Service User Recording
Creating and Viewing Relationships
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Relationships are used to link one Case File in Service User Recording to another.  This gives workers and managers a quick way to access a list of the case files worked with; quick access to linked files in family groups; and allows records in one file to be carbon copied to another. 
Examples of typical relationships are:

· Between individual SU case files and a family group case file, typically used in adoption and fostering projects, for example.

· Between a worker case file and a client case file.

· Between individual SU case files and a group case file, typically used in family support projects, for example.

NOTE: You can create a relationship starting from the case file at either end (for example, from either the worker case file or the client case file) but the relationship name will be different – see below.

Creating a relationship

· Navigate to the Case File at one end of the relationship you wish to create.

· Open the Case File.

· Select Relationship from the Add Item drop down list.
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· Click the Browse Content Server button.

· Select the appropriate filing cabinet for the related case file.

· Navigate to relevant case file you want to link.

	· Click on the Select link to the left of the case file name.
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	· Select the appropriate relationship from the Relationship drop down list.
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NOTE: Relationships between client case files and worker files should reflect where they are being added from. i.e. choose Case File – Worker if adding from the case file, or Worker – Case File if adding from the worker file.

· Enter the date the relationship started in the Start Date field.

Note: You should leave the End Date field blank until you are ending the relationship (see below).

· Click on Add.
Viewing all relationships

Whilst you can end a relationship by going to the relationship itself you can view and amend all current and aged (ended) relationships for the case file as a whole.

· Navigate to the Case File.

· Click on the Function button for the case file.

· Choose Relationships on the Properties sub-menu.
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Viewing your own Relationships

You can produce a concise list of those Case Files allocated to you i.e. those you have a relationship with. 

	· Click on the Personal menu and select My Relationships.
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	· The first time you use this, you will need to Click on Browse Content Server and navigate to the folder where your Service’s allocated worker files are located, typically in Worker Allocation files (Open).
	[image: image4.png]Please select your Worker Allocation file and Click Apply.

1y Relationships
Worker Allocation File:

Action:

DSettings

Apply







· Select your worker case file and then click on Apply.

· A list of the case files you have a relationship with will display.
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· Click on the case file link to go directly to that file.

NOTE: Once you have used the Personal\My Relationships option, the link to your case files will be in place in which case you won’t need to complete the second or third steps given above.  Clicking on My Relationships from your Personal menu will take you directly to the list of case files you have a relationship with.

IS L&D
Creating and Viewing Relationships
January 2012
Creating and Viewing Relationships
Page 4 of 4

[image: image7.emf]

