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Professional Collateral Tutorial Introduction

Professional collaterals are primarily entered into workgroups because they are providing
professional services or resources for families or clients at an agency. Unlike collaterals,
these persons have a relationship with clients due to a professional relationship with them,
such as a Guardian Ad Litem or therapist.

To differentiate from a professional collateral, a collateral is a person who may provide
support, guidance and information to clients but in an unofficial capacity, such as a
grandmother or family friend. No local database of collaterals exists in agencies, as these are
entered for each workgroup. As a result you cannot search for a collateral the same way you
can for a professional collateral. To enter a professional collateral in SSIS, first and last
names fields are required entries in addition to the entry of at least one employment record.

Professional collaterals can be accessed through Person Search. Person Search can be
accessed from an intake or a workgroup, at the Main menu, the Windows toolbar, and
through Searches/Logs. When completing a search, if the Title bar reads Person Search, the
search results search cannot be used to add the collateral into the workgroup. Use Person
Search to look up information on clients or professional collaterals. This is a view-only
search and cannot be used to add clients or collaterals into an existing intake or workgroup.
To view information on professional collaterals, Person Search can be accessed in one of two
ways: from the Windows toolbar under Searches/Logs or from the Person Search button on
the Application toolbar

To add professional collaterals to a workgroup, Person Search must be accessed through the
Participants folder of the workgroup, a quick add button, Action menu, or from a Person
Search button within a Detail screen.

Once professional collaterals are entered, users can access them from their agency’s
database. They are able to search for and retrieve the professional collaterals and add them
to a workgroup. There is no statewide database of professional collaterals available for
search. During a search if a record is not found, new persons may be entered to the SSIS
database. The professional collaterals can be accessed in any workgroup within an agency.

QBest Practice: Perform a person search before entering collaterals to avoid duplicate person
entries and the need for merging professional collaterals. Agencies may want to designate one person
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who enters edits, deletes and merges professional collaterals; all staff can search for and retrieve
professional collaterals.

_ -
i \
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\

S— /’Reference: For more information about Person Search, refer to the Person Search Module.

Professional Collateral Search

Person Search Screen

5 Person Search E@
Search
Type By Scope Options
" Client . . " Ewact Match
{* Professional Collateral ; - {(* Startz With
' (" Soundex

Enter Search Information

First Mame: | Last Mame: | 4

Field of Practice: | ﬂ Cftb‘il

Business Org:l [ Shaow &l

Search Results

Close

T(()E;mplete a Professional Collateral Search:
1. From the Windows toolbar, select Searches/Logs, and then select Person Search.
or
From the Application toolbar, select the Person Search button.
2. Select Professional Collateral in the Type field.
3. Complete the known fields and select Start Search.

0 Hints:

o If the user is unable to perform a person search function, check with the agency’s SSIS
mentor or coordinator for SSIS Security Administration rights.

o [t is unnecessary to enter information in all of the fields, but some information in at least
one field is required to enable the search feature.

o The By and Scope fields are greyed out and unavailable since professional collaterals are
only searchable within the local agency’s database.
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Add an Existing Professional Collateral

Select Professional Collateral for Intake Screen

Select Professional Collateral for Intake

Search

Type By Scope Options
(it b ende & r (" Exact Match
IG Professional Collaterall ? '_ o ), s & (¢ Starts With
e g " Soundex
I Enter Search Information I
Clear Info
First Name: | Last Name:l
Start Search
] Field of Practice: I L] City:l
Business Orgzl ™ Show al

Search Results

[ ¢ ; Close

To Add an Existing Professional Collateral:

&

1. Highlight the Participants folder in the Tree View or on the Intake node and access
the Action menu, or click the Collateral quick add button on the Application toolbar;
select Add Existing Collateral.

2. The Type field defaults to Professional Collateral.

In the Options field, select Exact Match, Starts With or Soundex.

4. In the Enter Search Information section, enter or select the appropriate search
criteria.

5. Click Start Search.

6. Highlight the appropriate professional collateral within the Search Results grid
section and click Select.
or

»

Multi-select several professional collaterals at once and click Select.

oHints:

o Check the Show All option, to obtain professional collateral search results that include
active, future, expired, and no start and end dates on the employment record.
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e To verify the correct person is selected from the results, select and then view their county
detail by accessing the Action menu.

o If the desired person does not display, adjust the search options or expand the search with
fewer field entries.

e If the person cannot be located, a new professional collateral can be added to the system.

o Selecting a professional collateral that has multiple employment records brings all the
employment records associated with that person to the workgroup.

9

<4 Reference: For additional information on Person Search, refer to the Person Search module.

Enter New Professional Collateral

Participants Folder: Collateral Node

= Type MHame 5515 Perzon Bith Date Age SSN Gender  Clearing Status
Rainbow Rainy CW Case M; #
> ] Staff Assignments | Client Jacque Mellusen 203217424 03/M 983 | 24 pears I ale Uncleared Client
» {7 Associated Workgroups ﬁ Client Fiainy R ainbow 209211382|03/01,/19490 22 years Female |Uncleared Client
» {#] WG Change Log | Client Furlky Rrainbow 2092179396 | 0301 42010 2 pears Female | Uncleared Client
"' Ehr;”F'Dg; € | Client Suriry Rainbiow 209211410| 0340142012 1 month Male Uncleared Clisnt
. _é" Ff;:: i bon & [Colateral  |Bamy U Jones 209881191 Male | Collateral
. ﬁ Furky Rainbow £ | Collateral Penelope Molar 208818222
g Sunny Rainbow » & | Collateral |
> 4 Jacque McQueen
-+

Barry U Jones

Inactive Partidpant - X
. D P Perzon Information | Workgroup Information
>3 Mame / Status / Gender
edsion | ools Prefix First name: . Middle name Last name r‘Sufﬁx

» {7 Service Plans Legal Name: | ﬂ | | | j I Unknown
h o
(|| Clearing Status: |COI|atera| ﬂ Gender: " Male " Female
Social Services Information System (SSIS) Updated: 07/06/2012 FINAL

Professional Collateral Tutorial Page 5 of 14



SSIS Training

Person Information Tab

| Perzon Information |Wl:|rkgmu|:| Information

—Mame / Statuz / Gender

I 'I Est. Age: I

County

Est. date of birth:
State

Prefo First name o Widdle name Last name Suffo
Legal Mame: I ;I I Ny I -] [T Unknown
a
Clearing Status: I':':'"E't'?'EII j Gender: " Male  Female
Birth/Death Information
Date of birth: Tl Age: I Date of death: I 'I

Birth Iocation: |

=

—Perzon number

—

SSIS Person # I 2092364395

US ctizenship status: I

IS citizenship date: I ]'

Date wverified:

County Person #: SWNDX #:
S3N: I o PMI #: I SMI#: |
—5 Citizenship

ﬂ Werification method: I

I :"

Other
Primary Language: I

Higpanic heritage: I

Marital Status: I

Professional: ezl Mo
Interpreter Needed: " Yes (" No
 Yez (O No

Qualifies under ICWWA:

Workgroup Information Tab

Person Information | ‘workgroup Information |

—Workgroup Information for this Persorn

Privacy practices notice —Statu
I Motice given: (¥ ez  ( Mo I Inactive:
1] -
Motice type; ¢ Werbal € ‘wiitten Reason: ] B e
a i -
Hotice date: I vl Date: Divorce . —
Incarceration
Moved Out |
Licensing role: || Separation

TPR or permanent transfer of custody
Mo longer involved

Mistakenly azsociated

Child client became at adult

Applicant
Co-applicant
Househald member

Facility staff

<]

Inactive |
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Employment Screen

Employer business organization Legacy employer name

Field of practice Schedule

R

Employment Status Start date End date

=l

Description

=] | = =l

lUze for Profeszional Search®  Yesz O Mo

To Enter New Professional Collateral:

Highlight the Participants folder in the Tree View or on the Intake node and access

the Action menu, or click the Add New or Existing Collateral quick add button on

the Application toolbar.

Select Add New Collateral. A new collateral node is created in the Participants

folder and the corresponding detail panel displays for additional completion if

applicable.

On the Person Information tab three fields are mandatory: First name, Last name

and Clearing Status. Clearing Status is disabled because the field autofills to

Collateral and no entry is required. Enter in as much information as known about the

new collateral. The Professional option button defaults to No. In order to define this

new collateral as a professional, an employment record needs to be completed.

On the Workgroup Information tab no fields are mandatory. Three sections are

Privacy practices notice, Status, and Licensing role. Edit these sections as

appropriate.

Click Save.

Access the Action button or right-click on the Collateral node and highlight New

/Add existing.

Select New Employment.

Click the Search button to search for an employer. Complete the Bus Org search and

select the employer.

Complete the remaining fields.

e The End date should be entered only when the professional is no longer working
with the client or family.

e The Use for Professional Search is a mandatory field.
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e Select Yes for “Use for Professional Search?”
10. Click Save.

oHints:

o If the employer is not in SSIS, contact your Mentor/Coordinator to inquire about adding
the Bus Org to the database.

o Additional Information can be added to the Collateral’s Person Information tab,
Workgroup Information tab, and in the appropriate Address/Phone/ E-mail; Name/Race;
and Education/Employment folders.

QBest Practices:

e Search for an existing Professional Collateral prior to creating a new Professional
Collateral entry.

o Complete as much information as known in the Person Information and Workgroup
Information, as well as the other folders for the Professional Collateral.

//@}
=" Reference: For additional information on Business Organization, see the Business
Organization module.

Delete Employment Record of a Professional Collateral

A user can delete one or all of the collateral’s employment record if it is not current.

Collateral Node: Education/Employment Folder
-& Bertha Frands Skinner
(7] Address/Phone/E-mail
»{_] Mame/Race
» ) Education/Emplo

E ducation/E rplayrment

[% | Mew Employment
= MNew Education

Frint Gnd Clrl+dult+F
Save Chil+5
Cancel

< Delete [ ChivDel |
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To delete an Employment Record:

1. Highlight the Education/Employment folder in the Tree View or on the detail panel.
2. Access the Action menu and select Delete.

3. Select Yes in the dialog box to confirm the deletion.

0 Hint: The button entitled Professional will remain as a Yes and will need to be changed
manually on the Professional Collateral’s Person Information tab.

Delete Multiple Employment Records of a Professional Collateral

A user can delete multiple employment records if they are incorrect. Agencies may want to
designate one person who deletes professional collaterals.

Person Node: Education/Employment Folder

F] {:| Education/Employment
~[& | Jetson School of Space

t[% | Bjorn School District Save Chl+5

Cancel
[%  Delete Ctil+Del |

Delete Employment Warning Dialogue Box

SSIS Worker [
I Delete this Employment?
o "Bjorn School District”
| ves |[ Ne || cancel || Notoau || Yaﬁ-tomli
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To delete multiple Employment Records:

1. Expand the Education/Employment folder and multi-select all the employment
records to be removed in the Tree View or on the detail panel.

2. Access the Action menu and select Delete.

3. A dialogue box displays. Click Yes to All.

Change Professional Collateral to a Collateral

If a collateral is incorrectly identified or no longer is functioning in a Professional Collateral
capacity, you may wish to change them to no longer identify them as a professional
collateral.

Collateral node: Use for Professional Search

lIse for Professional Search? Yes

To change Professional Collateral to a Collateral:

-

1. Expand the Collateral’s Education/Employment folder and highlight the
Education/Employment folder.

2. On the detail panel, select No on the Use for Professional Search?

3. Click Save.

oHint: Check with your Agency SSIS Mentor/Coordinator for agency specific protocol.
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Change a Collateral to a Professional Collateral

In order to change a collateral to a Professional Collateral, an employment record must exist
that indicates they are to be used in the Professional Search.

Employment Screen

Employer business organization Legacy employver name

|.-’-'-.ustin FPowers Middle School A |

Field of practice Schedule

| School Peychologist ﬂ |

Employment Status Start date End date

| Part time | |51/2007 ~| -l
Description

| Use for Professional Search? (+ ’Ye& " Mo

To change a Collateral to a Professional Collateral:

-
&

1. Higlight the Collateral’s node. Access the Action button or right-click on the
Collateral node; highlight New /Add existing.

2. Select New Employment.

3. Click the Search button to search for the employer. Complete the Bus Org search and
select the employer.

4. Complete the remaining fields.
e The End date should be entered only when the professional is no longer working

with the client or family.

e The Use for Professional Search is a mandatory field.

e Select Yes for “Use for Professional Search?”
5. Click Save.

oHints:

®  Check with your agency’s SSIS Mentor/Coordinator for agency-specific protocol.

® [f the employer is not in SSIS, contact your Mentor/Coordinator to inquire about adding the
Bus Org to the database.
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Replace Professional Collateral in a Workgroup

You can remove a professional collateral from a workgroup and replace by adding a
different person. You may choose to do this if a professional collateral was incorrectly
added to a workgroup, or if there is a change in a professional working with the family,
such as a new guardian ad litem.

Replace does not delete the person from the professional collateral directory; a user can
continue to search for the professional collateral.
Collateral Node: Replace person in workgroup

4 +%  Bertha Francis Skin 2 : :
ﬁtl Address/Phoni | Bertha Francis Skinner
N £ Neme/Race || Hew/Add Existing b
4 ] Education/Emg 1 Bemave
@ Austin Pov Open in Mew Window
& | Jetson Scf Save Chrl+5
@ Bjorn Scho Cancel
~{ 7] Inactive Participar | Maintenance ¥ | Beplace person in workgroup
& Frint r L\\§

To replace a Professional Collateral

1. Highlight the collateral in the Tree View and access the Action menu.
2. Select Maintenance and select Replace person in workgroup.
3.
4.

Enter in search information for the replacement collateral and click Select.
Highlight the replacement collateral and click Select.

oHint: Replace does not delete the person from the professional collateral directory; a user can
continue to search for the professional collateral.

Remove a Professional Collateral from a Workgroup

If a collateral is incorrectly added to the workgroup or no longers serves in a Professional
Collateral capacity, you may wish to remove him/her from the workgroup.
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To Remove a Professional Collateral:

1. Highlight the Professional Collateral’s folder.
2. Access the Action menu and select Remove.

0 Hints:

e Remove does not delete the person from the professional collateral directory; a user can
continue to search for the professional collateral.

e A user can delete multiple Professional Collaterals from a workgroup at once by multi-
selecting the Collateral nodes in the Tree View.

Merge Professional Collateral

The professional collateral merge function exists to eliminate duplicate person records.
The merge function allows a worker to combine two same or related person records into
one person record in the database.

To Merge Professional Collateral:

1. Highlight the Participants folder and select the collateral node.

2. Access the Action menu and select Merge professional collateral.

3. Enter search information and click Start Search. Separate records display as rows in
the grid for each name and every employment record for that name. To view more
information on the person record, select the record in the grid and click Action, then
View Cnty Detail. Highlight the person record you want to merge with the main
record and click Select.

4. A Confirm message displays stating, “If you continue all data associated with SSIS
Person #: [lists number and person name] will be associated with SSIS Person #: [lists
number and person name]. SSIS Person #: [lists number and person name]- will be deleted.
Do you wish to continue?” Click Yes to merge the person record. Click No to stop the
merge process.

5. The person record is merged with the main record. The SSIS Person # is changed to
display the same number as the main record. The merged record’s current legal
name type is changed to Other (non-maiden) previous legal name type.
Employment records are associated with each name that displays with the main
record.
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oHints:

e In order to access Merge Professional Collateral, workers need the assigned function of Merge
Professional Collateral in Security Administration. See the Security Administration module
for more information.

o  Workers can still search for the main or the merged record. The record that was merged can be
viewed on the main record’s folders.

o  When selecting a record on the Search Results grid that has already merged with the main
record, a SSIS Worker message displays stating, “Same person selected. Cannot merge.”
Click OK and search for a different record.

e Anagency may want to designate one person who merges professional collaterals.

Resources

Clearing Module
http://www.dhs.state.mn.us/main/groups/agencywide/documents/pub/dhs16 144008.pdf.

Enhanced Grids Module
http://www.dhs.state.mn.us/main/groups/agencywide/documents/pub/dhs16 146991.pdf.

Participant Entry
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET FILE&RevisionSelectionMethod=LatestReleased&R
endition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs id 008068.

SSIS Admin: General Security
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET FILE&RevisionSelectionMethod=LatestReleased &R
endition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs id 008044.

Person Search
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET FILE&RevisionSelectionMethod=LatestReleased&R
endition=Primaryé&allowInterrupt=1&noSaveAs=1&dDocName=dhs id 008032.

Bus Org

http://www.dhs.state.mn.us/main/groups/county access/documents/pub/dhs id 008000.pdf
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http://www.dhs.state.mn.us/main/groups/agencywide/documents/pub/dhs16_144008.pdf
http://www.dhs.state.mn.us/main/groups/agencywide/documents/pub/dhs16_146991.pdf
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET_FILE&RevisionSelectionMethod=LatestReleased&Rendition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs_id_008068
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET_FILE&RevisionSelectionMethod=LatestReleased&Rendition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs_id_008068
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET_FILE&RevisionSelectionMethod=LatestReleased&Rendition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs_id_008044
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET_FILE&RevisionSelectionMethod=LatestReleased&Rendition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs_id_008044
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET_FILE&RevisionSelectionMethod=LatestReleased&Rendition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs_id_008032
http://www.dhs.state.mn.us/main/idcplg?IdcService=GET_FILE&RevisionSelectionMethod=LatestReleased&Rendition=Primary&allowInterrupt=1&noSaveAs=1&dDocName=dhs_id_008032
http://www.dhs.state.mn.us/main/groups/county_access/documents/pub/dhs_id_008000.pdf

