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1. Introduction 

The Department of Children and Families is the State agency charged with the 
protection of the children and families of Florida.  The department is using 
technology to assist case managers to provide better quality of care and earlier 
detection of problems, as well as to improve the reliability and timeliness of 
information. 

What is Remote Data Capture (RDC)?  

The Remote Data Capture System will provide remote data capture tools and 
capability to our Community Based Care (CBC) case managers to increase the 
time and quality of interactions with the children during home visits.     

This application is intended to provide value to the case manager by eliminating 
the need to enter monthly visitation data onto a paper form, then also again in the 
Florida Safe Families Network (FSFN) system.  This system will also provide 
value to case managers by enabling the case manager to view FSFN case detail 
remotely, take digital photos in the field, validate the visitation by GPS time 
stamping the photos, provide input directly into required form(s), and print them 
remotely in the field. 

The application functionality includes remote upload and download capability to 
and from FSFN to support remote data capture, supplying CBC case managers 
with handheld devices and mobile printers, remote inter/intranet network access, 
ability to capture / upload child photos, and format to document child visits.  This 
will reduce the need for case managers to return to the office and allow them to 
focus on child-centered visits.   

Future releases are planned to include more information from FSFN and more 
forms and functionality. 

The Purpose of This Guide 

This guide is intended to walk users through each portion of the application.  It 
does not present program policy.   
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2. Getting Started 
 
The RDC application must first initially be installed on the mobile device by your 
local technical support staff.  Once loaded, an icon will appear on the desktop. 
 
Once RDC is installed on the mobile device, it automatically checks the 
Departmentôs central servers for updates and changes each time you open the 
application.  These changes occur automatically and require no action on your 
part.  You may experience a slight delay logging into the system while updates 
are downloaded and installed. 

Before using RDC, follow local security procedures to obtain access to the 
Florida Safe Families Network (FSFN).   

 Helpful Hint:  Once you have access to RDC, logon and familiarize yourself 
with the application first so that you are comfortable selecting and navigating 
between screens and views. 

 

Know Whom to contact for system help, policy, clarification, etc. 

Remember Save any changes you make before moving on to a new screen 
or exiting the system. If you leave the screen without saving, you 
will lose your work. 
 

Report Any problems or suggestions you have to the DCF Statewide 
Help Desk at 850-487-9400 or DCF_HELPDESK@dcf.state.fl.us 
 

 
 

2.A. Application Security Component 

 
RDC uses FSFN accounts and passwords to provide secure access to the 
application. To learn more about using FSFN go to http://fsfn.dcf.state.fl.us/.  
 

2.B. About using this Guide 

 
Grayed and Italicized text signifies a button on which you would click in the 
system to invoke the action. 

  

mailto:DCF_HELPDESK@dcf.state.fl.us
http://fsfn.dcf.state.fl.us/
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2.C. Common Application Component and Feature 

Required Fields - All required fields in the application are shown as shaded in 
pale blue.   The application will not allow you to skip these fields and will display 
an error message to remind you to provide the information before processing 
your entry. 
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3. Case List 
 

This screen displays a list of all the cases you have been assigned, either as 
primary, courtesy, or secondary worker.   
 

 
 
 
 
 
 

4. Case List Display 
 

Your Case List will be displayed in order by the oldest visit date of any case 
participant first (refer to description of fields below).  This information is currently 
displayed regardless of your assignment to a specific individual case participant.   
 
Cases will be color coded accordingly: 
 

Red Over 30 days 
 

Yellow 25-30 days 
 

Green Under 25 days 
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White No face to face visit yet 
 

  

4.A. Case List Field Descriptions  

 

Description of fields displayed: 
 

Offline Shows óYesô if case participant information has been 
downloaded to your computer so that you can work offline, 
where you do not have a connection to the application.  óNoô is 
displayed when case participant information has not been 
downloaded.  The download does not include current photo. 
 

Worker Role   Indicates your role for each case listed. 
 

Case Number FSFN case number 
 

Case Name FSFN case name  
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Last Visit Date   Displays a date from FSFN.  For completed, face-to-face 
visits, the application looks at the most recent date for each 
participant and displays the oldest of these.   
 
Example:  Last visit date for: 

Child 1 = 7/10/09,  
Child 2 = 7/13/09, and  
Child 3 = 7/15/09   

The date RDC will display is 7/10/09 
 

Status   Shows either: 

 ñNEWò ï case assigned since last login or refresh of 
Case List. 

 Incomplete - work has been saved locally (on your 
laptop) but has not been submitted to FSFN for this 
case. 
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4.B. Case List Page Actions/Buttons   

 

Download Cases   For the items you have selected (highlighted), RDC will 
download to your device case participant information 
except for the current photo.  (Each photo image is a 
large file which requires download time and takes a large 
amount of space on the mobile device). More than one 
record can be selected.  At least one record must be 
selected.  When the download for the selected cases is 
complete, the ñOfflineò value will change to ñYesò. 
 

Download All Cases   Downloads the information for all of the cases shown on 
your list.  You do not have to select any or all of the 
records.  Please note that depending on the size of your 
caseload, this could take a considerable amount of time. 
 

 
 

 
 
 
 
 
 

Download All 
Cases 

Download 

Cases 
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Create Child Visit 
Note 

After highlighting a single case listed and selecting this 
button, a Child Visit Note page will be displayed for 
the case.  If you are starting a new note and are on-
line, up-to-date case information will download from 
FSFN.  If you are off-line, but had previously 
downloaded case information, the form will display the 
participant data as of last download.  If you are off-line, 
but had not previously downloaded case information, 
you will receive an error message. 
 

View Participants   After highlighting a single case listed and selecting this 
button, the Participant List page will be displayed for 
the case.  If you are on-line, up-to-date information will 
download from FSFN.  If you are off-line, but had 
previously downloaded case information, the list will 
display the participant data as of last download.  If you 
are off-line, but had not previously downloaded case 
information, you will receive an error message. 
 

Refresh This will only work when you are óOnlineô, i.e., 
connected to FSFN.  When selected, your current case 
list from FSFN is displayed.  If any new cases have 
been assigned since your last login or refresh, they will 
show a status of óNewò.  Any case for which you have 
saved information to your PC, but have not yet 
completed and submitted to FSFN, will show a status of 
óIncompleteô. 

 
 

 

Create Child 

Visit Note 

Refresh 

View 
participants 



Last updated: January 12, 2010 - 11 - 

5. Participant List 
 

The Participant List page displays a list of all active participants for the selected 
case along with some information about each participant.  From this screen you 
can view a participantôs current photo, take a new photo, or open a Child Visit 
Note. 
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5.A. Participant List Page Field Descriptions  

 
Description of fields displayed: 
 

 
 
 

Psychotropic 
Medication  

Displays Y or N based on the following: 
 

 If there is no medication record in FSFN, Psychotropic 
Medication field in RDC is blank. 

 If there are medication records in FSFN and all 
psychotropic medication flags are N, the Psychotropic 
Medication field in RDC is N. 

 If there are medication records in FSFN and any Psych 
Med flag is Y, the Psychotropic Medication field in RDC 
is Y.   

 

 
 
 
 
 
 

Gender 
Gender of each 
participant 

Age 
Age of each 
participant DOB 

Date of birth for 
each participant 

Name 
Name of the 
participant 
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Current 
Photo  

To view the current photo, click the icon.   
 
Note:  Photos are not downloaded when case or participant 
information is downloaded due to the file size and the time required to 
download each.  To view a photo from within RDC, you must be 
óOnlineô or connected to FSFN. 
 

 

 
 

 

Last Removal 
Date 
 
Last date the 
participant was 
removed from 
the home. 

Last Visit Date 
 
Last date the participant 
was seen by a case 
manager. 

Last Picture Date 
 
The date the latest 
photo was taken. 

Take Photo 
 
Click the icon to 
open the ñTake 
Photoò window. 
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5.B. Participant List Page Actions/ Buttons  

 

View Caseload   This will close the Participant List page and return you 
to your Case List page. 
 

Create Child Visit Note   This will open the ñChild Visit Noteò page. 
 

Refresh   This will pull in new, updated participant information 
from FSFN.  You must be connected or óOnlineô to do 
this. 
 

 

 
 

 



Last updated: January 12, 2010 - 15 - 

5.C. Take Photo  

 
This function applies to those with a separate USB web camera device attached 
to the mobile device or devices with built-in web cameras.   
 
Note: Those using ñsmartò cell phones to take photos -- please refer to the RDC 
mobile phone application instructions. 
 
By clicking the óTake Photoô icon for a participant, you will be given a window to 
allow you to view what will be photographed, take the photo, view it, add a 
comment, and save and submit the photo.  
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Step One When the óTake Photoô window opens, wait a few seconds for 
the camera to display an image.   
 

Step Two Move or adjust the position to bring the desired subject into view 
on the screen.   
 

Step Three Select the Take Photo button to take a picture of what is on 
screen. 
 
Note:  If a GPS reading is not available, you will receive a pop-up 
message window asking if you want to continue.   
 

Step Four To continue and take the photo, select Yes. 

Step Five The photo taken will be displayed on the screen.   
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Step Six You will have the option to Try Again if you want to get a better 
photo or Save and Submit which will save the image and, if you 
are óOnlineô, send the photo to FSFN.  If you are óOfflineô, the 
photo will be saved to pending work (no message is received), or 
Close which will close the window and discard the image.  The 
photo will not be submitted to FSFN.   
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6. Create Child Visit Note 
 

The Child Visit Note page is divided into 2 tabs, Visit Tab and Questions Tab. 
 

6.A. Visit Tab 

 

The Visit Tab captures information about the visit, dates, type of visit, location, 
those present, etc.  Fields shaded in blue are required, the Child Visitation 
Report cannot be printed or submitted if these are incomplete. 
 

 
 
 
 

Case ID and Case Name 
 
For the selected case, are 
displayed here (read-only). 

Required Field Prompt 
 
Message displayed 
prompting you to enter the 
contact begin date/time. 
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6.A.1. Visit Tab Fields Descriptions 

Contact Information Section 

 
 
 
Visit Tab Required Fields - Contact Information Section: 

1. Contact Begin Date/Time 
2. Case Note Type 
3. Announced/Unannounced 
4. Contact End Date/Time 

 
 

Contact Begin 
Time/AM-PM 
 
Enter the time the visit 
begins.  This cannot be 
a future date. 

Case Note Type 
 
Select the most 
applicable option from 
the drop-down list. 

Contact Begin 
Date 
 
Automatically 
displays the 
current date.  
This is an 
editable field. 

Announced/Unannounced 
 
Select the radio button to 
indicate if the visit was a 
planned in advanced, 
announced or 
unannounced visit. 

Contact End 
Date/Time/AM-PM 
 
This field is prefilled with the 
current date.  This is an 
editable field.  Enter the 
time when the visit ended.  
It cannot be a future date. 

Current Date/Time 
Checkbox 
 
Automatically inserts 
the current date and 
time for the Contact 
Begin fields. 

Current 
Date/Time 
Checkbox 
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Participants Section 
 

 
 
 

 
 
 
 
Required or Conditionally Required Fields - Participants Section: 

1. Face to Face Contact 
2. Reason Not Seen - available and required if Face to Face is other than 
óCompletedô. 

3. Contact Date/Time - available and required if Face to Face is óCompletedô. 

Participants Section 
 
Lists all active participants related to 
the case.  
 
Include - Check this box to show  
which people were present during the 
visit.  This causes the case note to be 
attached to each participantôs record 
when the note is saved and submitted 
to FSFN. 

Participant Name 
 
Lists each of the recorded 
active participants in FSFN. 

Face to Face Contact 
 
Select from options: 
 
Completed ï participant was seen. 
 
Attempted ï You expected to see the person but 
did not. 
 
Not Attempted ï You knew that the person was 
not going to be present. 
 

Contact Date & Time 
 
Enter the date and time when the person was 
seen.  This must be later than, or equal to, the 

Contact Begin Date and Time. 

Separate Interview 
 
Check this box if the 
person was spoken to 
privately. 

Reason Not Seen 
 
This drop-down field will become 
available if something other than 
óCompletedô has been selected 
in the preceding field.  Choose 
the most applicable option. 

Current Date/Time 
Checkbox 
 
Same as for Contact 
Begin and End 
Date/Time. 
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Apply To All This button relates to the participants óContact Date and 
Timeô field.  If you have checked the óIncludedô box for 
multiple participants, this button will copy the óContact Date 
and Timeô you entered for one participant into that field for 
all the other included participants who were seen.  
 
Note:  For this to work properly, select (highlight) the 
participant for which you have already entered a date and 
time and press the enter key, then select (click on) the 
óApply to Allô button. 

 

 
 

 

 

 
 

Apply to All 
Button 
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Other Contacts Section 
 

 
 
 
 
 

Apply To All This button relates to the participants óContact Date and 
Timeô field.  If you have checked the óIncludedô box for 
multiple participants, this button will copy the óContact 
Date and Timeô you entered for one participant into that 
field for all the other included participants who were seen.  
 
Note:  For this to work properly, select (highlight) the 
participant for which you have already entered a date and 
time and press the enter key, then select (click on) the 
óApply to Allô button. 

Delete Removes the selected óOther Contactô. 
 

Add New Contact Select this button to open a blank row for entering the 
above information. 
 

 
 

Other Contacts Section 
 
Use this section to record 
other people who were 
present during the visit, but 
are not participants in the 
case. 

Affiliation 
 
Enter the relationship 
or association with the 
case participants. 

Other Contact Name 
 
Enter the name of the 
person. 

Contact Date and Time 
 
Enter the date and time when 
the person was seen.  This must 
be later than, or equal to, the 
Contact Begin Date and Time. 
 

Title 
 
Enter the information 
if the person has a 
title or relationship. 
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Visit Location Section 
 
Use this section to record the location of the visit. 
Required Fields: 

1. Street Address 
2. City 
3. Type of Service 

 
 
 
 
 
 

Street Address 
 
The address or description of 
the location where the visit 
takes place. 

City 
 
The city or rural 
community where the 
visit takes place. 

Phone 
 
The phone number at the location.  
This is not a required field. 

Type of Service 
 
Select the most appropriate option 
from the drop-down list. 
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Save Select this button to save any entries you have entered.  This 
action saves the information locally to the mobile device.  This 
form can be opened later and edited as needed.  When an 
incomplete Child Visit Note is saved, it is identified as such on the 
case list with a óStatusô shown as óIncompleteô. 

Print Produces a PDF version of the information you have entered in 
the óChild Visit Noteô.  This becomes available only after all 
required fields are complete and no error messages are 
displayed.  If available, it can be printed to a mobile printer 
attached to the mobile device. 

Send Sends the óChild Visit Noteô to FSFN.  This button is not 
available until all required fields are completed.  Information can 
only be sent to FSFN in óOnlineô mode.  If Offline, completed Child 
Visit Notes will be saved to óPending Workô and should be 
uploaded when the Online connection becomes available. 

Clear Clears all entries you have made to this form. 

Delete Deletes the current version of the óChild Visit Noteô and any 
saved INCOMPLETE versions from the local mobile device and 
closes the óChild Visit Noteô window. 
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6.B. Questions Tab  

The Questions Tab displays questions the case manager addresses with the 
participants and provides space to type in answers.  The same question is 
presented for each child with a separate text box. 
 
Questions will only be displayed for participants whose age is under 18 and the 
óIncludedô check box is marked.  
 
1. Conditionally Required Fields - Questions Tab - Child Not Seen Section 

a. If child is not seen, describe reasonable effort to contact - Available and 
required when óReason Not Seenô for Included child participant is 
NOT blank. 

b. Has missing child report been entered into FSFN? - Available and 
required when óReason Not Seenô is equal to 
óAbsconded/Abductedô, óRunawayô, or óUnable to Locationô. 

 

 
 
2. Conditionally Required Fields - Questions Tab -Observations Section 

a. Observations - Required if óFace to Face Contactô is equal to 
óCompletedô.  This field is not available when Included child was not seen. 

 
 
 
 

Child Not Seen 
 
Use these fields to explain when 
a child attempted to be seen was 
not and if a missing child report 
has been entered.    

Observations 
 
Describe your observations for 
each child seen relative to the list 
of items provided.   
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3. Other Fields - Questions Tab - Optional 
 
a. Permanency/Case Plan Section  

 
 
b. Medical/Mental Health Section 

 
 
c. Daycare/Education Section 

 
 
d. Independent Living Section 

 
 
e. Family Visitation Plan Section 

 
 

Permanency/Case Plan 
 
Pre-populated from data in FSFN,  
describes progress toward case 
plan objectives.   
 
The óGoalô and ñNext Hearing 
Dateô information are read-only. 

Mental/Medical Health 
 
Describe each childôs current 
mental and /or medical health and 
any change in medications.   

Daycare/Education 
 
Describe each childôs status 
regarding school attendance, 
progress and extracurricular 
activities. 
The óSchoolô, óGradeô and 
óEducational 
Evaluation/Individualized 
Education Planô information are pre-
populated from FSFN.  These fields 
are editable.   

Independent Living 
 
Describe progress.  
 

Family Visitation Plan 
 
Describe compliance with Family 
Visitation Plan(s).  
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f. Safety Plan Section 

 
 
g. Child Comments Section 

 
 
h. Provider/Caregiver Comments Section 

 
 
 

Note:  Save your work! 
 

Safety Plan 
 
Describe compliance with Safety 
Plan(s).  

Child Comments  
 
Enter any comments or questions from 
each child present.  
 
Text boxes for Included child 
participants not seen will not be 
available for use.  

Provider/Caregiver Comments  
 
Enter any comments or questions from 
the provider/caregiver present relative 
to each child and also any overall 
comments or questions. 
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7. Child Visitation Report 
 

The Child Visitation Report is a PDF document produced when you click the 
óPrintô or óSendô button on the óChild Visit Noteô page.  When you click óPrintô, 
the report is opened in a new window on your device for you to view and/or print.  
When you click óSendô, the report is not opened on your device, but is uploaded 
to FSFN with the completed case note information and is viewable through the 
FSFN File Cabinet. 
 
These buttons are not available until all required fields are completed and all 
error messages are cleared. 
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