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Introduction

ORCHIDS

Oregon Child Health Information Data System is the data entry system
within FamilyNet used to collect data for the Babies First, CaCoon, and
Maternity Case Management programs. Data for billing, program evaluation,
and Title V reporting are collected. ORCHIDS enables the program to
analyze and describe the services being provided by Maternal and Child
Health (MCH) programs across Oregon.

What is FamilyNet?

FamilyNet is an integrated family health data system used to collect client
information for Maternal and Child Health programs.

FamilyNet can:
e Link the public health services provided for a child or family
e Track and report on referrals made

e Evaluate the effectiveness of DHS programs at both the county and
state level

FamilyNet ORCHIDS has replaced WCHDS and the Perinatal data system.

What other programs use FamilyNet?
The following programs use FamilyNet:

e Babies First!

e CaCoon

e Maternity Case Management

e WIC

e [Immunization

What is the benefit of using FamilyNet?

FamilyNet stores some information that is common to clients across
program applications, such as name, address, and phone number. If you have
a client that has been referred from WIC, you can search for that client in
FamilyNet, and the client’s demographic information will already be entered
in the system. As a result, you will not have to re-enter the client’s
demographic information.
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Need help?

If you have questions or comments about information in this manual, contact
ORCHIDS Application Support:

971-673-0382 or orchids.app-support@state.or.us
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Lesson 1: Logging into FamilyNet

Lesson 1: Logging into FamilyNet

1. Double-click on the Citrix icon on your desktop. On some desktops it
looks like a blue circle with white papers inside of it; on other desktops it
looks like a yellow door. The label on the icon may have been renamed
in your office. The Citrix icon is the icon you use when you log into the
FamilyNet TWIST, IRIS, or ORCHIDS modules.

Ry

2. This website should open: https://dhs.oregon.gov/vpn/index.html

/- Citrix Access Gateway for Oregon DHS - Windows Internet Explor=-

I@' https: | /dhs. oregon.gow)vpn/inde:. bkml ﬁ el || | A If'LiveSearch

File Edit \iew Favorites Tools Help J '@ -

‘ ..

©) citrix Access Gateway For Oregon DHS J fjHome ~ [ Feeds (3] | Read Mail |

. Favarites J 1= & | DHS Learning Center - Login & | ORCA & | web Slice Gallery =

Oregon Department of Human Services
Femite Access Porial

3. Type your Citix user name, which is also called your “E—number” or

“partner number.” Type your password. Click the button.
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Lesson 1: Logging into FamilyNet

4. On the Applications screen, click once on the FamilyNet icon:

Familyiet

5. The first time a computer connects to FamilyNet, the ICA Client File
Security window opens. In the window, click Full Access and Never
ask me again for this application, as shown below. Click the [OK]
button. Normally, this window appears only once, so you will be able to
skip this step during future logins.

ICA Client File Securi x|

&, zerver application is trving to access your
lozal client files.

YWhat accezs zhould be allowed?

 Mohccess
{" Read Access
& Full dccess

Do pou want to be azked again?

£ Always azk me ohce per connection

| @ Mever ask me again for thiz application I

" Mewer azk me again for any application

0K | [Eancel
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Lesson 1: Logging into FamilyNet

6. The FamilyNet login screen appears. Enter your FamilyNet User ID and
Password. Click the [OK] button. If you do not have a FamilyNet User
ID and Password, contact your local system administrator.

Welcome To Familyhet

STATE OF OREGoN

Liser ID :|

Password: l

Change Pagzword | (] I

Cancel

N

7. The Select Modules window appears. You are logged into FamilyNet.
To close FamilyNet, click the X in the upper-right corner of the Select

Modules window.

¢ Select Modules

| mmmEation ORCHIDS |Seu:urit_l,l |WIE I

=101 x|

/

8. To close the Citrix XenApp - Applications window, click the X in the

upper-right corner of the window.
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Lesson 2: Adding a New User

Lesson 2: Adding a New User

A system administrator can:
e Add a new user
Remove a user
Edit information about a user’s login, including the password
Assign a security role to a user
Remove an assigned security role from a user

To maintain security and confidentiality of client information, a local system
administrator assigns each staff person a unique FamilyNet login ID and
password, along with appropriate security roles that allow each staff person
to access specific screens and functions.

Notes:

1. If you experience any problems in managing staff access to
FamilyNet, contact ORCHIDS Application Support:
orchids.app-support@state.or.us or 971-673-0382.

2. A local system administrator can maintain user access and roles that
pertain only to his or her local agency.

3. If you need help logging into FamilyNet, see “Lesson 1: Logging into
FamilyNet,” page 3.

To add a new user:
1. Inthe Select Modules window, click the Security tab.

% Select Modules 0] x|
[nirieatcn | ORCHIDS | Security b{ |
—| Modules

2%%5
ﬁ

,_,.t u

:O r

[} |r||'r| ||

Select Modules window with Security tab selected
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Lesson 2: Adding a New User

Security

2. Double-click the Security Control EZiEEl icon. The Security screen

appears.
%3 Security _1&8| x|
File Maintain  Cutpuks  Window  Help

L

3. Inthe Security screen, select Maintain from the menu bar at the top of
the screen.

7% Security
File Maintain Cukputs  Window  Help

L3

% Security

File | Maintain Qutputs  Window  Help

Then, select User from the Rele
drop-down menu that
opens.

Repositary
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Lesson 2: Adding a New User

4. The Security — [SA140S — User Maintenance] screen appears.

15;‘ Security - [5A1405 - User Maintenance ]

File Edit Window Help

I

_| all Users for Agencr! _IAII Ruoles for Agency!

[FHa Client M azter LA Update -
i3 Client Master Yiew Only L

JHA Commurity Health Murse-La,

B IRIS Limited | ser

Ja IRIS Pawer User

A IRIS Special User

3 RIS Standard User

[Fa ORCHIDS - Babies Firstl

i ORCHIDS - CaCaon

fka ORCHIDS - Local Administrator
fHa ORCHIDS - Matemity Case bomt
kA ORCHIDS Reports

kA School Exclusion Reports Lser
A Schoal Exclusion Standard U ser
+-EFE Set User Security-Local

F-E WIC Administrator. Manager LA

Security - [SA140S - User Maintenance] screen

ﬁ Amy Swesome [ awesomea |
ﬁ Gina Great [ greatq |

[+ Kathy Kind [ kindk |

ﬁ Suzy Special [ zpecialz |

5. Inthe Security — [SA140S — User Maintenance] screen, right-click
anywhere in the left column. A pop-up menu appears.

':;1-‘ Security - [SA1405 - User Maintenance]
File Edit  Window Help

e

_| All Users For Agencr! _IAII Roles for Agencﬂi
ﬁ Ay Awezome [ awesomea | -- Client M azster L& Update
ﬁ Gina Great [ greatg -- Client b azter Wiew Only Ly
[+ Kathy Kind [ kindk | B8 Community Health Murse-LA

Suzy Special [ specials | B IRIS Limited Lser
=+ @ IRIS Power User
Insert Liser # [ IRIS Special User
Remave Lser #-BF IRIS Standard User
Edit User - ORCHIDS - Babies First!
Edit User Roles ﬁ' ORCHIDS - CalCoon

+-[2 ORCHIDS - Local Administ

Security — [SA150S - User Maintenance] window with pop-up menu displaying
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Lesson 2: Adding a New User

6. Select Insert User from the pop-up menu. The SA150S - User -
Insert window appears.

SA1505 - User - Inserk
—|User Info

User ID: I

Mame: |
Password: [HHH*

Confirm Password: [F++*

| ] I Cancel

SA150S - User - Insert window

7. Inthe SA150S - User - Insert window, in the User ID field, type the
login ID for the new user.
Notes:

 If the user already has a local login ID in your agency’s network,
use that same login ID here.

* To create a new login ID, use the first letter of the user's first name
and the first seven letters of the user's last name. If this produces
an ID already in the system, add a numeral after the final letter, or
delete the final letter and insert a middle initial after the first initial.

8. In the Name field, type the user's full name.

9. Inthe Password field, type a temporary password for the user, which
the user will reset after logging in the first time.

Notes:

* The password must contain 6-12 alphanumeric characters and
begin with an alpha character.

* Assign a temporary password to each new user and instruct them
to change it the first time they log in.

10.In the Confirm Password field, retype the password.
11.Click the [OK] button.
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Lesson 3: Editing an Existing User

Lesson 3: Editing an Existing User

Note: If you need help logging into FamilyNet, see “Lesson 1: Logging into
FamilyNet,” page 3.

1. Inthe Select Modules window, click the Security tab.

7 Select Modules =10 x|
Immurization | ORCHIDS  Security g |

Tablaz

Select Modules window with Security tab selected

2. Double-click the Security Control
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Lesson 3: Editing an Existing User

3. The Security screen appears.

Maintain  Oukpuks  Window  Help

Security screen

4. In the Security screen, select Maintain from the menu bar at the top of
the screen.

T3 Sacurity
File Maintain ©ukpuks  Window  Help

L3N

i3 Security
Then, select User from File | Maintain Outputs indow  Help
the drop-down menu that

opens.
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Lesson 3: Editing an Existing User

5. The Security — [SA140S — User Maintenance] screen appears.

1;;1 Security - [9A1405 - User Maintenance]

File Edit Window Help

je@| e e
_| All Users For Agencr! _IAII Roles for Agencr!
- Amy Awesome [ awesomea | [+ Client Master LA Update =]
[#-% Gina Great [ greatg ) [+ Client b aster Wiew Only LA
ﬁ k.athy Eind [ kindk ] #1-EFa Community Health Muse-L2,
[+-¥ Suzy Special [ specialz | " IRIS Limited User

-- IRIS Power User

= & IRIS Special User

B8 IRIS Standard User

Bk ORCHIDS - Babies First

i+ B8 ORCHIDS - CaCaon

-- ORCHIDS - Local Administrator
i+ 4@ ORCHIDS - Matermity Case Mgmt
- ORCHIDS Reports

[#-EF8 School Exclusion Reports User
-- Schoaol Exclusion Standard U ser
" Set User Security-Local

+1-FbE WIC Administrator. Manaaer L,

Security - [SA140S - User Maintenance] screen

6. In the left column of the Security — [SA140S — User Maintenance]
screen, right-click the name of the user whose information you want to
edit. A pop-window appears. Select Edit User.

"-j"fu‘ Security - [SA1405 - User Maintenance]
File Edit Window Help

IR
_all Users for Agency|
Eﬁ' Ay Aezome
ﬁ Gina Great [ greatg |
ﬁ K.athy Kind [ kindk. ]
[+ Suzy Special [ specialz |

Insert Lser ‘

[ awesomeag

Remove Lser

Edit User Foles
Tl
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Lesson 3: Editing an Existing User

7. The SA150S - User - Edit window appears.

SA1505 - User - Edit
—| User Info

User ID: fawesomea

Mane: Iﬁ.my AESOMmE

Change Password | | 0k, I Cancel

SA 150S - User - Edit window

8. Inthe SA150S - User - Edit window, click the Name field and type to
edit the name.

541505 - User - Edit
—| User Info

User ID: [awesomea

Mane: |F'.m§.= AWesOmeness,

Change Password | | (] I Cancel

Edited user name

9. Click the [Change Password] button in the SA150S - User - Edit
window.
SA1505 - User - Edit

—| User Info

User I |awesnmea

[ Elr=H |.ﬂ.m';.f Awesormeness

Change Password | | ] 4 I Cancel

Page 13



Lesson 3: Editing an Existing User

10. The Change Password window appears.

11.

12,

13.

14,

Change Password
e Passwords m

Confirrm MNew Passward: _f“****

0k, I Zancel

Change Password window

In the Change Password window, type the new password in the New
Password field.

Notes:

* The password must contain 6-12 alphanumeric characters and begin
with an alpha character.

* Assign the same temporary password for all password resets and
instruct the user to change it at the next login.

In the Confirm New Password field, retype the new password.
Click the [OK] button to close the Change Password window.

A pop-up window appears that states the password has changed.

[Password changea x

y Password changed as requested.

Click the [OK] button to close the pop-up window. The pop-up window
closes.
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Lesson 4: Assigning a Role to a User

Lesson 4: Assigning a Role to a User

Note: If you need help logging into FamilyNet, see “Lesson 1: Logging into
FamilyNet,” page 3.

1. Inthe Select Modules window, click the Security tab.

¥ Select Modules =0 %]
Immurization | ORCHIDS Securits-bm: |

—| Modules
e l::
o S
i Ei
oot
LFiEy %M% o
Conkrol Eﬁﬁ %E

Select Modules window with the Security tab selected

2. Double-click the Security Control Bl icon. The Security screen

appears.
## security =l=] x|

File Maintain Cutputs Window  Help

[® |
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Lesson 4: Assigning a Role to a User

3. Inthe Security screen, select Maintain from the menu bar at the top of
the screen.

T "
o Security

File Maintain ©ukputs Window  Help

L3R

Then, select User from the drop-down menu that opens.
¥ Security
Eile | Maintain Cutputs  Window  Help

Role
Repositary

4. The Security — [SA140S — User Maintenance] screen appears.

1;;1 Security - [9A1405 - User Maintenance]

File Edit Window Help

I
_| All Users for Agencr! _IAII Roles for Agency!
R Amy Awesome [ awesomea | [#-EF Client Master LA Update =
[+ Gina Great [ greatg | -- Client Master Yiew Only L&
[ Kathy Kind [ kindk | [+1-EF Community Health Murse-LA
-9 Suzp Special [ specialz | [+ IRIS Limited User

-- IRIS Power Usger

R IRIS Special User

B IRIS Standard User

+-E-@ DRCHIDS - Babies First

i+ 4@ ORCHIDS - CaCaon

-- ORCHIDS - Local Adminiztrator
=+ 48 ORCHIDS - Matemity Case Mgmt
- ORCHIDS Reports

& B School Exclusion Reports Lser
-- School Excluzsion Standard L ser
-- Set User Secunty-Local

- FRE WL Administrator. Manaoer L
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Lesson 4: Assigning a Role to a User

5. In the left column of the Security — [SA140S — User Maintenance]
screen, right-click on the name of the user that needs security roles
added. A pop-up menu appears. Select Edit User Roles.

'1_5:1-‘ Security - [SA1405 - User Maintenance]

File Edit ‘Window Help
e o =
— Al Users for Agency| .
Eﬁ' Ay Aezome E
¥ Gina Great [ greatg

-8 Kathy Kind [ kindk |
=" Suzy Special [ specials |

[ aweszomes |

Insert User
Remove User
Edit Lser

6. The SA200S - Edit User Roles window appears.

SAZ005 - Edit User Roles
—User Roles F——

User! |awes::nmea

bk

klient Master LA Update

ICIienI: Master Wiew Ol LA

kummunity Health Murse-LA&

fIRIS Limited User

IIRIS Power Llser

IIRIS Special Lser

IIRIS Standatd User

[oR.CHIDS - Babies First!

[oR.CHIDS - CaCaon

[oRCHIDS - Local Administrator

IORCHIDS - Makernity Case Mgmk
b |[ORCHIDS Reports

Clear all | | ] I Cancel

1 S R e S i i B B i A

|1
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Lesson 4: Assigning a Role to a User

7. Inthe SA200S - Edit User Roles window shown below, all of the
ORCHIDS roles are selected:

—hJser Roles F—
User: [awesomea

}Cllent Master LA Lpdate [~
}Cllent Masker View Only L& [
ICl:ummunlty Health Murse-La [T
RIS Limited User [
RIS Power User [T
IIRIS Special User [T
RIS Standard | lser |
RCHIDS - Babies First! v
RCHIDS - CaCoon v
FoHIDS - Local Administrator v
IORCHIDS Maternity Case Mgrik v
RCHIDS Reports v

=

Clear Sl EIK Cancel |

e ORCHIDS - Babies First!

This role opens access to the data entry screens for Babies First.
e ORCHIDS - CaCoon

This role opens access to the data entry screens for CaCoon.
e ORCHIDS - Maternity Case Mgmt

This role opens access to the data entry screens for Maternity Case
Management and Maternity-Other Program (MOP).

e ORCHIDS - Local Administrator

Local system administrators always have this role. In some agencies,
other users also have this role. Follow your local agency’s policy
regarding which users may have this role checked. Turning on this
role for a user will activate the two deletion buttons on the Client Info
tab. They are located in the bottom right corner of the Client Info tab
and are named “Delete Case/Visit” and “Delete Billing.” Users with
the “ORCHIDS - Local Adminstrator” role can delete a visit that has
not been billed to DMAP and/or a case with no billed visits. Users
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Lesson 4: Assigning a Role to a User

with this role can also delete a billing claim that has not transmitted to
DMAP vyet (i.e., a pending claim) or a claim that errored during billing
processing.

e ORCHIDS - Reports

This role opens access to ORCHIDS Reports. Follow your local
agency'’s policy regarding which users may have access to ORCHIDS
Reports. In some agencies, this role is not granted to all users. Any
user that reconciles billing claims will need this role in order to
generate a Billing Report.

8. Click the [OK] button to confirm the changes.

9. Click the Save icon = in the toolbar at the top of the screen to save
the changes.
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Lesson 5: Removing User Role
Lesson 5: Removing a User Role

Note: If you need help logging into FamilyNet, see “Lesson 1: Logging into
FamilyNet,” page 3.

1. Inthe Select Modules window, click the Security tab.

¥ Select Modules =0 %]
Immurization | ORCHIDS  Security iwn: |
—|Mudule5

Conkral

2. Double-click the Security Control icon. The Security screen

appears.
¥ security == =]

Eile Maintain Outputs ‘Window Help

L3
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Lesson 5: Removing a User Role

3. Inthe Security screen, select Maintain from the menu bar at the top of
the screen.

T "
o Security

File Maintain ©ukputs Window  Help

L3R

Then, select User from the drop-down menu that opens.
¥ Security
Eile | Maintain Cutputs  Window  Help

Role
Repositary

4. The Security — [SA140S — User Maintenance] screen appears.

1;;1 Security - [9A1405 - User Maintenance]

File Edit Window Help

I
_| All Users for Agencr! _IAII Roles for Agency!
R Amy Awesome [ awesomea | [#-EF Client Master LA Update =
[+ Gina Great [ greatg | -- Client Master Yiew Only L&
[ Kathy Kind [ kindk | [+1-EF Community Health Murse-LA
-9 Suzp Special [ specialz | [+ IRIS Limited User

-- IRIS Power Usger

R IRIS Special User

B IRIS Standard User

+-E-@ DRCHIDS - Babies First

i+ 4@ ORCHIDS - CaCaon

-- ORCHIDS - Local Adminiztrator
=+ 48 ORCHIDS - Matemity Case Mgmt
- ORCHIDS Reports

& B School Exclusion Reports Lser
-- School Excluzsion Standard L ser
-- Set User Secunty-Local

- FRE WL Administrator. Manaoer L
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Lesson 5: Removing User Role

5. In the left column of the Security — [SA140S — User Maintenance]
screen, right-click on the name of the user that needs security roles
added. A pop-up menu appears. Select Edit User Roles.

'1_5:1-‘ Security - [SA1405 - User Maintenance]
File Edit ‘Window Help

[we@| 0=

— Al Users for Agency| ’_[
Eﬁ' Amy Awezome [ awezomea | E
#- ¥ Gina Great [ greatg ) Insert Lser
ﬂ K.athy Kind [ kindk | Remove User
[+ Suzy Special [ specials | Edit Liser

Edit User Roles
6. The SA200S - Edit User Roles window appears. \

SAZ005 - Edit User Roles
—Wser Roles S—

User: |awesu:|mea

3

ICIient Master LA Update

klient Masker Wiew Only LA

IC::ummunit';.f Health Murse-L&

RIS Limited User

IIRIS Power Lser

IIRIS Special User

IIRIS Skandard User

[oRCHIDS - Babies First!

foRCHIDS - Cacaon

[oR.CHIDS - Local Administrator

IORCHIDS - Maternity Case Mgmkt
b |[oRCHIDS Reports

Clear all | k. I Cancel

SA 200S - Edit User Roles window

AR T T17171 7

L1«
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Lesson 5: Removing a User Role

7. Inthe SA200S - Edit User Roles window, click on the checkmark to
the right of the role you wish to remove. In the picture below, the
ORCHIDS - Babies First! role is no longer checked. This means the user
will no longer be able to access the Babies First data entry screens.

SAZ005 - Edit User Roles
—User Roles F——

User: Iawesu:umea

4

ICIienI: Master LA Update
ICIient Masker Wiew Only LA
ku:ummunit':.f Health Murse-LA
fIRIS Limited User

IIRIS Power Llser

IIRIS Special Lser

RIS Standard User

P |ORCHIDS - Babies First!

£
.

[oRCHIDS - Local Administrator
}CJFLCHIDS - Maternity Case Mamk

[oRCHIDS Reports v -

Clear All | | ak. | Canzel |

8. Click the [OK] button at the bottom of the window to confirm the
changes.

3 MR Y| | i B B i B i B

9. Click the Save icon in the toolbar at the top of the screen to save

the changes.
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Lesson 6: Removing an Existing User

Lesson 6: Removing an Existing User

Note: If you need help logging into FamilyNet, see “Lesson 1: Logging into
FamilyNet,” page 3.

1. Inthe Select Modules window, click the Security tab.

¥ Select Modules = 10| x|

Immurization IIIIFH:HIDS Security wn:|
—|Mudule5

Select Modules window with the Security tab selected

SECUriky

2. Double-click the Security Contro| Rl
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Lesson 6: Removing an Existing User

3. The Security screen appears.
=18l x|

3 Security
File Maintain ©utputs  wWindow  Help

o

Security screen

4. Inthe Security screen, select Maintain from the menu bar at the top of

the screen.

73 Security
File Maintain Cukputs

L3R

Window  Help

Then, select User from the drop-down menu that opens.
i3 Security

Eile | Maintain Cutputs  Window  Help

Role
Repositary
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Lesson 6: Removing an Existing User

5. The Security — [SA140S — User Maintenance] screen appears.

;,1!'-- . _ .
¢ Security - [SA1405 - User Maintenance]

File Edit Window Help

I
_I All Users for Agencr! _IAII Roles for Agencr!
- Anny Awesome [ awesomea | [+ Client Master LA Update 1=
-4 Gina Great [ greata | [+1-EF8 Clisrit M aster View Only LA
- Kathy Kind (kindk ) I BFE Commurity Health Nurse-LA
[ ¥ Suzy Special [ specials | [+1-EF8 RIS Lirited ser

-- IRIS Power User

B IRIS Special Liser

=+ B IRIS Standard User

-- ORCHIDS - Babies Firstl

+ 4@ ORCHIDS - CaCoon

-- ORCHIDS - Local Administrator
i+ 4@ ORCHIDS - Matemity Case Mgmt
=+ 8 ORCHIDS Reparts

-- School Exclugion Reports Lser
&+ B School Exclusion Standard User
[+ Set User Securty-Local

[ WIC Administrator. Manager LA

Security — [SA140S - User Maintenance] screen

6. In the left column of the Security — [SA140S — User Maintenance]
screen, right-click on the name of the user you want to remove. A pop-up
menu appears. Select Remove User on the pop-up menu.

':5:‘-‘ Security - [SA1405 - User Maintenance]

File Edit ‘Window Help
I

—| All Users for Agency|

[+ cr ATp—

[ AWEE0MEeSs |

ﬂ Gina Great [ greatg ) Insert Liser
‘a K.athu Kind [ kindk |
- Suzy Special [ specials | Edit Uiser

Edit Lser Roles

Note: Before you can remove a user’s login, you must remove the user’s
roles. If you need help removing the user’s roles, see “Lesson 5:
Removing a User Role,” page 20.
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Lesson 6: Removing an Existing User

7. The SA150S - User - Remove screen appears. Verify you have
selected the correct User ID and Name.

SA1505 - User - Removye I
—| User Info

User I |aawesu:ume

«_

hame: famy Awesome

Ok I Cancel

8. Click the [OK] button to remove the user. The pop-up window closes.

5A1505 - User - Remoye I
—| User Info

User I |aawesu:ume

Marne: |.ﬁ.m§.-' Awesorne

Ok I Cancel
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