Naming Convention

2/18/2026

document

The Naming Convention document
and other items needed for the
Quarterly QA review are located on
the title IV-E FUSION page.

https://FUSION.dssvirginia.gov/df

s/DFS-Home/Title-IV-E-Foster- T o

Care/Quarterly-QA-Reviews

Last update: July 2@5

Naming Convention document: FORMAT

Form Naming
Document Type Sub-type Convention
Subject




COMPASS | Mobile Portal

= Use Google Chrome to login

COMPASS | Mobile Portal

= Thelink tologinto the Portal may
be found on FUSION

= To access COMPASS| Portal, you
must be connected tothe State
Network or a VPN (Prisma Global
Protect or Cisco Anyconnect)

Log into COMPASS| Portal using
your LDAP and password.

Password

\/]

VIRGINIA DEPARTMENT OF
SOCIAL SERVICES

2/18/2026

From the portal home screen, select the appropriate icon

Welcome back, DEBORAH!
222 Workspaces
§ nums

For title IV-E reviews we primarily use 3 icons

COMPASS | MOBILE

Participants Case icon Placement Providers icon

Permanency/Prevention
Cases icon

Parficioants

Piserment Provde




COMPASS Il

Home

Welcome back, DEBORAH!

22 Workspaces

2/18/2026

o

Participant Case icon

Sub-type
Permanent Verification
|
[ |

Subject Subject

Citizenship Verification Social Security Verification
Alienage Verification
o

Related records
B tddeses  Prowes  Resonan
Dacumants
Date Attached 14 Type 14 Sub-Type 14 Subject 14
+ =] Q v
Setert sast 282 e p
Select 84/97/2824 E P

NOTE: For IV-E purposes, the Type will always be IV-E




COMPASS lvosie

Home  Workspaces = Diash

Welcome back, DEBORAH!

22t Workspaces

2/18/2026

Cpe
Placement Provider icon
I
[ [ |
Placement Placement Placement
LDSS or LCPA LCPA Agency file Residential Facility
Resour ce Home File Group Home
Ty
Placement Provider icon
Sub-type
Placement
LDSS Resource HOME file
| —
[ 1 1
Subject Subject Subject
Certificate of . - . OBl letter(s) for
Approval (COA) Checklist for Initial Provider Foster Parent(s)
Approval
l(chan ge in fam ily size or hom e add ress))| Checkllst for vaide r
Reapproval
Cye




Relaled records

2/18/2026

< Safety Checksmustbe wit hin 120 days prior to the p rovider’sinitial approval.
<« Addendum need ed w hen there is a change in the home (add ress, number of childre n, etc.) and /or a
changeinh ousehold members

“» NOTE: The COA andchecklists are not child s pecific th erefore, do not upload d uplicate co pies of
documentsalready inthe file.

Placement Provider icon

Sub-type
Placement

LCPA Resource HOME file

Subject
LCPA Non-Conviction Letter (NCL)

Subject

Certificate of Approval (COA)

Addendum
(Change in famly sz or home adir ey

&
Related records
= Documents
Tvee 14 sup-Type 14 subject 4
+ Q v
61/23/2824 NE Placement Certificate of Approval- 9/4/23-9/4/26
B, 24 vE Placement LCRA Non-Conviction Letier

% Safety Checksmust be wit hin 90 days priorto the p rovider’sinitial appro va l.
+» NOTE: The COA and NCL are not childspecific; therefore, don ot upload duplicate copies of documents
alre ady in the file.




Related records

] val e
Date Attached T8 Type 14 Subs Type, Mediia Type T8 Sutlect
t Q v
Seiec vE Placement Nan-Conviction Lester
Docum ents no tup load ed in accor dan @ w ith Nam ing Conven tion
tect e Placzment MY 51911641972
Select 18/02/2623 v-E Placement R [CE 4-9-16-4-9-25
Select 65212025 IVE LCPA Non-Convictian Letier
Setac 16022623 vE HUMANKIND LICENSE 4-11-14-4-16-24

LCPA Age ncy license incor rectly uploa ded to Re s urce ho me file

NOTE: The LCPA license shouldbe saved und erthe specific placement provider in COMPASS, not und erthe LCPA

Resource Home.

(. Jao

2/18/2026

Placement Provider icon

Sub-type
Placement

LCPA AGENCY file

Subject

LCPA License

[ R

Related records
B Placerens | Documents
Date Attacnes 18 Type T4 Sub-Type 1§ sumject T4
+ = [q kb
) LGP License Ievcept Youth Services Martirsvllle 4:21:2021 fo
ssr1272621 Placement
511212621 vE e P
License Irercept Yauth Services Martirails 4-21-2619 10
2021 e Placement
-26-2621
B5/84/2823 v-E Placement LC-'J: License Imercept (Martinsy - AiZWI033 - 4/26/2925
e Placement ice reille 6471236
Duplicate entry -- delete

NOTE: Please, do not upload duplicate copies of documentsalready inthe file.

&




Fdit widgets

Welcome back, DEBORAH!

==Wspaces

Permanency/Prevention Case icon

Sub-type

Permanent Verification
|

2/18/2026

Subject Subject
DCSE Paternity verification
Referrals (DNA testing, Acknowledgment of Paternity, court
order)
&
Related records
@  CaseParticipams  C Documents Pla
Date amached {4 Type 14 sub-Type 14 Subjeet 14
+ £ Q N
Sele VE Permanent Verification pes: N
Salect IN-E
IVE
DCSE referrals: May be one u plo ad that inclu des allp arents
DCSE/501s — {na me of parent or paren ts}
®-




Permanency/Prevention Case icon

Sub-type

Court Order/VPA

2/18/2026

Subject Subject Subject Subject
Petition and Affidavit Te mp orary & Permanent Adoption VCSSA andOrder
Court Orders Entrustment Assistance approving VCSSA
Voluntary Placement Order VPA Ageement (AAA) caseplan
&

Related records

B Case Par Collateral Covacts ~ Documents  Reminders  Case Plan
Date Avtachea 14 Type f4 Sub-Type T4 [Bubject 12
+ =[q ¥
81/23/2824 IVE Court Order VPR Pidudicatory Ordes- 1"51‘?921—
123624 Ve Court OrcerivPA | [Emergency Removal rder- 12720262 RTINS
83N3/2624 VE Court Drder/VPA | [Dispositional Order- 2/62/24 -

jiaryFarenting Time- 16/19/2026-

Selec B4/99/2624 VE Court VP

Selec 04/99/2624 VE Cou

OrderVPA | [Remaval Petition- 12/20/2023 EGEGSI

BarE262a VE Court Orcerrven | [Preliminary Removal Order [12.22.24) QU=

% The initial ordermusthave Contrary tothe Welfare (CTW).
++ Reasonable efforts (RE) must be o btained within 60days.
«» All court orders are required tobe uploaded as they are needed to track Annual JudidalReviews (AJR).

[\ Qe

Permanency/Prevention Case icon

Sub-type
Initial Screening
[

Subject Subject Subject Subject
Title V-E Application & Notice of Action Title V-E Appl/Eval AFDC Documentation|
Evaluation (Initial) forFostering Futures {sib lngs: One uplo ad fo rth e AU is
suffide ntif e ach child's name is

listedin the Subject line.)




Related records

2/18/2026

@ Caseper [ Contacts  Documents  Reminders  Cas:

Date Attached 14 Type 14 Sub-Type T4 Subject 14
TR 9

Selact BL18/2824 v Inftial Sereening| | NOA-189/262: (D

Selagt V232024 IvE Initial Screening| | Iv-E Application- 1/5:2024- SR
83/252624 vE Initial Screening| | Tv-E Evaluation- 1/9/24- TN
B3/25/2624 vE Initial Sereening| | [v-E Evaluation- 1/5724- NS

Select 83/25/2624

AFDC Documantation- SPIDeR, APECS DCSE Remrﬂ.
vE Initial Screening
-

AFDC do cumentation: Only do system searches for AUmembers, those livingin the removal home at
the time of removal.

@i

Permanency/Prevention Case icon

Sub-type

Placement

Subject
License for
Child Care
Provider &
Statement

of Need

Subject
Residential
Facility Rate

Sheet

Subject
Financial
Agreement (s)

Subject Subject
Kinship IcPC
Waiver Documents
Initia and 100A &100B
completion of]|
waiver
needed

Subject
FF Independent
Living
Arrangement
Agreement

[\ Jr e

Related records

B  CosePart Contacts |~ Documents  Rer Ca
Date Attached T4 Type 14 sub-Type 14 | [ subject 14
+ =a L
Select 81/23/2824 IVE Placement Child Care- The Bamow Center- License 7/27/2623-7/26/2625)
Select 61/23/2624 V-E Placement Statemnent of need ‘o - G
Select 8112312624 WE Flacement Financlal Agreement- Ingrarn- 12/20/2023 (SRS
6313/2624 IV-E Placement Financial Agreement- Ingram- 261724

NOTE: Each placemen t change and/or change inrates, requires a NEW Finandal Agreement.




Permanency/Prevention Case icon

2/18/2026

Sub-type
Payment

Subject Subject Subject Subject Subject
Clothing Child Care Transportation: VEMAT Case
Action(s)

Allowa nce Pay ment Invoices Pay ment Invoices,

Receipts BID, Documentation

[ B o

Related records

@  CasePuiiip Cowacts  Documents  Reminders  Case Plans
Date Attached 14 Type 14 SubnType 1! Subject 14
+ = Y

Select e

e
Select 83/25/2624 WE Payment

Payment. Basic and Enhanced Payments- 111724

P i sy e, Basic and Enhanced Payments- 1/1/24- g
Sedect 83/25/2824 vE Pagment Child Care Irwolea-P0- 1072024 - N

VEMAT: Only page 1& page 7 are required);assess ment annually or 90 days for scores 28 and higher
VEMAT {score oramount} {effective d ates} {name}

Permanency/Prevention Case icon

Sub-type

Other IV-E documents

Subject Subject Subject
Notice of Action(s) Title V-E State Other Job Aids & Tracking Tools

Monitoringform IAR tracking sheets; FormingtheAU; Determinind
the Removal Home; dothing TrackingSheet, etc

{pecific upl cad)~ {rame ofyouth)

10



Related records

2/18/2026

B caser Collterals  Contacts | Documenis  Case Plans
Date Attached 14 Type 14 suB-Type 14 Suject 14
+ = |Q v
Select 621212624 WE Dther 5
= document
Omer IV-E
Selec 821212624 WE -
document
Other TV-E
Salect a22024 WE WO - 646772024 G
N document -

Notice of Action (NOA)— A NOA is req uired for any change in payment; suspension or reinstatement o f

payment; change in source of payment; andcase dosure.

How to Upload IV-E documents in COMPASS

1. Inthe casere cord, scroll to the bottom of the screen .
2. Click on the DOCUMENTS tab.

Related records

@ CaseParticiparns ora entacs

3. On the left-hand side of the screen, click the Plus sign (+) icon.

Related records
®

ot Documents s Pl

Type 14 Sub Type, Mecia Type 14 Subject 14

4. On the DETAILS screen,complete all the re quired fields:

a. Click on the drop downto selectthe Type (ALL do cumen tation for IV-E mustb e Type IV-E)

=

11



4. On the DETAILS screen,complete all the re quir ed fields :
b.

Click on the drop downto selectthe Sub-type

2/18/2026

&

c. Subject (referto the Naming Convention document)
d. DateReceived

Descrip tion

4. On the DETAILS screen,complete all the re quired fields:

e.

T

5. Go toAttachmentand click on Choose Filein the Docu ments sectiononthe screen.

6. Filedirectory dialogue box will appear. Selectthe file to attac

h.

& pues

= ekgroup

=- 0 @

7. Click on SAVE in the upp erright-hand corner.

12



How to Change the Sub-type in COMPASS

1. Select/o pen the d ocument.
2. Click on EDIT in the upp erright-hand corner. ‘

_— i

2/18/2026

28
==
D
3. Selectthe correct Sub-type from the d rop-downlist.
4. Click on SAVE in the upperright-hand corner.

[m]

How to Delete a document in COMPASS

1. Select/open the d ocument.

2. Click on the threedots ... in the upp erright-hand corner.
3. Clickon [ delete

- 3002005 - 1VE - e VE Siate Monioing Form e —

=

[ Delee

13



Related records
a "

et 14

Search Documents

Filtering

To filter for IV-E documents...

1. Click on the Funnelicon ™

2. Choose and select the approp riate Sub-type
3. Click on Search

2/18/2026

[Search Documents

[Date Atsched

ST T 14

[subr-Trpe -
Itiel Screening

Iusscia Type

uject

Joate Received

Juotes.

[sun Tyne, maedia Tyme

NOTE: Only documents saved as Type IV-E have a Sub-type.

If a do cume nt was u pload ed under any Type otherthan IV-E, it will not display when searching by Sub-type.

e 14 Ty, Mmaa Trme 14 [——

S Ty, octs Type 11

14



Text box search/filter

By typing a word inthe Subject text box, COM PASS will auto matically start filtering t he do cu me nts. This
feature can be extremely hel pful whe nthere are sibling grou ps.

NOTE: W hen filterin g via th e Subject textbox..less is more!

Search Documents

RN,

2/18/2026

Related rocords

-

Sort...by Date Attached

e

Related records

Sub Type, Media Type 14 ‘Subject 14

[ —

When all else fails, sort...by Subject

o «

Related records

Date Attached T3 Type T3

Sub Type, Media Type 13 Subject 12

Suts Tyoe, Media Ty T4

Subject 1§

Fracement

ot seresring

Refer to the Naming Convention
document to ensure you are
selecting the correct Sub-type

15



Final thought.......

Follow the Naming Convention documentand when abbreviating or using dates, be consistent!

Consistency

NOA Notice of Action
IVE 'S IV-E

J. Jones S JJones

Allen James S Al

12/24/24 Vs 12242024
04.02.24 S 4/2/24

It’s your choice but be consistent throughout!

[ Bt

2/18/2026
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