to add, modify, or delete Staff Person notebooks throughout the County; to transfer Staff Persons between CWS Application Offices within your County.

· Office Administrator (or County Administrator) authority needed to add, modify, or delete any Assignment Unit notebook throughout the office; to add, modify, or delete Staff Person notebooks throughout the office; to transfer Staff Persons between CWS Application Offices within your County.

· County Administrator authority needed to add, modify, or delete CWS Office notebooks throughout the County. 
6. Assignment Unit / Whole Office Move Process

An Assignment Unit Move, moves an assignment unit and all the staff in that assignment unit to another office without disturbing caseloads, logon Ids and staff authorities and privileges. 

An Office Move, moves an entire office from one site identifier domain to another site identifier domain without disturbing assignment units, caseloads, logon Ids and staff authorities and privileges. 

What an Assignment Unit/Office Move Cannot Do

· Move individual staff 

· Move the assignment desk

· Change which assignment unit is the assignment desk
· “Create” a new supervisor

Assignment Unit/Office Move Steps

· Go to the CWS/CMS website and select County Info > County Logon > Applications > MAC
· Complete the MAC Application. In the MAC Category field, select Office Application Move. Submit the application
· Go to the CWS/CMS website and select Guides > Forms > Office/Assignment Unit Move
· Complete the form and e-mail to: CWS_MAC@OSI.CA.GOV; Will be contacted by project staff regarding the move
· Assignment Unit Move Only: Need a list of all staff expected to move
· Schedule when the move will occur
· County works with project staff to make necessary corrections for the move
· Project Office completes a dry run of the move
· Project Office commits the move to production
Corrections Needed Before the Move

· Staff person has a Staff Authority in an assignment unit that is not moving

· Staff person does not have a Staff Authority in an assignment unit that is moving
· Staff person cannot have caseloads in multiple assignment units
Miscellaneous

· Need to work with someone who is a County Administrator (within the CWS/CMS application)
· Program Management Reports issue

· Add staff person address (multiple addresses)

· Questions: E-mail Lanette.Rudicel@osi.ca.gov or call 916-263-1105. Can also contact your System Support Consultant (SSC) 
Sample Assignment Unit / Whole Office Move Request Form
A completed sample of the Assignment Unit / Whole Office Move Request Form is shown on the next page. An assignment unit move and an office move cannot be on the same form. The sample form shows both on the same form just to inform on how to complete the form. The form can be found on the CWS/CMS website by going to Guides > Forms > Office/Assignment Unit Move 

	County Name:
	Sacramento
	MAC Submission Date:
	07/12/09

	Requester Name:
	JJ Smith
	Requested Target Date:
	08/01/09

	
	Must be received at least 2 weeks prior to Target Date


Section 1: Complete to move Assignment Units from one CWS Application Office to another. Indicate the CWS Office Address and the Site Identifier Domain you request to which these Staff Persons be assigned. Only one CWS Office Address (same address for all assignment units) can be used for the move. 
	#
	Assignment Unit
	'From' CWS Office
	Site Identifier Domain
	'To' CWS Office
	'To' CWS Office Address
	Site Identifier Domain

	 1.
	West Unit
	South Area
	CWS5901A
	North Area
	123 Park Dr
	CWS5901A

	 2.
	North Unit
	South Area
	CWS5901A
	North Area
	123 Park Dr
	CWS5901A

	 3.
	ER - South
	“ “
	“ “
	“ “
	“ “
	“ “

	 4.
	FM - Ranch
	“ “
	“ “
	“ “
	“ “
	“ “

	 5.
	     
	     
	     
	     
	     
	     

	 6.
	     
	     
	     
	     
	     
	     

	 7.
	     
	     
	     
	     
	     
	     


Section 2: Complete to change all Staff Persons in one or more CWS Office from one Site Identifier Domain to another Site Identifier Domain (either at the same physical location or a new physical location).
	#
	CWS Office
	'From' Site Identifier Domain
	'To' Site Identifier Domain

	1.
	Office A
	CWS5901A
	CWS5902A

	2.
	     
	     
	     


	Comments:
	     























































































































































































































































































































