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User 

¶ County Kinship Worker (CW Kinship Worker or CW Generalist Worker). 

¶ County Kinship Supervisor (CW Kinship Supervisor). 
 
Process  
These Job Aid tables describe the actions needed to view the Kinship Providers. 
 
Introduction 

¶ The Kinship Providers list includes Providers with a Service Type of Kinship Foster Care 
(KFSTR), Kinship Care – Non-Certified (KNSHP), or Kinship Care (KKSHP). 

¶ Default sort is by Provider Name. 

¶ Columns in the table can be sorted or filtered using the icons to the left of each column 
heading. 
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Access and View the Kinship Providers List 

¶ The list has a column for # Children Placed that is derived from the Service Authorization 
record(s) associated to the Service. 

 

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 County Kinship Worker 
section in the Resource Queues:   
 
3. Click Kinship Providers. 
 
This opens the Kinship Providers 
list.   

 
 

In the Kinship Providers list:   
 
4. A tally of the total number of 

Kinship Due records display. 
5. Click the Search icon to search 

for a specific listing.  
6. Click the Download icon to 

download the list to your 
computer as a CSV file. 
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Navigating within the Kinship 
Providers table. 
 
7. Click the Scroll bars at the 

right and bottom of the page 
to view additional Providers 
and columns in the list. 
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Filter the Kinship Providers List 

¶ The list can be filtered by Queue Type (Open Kin and Pending Kin). Pending Kin is 
selected by default. 

¶ The tally will reflect the number of providers for the specific Queue Type. 

¶ For the CW Kinship Supervisor profile, the list displays the Kinship Providers List for all 
Kinship Workers and the column can be filtered. 

¶ For the CW Kinship Worker or CW Generalist Worker profile, the list will automatically 
filter the Kinship Worker column by the worker. The worker will not be able to change 
the filter.  

 

Steps/Output Screenshot 

Filter the Kinship Providers table 
by Queue Type: 
 
1. Click the Queue Type drop-

down arrow. 
2. Select the appropriate option. 
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Filter the Kinship Providers table 
by Kinship Worker: 
 
3. Scroll to the right to view the 

Kinship Worker column. 
 
 

 
 

As a CW Kinship Supervisor: 
 
4. Click the Filter icon (funnel) in 

the Kinship Worker column to 
filter the list for a specific 
worker. 

 
Reminder: For the CW Kinship 
Worker or CW Generalist Worker 
profile, the filter will be set to the 
specific worker and is not 
changeable. 
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In the Filter for: text box. 
 
5. Enter the appropriate CW 

Kinship Worker or CW 
Generalist Worker. 

6. Click the green Checkmark. 
 

 
 

The list is filtered to show only the 
Providers for the specific Kinship 
Worker. 
 
7. Click the X to remove the filter 

for the table. 
 
The Kinship Providers will display 
for all Kinship Workers again. 
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Open the Provider Details record 

¶ Selecting the Provider ID will open the Provider Details record for the specific Kinship 
Provider listing. 

 

Steps/Output Screenshot 

In the Kinship Providers table. 
 
1. Click the appropriate Provider 

ID link. 
 

 
 

The Provider Details page displays. 
 
2. Select the Kin Needs 

Assessment menu item to 
view further details regarding 
the assessment as needed. 
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Return to the Kinship Providers 
list. 
 
3. Click the Back to Workspace 

link or the Workspace – 
Kinship Providers tab to 
return to the list. 

 

 
 


