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User 

 Public Child Placement Agency Worker. 
 
 
Process  
These Job Aid tables describe the actions needed to view the Placement Availability list. 
 
 
Introduction 

 The Placement Availability list includes only providers that have services where the most 
recent Placement Status record has a Status of ‘Available’ and ‘Available – Respite Only’.  

 Columns in the table can be sorted or filtered using the icons to the left of each column 
heading.  

 Selecting the Provider ID will open the Provider Detail page in a new application tab.   
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Access and View Placement Availability 

 Default sort is by Placement Status and then by Provider Name.   
 

Steps/Output Screenshot 

In the Left Navigation panel.  
 
1. Click Show Menu.   
 
This expands the Left Navigation 
panel.   
 
Note:  The menu items displayed 
in the Left Navigation panel are 
dependent upon your security 
profile.   
 

 
 

2. Click Resource Queues. 
 
This expands the Resource 
Queues list.   
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Under Public CPA Worker in the 
Resource Queues:    
 
3. Click the Placement 

Availability menu item.   
 
This opens the Placement 
Availability page.   

 
 

In the Placement Availability 
page:  
 
4. A Tally of the total number of 

Provider records displays. 
5. Click the Search icon to search 

for a specific Provider.  
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6. Click the Download icon to 
download the list to your 
computer as a CSV file. 

 

 
 

Navigating within the Placement 
Availability page:  
 
7. Use the Scroll bars at the right 

and bottom of the page to 
view additional Providers and 
columns in the list. 
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To further assist with locating the 
desired record, the columns in the 
table can be sorted or filtered 
using the icons to the right of 
each column heading.   
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Open the Provider Details record 

 Selecting the Provider ID will open the Provider Details record for the most recent 
Approval record with an Open status. 

 

Steps/Output Screenshot 

In the Placement Availability 
page: 
 
1. Click the Provider number link 

in the Provider ID column. 
 
 

 
 

The Provider Details page displays 
and automatically navigates to the 
Capacity and Preference panel.  
 
Navigate through the Provider 
Details page using the Left 
Navigation panel or the right 
scroll bar.   
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Return to the Placement 
Availability page: 
 
2. Click the Back to Workspace 

link or the Workspace – 
Placement Availability tab to 
return to the list. 

 

 
 


