
9/21/2022

1

INTRODUCTION 
TO FRAME

https://intranetapps.nd.gov/dhs/cfs/frame/login.htm

If  login fails after 3 attempts  your password will be 
locked. To unlock password,  call the ITD Help Desk at 

328-4470 or toll free at 1-877-328-4470. 

Navigating through 
FRAME…

DO NOT USE THE BROWSER BACK BUTTON

Web applications 30 minute time out function for security reasons.

Click into fields or tab to next field

Screen options are found the bottom of the FRAME screen

Main Menu quick link

Required fields within the application are marked with an asterisk (*)

For dates, FRAME uses slashes (/) not dashes (-).  For example:  MM/DD/YYYY

A “Save” or “Finish Later” button is located at the bottom of many windows. 
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1ST SCREEN AFTER LOGIN - MAIN MENU

Reports/Forms 
and Searches 

are only 
accessible from 
the Main Menu

REPORTS/FORMS

SEARCHES
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SESSION TIME REMAINING

• Each window is allowed 30 minutes until the session on that window times out.  
The timer will restart if an action in the application is taken.

• An action is selecting update, save, finish later, continue or return.  Typing 
information into FRAME is not an action

• At 10 minutes, the time will change to orange.   At 5 minutes, the time will change 
to red

• A dialogue box will appear on the window if time is allowed to expire.

SESSION TIMEOUT

ALERTS
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MANAGING ALERTS

• Agency Case Search will open a Case Search 
window with a variety of Search Criteria. The 
agency case search can also be found under 
Searches at the top of the Main Menu.

• New Case - If no clients match the agency case 
search criteria, a new case will need to be 
registered.

• CPS Report with Unknown Information - This 
is only used in those cases where the subject 
is not known, the report has the child’s first 
name only, or no other information is 
available.  This will allow the worker to enter 
the CPS report with limited information and 
edit later as more details are discovered.   

https://intranetapps.nd.gov/dhs/cfs/frame/login.htm

To report an incident, 
RIGHT click “Contact 
Us” and select “Open 

in new window”
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CONTACT US

PLEASE 
INCLUDE THE 
BASICS IN THE 

INCIDENT 
REPORT

Two ways 
to report 

an 
incident!!

URL: https://northdakota.service-now.com/serviceportal/?id=ndit_landing

If you do not have a @nd.gov 
email account, then you will 
click on the link below the 
“Submit” button to submit a 
public incident. 

If you still have trouble, call 
the ITD Help Desk at 328-4470 
or toll free at 1-877-328-4470 
to report your incident

REGISTRATION OF 
NEW CASE AND 
UPDATING A 
REOPENED CASE
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Client Records

Master Client 
Index

• FRAME uses for search, plus pulls in addition client records used by other 
programs

• MCI displays First Name, Middle Initial, Last Name 

• Other programs display First Name, Middle Name, Last Name

New Client

• Creates a WA record used by FRAME

• Creates an FC record used by CCWIPS

MMIS –client 
known to system

• WA and FC Information match client information

• Combine WA into MMIS

FAMILY 
FOSTER 

CARE 
PROVIDERS 

AND 
DAYCARE 

PROVIDERS
AND 

RESIDENTIAL 
FACILITY

• FAMILY FOSTER CARE PROVIDER: 

– The family unit consists of the foster 
care provider, their family living in the 
household, and the foster care child. 

• DAYCARE PROVIDER:

― The family unit consists of the daycare 
employees only. The children are listed 
as non-family members in the report. 
Only the children directly impacted that 
require findings should be listed as non-
family members in the report.

• RESIDENTIAL/INSTITUTIONAL FACILITY:

― School, PRTF, Residential Facility 
Reports are NOT entered in FRAME and 
are handled by the ICPS Unit.

Active Family Members Populate

CPS – Individuals/Caregivers/Victims Table

Service Period Client Selection List

Care Plan Members
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WHO SHOULD 
BE REGISTERED 
IN THE FAMILY 

UNIT ? 

HOUSEHOLD UNIT CONSISTS OF MANY VARIETIES, BUT 

THE MAIN FAMILY MEMBERS LIVING IN THE HOUSEHOLD 

SHOULD BE INCLUDED IN THE FAMILY UNIT. Those can 

include:

❖ Biological or stepparents living in the home (heads of 

the household)

❖ Biological parents that are not living in the home but 

are an active part of the child’s life (valid date of birth is 

required for case management services).

❖ Biological/adopted/stepchildren who are full/half/step 

siblings living in the home 

❖ Live-in relatives/roommates – NOT visitors to the home 

at the time of a CPS report

❖ Deceased child in which the death is the result of a new 

or active child abuse and neglect report

❖ Children can be listed in two family units if they move 

from one home to another

❖ DO NOT REGISTER AN UNBORN BABY OR AN 

UNKNOWN TO THE FAMILY UNIT

SEARCH FOR ALL FAMILY MEMBERS
Main Menu/Agency Case Search/Search Criteria…

Search for different 
client name 
variations (full 
name and 3:2 
search):

LOCKER, PATTY 
(PATRICIA, PAT)

LOCKER, BILLY 
(WILLIAM, BILL, 
WILL)

LOCKER, MAGGIE
(MARGARET, MEG, 
MAG)

Search Results
Person not known to the system:

Search Results:

CONVERSION CASE!  DO NOT USE!
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New Case

Click New Case 
located on Main 

Menu screen

Click Continue – CASE NUMBER ASSIGNED (RIGHT HAND CORNER OF SCREEN) 

Register first family unit member

Naming Convention: LAST NAME ALL 
CAPITALIZED, First name of oldest child

Do not use hyphens or apostrophes. 
Names should be one word.

Lock all caps on 
during 

registration

Enter first and last name 
(Partial or full name). 
Optional to add DOB 

and Sex – Click Search

ENTER NAME INTO SEARCH CRITERIA
If client is known to the system, Search Results will display

The Search Results 
will display all 

names in which a 
“score” applies. 

The score is based 
on same letters or 
similar spellings of 

a name.  

Add client to Case ONLY if the 
entity matches without a doubt! 

Each entity is specific to a client ID 
number. When in doubt, Create 

New Member!

If no scored match:

Create a new member if Search Results have the 
middle name spelled out!
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Selected family unit members will populate the Family Unit Members Added table

WHEN THERE ARE NO CLIENT MATCHES…

CREATE NEW MEMBER RECORD

The address fields 
completed when 

registering the first
family unit member will 

auto populate for 
additional family unit 
members by clicking a 
radio button! ALWAYS 
INCLUDE THE COUNTY 
FOR A VALID ADDRESS!

Although Unborn is an 
option – DO NOT 

REGISTER AN UNBORN 
INTO THE FAMILY UNIT

PERSONAL DETAILS – DO NOT GUESS! 
The Marital Status, Race, and Hispanic details 
must be client provided or verified. 
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Add remaining family members

Table populates with each family member added

Click Finish Later or Continue

At this point, any 
client can still be 

removed from the 
family unit

Add Relationship for each family member

The Relationship status changes from Add to Edit when a relationship is entered. 
All relationships must be updated with the addition of a new member

Action/Edit 
allows user to 
edit the 
Member Details 
for the 
individual

UPDATE Family Unit Details

Complete:
• In Household
• Family Unit 

Structure
• Select the Family 

Unit Address
• and enter Preferred 

Telephone number
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Click Continue

Child Ever Adopted 
and ICWA Applies 
must be answered 

when opening a 
Service Period

ICWA DOES NOT APPLY 
WHEN THE TRIBE HAS 
CUSTODY OF A NATIVE 

AMERICAN CHILD

Option to Finish Later displays case on Main Menu under Incomplete 
Registration

Continue Registration returns the case to 
the last screen entered in the registration 
process.

School information should be added if known, otherwise click Complete 
Registration

School Information: 
Annual School Information Verification: 

School Information
No School Information

Add School Information

Individual Education Plan (IEP)
No Individual Education Plan (IEP)

Add Individual Education Plan (IEP)

Current School Grade
No Current School Grade

Add Current School Grade

Most Recent School Grade Completed
No Most Recent School Grade Completed
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It is recommended to search for a 
school by CITY only.  This will 

provide a list of all schools. School 
names may vary as does the 

district numbers.  

Search by City

Enter the 
approximate date 
the family is first 

known to the 
system, the area, 
or the actual start 

date if known

SELECTING EACH SECTION 
INDIVIDUALLY WILL ENABLE USER TO 
SKIP A SECTION. SELECTING EDIT ALL 
REQUIRES USER TO COMPLETE ALL 

FIELDS
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EDIT SCHOOL INFORMATION

USER IS 
REQUIRED 

TO 
COMPLETE 
ALL FIELDS 
WITH AN 
ASTERISK 
BEFORE 
SAVING!

You must correct the following error(s) 
before proceeding:
•IEP Start Date is required.
•IEP is required.
•Current School Grade Effective Date is 
required.
•Current School Grade is required.
•Most Recent School Grade Completed 
Date is required.
•Most Recent School Grade is required.

From the Summary screen a worker can:
• Edit the Case Details
• Edit the Member Details
• Add/Edit Medical Information 
• View the Face Sheet
• Add Intake and Case Management 

Services

The Participation Start Date defaults to the 
current date and must be updated through the 

Edit Family Unit function

CHANGE CASE NAME THROUGH EDIT CASE FUNCTION

The individual client’s Medical Information is accessible View Details (located at the 
bottom of the Member Details Screen) or a direct link through Medical Information
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Clinically Diagnosed Condition is required for Foster Care Placements
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Update Participation Start Date, In Household, Relationships, 
Family Unit Structure, Family Unit Address and Preferred 
Phone number

:
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Change Participation 
Start date to the date the 
agency Received the first 

CPS report or the date 
the family member began 
services. The case history 

appears after 
participation information 

is updated. 

Case History is now available after 
participation has been updated. 

Case Registered…

➢ With wrong family members in family unit

✓ Case can be deleted and registered correctly – Help 
Desk is able to delete the case

➢ With family members not attached to an ES100K record and 
later the correct record is added

✓ Client record can be combined by Help Desk 

➢ Relationships  incorrect 

✓ Edit Family Unit and update relationship of each family 
unit member
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REOPEN A 
CLOSED CASE

SEARCH FOR ALL FAMILY MEMBERS
Main Menu/Agency Case Search/Search Criteria…

Search for different 
client name 
variations (full 
name and 3:2 
search):

LOCKER, PATTY 
(PATRICIA, PAT)

LOCKER, BILLY 
(WILLIAM, BILL, 
WILL)

LOCKER, MAGGIE

Click the Case Number 
to access and view the 

case

All registered family unit members will 
display in the Family Unit through “View 
Family Unit History”

INACTIVE FAMILY UNIT MEMBERS
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DECIDING 
WHETHER TO 

REOPEN OR 
ENTER NEW 

CASE

❖ If a youth has aged out (18+)/moved out of the 

household and the new interaction is specific to 

that overage person – create a new case as they 

should no longer be under their parent’s family 

unit. 

❖ If an adult (boyfriend, girlfriend, live-in relative) 

was in a household unit and has moved out of that 

household and is now in a new household – create 

a new case or add them into the household they 

moved into

❖ If a child (under age 18) previously resided with 

one biological parent and now resides with the 

other in a different household – create a new case

❖ If a child has been adopted, a new case must be 

opened using the adoptive family unit members 

and a new client record added for the child under 

their adoptive name. DO NOT USE THE 

PREADOPTIVE RECORD AND MAKE CHANGES!!

CASE HISTORY AND REOPEN CASE

Return to the Case Details Screen and Edit Family Unit
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The participation end date must be prior 
to the date of the first new CPS report 
date or opening effective date of the 
Service Period. Participation must be 

updated prior to entering CPS report or 
opening a Service Period.

ACTION /EDIT  - UPDATE MEMBER DETAILS SCREENS – COMPLETE 
ADDITIONAL INFO FOR BILLY 

Complete  “Child Ever 
Adopted” and “ICWA 
Applies” only if it is 
known. These fields 
are required at the 

time a service period 
is opened.

Click Update to continue 
past screen. “Add Absent 
Parent”  should be added  

only AFTER this screen 
has been updated.

CASE ALREADY 
OPEN
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OPEN CASES

BEFORE ENTERING CPS REPORT
• CURRENT CASE MANAGER SHOULD BE NOTIFIED OF THE CPS 

REPORT
• COMPARE FAMILY MEMBERS ON THE SFN 960 AGAINST THOSE 

ALREADY REGISTERED IN THE FAMILY UNIT (VIEW FAMILY UNIT 
HISTORY)

• DISCUSS THE FAMILY UNIT MEMBERS WITH THE CURRENT CASE 
MANAGER TO ENSURE ADDING NEW MEMBERS OR DEACTIVATING 
CURRENT MEMBERS IS APPROPRIATE.

• REACTIVATE ANY FAMILY UNIT MEMBER THAT MAY HAVE HAD 
THEIR PARTICIPATION ENDED IF THEY ARE LISTED AS A CLIENT ON 
THE SFN 960

• ONCE THE REPORT HAS BEEN ENTERED, THE REACTIVATED FAMILY 
UNIT MEMBERS CAN BE DEACTIVATED (end participation) IF 
NECESSARY. 

QUESTIONS?
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