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Confidentiality 

All materia l in this guide is confidential and for the exclusive use of users of the EDDI system 

in  MacKillop Family Services.   
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Copyright Statement 

© Mackillop Family Services  

 

MacKillop Family Services is the exclusive owner of all copyright and other intellectual 

property rights associated with all òEDDIó software and associated user manuals and other 

documentation.  

 

The purpose of this publication is to provide a source of re ference only. MacKillop does not give 

any warranty about the accuracy or currency of this publication nor accept any liability in 

relation to any reliance upon or use of the contents of this work.  
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Changes will be issued as a complete  replacement document . 

 

Recipients should remove superseded versions from circulation .  

 

This document is authorised for release once all signatures have been obtained.  

PREPARED:  FIRST NAME,  SURNAME, 

TITLE  

Sharon Johnson, IT Trainer  

Review 

Date  

01/06/2016     

(for 

acceptance) 

Tim Clifton, Project Manager  

 

Review 

Date  

 

 

 

 

 

 

Review 

Date  

 

 
 

  

 
 

  

ACCEPTED:  FIRST NAME, SURNAME, 

TITLE, COMPANY  

Date:   - XX/XX/XXXX    

 
 

  

        

 
 

  

        

 
 

  

        

 
 

  

  



 

 

Release number 2  

EDDI Carer  6 

Document Development History 

Build Status: 

Version  Date Author  Reason Sections 

1  

 

 

2 

 

 

 

18/01/2016 

 

10/08/2016 

Sharon Johnson  

 

Sharon Johnson  

Initial Release  

 

Integration of new 

look and more 

functions  

All  

 

All  

 

 

Amendments in this Release: 

Section  

Title  

Section  

Number  

Amendment Summary  

ICONS  1 Some icons replaced and updated  

ACCESSING CARER 

MODULE  

7 All screen shots updated and some information updated.  

SUPPORT 8 Contact details verified.  

WHOLE RELEASE  All  New User Interface  

  



 

 

Release number 2  

EDDI Carer  7 

Table of Contents 

ACRONYMS  .................................................................................................................................. 9 

ICONS .......................................................................................................................................... 10 

i. Menu Bar ........................................................................................................... 10 

a) Modules ............................................................................................................... 10 

b) Page Bar .............................................................................................................. 11 

c) Carer Program Icons ............................................................................................ 12 

INTRODUCTION  ........................................................................................................................ 16 

a) What is EDDI? ...................................................................................................... 16 

b) What will EDDI do? .............................................................................................. 16 

HOW WILL EDDI HELP YOU?  ................................................................................................. 17 

a) Background .......................................................................................................... 17 

b) Key Features ........................................................................................................ 17 

c) How Will It Work? ................................................................................................. 17 

GENERAL INFORMATION  ....................................................................................................... 18 

a) Dates in EDDI ...................................................................................................... 18 

b) Mobility ................................................................................................................. 18 

GETTING STARTED  .................................................................................................................. 19 

a) EDDI Main Parts .................................................................................................. 19 

b) Log in Page .......................................................................................................... 20 

c) Home Page .......................................................................................................... 21 

d) Module Buttons .................................................................................................... 22 

e) Active Carers ........................................................................................................ 22 

f) Timeline ............................................................................................................... 22 

g) Search Page ........................................................................................................ 22 

h) Search .................................................................................................................. 22 

i) Search Result ....................................................................................................... 23 

j) Paging .................................................................................................................. 23 

k) Pending Enquiries ................................................................................................ 23 

l) Application Page .................................................................................................. 23 

m) Navigation Tree .................................................................................................... 24 

n) Grids and Views ................................................................................................... 24 



 

 

Release number 2  

EDDI Carer  8 

o) Menu Bar ............................................................................................................. 26 

ii. HIRA .................................................................................................................. 26 

iii. Feedback ........................................................................................................... 26 

iv. System Notification ............................................................................................ 26 

TRANSFER RECORDS  .............................................................................................................. 26 

NAVIGATION TREE  .................................................................................................................. 28 

DROPDOWN ARROWS  .............................................................................................................. 29 

HOVER TIPS  ............................................................................................................................... 29 

CALENDAR  ................................................................................................................................. 29 

COMPLETING MANDATORY FIELDS  .................................................................................... 30 

ACCESSING CARER MODULE  ................................................................................................ 32 

ACCEPT AND REJECT ENQUIRIES  ........................................................................................ 32 

a) To Reject an Enquiry ............................................................................................ 33 

b) To Accept an Enquiry ........................................................................................... 33 

INIT IAL ENQUIRY FORM  ........................................................................................................ 34 

c) Initial Enquiry Form- Data Field Definitions .......................................................... 38 

HOUSEHOLD RECORD IN EDDI  ............................................................................................. 42 

d) Services ............................................................................................................... 44 

e) Members .............................................................................................................. 45 

i. De-Duplication Search ....................................................................................... 45 

f) Contacts ............................................................................................................... 48 

i. Emergency Contact ............................................................................................ 48 

g) Addresses ............................................................................................................ 49 

h) Events .................................................................................................................. 50 

i) Notes .................................................................................................................... 51 

j) Accreditation / Preferences .................................................................................. 52 

k) Placements .......................................................................................................... 52 

l) Details .................................................................................................................. 52 

m) Attachments ......................................................................................................... 53 

n) Initial Enquiry Form ï Navigation Tree ................................................................. 54 

SUPPORT .................................................................................................................................... 55 



 

 

Release number 2  

EDDI Carer  9 

Acronyms 

 
Throughout this manual and in EDDI  itself, the following acronyms are used:  

 

A&P R Assessment & Progress Record  

C&PP  Care and Placement Plan  

CRIS Client Relationship Information System  

CRISSP Client Relationship Information System Service Provider  

EDDI  Electronic Document and Data Interface  

EIR  Essential Information Record  

LAC  Looking after Children  

LOTE  Language Other than English  

MRDS MacKillop Relational Data System  

OoHC Out of Home Care  
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Icons 

a) M enu Bar  

The menu bar is fixed to the page  and can be seen at Figure 1.  

Figure 1 

 

Your organisation name appears in the top left above the Home  icon. Modules that 

you have access to appear to the right of your organisation name.   To the right you can see 

HIRA , the EDDI assistant, SMILEY  FACE   icon to access the Feedback form and SPEECH 

BUBBLE   icon for system notifications.  

b)  Modules  

Below the welcome message your module icons will appear.  

 
Carer  

 

Carer Audit  

 
HBC  

 

Call centre (Fostering Connections)  

 
Client Data Audit  

 
Hotline (MacKillop only)  

 
NDIS Client  

 
NDIS Activity  

 
Share file  

 
Reports 

 
Family Relationship Centre / Client  

Note that all modules and accompanying pages now have different colours.  
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Below the icons you will see four to six boxes ð see Figure 2  below. 

 
Figure 2 

  
 

 

 

c) P age Bar  

When you click on an Icon (Carer in this case) it will bring up the following window:  

Upcoming Events 

linked to 

EVENTS in Carer  

Any active 

ALERTS you have 

in HBC will show 

here  

Any Clients 

assigned to you in 

HBC are here  

Any Carers 

assigned to you 

willshow here  

This area shows your 

EDDI activity over the 

last month  

This is your 

timesheet 

linked to NDIS  
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Figure 3 

 
 

Navigation i cons appearing at the bottom of the Search area:  

 

 
Advanced Search arrow. Clicking this will bring up additional search fields.  

 
Search icon. 

 
New Record icon. Click on this t o create a new Initial Enquiry form.  

To include transferred and/or shared files in your search, click in the boxes shown in Figure 

3 above indicated by the red arrows.  

 

Looking at the Household records area on the Search page:  

 

 
Transfer Record  record button. See the section on Transferring Records.  

 
Tr ash icon. Use with caution.  

d)  Carer Program Icons  

When entering a Carer Household record, you will see a top bar with the House hold number 

and Carer names; phase, Household members, address, and email contact, together with a 

map to the Household address. See Figure  4 below. 
Figure 4 

 
 

 

The TOGGLE  icon allows you to display and hide the Navigation Tree .(This 

icon appears on the Navigation tree both on the bottom and in extended view on 
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the left of the screen).  

 

ICONS appearing on the top of the Carer Household Record  are shown below.  

  

 

The PREVIOUS record button takes you backwards one carer (within  your 

search result list).  

 
The NEXT  record button takes you forward one carer (within your search result 

list).  

  
The DOWN  arrow expands all the content in each individual section of the 

Carer Household record.  

 

The BACK arrow takes you back to the Search page. 

  
The UP arrow collapses all the content showing individual headings only.  

 
The CAMERA  (capture)  button takes a snapshot of the page set -up and saves 

for you, allowing you to create a personalised details ôData pageõ. 

For example, if you were always going to be filling out the Notes and the Events  

sections you could pin (we will get to this) these two and then press the 

CAMERA capture button. Whenever you open a carer record EDDI will always 

open with Notes and Events s howing.Events is pinned to the top of the screen 

by default when you open Carer Household records.  

 
NEW RECORD  icon. If you wish to add a new record you must remember to 

press this icon otherwise you will be editing rather than inputting new 

information.  

  

ICONS appearing on the right of the Carer Household record  are shown below .  When hovered 

over the icons grey slightly in colour.  

 

 
The SAVE icon.  Any time you make changes to data  

 
The NEW RECORD icon. In any section, to add a new record, click this 

icon and complete the details.  

 
The EXPAND FIELDS icon. The EXPAND FIELDS  icon expands the grid  

to show previously created records. The ôgridõ is where all relevant records 

are displayed. If there are no previous  records, you will see a blank 

area.  See an example of a grid below  
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The PIN TO SCREEN  icon. You can select the layout that  works best for 

you and that you would like to see every time you open a Carer record..  

By default, EVENTS is pinned to the top of the screen.  When you have 

pinned all the sections you want, click the Camera to ôcaptureõ your 

favoured layout.  

 

At the bottom of the icons  panel  on the right , in every section, you will see a duplication of 

the icon that accompanies each section of EDDI  on the Navigation T ree displayed at the 

bottom of the page (if you have selected that layout).   See below. 

 

 
HOUSEHOLD  

 
SERVICES  

 
MEMBERS  

 
CONTACTS  

 
ADDRESSES  

 
EVENTS  

 
NOTES  

 
ACCREDITATION/ PREFERENCES ð ACCRED/PREF  

 
PLACEMENTS  

 
DETAILS  

 
ATTACHMENTS  

 
INITIAL  ENQUIRY FORM  

 

 

  

  

e) Throughout EDDI  

    SAVE 

 

 
Means a REQUIRED  field and must be completed . 

 
Means NEW RECORD or more details.  
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Means SEARCH . 

 
Means DELETE . Whenever you select this icon, you will receive a prompt message 

asking if you wish to delete . 

 Means CLONE . You can clone a record and simply change details. Instead of 

typing out the same entry, you can simply clone the original entry whch will bring 

it up in the Details area of each section and change details as required.  Do not 

forget to SAVE.  

 

 

EXPAND FIELDS  icon allows you to expand all the fields in a particular area, 

such as Events , so you can see each of the areas displayed on the page. 

EXPAND GRID  allows you to hide or reveal the grid in each section.  

 

f)  Tips  

 

Throughout the manual the light bulb icon indicates a tip.  
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INTRODUCTION 

a) What is EDDI ? 

EDDI  is the acronym for the Electronic Document and Data Int erface, the new Client and 

Carer management system utilised by MacKillop Family Services to capture key data. This 

system replaces MRDS and you will no longer need to register Carers  in that system.  

 

EDD I resulted from in -depth analysi s of all MacKillop sites, discussions with many p eople 

within the organisation about the data that was captured in the various systems and 

variations within the different locations  as well as external discussions with other agencies 

and organisations within the welfare sector.  

 

b)  What will EDDI do ? 

EDDI wi ll provide each agency with an efficient system to keep key data in one place and  

track and support carers as they move through the accreditation process .   

 

EDDI will standardise information across agencies and is mobile  (more about this  on page 18). 

It will provide crucial data on the  client and  carer experience, including drop offs and other 

key insights that will help monitor and improve carer support and retention . 

 

EDDI will also relieve the burden of administrative tasks as it has been designed to 

substantially reduce data  input .  However, CRIS is the mandated government system and 

must have separate data input.   

  

  

  

QUICK TIP

Save regularly using the SAVE    icon before clicking NEW      otherwise 

you will lose the information you have just entered  
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HOW WILL EDDI HELP YOU? 

a) Background  

In the past you may have been recording information relating to your Carers  in any one of the 

following places:  paper files,  manual Excel spreadsheets, Word documents,  Sharepoint lists,  

various databa ses, notepad and perhaps even post -it note s.  

Using all those areas to record notes can be time -consuming and tedious. Though it has been 

ôdone that way for yearsõ it means that Carer management  represents  a small fraction of your 

time and administration represents the majority . Keeping information cu rrent can be a 

lengthy process. EDDI  will change all that.  

b)  Key Features  

You will be able to more efficiently keep records ð all in one syste m with no need for 

spreadsheets or additional documents.  

c) How Will It Work?  

Recruitment  workers will input da ta about their Carers  in to EDDI.  Information about clients , 

family and friends will also be input into EDDI  Client module . An individual will only have 

one record on EDDI,decreasing data entry and enabling a more holistic level of support across 

MacKillop Program s. 

 

Prospective carers coming in via the new centralised enquiry line or website will be referred to 

an agency via EDDI . Carers will initially be given a list of agencies in their a rea to choose 

from. If they do no t have a preference they will be allocated  an agency on a proportional, 

sequential, rotational basis so i t is fair and equitable.  

 

Staff  will be expected to contact new referrals within a set amount of time  (currently two 

business days), with the new enquiry line operator responsible for following  up on this.  
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GENERAL INFORMATION 

a) Dates in EDDI  

All dates in EDDI are in the following format: DD/MM/YYYY . 

 

IMPORTANT  

For any entry requiring a date, the calendar will pop up. Read more about the calendar below. 

b)  M obility  

EDDI is totally mobile.  You can access it on your tablets, mobile phone and desktop PC ð 

wherever you have access to the internet - so you donõt have to wait until you get back to the 

office to fill out details in EDDI.   

 

 

  

  

 

 

  

QUICK TIP  

You can access EDDI on many devices provided you have your log in details and 

have internet access.  
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GETTING STARTED 

a) EDDI Main Parts  

Figure 5 

 

Login Page  

Sign in  

Figure 6 

 

 
 

Home Page 

Decide what to do?  

 
Figure 7 

 

Search Page 

Find records  
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Figure 8 

 

Initial Enquiry Form 

Page 

 
Figure 9 

 

 
 

 

 

 

Application Page 

 

b)  Log  i n Page  

Sign i n with the username and password  you were provided with.   

NB:  If you do not have a log in, please contact EDDI Support.  
 

Figure 10 

 
 

 

  

Once at the log in screen, use your 

user name and password  

 

NB : If you do not have access, please 

request access via the IT Service Desk 

process. 
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c) Home Page  

Logging in to EDDI, the first screen you will see is your Home Page. You will see icons at the 

top of the page that represent modules that are available to you.  
Figure 11 

 
Underneath the icons there are four  sections  if you have access to the Carer module  - see 

Figure 12  below. 

Figure 12 

  

 

QUICK TIP  

Tick ôRemember me? Äõ so EDDI will remember your details when you next log on. 

If this does not work, check if this feature was not overridden by the IT 

department policy.  
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The boxes represent the following  (going left to right and then down to the next line) : 

UPCOMING EVENTS  

Any events that have an upcoming action due will show up in this area.  

 

ACTIVE ALERTS  

This relates specfically to the Client module.  

 

ACTIVE C ARERS 

This area will show any  Carers allocated to you  

 

TIMELINE  

This area will show you any activity you have had in EDDI during the last  month.  

 

d)  Module Buttons  

The icons represent the modules that you can access. Each Home Page is unique to a user. 

Access to individual modules can be set up by IT in the security module according to the userõs 

role in the organisation.  Please contact EDDI S upport if you believe you are missing icons.  

e) Active Carers  

List s active Households  assigned to you. Clicking a Household  in the grid  in this area will 

transfer you to the matching Household page. 

f)  Timeline  

The timeline section displays a list of data changes that occurred within a period of time  

(typically with the last month) . This can be useful to check after returning to the office from a 

period of time away.  

g) Search  Page  

The purpose of the Search Page is to locate the Household records we need to vi ew or edit. It 

also displays Enquiries to be processed, together with Households already in place.  

h)  Search  

To assist in finding a record, both a simple and advanced search is available  (see Figure 12 ).  

 

To activate an a dvanced search and to select more search fields other than those displayed in 

Figure 12 , press the Down arrow  . 

 

 
Figure 13 
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i)  Search Result  

Once you submit Search using the magnifying glass icon   results will show in a grid 

pattern underneath the Household he ading line as shown in Figure 13 . 
Figure 14 

 
 

If we only need to add a new record, no search is required and we can proceed straight to the 

Application Page by pressing the NEW RECORD   button.  

j)  Paging  

Paging buttons shown at the bottom of grids in sections within a Household record  assist 

scrolling across a larger list of re cords spread across multiple pages as in Figure 14.   
Figure 15 

 

k)  Pending Enquiries  

Pending Enquiries to be accepted or rejected are shown under the External Enquiries heading 

on the home page. More about this later.  

l)   Application Page  

The Application page is used to view and process the Household details (View, Add, Edit, 

Delete). The main parts are the Navigation Tree  which can be toggled to display on the le ft of 

your screen (see Figure 15  below) or on the bot tom of the screen (see Figure 16  below). 

Your Household record ð if you use th e navigation tree on the bottom, it will display  in the 

centre of the screen and if you use the navigation tree on the left, the record will be on the 

right of the tree.  To change the position of the navigation tree, select the TOGGLE   icon. 
Figure 16    Figure 17 
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Navigation tree on the left of 

the screen 

 
 

Navigation tree on the bottom of screen  

 

 

 

m)  Navigation Tree  

By selecting a section in the Navigation Tree  on the left, the corresponding record is displayed 

on the right. If  you select an icon from the Navigation tree when displayed on the bottom of 

the page, you will be taken to that particular section.  

 

 

n)  Grids and Views  

Multiple records are lis ted in a grid  (Figure 1 8). A new record is displa yed in a detailed v iew 

(see Figure 19) which you can see by pressing the NEW RECORD          button. Both the grid 

and the detailed view subsections can be switched on and off using the  EXPAND GRID            

and NEW RECORD  buttons.  
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Figure 18 

 

 
 
Figure 19 
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o) Menu Bar  

At the top of your screen while you are in EDDI you will see a bar similar to this .  
 

Figure 20 

 

 

All your tabs  to EDDI Modules you have access to are on the left, b ut on the right there are 

three items . 

i.  HIRA  

Help is Readily Available. In  HIRA  you can access example videos for the major functions of 

EDDI.  To activate HIRA  click on the icon  and to turn it off, click on the icon again.  

 

ii.  Feedback  

The SMILEY FACE  icon   when clicked, activates a feedback form shown below in Figure 

20. Complete the necessary details and press the Send button on the bottom of the form.  This 

form will then go to EDDI.  Thank you for taking the time to provide feedback which helps us 

to continually improve EDDI.  
Figure 21      Figure 22 

 

 

 
 

 

 

 

 

 

 

iii.  System Notification  

The SPEECH BUBBLE   icon will have a red flashing exclamation mark over the top of it 

when there are new system announcements.  Any changes will be detailed for you here  (see 

Figure 22  above) and you can access the update by clicking on the SPEECH BUBBLE  icon.  

 

TRANSFER RECORDS 
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When you click on the Tr ansfer Records  button which is to the right of Household 

records on the main search page  (see Figure 13) it will bring up a grid as shown in Figure  23 

with the H ousehold section details displayed on the left of your screen.  
 

Figure 23 

 
 

 

Clicking on the tick boxes in each section as highlighted , will expand the information  to a grid 

of entries contained within EDDI as shown in Figure 2 4.   

 

Deselect the information you do not want to transfer  by unchecking the individual boxes to the 

right of the grid as highlighted . When complete, select the Transfer button again to transfer 

the file.  

 

 

 

 

 
Figure 24 
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When a record is transferred with in EDDI it will remain in the system but you will not be able 

to amend or add to the record.  

 

NAVIGATION TREE 
The Navigation Tree c an be positioned either on the left of your Applic ation page screen (see 

Figure 25  below)  with the Household record data on the right, or it can be positioned on the 

bottom of your screen with icons and explanations ( Figure 26 on the next page ). 

 

Figure 25 

 
 

If you select the Navigation Tree to display on the left, you can search the tree for specific 

information.  For example, if there is an Emergency c ontact number listed, type in the letters 
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ôEmerõ in the search box indicated in Figure 14, and the selected information will show as bold 

and italicised.  

 

If you position the Navigation Tree on the bottom of your screen, the Household record data 

will be centered on the page.  

Figure 26 

 
 

Each module is different. For example the Carer module will show different information in the 

tree to the Client module.   

 

DROPDOWN ARROWS 
There are three type s of drop down arrow  used in EDDI.  

 

 

Dropdown with the list of options visible  

 

 

 

Dropdown where list will become visible  after typing at least 3 characters  

  

 

Dropdown where you begin typing and press ôEnterõ for the list to become visible. If 

you find that the fields donõt have the relevant dropdown option you can sele ct either 

ôunknownõ or ôotherõ. 

 

HOVER TIPS 
Navigating throughout EDDI , if you hover your mouse over any field name i t will give you a 

description and tip of the content required  in the field .  

 

You do not  need to click on the line item, just hover over it . The tip wi ll appear for a short time 

only if you are using Internet Explorer. If using Google Chrome they will not disappear until 

you move your mouse.   For longer tips using IE you may need to hover again . See the QUICK 

TIP below. 

 

 

 

 

 

 

 

 

 

 

 

CALENDAR 

QUICK TIP  

If you hold your mouse over each line heading you will see a further 

explanation for each item as below  
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When you click on a calendar box as highlighted below  on the left of Figure 26 (anywhere that 

a date is required in EDDI) , the calendar will pop up and the current day will be highlighted 

blue as in Figure 26 below.  To go back previous months or forward future months in the same 

year, use the left (back) and  right (forward) arrows.  

 
Figure 27 

 
 

If you click on the ce ntre date bar shown in Figure 27 , it will take you to the  whole current 

year (months only displayed) .  Select the appropriate month you need and then the 

appropriate  day. You can navigate backward and forward using the left (back) and right 

(forward) arrows.   

 

If you want to navigate back a few years, click the centre bar . You will see õ01-20õ displayed 

(see Figure 27 below).  This represents the years 2001 to 2020. Click the back (left) arrow and 

it will take you to the previous 20 years, õ81-00õ representing 1981 to 2000, and so on. Clicking 

the right (forward) arrow will take you forward to the next 20 year block.  
 

Figure 28 

 
 

 

Click on the year you require, then the month and the appropriate day. Once you have selected 

the right day, the date will automatically populate into the appropriate date box.  

 

COMPLETING MANDATORY FIELDS 
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If you try to exit any section without completing the mandatory fields, you will see a screen 

that looks like this, with the compulsory fields marked in red.  

 
Figure 29 

 
Complete the fields marked and then save.  

  

  

 

  

QUICK TIP  

Some areas are mandatory  (marked with a red asterisk *). This information must be 

filled out.  If you try to save without completing this information, the field will be 

highlighted in red and the words ôRequired Fieldõ will appear underneath. 

 



 

 

Release number 2  

EDDI Carer  32 

ACCESSING CARER MODULE 
To access the Carer module , click on  the Carer icon on your Home page .  

 

You will see a window like that shown in Figure 30  below. 
Figure 30 

 
 

At the top you have your Search capability, both Simple Search and Advanced Search.   

Using the Simple Search, you can search by Household number (if known), the Household 

Phase which lists several options using the dropdown menu.  Select the right option for your 

search if you are using that option. You can select by First or Last Names, by your agency 

Service Code and by Date of Enquiry.   

 

Advanced Search is accessed by selecting the DOWN     arrow highlighted in Figure 30  

above. You will see an extra two fields pop up when you select the Advanced Search as in 

Figure 31 below.  

 

Figure 31 

 
 

You can choose to search by Accreditation Date or Exit date through Advanced Search. Select 

the search type in the le ft box and enter the appropriate information in the right box.  

 

ACCEPT AND REJECT ENQUIRIES 
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Underneath the search window and as shown in Figure  30 any enquiries from potential new 

carers will show under the External Enquir ies heading.  

 

It is important that you save these enquiries into the system if they are to be accepted, within 

two business days . As an example, if you receive an enquiry on a Friday, you will have until 

Tuesday to accept it.  To accept an enquiry, click an ywhere within the entry.  This will bring up 

an Intitial Enquiry form.   

 

 

a) To Reject an Enquiry  

If you wish to reject the enquiry for any reason, select the icon on the far right of the External 

Enquiries box highlighted in Figure 32  below. 

 
Figure 32 

 
 

You will receive a prompt message asking if you are sure you wish to reject  the enquiry ð see 

Figure 33  below. 
 

Figure 33 

 
 

PLEASE NOTE : Once deleted, it cannot be retrieved and will be forwarded to another agency.  

 

b)  To Accept an Enquiry  

Click and open the External Enquiry  shown at Figure 32  which will bring up the details 

already entered on an Initial Enquiry Form. Complete ALL  mandatory information and then 

save.  Once open, to accept you will need to enter the mandatory data required which is any 

data highlighted with a RED ASTERISK * . There will be some areas that may be pre -filled. It 

is important that you check the mandatory dat a is complete as a minimum before saving and 

then SAVE using the  SAVE icon in the red column  on the right hand side of the Initial 

Enquiry Form .   

DO NOT COMPLETE  the Completed by Worker and Date areas on the bottom of the Enquiry 

form unless it is completed in full.  

 

Saving after completion of the mandatory details  will then display the EVENTS  and 

HOUSEHOLD MEMBERS  windows on the same page as your Initial Enquiry Form.    
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The EVENTS  area will allow you to ensure the progression of Events within a r ecord from 

Date of Initial Enquiry.  

 

The HOUSEHOLD MEMBERSõ area allows you to complete details of the C arer and anyone 

else in the household disclosed during the Enquiry phase.  

 

INITIAL ENQUIRY FORM 
The Initial Enquiry form can be used for all direct enq uiries as well and it will also be brought 

up on your screen when selecting any enquiries received through the Hotline or Call Center.  

You can also input any enquiries made direct to you, by selecting the  NEW RECORD  icon 

on the front search page.  The In itial Enquiry form is broken down into different sections and 

these will be detailed in this section  of the User Guide .  

 

In the top section of the Initial Enquiry form, users conduct a duplication search to ensure 

that the person being entered in to EDDI is not already registered in the system.  To do this 

the First name and Last name areas at the top of the page are completed as highlighted  and 

numbered 1  in Figure 34 below.  This is known as a ôde-duplicationõ search.  

 

If the person is not in the EDDI system already, a down arrow will appear ð highlighted and 

numbered 2 in Figure 34 below. HOWEVER, if there is a person with a similar spelling of the 

names, the name(s) will appear in a grid beneath the de -duplication area ð highlighted and 

numbered 3 in Figure 34 below. If you believe that person in the grid to be your enquirer, click 

on the tick at the end of the grid line ð highlighted and numbered 4 in Figure 34 below.  
Figure 34

 

You must complete the mandatory fields before you can save your Initial Enquiry Form, so i t 

is important to scroll through all the sections of the form and fill in any fields marked with the 

red asterisk * . 

Figure 35 

1 
 

 

1 

2 

3 3 4 
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Figure 35 above shows the Administration and Address Details section of the Initial Enquiry 

Form.  

The Initial Enquiry Questionnaire which is immediately below these sections follows  in 

Figures 36 and 37.  
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Figure 36

 

Figure 36 above shows the first part of the questionnaire  and you will note there are no 

mandatory fields in this selection.  

 

Figure 37 below shows the final part of the questionnaire.   

 

NOTE the icons in the red table on the right hand side.  Please ensure once you have 

COMPLETED ALL THE MANDATORY FIELDS  that you save using the SAVE icon. Once 

you have SAVED the Initial Enquiry Form, both MEMBERS  and EVENTS  fields will show. 

This enables you when completing the Initial Enquiry Form with the Carer applicant , to add 

household member details and to begin the event process i.e. First Contact with Worker and 

Information Pack Sent.  PLEASE NOTE  Events are now automated.  For example, once you 

sign off as Completed an Initial Enquiry Form, it will create an event s howing the date that 

happened. 

 

Once you have completed ALL  the non -mandatory  questions in the Initial Enquiry Form, you 

can fill out the bottom sections ôCompleted by Worker õ and ôCompleted Dateõ. Once those are 
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filled out  and you SAVE again , this will cr eate your HOUSEHOLD RECORD  where you can 

begin to enter all other sections of the Household record which you can see in the Navigation 

Tree either on the left of the page or the bottom of the page, dependent on which format you 

have selected to show the Navigation Tree.  (See pages 29 and 30). 

 
Figure 37 

 
 

If the applicant does not qualify for further processing, you will need to close the record.  To do 

this you need to change the household ôPhaseõ based on the reason. During Enquiry stage, it 

may be Enquiry ð Withdrawn.  If you exit someone from the Program (that is they are never 

going to consider foster care again) the Exit details must be completed.   
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c) Initial Enquiry Form - Data Field Defin itions  

 

REF.  

DATA FIELD NAME  

* = MANDATORY  

 

DEFINITION  

DROP 

DOWN 

FIELD  

 

NOTES AND TIPS  

 First Name *  The first name of enquirer   Type in top box and it will 

populate in Details  after 

de-duplication check.  

 Last Name *  The surname of enquirer   Type in top box and it will 

populate in Details  after 

de-duplication check.  

 Date of Birth *  Date of birth of enquirer    

 Sex*  Sex of enquirer  Y  

 Indigenous Status *  The indigenous status of the 

enquirer  

Y If the enquirer is 

uncomfortable with this 

question, you can select 

ôNot stated / inadequately 

describedõ 

 Cultural Identity  The cultural identity of the 

enquirer , also known as 

Ethnicity, Heritage or 

Culture  

Y You can filter this line by 

typing the first three (3) 

letters of the cultural 

identity and filtered 

results will display  

 CALD Details  Any comments or notes 

relating to the enquirerõs 

CALD  

 Free text  

 Main LOTE spoken 

at Home  

The main language other 

than English spoken at home  

  

 Carer Number  THIS FIELD IS  

PROTECTED UNTIL THE 

CARER IS REGISTERED  

  

 Date of Enquiry *  The date the enquirer made 

the initial enquiry to become 

a foster care giver.  

Y Can be typed free text or 

the calendar picker may 

be used. 

 

 

First Contact Date *  

 

The date the agency  first 

made contact with the 

enquirer.  

 Can be typed free text or 

the calendar picker may 

be used. 

 Phase *  Indicates the processing 

phase the foster carer 

Household is in  

Y 11 options in the drop 

down menu  from Enquiry 

to Exit Program.  Select 

carefully.  

 Service* The name of the service the 

enquirer is assigned to is  

location dependent  

Y Search box comes up, type 

three letters and it will 

produce filtered results.  

 Worker  Name of staff person 

supporting enquirer to 

become a foster carer and 

maintaining pre -

accreditation documentation  

Y List populates dependent 

on location of Service.  

 Address Line 1  First line of the address 

location of the enquirer  

  

 Address Line 2  Second line of the address 

location of the enquirer if 

required  

  

 Address Suburb *  The suburb location of the 

enquirer  

Y Search box comes up type 

three letters and it will 

produce filtered results.  

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

12 

13

3 

14 

15 

16 

17 

11 
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 Address Post Code*  The post code attributed to 

the post code allocated to the 

address of the enquirer  

Y Search box comes up type 

three letters and it will 

produce filtered results.  

 

 

Address LGA  Local Government area of the 

enquirer  

Y Search box comes up type 

three le tters and it will 

produce filtered results.  

 

 

Address State  State location of the enquirer.  Y Search box comes up type 

three letters and it will 

produce filtered results.  

 

 

Address Country  Country location of the 

enquirer  

Y  

 

 

Contact Details Home  Home phone number of 

enquirer  

  

 

 

Contact Details Work  Work phone number of 

enquirer  

  

 Contact Details 

Mobile  

Mobile phone number of 

enquirer  

  

 Contact Details 

Email  

 

Email address(es) of enquirer    

 Enquiry Source ð 

How did you hear 

about our foster care 

program  

How did the enquirer hear 

about the foster care program  

Y Dropdown menu selection  

 

 

 

Details  

Details which accompany the 

enquiry source above in 26.  

 

 

 

 

 

Initial Enquiry 

Questionnaire (IEQ)  

1 ð If applicable, how 

many years have you 

and your partner 

been together  

This question relates to the 

number of years the enquirer 

(and partner) have been 

together.  

  

 

 

IEQ 2 ð How many 

years have you lived 

together.  

If applicable, how many 

years have the enquirer and 

partner lived together.  

  

 

 

IEQ 3 ð Have you 

applied to become a 

foster carer before?  

Has the enquirer applied 

before either to this 

organisation or another to 

become a foster carer? 

 CHECKBOX ð tick if Yes  

 IEQ 3 Details  

 

Enter details of any relevant 

information if the enquirer 

has applied to become a 

foster carer before.  

  

 

 

IEQ 4 ð Are you 

currently a foster 

carer with another 

agency? 

Is the enquirer currently a 

foster carer with another 

agency? 

 CHECKBOX  ð tick if Yes  

 

 

 

IEQ 4 ð Details  Details relating to whether 

the enquirer is currently a 

foster carer with another 

agency. 

  

 

 

IEQ 5 ð What has 

made you decide to 

call us today about 

fostering?  

Details about what 

encouraged the enquirer to 

call about fostering?  

  

 

 

IEQ6 ð Enquiry 

Trigger  

Details about what the 

trigger was to encourage the 

enquiry about foster care.  

Y  

 IEQ7 ð Are you Is the enquirer interested in   

18 

19 

20 

21 

22 

23 

26 

28 

24 

25 

27 

31 

32 

29 

30 

33 

34 

35 

36 
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 interested in a 

particular type of 

fostering 

(placement)? 

a particular type of fostering 

e.g. short term, long term, 

respite, emergency 

placements? 

 

 

 

IEQ8 ð What work or 

other commitments 

on your time do you 

have? 

Detail of work and other 

commitments that impact on 

the enquirerõs time. 

  

 

 

 

IEQ9 ð Are there 

likely to be any 

significant changes in 

your family over the 

next 12 months?  

Tick the checkbox if there are 

likely to be significant 

changes in the family over 

the next 12 months.  

 CHECKBOX ð Tick if Y es 

 

 

 

IEQ10 ð Is there 

space in your home 

for a child or young 

person (or for another 

child or young person 

if you already have 

children)?  

Detail here if there is  a 

spare bedroom, suitable play 

and homework space.  

  

 

 

IEQ11 -Are you 

currently trying to 

have a baby, involved 

in a fertility program 

or treatment or 

seeking to adopt?  

  CHECKBOX ð Tick if Ye s. 

 

 

 

IEQ12 - Details  Detail any intended activity 

related to trying to have a 

baby, involvement in a 

fertility program or seeking 

to adopt.  

  

 

 

IEQ 13 - Have you 

had any involvement 

with a child 

protection 

department?  

  CHECKBOX ð Tick if Y es. 

 

 

 

IEQ 14 - Details  Detail any involvement the 

enquirer may have had with 

a child protection 

department.  

  

 

 

 

IEQ 15 - As police 

screening is part of 

the process, does any 

household member 

have any criminal or 

spent convictions?  

Applies to WA only   CHECK BOX ð Tick if 

Yes. 

 

 

 

IEQ 16 -Details  Enquirer needs to detail 

whether any household 

member has any criminal or 

spent convictions.  

  

 

 

 

IEQ 17 - Other Issues  Detail here any other issues 

which may impact the 

Household.  

  

 

 

 

IEQ 18 - Questions 

Asked by Enquirer  

Detail here any specific 

questions the enquirer asked.  

  

 

 

 

IEQ 19 ð Do you want 

me to send out a 

Foster Care 

Check this box if the 

Enquirer would like a Foster 

Care Information Pack  

 CHECKBOX ð Tick if Yes.  

37 

38 

39 

40 

41 

42

  

43

  

44 

45

  

46

 

47 

48
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Information Pack?  

  

Completed by Worker  

Once the Initial Enquiry 

Form is completed fully, the 

Worker selects their name  

Y Intuitive search for 

Worker Name.  

 

 

 

Completed Date  

This is the date the Initial 

Enquiry Form is fully 

completed by the Worker.  

  

49

  

50
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HOUSEHOLD RECORD IN EDDI 
The Household  section is where all carer information is captured and processed once the initial 

carer enquiry has been received. All carer management activity, information and documents 

are recorded in this area, just like an old paper file.  

Household records are usual ly system created when an enquiry that is ôin regionõ is submitted 

via the Foster Care Hotline  module or an Initial  Enquiry form is completed.  You can also 

generate an Initial Enquiry form  for direct enquiries.  Once that Initial Enquiry form is 

appropri ately completed, you would fill out the ôCompleted by Workerõ and ôCompleted Dateõ 

areas to generate a Household record.  

The H ousehold record will contain the applic antõs details. When searching for a particular 

Household, select Household from the dropdow n menu noting that you do not need to select an 

option in Phase unless they relate to the nature of your search.  In this pa rticular case shown 

at Figure 38   below, to search for Tom Cooper select the magnifying glass icon;  the search 

results appear below  the Household heading .   

Figure 38

  

NOTE:  When the household you are searching for (in this case Tom and Rosie Cooper, 

Household 108) comes up in the grid below the Household heading, you will see the 

TRANSFER RECORD  icon and TRASH icon.   

 

To select the record to edit, click in the grid entry avoiding the icons on the right, unless you 

intend to TRANSFER  or DELETE  a record. 

 

Figure 39  below shows the opening screen when the household of Tom and Rosie Cooper is 

selected. 
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Figure 39 

 

This entry shows that Household 108  is accredited with a vacancy. You can make changes to 

the Phase by selecting the drop down menu.   

The Household Structure area has a dropdown menu and a Details box.  In here you can  write 

an outline of other members of the household structure. The main language other than 

English can also be selected here.  

There are also check boxes which if ticked, places the Carer on a mail merge list for sending 

out newsletters and Christmas cards .   

Additionally , there is a checkbox that the Carer is available for emergency placements with 

provision for details about the placement below that checkbox.  By ticking the ôAvailable for 

Emergency Placementsõ checkbox, if the Household phase is Accredited- Vacancy, the C arer 

Household will be visible in an Emergency Carer Report.  
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d)  Services  

Figure 40 below shows the details of the Services area of the Household record : 
Figure 40 

 
 

Previous services and workers show in the grid pattern above the details box. Service is a 

mandatory field in this area and there is a dropdown menu from which the appropriate service 

can be selected.  

Similarly the correct MacKillop workerõs name may be selected from a drop down menu.  Both 

the Service and Worker fields are searchable using the search boxes at the top of the 

respective columns (highlighted).  

A check box indicates whether this is the primary service or not. If the case number is known 

it should be entered here.   

To create an additional service click the NEW RECORD  icon on the right to 

create a new record.  Remember to SAVE when you have completed your new entry. 

Each service will then be listed in the  grid above the Details area.  

 

 

 

 

 

  

QUICK TIP:  

By clicking the PIN  icon  on the right of the page, you can add this section 

to your favourite page layout (the layout you see every time you open a 

Household record).  
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e) M embers  

Going to the Members section, any already added Household members will appear in a grid a s 

in Figure 41 below. Selecting NEW RECORD will provide the details box that needs to be 

completed for each additional Household member.  

Figure 41 

 
 

Members section has three additional sections to the de -duplication search shown in Figure 

42.  This search enables you to check to make sure Household members are not already listed 

in EDDI.   

 
Figure 42 

 
 

 

i.  De-Duplication Search  

To conduct your search to ensure no duplication, enterthe First Name and Last Name, select 

the SEARCH  icon. At this point there are two options.  If the personõs name is not in EDDI 

already (or one very similar), a downward arrow will appear. Clicking on  that arrow will move 

the name you have typed from the top lines to the greyed out First Name and Last Name 

areas ð see Figure 43 below.  

 

However, if the name appears in a grid below the search icon,  you will need to determine if 

that is the same person.  The usual information that appears is first name, last name, date of 

birth and suburb.   

 

 
 

Figure 43 
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You will note that the First Name and Last Name are greyed out under Personal Details.  

It is a requirement of EDDI that you complete the name details in the top boxes as you can 

conduct a search from that point using the SEARCH  icon which is located directly under the 

top name boxes on the left.  

 

If the person is listed in EDDI, their name will appear in a grid beneath the icon  bar on the 

left next to the SEARCH and TRA SH icons. At the same time, the dropdow n arrow highlighted 

in Figure 45  below will appear. If you wish to select the person shown in the grid, you will 

need to select their record by clicking on the tick icon show n and highlighted  on the far right of 

the entry  in Figure 45.  

Figure 44

 

Figure 45 

 
 

Selecting the drop down arrow will populate the Personal Details area with as much 

information as is available for that person. There are several compulsory fields in thi s form.  

 

As with all other date entries in EDDI, a calendar will pop up for your use if you wish.  

If you select the wrong person after your search, use the TRASH  icon to delete the entry.  You 

will be provided with a prompt asking you if you wis h to delete the entry prior to deletion.  
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It is important that you SAVE each new record before creating a NEW RECORD  as any 

information will be lost  unless you do. Save and then create a  NEW RECORD  for each 

member of the household until all are entered.  
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f)  Contacts  

Figure 46 below shows the Contacts Details screen.  

 
Figure 46 

 
 

Any existing contact  information will show in the grid  above the Details box.  

You can also see the CLONE  icon and the TRASH  icon on the right. The clone icon allows you 

to select an entry to duplicate  which will populate the Details box below, allowing you to edit  

the details and save as a new record with minimal typing required.  

 

Remember to SAVE before adding a NEW  RECORD or the details will be lost.  

 

Contact Type is a mandatory field and a dropdown box is provided.  

 

The contact details in each entry must  be attributed to a household member in the ôMemberõ 

area and a dropdown box is provided which details al l household members  to select from . 

 

i.  Emergency Contact  

Note the hover tips for Emergency Contact.  If you are creating an Emergency Contact, once 

you have selected ôEmergency Contactõ from the Contact Type dropdown menu, in ôContact 

Infoõ enter the appropriate telephone number or details and then select the Household 

Member from the dropdown under ôMemberõ at the bottom of this section. 
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g) Addresses  

Figure 46  below shows the details in the Addresses area. You can see there are mandatory 

fields in the De tails and Administration areas highlighted with a red asterisk.  

 

Dropdown boxes are provided in many of the areas and it is important to check the Primary 

box if the record relates to a Primary Address of the Address Type.  

 
Figure 47 

 
 

When entering new Address details, remember to SAVE after each entry before creating a 

NEW  RECORD. 
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h)  Events  

Figure 47  below shows the existing entries for the Tom Cooper Household. In events you will 

see the pagination The pages at the bottom indicates there are two  pages of entries, so you 

could change t he Page Size at the bottom to 20  to show all records in one page . 

Figure 48 

 

Records in this area can be CLONED  and DELETED  but care should be taken to ensure the 

correct record is selected for deletion.  

 

The Event Type is a mandatory field with other fields filled out as required. It is important to 

put in as much information as you are able in Events, as you may not be the only person 

accessing a record.  Having a  complete history and having Events allocated to a Household  

member is important .  

 

Remember to fill out ôOutcomeõ from the dropdown that is specific to each activity within 

Events, as this links to business rules set up in EDDI to generate future activity .  Expiry 

Dates generate alerts in Upcoming Events on your front page, so these are also important.   

Please remember to select the correct Household Member.   

 

If you clone an Event, you must allocate the correct Member, so ensure you select  the right 

person before saving and make the appropriate changes in the Event details.  
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i)  Notes  

Notes allows for the keeping of supervision, safety, care concern or case note  details which are 

selected through ôNote Typeõ in the Details area. All fields with the exception of ôDetailsõ are 

mandatory.  

 

Note if Supervision is selected as the Note Type, additional fields are displayed as shown in  

Figure 48 below.  
 

Figure 49 

 
 

 

Remember to SAVE after each new Notes entry.  

 

You may CLONE  the existing records which will populate the Details area.  Change details as 

required and SAVE before commencing a new details record.  

 

The DELETE  icon is also present but care must be taken when deleting records and you will 

receive a prompt asking if yo u want to delete.  
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j)  Accreditation / Preferences  

Figure 49   below shows the Accreditation and Preferences screen:  
Figure 50 

 
 

In this section you are able to add a Preference record and what the Carer is Accredited for in 

terms of age of children, care type, placement length, client type and sibling groups.  

Though fields are not necessarily mandatory beyond Record Type, it is im portant to enter as 

much information as possible as you may not be the only person accessing this record in your 

work area.  

 

 

k)  Placements  

Figure 50   below shows the Placements screen which details previous p lacements the 

Household has had and any current p lacements.  

 

PLEASE NOTE:  this area is populated from the EDDI Client module and is unavailable for 

entries to be made.   
 

Figure 51 

 
 

l)  Details  

Figure 51 shows the Details screen with pre -existing records and a new Details area below.  
Figure 52 








