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Instruction Sheet  
 
CHILD AND FAMILY SERVICES MAINTENANCE REPORT  
 
DCI Number/Fiscal Year: 455917 E.GCIMS (2015-2016)  
 
Applicable Funding Agreements: This data collection is required by recipients receiving 
funding under Directive 20-1, or the Enhanced Prevention Focused Approach.  
 
Purpose: The purpose of the report is to review expenditures paid for services provided for 
eligible children. The data is used to ensure eligibility of First Nations children under the terms 
and conditions of the funding agreement, to verify eligible expenses for billing purposes and to 
provide activity level indicators which AANDC uses for trend analysis. 
 
Reporting Period: First to last day of the reporting period, inclusive  
 
Due Date: 15 days after the end of the reporting period  
 
Program Documentation: First Nations Child and Family Services - National Program: 
http://www.aadnc-aandc.gc.ca/eng/1335464419148 
 


Field Definitions: 


For further details on how to fill out the First Nations Child and Family Services Maintenance 
Report, please refer to the First Nations Child and Family Services Information Management 
System DCI User Guide. 


Field Definition 
Province or Territory for Reporting Identifies in which province the recipient 


operates. 
Agency Name  Name of the agency responsible for the 


delivery of child and family services.   
Funding Recipient Number 4 digit number assigned to the First Nation, 


Agency, Tribal Council or Province  
Funding Recipient Name(Agreement) This is the name (First Nation, Tribal Council, 


Province, or Agency) with whom Aboriginal 
Affairs and Northern Development Canada 
has a funding agreement for the delivery of 
child and family services. 


Submission Type  
 
 For further information on the DCI 


submission process please see on 
Submission Type in the DCI User Guide.  


This identifies if the DCI submitted is an 
Original, Supplemental, Amendment, or 
Resubmission.  
 
Original – Refers to the first maintenance 
report submitted for the reporting period 
 
Amendment – Refers to changes made to 
previously submitted child maintenance 
information for the reporting period.  
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Supplemental – Refers to the addition of child 
maintenance information that is net new to the 
reporting period.  
 
Resubmission – Refers to replacing a 
previously submitted maintenance DCI with a 
new submission.  
 
Rate Adjustment - The Province or Territory 
has implemented a rate change and it must be 
retroactively claimed as a maintenance 
expense affected by a rate adjustment for a 
previous reporting period. 


Reporting Period Identifies to which reporting period the 
information provided pertains. 


IRS Number/Temporary Non Registered 
Number 


The Indian Registry System (IRS) number of 
the child placed in protective care.  A valid IRS 
number is comprised of 10 digits and in the 
format ##########.  If the child is not 
registered, leave blank and a temporary 
number for FNCFS purposes will be 
generated. Notification of this temporary 
number will be provided to the recipient.  
 
Temporary Non-Registered Number – this is 
13 characters long, assigned to all children in 
care who are not yet registered as a Status 
Indian as defined by the Indian Act. For further 
information on the temporary non-registered 
number, please refer to the Child Information 
Section in the DCI User Guide.  


Child’s Family Name The last name of the child who has been 
placed in care 


Child’s Given Name The first name of the child who has been 
placed in care.  


Date of Birth (YYYY-MM-DD) The child’s date of birth in the format YYYY-
MM-DD 


Gender (M/F/NR) The gender of the child who has been placed 
in care.  


Net New Admission Identifies whether it is a child’s first time 
receiving services or when a child has 
previously been discharged and is back in the 
system receiving services.   


Child Welfare/Legal Status Status assigned to the child as per 
provincial/territorial legislation. e.g.: Temporary 
care, voluntary care, permanent care.  


Provider Name This refers to the name of the care provider as 
identified by the Province/Territory where the 
child was placed into care (i.e. foster home or 
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group home, etc…).  
No. Days in Care The total number of days in the reporting 


period the child has been in this continuous 
placement.   


Placement Type  Refers to the placement of a child (e.g.:  
group home; foster care, institution, kinship 
care) 
 


Start Pay Date (YYYY-MM-DD) The first day when the expense incurred 
(YYYY-MM-DD).  
Use a new line if the child has been 
discharged and readmitted into care during the 
month or if the placement type changed during 
the reporting period. 


End Pay Date (YYYY-MM-DD) The last day when the expense incurred 
(YYYY-MM-DD). 


Rate This refers to the basic rate for the care 
provided. For further information on monthly 
and per diem rates, please refer to the 
Placement Type Expenses section of the DCI 
User Guide. 


Care Cost The total placement type cost based on the 
start pay date, end pay date and the 
placement type rate.  


Additional Child Cost Type This refers to any additional costs over and 
above the basic/regular maintenance rate 
associated with the provision of services for a 
child in care.  Eligible expenditures are set out 
in the AANDC National FNCFS manual and 
must be within AANDC authorities, reasonably 
comparable to those provided by the 
province/Territory and not fundable through 
other sources.  
 
The Categories are: 
 
Child Care Support  
 
Therapy/Assessment not Covered by NIHB 
 
Family Connection  
 
Health and Well Being not Covered by NIHB  
 
Education Related Expenses not Covered by 
FN Education 
 
Legal  
 
Placement costs  
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Recreation Allowance 
 
Vacation Allowance 
 
Transportation 
 
Other  
 
Not Applicable 
 


Additional Child Cost  This field is to provide the amount paid for the 
additional child cost that is outside of the 
basic/regular maintenance rate.  


Additional Child Cost Description This field is to provide additional description of 
the additional child costs associated with the 
provision of services for a child in care.  


Post Adoption Subsidy Expense(s) Post-adoption subsidies and supports are to 
the adoptive parents and/or supports including 
counseling services and support for children 
with special needs to facilitate permanent 
placement.  


Expense Cost This field is to provide the amount paid for the 
post adoption subsidy expense. 


Expense Description This field is to provide a description of the post 
adoption subsidy expense. 


Financial Summary 
Placement Type/Service The type of placement when the child is in 


care (e.g. Foster Home) 
Post Adoption Subsidy Post-adoption subsidies and supports are to 


the adoptive parents and/or supports including 
counseling services and support for children 
with special needs to facilitate permanent 
placement for children.  


Total Number of Child Placements The number of individual placements for 
children in care reported in the submitted DCI.  
For calculation rules, please refer to 
Maintenance Report Financial Summary 
section of the DCI User Guide.  
 
OR 
 
The total number of post adoption subsidies 
for children receiving federal funding based on 
post adoption subsidy expenses.  


Total Number of Days   By placement type - the number of days of 
care for all children reported in the DCI being 
submitted. For calculation rules, please refer 
to the Maintenance Report Financial Summary 
section of the DCI User Guide 
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OR 
 
The total number of days based on the start 
pay date and end pay date of the post 
adoption subsidy expenses for the reporting 
period. 


Total Care Costs By placement type - the total Care Costs for all 
children reported in the DCI being submitted. 
For calculation rules, please refer to the 
Maintenance Report Financial Summary 
section of the DCI User Guide.  
 
OR 
 
The total Post Adoption Subsidy expense cost 
for the reporting period. 


Total Additional Child Expense By placement type - the total additional child 
costs for all children reported in the DCI being 
submitted. For calculation rules, please refer 
to the Maintenance Report Financial Summary 
section of the DCI User Guide 


Total Maintenance Costs By placement type - the total amount being 
claimed for reimbursement. For calculation 
rules, please refer to the Maintenance Report 
Financial Summary section of the DCI User 
Guide 


Children and Family Services Prevention Activities 
Individual and Families Refers to the provision of culturally appropriate 


preventative/support services directed at 
preserving the family unit from which an 
individual child and/or a family benefit. These 
services are designed to reduce the incidence 
of family dysfunction and breakdown or crisis 
and to reduce the need to take children into 
alternate care or the amount of time a child 
remains in alternate care. Services may 
include but not limited to the following: 


Family Enhancement/Family  
 
Preservation/in-home case - work 
 
Abuse Intervention 
 
Parenting Courses 
 
Anger Management Courses 
 
Homemaker/parent aid services 
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Youth and Parent Mentoring 
 
Non-Medical Counselling 


Group and Communities  Refers to community services/activities 
provided by the child and family service 
provider designed to lead to positive impacts 
for themselves and/or their families.  These 
services are part of a broader community-
based strategy that helps families become 
safe, healthy and self-reliant in overcoming at 
risk circumstances. These services and 
activities may include but not limited to the 
following: 


Men/Women Wellness Groups 
 
Group Activities/Workshops Target at 
Youth 
 
Cultural Enrichment Courses 
 
Cultural Camps for Youth 


Approval Block 
Given Name, Family Name, Title, Date (YYYY-
MM-DD) 


Provide the given name, family name, and the 
title of the person attesting that the information 
provided is accurate to the best of the person’s 
knowledge; and the date.  


Contact 
Given Name, Family Name, Title, Telephone 
Number, Email Address 


The contact information is to be provided for 
the person who is responsible for the report 
when completed.  


 








  


 


 


 


Aboriginal Affairs and Northern 
Development Canada 


First Nations Child and Family Services 
Information Management System 


DCI User Guide 


Version 2.2 
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1 Introduction 


1.1 Purpose of this User Guide 


 
This user guide will outline how to:  


 Obtain a FNCFS DCI maintenance report 
 Use the features within the Extractible/Fillable PDF  
 View the FNCFS DCI maintenance report instructions 
 Print the FNCFS DCI maintenance report 
 Enter data into the FNCFS DCI maintenance report 
 Save and submit the FNCFS DCI maintenance report 
 Access help content while completing the FNCFS DCI maintenance report 


 
This user guide will outline the following for each data field: 


 Identify mandatory and non-mandatory fields 
 Identify what can be entered (numbers or characters or both) 
 Identify what rules are associated with each data field 
 Identify the relationship between data fields (How are fields interrelated?) 


 
This document will present the various sections of the DCI maintenance report and explain the 
purpose of each section. 
 
Appendix 1 will show an example of the DCI maintenance report for fiscal 2015-2016. 
 
Appendix 2 will describe all submission types for the DCI maintenance report for fiscal year 
2015-2016 and will describe the purpose and process associated with each submission type. 
 


1.2 What is New in the DCI Maintenance Report 


 Addition of the ability to capture prevention data at the report submitter level. 


1.3 Software Prerequisites 


To use the First Nations Children and Family Services Extractible/Fillable PDF DCI 
Maintenance Report, you will need the following minimum software requirements on your 
computer.   


  


Adobe Reader Software  
 
Adobe Reader X (10.0) is the minimum version needed to use the extractible/fillable PDF.    
 
For AANDC Internal Regional Offices: 
If you do not have Adobe Reader X (10.0) on your computer or if you have a lesser version, 
please contact the AANDC IM/IT Service Desk. 
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For FNCFS Recipients: 
Adobe Reader X (10.0) is required.  If they have a lesser version, they will need to download 
this free software.   


 Go to the Adobe Reader website http://get.adobe.com/reader/ and select Download 
now.  A window is displayed which shows the steps that you must follow to download 
and install the software.   


 
Web Browser Software 
Internet Explorer 8 is the minimum version that you must have on your computer.   
 
For AANDC Internal Regional Offices: 
If you do not have Internet Explorer 8 on your computer or if you have a lesser version, please 
contact the AANDC IM/IT Service Desk. 
 
For FNCFS Recipients: 
Internet Explorer 8 is required.  If they have a lesser version, they will need to download the free 
browser.   
 
 For Internet Explorer 8, go to the following web address:  


http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8  
o Scroll down to the Language that you wish to download.   
o Click on the words ‘Select your Version’ and a list of Windows versions is displayed.   
o Click on one of the choices in the list (i.e. the version that is on your computer, for 


example Windows XP 32 bit).   
o Click Download. 


 Explorer 9 and Explorer 10 have been tested.  The choice of browser version depends upon 
the version of Windows on your computer.  You can download one of these two versions, if 
feasible.  Go to the Microsoft website address to download the version that suits your 
computer:  
http://windows.microsoft.com/en-CA/internet-explorer/download-ie  


 To check which version of Internet Explorer you have on your workstation: 
o Launch Internet Explorer 
o Go to Help menu 
o Click About Internet Explorer and the window displays the version. 
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2 Using the FNCFS Extractible/Fillable PDF DCI Maintenance Report  


2.1 Adobe extractible/fillable PDF Common Elements 


This table briefly describes common features in an Adobe extractible/fillable PDF form: 
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Common Element Description Instruction 


Save 


 


Saves the FNCFS DCI 
Maintenance Report.  


For more information, see 
section 3.3 


Print 


 


Prints the FNCFS DCI 
Maintenance Report in the 
Child List View. 


For more information, see 
section 2.2 


Up and Down Arrows 


 
 


 
The up and down arrows 
move forward and backward 
through the document. 


 


Click the up and down arrows 
to navigate to the next or 
previous page. 


Zoom 


 


 
The plus and minus icons to 
zoom in and out on the form. 


Click plus or minus to zoom in 
or zoom out. 


 Dropdown List 


 


Dropdown list and scroll bar 
for selecting pre-determined 
input data 


Click the down arrow to see 
the list. 


Click the up or down arrow to 
scroll or click + drag the slider 
in the scroll bar. 


Click an item in the list to 
select it. 


Check Box 


 


Check boxes are used for 
selecting multiple options. 


Select the boxes that apply. 
You can select more than one.


Expanding a Child Entry 


 


The plus sign expands the 
child record from the Child List 
View to the Child Detail View.  


Click on the “+” to view the 
Child Detail View. 


Collapse a Child Entry 


 


The minus sign collapses the 
child record from the Child 
Detail View to the Child List 
View.  


Click on the “-” to return to the 
Child List View. 
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2.2 How to Print the FNCFS DCI Maintenance Report 


2.2.1 How to Print the FNCFS DCI Maintenance Report – Child List View 


There are two ways to print the FNCFS DCI Maintenance Report in the Child List View. You can 
print the entire DCI or print a single page. 


To print the entire DCI in the Child List View: 


1. In Adobe Reader, select the File / Print menu item or click the Print icon . 
The system Print dialogue appears.  


2. Print as usual. 


Another option is to click on the print button located at the top and bottom of the DCI. 


 


To print a single page in the Child List View: 


Make sure to display the form as a series of pages. 


1. Go to the page you want to print. 


2. Select the File / Print menu item or click the Print icon . 
The system Print dialogue appears. 


3. Select the Current Page radio button and print as usual. 


Another option is to click on the print button located at the top and bottom of the DCI. 
 


 
 


2.2.2 How to Print the FNCFS DCI Maintenance Report – Child Detail View 


To print the entire DCI in the Child Detail View: 


1. Click on the print all button.  A read-only version of the DCI maintenance report will be 
displayed with all of the child expense details displayed for all children in the DCI 
maintenance report. 


 
2. Next, click on the Print button. 


Another option is to click on the print button located at the top and bottom of the DCI. 


 


To print a single page in the Child Detail View: 


Make sure to display the form as a series of pages. 
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1. Go to the page you want to print. 


2. Select the File / Print menu item or click the Print icon . 
The system print dialogue appears. 


3. Select the Current Page radio button and print as usual. 


Another option is to click on the print button located at the top and bottom of the DCI. 
 


 
 


2.3 How to Clear Data in the DCI 


1. Click on the Clear Data button to clear all data in the DCI.  The Clear Data button is 
located at the top and bottom of the DCI. 


 
A message will be displayed to confirm that the child will be removed from the DCI. 


2. Click on the OK button. 


 


2.4 How to View the DCI Instructions 


Click on the Instructions button which is located at the top and bottom of the DCI. 


 


2.5 How to Import Data 


Please note: only data contained within the pre-defined FNCFS IMS XML schema (version 
1.1.7) maybe imported into the DCI maintenance report.   


When data is imported, all existing information for the DCI maintenance report will be 
erased and replaced with the new imported data. 


 
1. Click on the import data button. 


 
2. Determine the location of the XML file and select the file. The data will be imported into 


the DCI maintenance report. 
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3 Creating a FNCFS DCI Maintenance Report 


3.1 How to Obtain a FNCFS DCI Maintenance Report 


There are two ways to obtain a FNCFS DCI maintenance report: 


 from a Regional Office 
 from the Recipient Reporting Guide website:   


http://www.aadnc-aandc.gc.ca/dci/dcilog_e.asp 


3.2 Accessing and Saving the FNCFS DCI Maintenance Report from the Recipient 
Reporting Guide website  


When accessing the FNCFS DCI maintenance report from the Recipient Reporting Guide 
website, the DCI will appear in your browser.   


1. Click on the save button  to save the FNCFS DCI maintenance report or go to the 
browser menu and click File, then select Save As. 
 


2. Choose a location to save the FNCFS DCI maintenance report. 
 


3. Enter a file name for the FNCFS DCI maintenance report. 
 
When saving a DCI maintenance report, the file name should be saved using a unique 
name.  The following are suggested examples of unique file names for FNCFS DCI 
maintenance reports:  
 


 455917_E_FNCFS_MAINTENANCE_REPORT_APRIL2014  
 455917_E_FNCFS_MAINTENANCE_REPORT_Q1_2014 


 
4. Save the FNCFS DCI maintenance report. 


3.3 Saving the FNCFS DCI Maintenance Report  


Click on the Save button  to save the FNCFS DCI maintenance report. Save regularly 
when entering child maintenance data into the FNCFS DCI maintenance report.  


Please note: the Save button is also located at the top and bottom of the DCI. 


 


Please note: when printing the DCI maintenance report in the Child Detail View, a read-only 
version of the DCI can be saved by clicking on the Save button. 
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3.4 Using an Existing FNCFS DCI Maintenance Report 


It is recommended to use a previously filled out FNCFS DCI maintenance report when creating 
a FNCFS DCI maintenance report for a new reporting period. 


1. Locate the existing FNCFS DCI maintenance report on your workstation.   
 


2. Make a copy of the existing FNCFS DCI maintenance report and rename the new DCI or 
open the existing FNCFS DCI maintenance report and save it as a new file name. 
 


3. Open the newly created FNCFS DCI maintenance report and begin to add, edit and 
remove children and child maintenance expenses. 
 


4. Enter the child maintenance data and save the FNCFS DCI maintenance report. 
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4 How to Enter Data into the FNCFS DCI Maintenance Report 


4.1 Understanding the Blue Highlights 


The FNCFS DCI Maintenance Report uses an Adobe Reader feature that highlights active 


fields. To turn highlights on and off, click the  button in the top, right-hand 
corner of Adobe Reader. 


If a field is highlighted in blue, it is an active field and you can enter information into it. Click in 
the blue area to place the cursor in the field and enter information. To continue, press Tab or 
click the next field. 


If you see that a field is white (not highlighted), it is either disabled or auto-completed and you 
cannot enter anything into it.  


4.2 Navigate Through the FNCFS DCI Maintenance Report  


The pages of the FNCFS DCI Maintenance Report only advance when you make them do so. 
They do not automatically advance when you complete the fields on a page. 


To navigate the pages:  


1. Click the Page Up or Page Down arrows  in the Adobe Reader toolbar. 


2. Use the up arrow  or down arrow  of the scrollbar on the right-hand side of 
Adobe Reader.  


4.3 The Child List View and Child Detail View 


4.3.1 The Child List View 


By default, the DCI maintenance report will be in the Child List View, which lists the information 
for each child (the IRS number or the non-registered temporary number, the child’s family name, 
the child’s given names, the date of birth and gender).   
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Please note: Child information cannot be entered or edited from the Child List View. 


4.3.2 The Child Detail View 


All child information and maintenance expenses must be entered from the Child Detail View. 


The child maintenance expenses are contained in the Child Detail View. To view all 
maintenance expenses for a specific child, click on the “+”. 


To return to the Child List View, click on the “-“.  


 


4.4 Add a Child to the FNCFS DCI Maintenance Report 


Please Note: The Province / Territory must be selected, before any information is entered in the 
DCI maintenance report.  
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4.4.1 Add a child from the Child List View 


1. Click on Add Child.   


2. The Child Detail View will be displayed.  The user will have the option to add a 
placement expense, an additional expense and a post adoption subsidy expense (for 
applicable regions). 


3. Enter the information for the child and enter the maintenance expense information. 


4.4.2 Add a child from the Child Detail View 


1. Click on Add Child.   


The Child Detail View for a new child will be displayed. 


2. Click on the Add Placement Expense button. 


3. Enter the information for the child and enter the maintenance expense information. 


4.5 Remove a Child from the FNCFS DCI Maintenance Report 


1. Click on the “x”. This can be done from the Child List View or the Child Detail View. 


 
A message will be displayed to confirm that the child will be removed from the DCI. 


2. Click on the OK button. 


3. The entire child section including all information for the child and expenses for the child 
will be removed.    


4.6 Add a Child Placement Type Expense 


1. From the Child Detail View, click on Add Placement Expense.     


 
 A blank placement expense will be displayed. 
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2. Enter the placement expense information. 


4.7 Remove a Child Placement Type Expense 


1. To remove a child placement type expense, click on the ( - ) button. 


 
A message will be displayed to confirm that the placement expense will be removed. 


2. Click on the OK button. 


3. The child placement type expense will be removed. 


4.8 Add an Additional Child Expense 


1. From the Child Detail View, click on the Add Additional Expense.  


 
A blank additional child expense will be displayed. 


2. Enter the additional child expense information. 


4.9 Remove an Additional Child Expense 


1. To remove an additional child expense, click on the ( - ) button. 
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A message will be displayed to confirm that the additional expense will be removed. 


2. Click on the OK button. 


3. The additional child maintenance expense will be removed. 


4.10 Add a Post Adoption Expense  


Note: Post adoption expenses are available for specific regions, based on provincial legislation.   


 
1. From the Child Detail View, click on Add Post Adoption Expense.  


 
A blank post adoption expense will be displayed. 


2. Enter the post adoption expense information. 


4.11 Remove a Post Adoption Expense 


1. To remove a post adoption subsidy expense, click on the ( - ) button. 
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A message will be displayed to confirm that the post adoption subsidy expense will be 


removed. 


2. Click on the OK button. 


3. The post adoption subsidy expense will be removed. 


4.12 Instructions for Quarterly Reporting Periods 


 
Child Placement Expense 
When reporting quarterly, a separate child placement expense must be entered for each month 
within the quarter. 
 
Additional Child Expense 
When reporting quarterly, a separate additional child expense must be entered for each month 
within the quarter. 
 
Post Adoption Subsidy Expense 
When reporting quarterly, a separate post adoption subsidy expense must be entered for each 
month within the quarter. 
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5 Submitting the FNCFS DCI Maintenance Report 


There are several ways to submit a FNCFS DCI maintenance report to Aboriginal Affairs and 
Northern Development Canada, which includes the following: 


 You can send your FNCFS DCI maintenance report as a file attachment in an e-
mail addressed to your Regional Office.  


 You can also save the form on a CD or USB key and then send it to your 
Regional Office by mail, courier or in person.  Please ensure that you include 
sufficient identification and that personal information is protected. 


 Manually submit the FNCFS DCI maintenance report into FNITP / GCIMS. 


5.1 E-mail the FNCFS DCI Maintenance Report 


 
1. Complete the FNCFS DCI maintenance report and save it.  Ensure that the proper 


naming conventions are used for the FNCFS DCI maintenance report.   
 


2. Create a new e-mail and add the FNCFS DCI maintenance report as an attachment.  
Send the e-mail to your Regional Office.  Please ensure that the proper e-mail address 
for the regional office is used.  
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6 FNCFS DCI Maintenance Report Sections 


The FNCFS DCI maintenance report has several sections containing different information. Each 
DCI maintenance report section is briefly described in the following table. Please refer to the 
next sections in the document for more detailed description of each DCI maintenance report 
section.   


Note: The section number reflects the zones highlighted in Appendix 1 and 2. 


Section Name Section 
Number 


Section Description 


Header    0 This section contains the DCI number, the fiscal year and the 
privacy act statement for the FNCFS DCI maintenance report.    


Agency 
Information    


1 This section captures the submitter of the DCI and the type of 
submission. 


Child information 2 From the Child List View: 


 This section displays a list of all children contained 
within the DCI. 


  


From the Child Detail View: 


 This section displays the information for one child. 


Child Detail 
View: 


Placement Type 
Expenses   


3 This section captures the placement expenses related to a child. 


Child Detail 
View: 


Additional Child 
Expenses 


4 This section captures the additional child costs related to a child. 


Child Detail 
View: 


Post Adoption 
Subsidy 
Expenses 


5 This section captures the post adoption subsidy costs related to 
a child. 


Financial 
Summary 


6 This section displays the financial summary for the DCI 
maintenance report. 


Prevention Data 7 This section  captures the prevention data related to the Report 
Submitter 


 
Please note that the format of the FNCFS DCI maintenance report for 2015-2016 has changed 
in comparison with the FNCFS DCI maintenance report for 2014-2015. The following are 
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features included in the FNCFS DCI maintenance report for 2015-2016. 
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7 Header Section 


 
 
The Header section (section number 0) contains the following: 


 The DCI number and the fiscal year 
 The title of the DCI 
 The privacy act statement for the DCI 
 The page number (e.g. Page 1 of X) 
 Buttons to: 


o Save 
o Print 
o Print Detail 
o Clear Data 
o Import Data 
o View DCI Instructions 
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8 Funding Recipient / Agency Section 


 


 


The funding recipient / agency section (section number 1) contains funding recipient information 
and agency information.  It is reported once for the whole DCI maintenance report and has the 
following fields: 


 


Field Description Specification 


Funding Recipient Name This is the name with whom Aboriginal 
Affairs and Northern Development 
Canada has a funding agreement for 
the delivery of child and family services. 
(First Nation, Tribal Council, Province / 
Territory, or Agency)  


 The field is free form 
text 


 The field is mandatory 


Funding Recipient Number The 4 digit number assigned to the 
funding recipient. (First Nation, Tribal 
Council, Province / Territory, or 
Agency) 


 The field is a numeric 
value  


 The field is mandatory 


Province / Territory The Province or Territory of the funding 
recipient / agency. 


 Dropdown list 
 Mandatory 


Agency Name The name of the agency responsible for 
the delivery of child and family services. 


 Dropdown list 
 Mandatory  


Reporting Period Identifies the reporting period for the 
DCI maintenance report.   


 Dropdown list 
 Mandatory 


Submission Type The type of submission for the DCI 
maintenance report. Refer to section 
8.1 List of DCI Maintenance Report 
Submission Types. 


 Dropdown list 
 Mandatory 
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8.1 List of DCI Maintenance Report Submission Types 


Each DCI maintenance report submission type has a specific workflow. The following table 
contains a detailed description, purpose and associated rules for each submission type.  


 


Submission Type Purpose Rules 


Original Refers to the first DCI 
maintenance report submitted 
for a reporting period by a 
funding recipient / agency. 


When to use this 
submission type: The first 
time a funding recipient / 
agency submits a DCI for a 
reporting period. 


 An original DCI submission is used when 
submitting information for the first time 
for a specific reporting period for a 
funding recipient / agency. 


 There can be only one original DCI 
submission for a reporting period for the 
same funding recipient / agency. 


 The original DCI submission cannot 
overlap (complete or partial) with another 
original DCI submission for the same 
reporting period, for the same funding 
recipient / agency. 


Resubmission To be used when the current 
child maintenance data for the 
reporting period is to be 
discarded and replaced in 
totality by the content of the 
DCI resubmission.  


When to use this 
submission type: There are 
so many corrections needed 
that it would be more efficient 
wipe the slate clean and start 
over. 


 A DCI resubmission can only be used if 
there has been an original DCI 
submission submitted for the reporting 
period currently being processed, for the 
same funding recipient / agency.  It 
cannot be used for previous reporting 
periods in the past. 


 The reporting period for a DCI 
resubmission must match the reporting 
period currently being processed.   


 The DCI resubmission will replace all 
child maintenance data from the original 
DCI submission as well as any child 
maintenance data from DCI 
amendments, DCI supplemental or 
manual changes to child maintenance 
data performed in the FNCFS IMS for the 
reporting period currently being 
processed for the funding recipient / 
agency. 


Amendment To be used to change 
previously submitted child 
maintenance data for the 
reporting period.  


When to use this 
submission type: There are 
changes that need to be done 
to child maintenance data for a 


 A DCI amendment can only be used if 
there has been an original submission 
submitted for a reporting period, for the 
same funding recipient / agency.   


 When amending child maintenance data 
for a specific child for a reporting period, 
all of the child maintenance data for the 
reporting period must be included. This 
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Submission Type Purpose Rules 
specific child that does not 
warrant a DCI resubmission. 


includes child maintenance data that was 
correctly reported in previous 
submissions and the modified child 
maintenance data for the reporting 
period, for the funding recipient / agency. 


 Only include children that need to be 
modified for the reporting period, for the 
funding recipient.  Do not include 
children with child maintenance data that 
does not need modifications. 


 Only children included in previous 
DCI submissions for the reporting 
period can be amended.   


 Children not included in previous DCI 
submission for the reporting period 
cannot be added to the DCI amendment.   


 The child maintenance data for a specific 
child included in the DCI amendment will 
replace all child maintenance data from 
the original DCI submission as well as 
any child maintenance data from 
previous DCI amendments, DCI 
supplemental or manual changes to child 
maintenance data performed in the 
FNCFS IMS for the reporting period 
currently being processed for the funding 
recipient / agency. 


 To remove a specific placement type 
expense for a child, re-enter the correct 
child maintenance data for the child.  
Ensure that you do not include the 
specific placement type that needs to be 
removed for the reporting period. 


 To remove a specific additional child 
expense for a child, re-enter the correct 
child maintenance data for the child. 
Ensure that you do not include the 
specific additional child expense that 
needs to be removed for the reporting 
period. 


 To remove a specific post adoption 
subsidy expense for a child, re-enter the 
correct child maintenance data for the 
child. Ensure that you do not include the 
specific post adoption subsidy expense 
that needs to be removed for the 
reporting period. 


 To remove all child maintenance data for 
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Submission Type Purpose Rules 
a specific child, for a reporting period, re-
enter the child information and ensure 
that you do not include a placement type 
expense, an additional child expense or 
a post adoption subsidy expense.  


Supplemental To be used to add child 
maintenance data to a 
previous DCI submission that 
was submitted. 


When to use this 
submission type: Child 
maintenance data was omitted 
in a DCI submission for a 
reporting period currently 
being processed. 


 A Supplemental DCI can only be used if 
there has been an original submission 
submitted for a reporting period, for the 
same funding recipient / agency.   


 Only include maintenance child data that 
needs to be added for the reporting 
period, for the funding recipient.   


 The reporting period for a supplemental 
DCI must match the reporting period 
currently being processed.   


Rate Adjustment 1 To be used when claiming a 
change in a maintenance 
expense due to an increase in 
a provincial / territory rate 
based on provincial / territory 
policy.   


When to use this 
submission type: The 
province or territory has 
implemented a rate change 
and it must be retroactively 
claimed as a maintenance 
expense affected by a rate 
adjustment for a previous 
reporting period.  


This applies to placement 
expenses only. 


 A Rate Adjustment DCI can only be used 
if there has been an original submission 
submitted for a reporting period, for the 
same funding recipient / agency.   


 A rate adjustment can only apply to an 
existing placement expense. 


 Only placement expenses affected by 
the rate adjustment need to be included 
for the reporting period. Do not include 
child maintenance expenses that do not 
require a rate adjustment. 


 There must be a separate entry for each 
placement expense affected by the rate 
adjustment.  


 New maintenance expenses not related 
to the rate adjustment cannot be added 
to the rate adjustment DCI.    


 Do not include prevention data in the rate 
adjustment submission. 


 For each rate adjustment placement 
expense, the following must match the 
original placement expense:  


o the tombstone data of the child 
o the child welfare/legal status  
o the placement type 
o the start pay date 
o the end pay date 
o the number of days in care 


                                                 
1  This function will be implemented in the FNCFS IMS during the 2014-2015 fiscal year  
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Submission Type Purpose Rules 
 The rate amount used in a claim for a 


placement expense affected by a rate 
adjustment will be the difference 
between the old rate and the new rate.  


 The care cost amount used in a claim for 
a placement expense affected by a rate 
adjustment will be the difference 
between the old care cost amount and 
the new care cost amount for the 
placement expense. 


 A claim for a placement expense 
affected by a rate adjustment can be 
applied to a per diem rate, a prorated 
monthly rate or a non-prorated monthly 
rate. 


 







First Nations Child and Family Services 
Information Management System (FNCFS IMS) DCI User Guide 


 Page 29 


 


NCR#5781949 - v1C 


9 Child Information 


Child List View 


 


Child Detail View 


 


The Child Information section (section number 2) contains the information about the child. A 
child only needs to be entered once for all of the maintenance expenses for a reporting period.  


 


The child information section of the DCI has the following fields: 


 


Field Description Specification 


Child’s Family Name The family name of the child (Last 
Name) 


 The field is free form text 
 The field is mandatory 


Child’s Given Name The given name of the child (First 
Name) 


 The field is free form text 
 The field is mandatory 


IRS / Temporary Non-
Registered number 


The Indian Registry System (IRS) 
number (for registered children) 


 


OR 


 


The temporary non-registered 
number (for non-registered 
children).  The temporary non-
registered number will be 
generated by the FNCFS IMS. 


 The field is optional 
 The IRS number is numeric 


only (10 digits) 
 The temporary non-


registered number is 
alphanumeric (max length 
13) 
 


 When the IRS number is 
entered, it must be: 


o A valid IRS number  
o Associated with the 
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Field Description Specification 
child’s family name, 
the child’s given 
name, the child’s 
gender and the 
child’s date of birth 
in the IRS.   
 


 When a temporary non-
registered number is 
entered, it must be: 


o A valid temporary 
non-registered 
number in the 
FNCFS IMS  


o Associated with the 
child’s family name, 
the child’s given 
name, the child’s 
gender and the 
child’s date of birth 
in the FNCFS IMS. 


Gender The gender of the child.  This is a mandatory field 
 The choices include: M, F, 


NR (Not Reported) 


Date of birth The date of birth of the child.  This is a mandatory field 
 Must be in the format of 


YYYYMMDD 


 


Please Note: In the FNCFS DCI maintenance report prior to 2013-2014, the child information 
was not grouped together. 


In the traditional view of the FNCFS DCI maintenance report, these fields are not grouped 
together like in the new FNCFS DCI maintenance report.  


9.1 Structure of the Temporary Non-Registered Number 


The Non-registered Temporary Number will be structured as: 
o [P/T] [NR] [calendar year] [00001] 
o P/T – the Province/Territory abbreviation based on the residency of the child 
o NR – non-registered 
o Calendar year – represents the current calendar year in the YYYY format 
o 00001 – an incremental counter 
o Examples:  QCNR201300001,   ABNR201300025,   NBNR201300035 
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9.2 Details Regarding the Temporary Non-Registered Number 


When a non-registered child is entered in a FNCFS DCI maintenance report, the regional office 
will verify if the child is “entitled to be registered” and if the child is eligible for federal funding.  


When a child does not have an IRS number and the child is entitled to be registered as well as 
eligible for federal funding, the region will issue a temporary non-registered number using the 
FNCFS IMS and a letter/notice needs to be sent to the agency.  After the letter is received by 
the agency, the agency must use the temporary non-registered number for the child, for all 
maintenance expenses in future FNCFS DCI maintenance reports until the child is officially 
registered. 
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10 Placement Type Expenses – Child Detail View 


 
 
The Placement Expenses section (section number 3) contains the information about the 
placement type expenses for a child. 
 
The placement expense section of the FNCFS DCI maintenance report has the following fields: 
 


Field Description Specification 


Net New admission Indicates if the maintenance expense 
is associated with a new admission 
for the child. 


This field should be used:  


 The first time a child is taken into 
care.  


 When a child has previously been 
discharged and is admitted back 
into care. 


 This field is optional 


 


Child Welfare / Legal 
Status 


The status assigned to a child coming 
into care as per provincial / territorial 
legislation (e.g. permanent) 


 This field is mandatory 
 This will be a dropdown 


list specific to the 
province / territory. 
 


Placement type The type of placement when the child 
is in care (e.g. Foster Home) 


 This field is mandatory 
 This will be a dropdown 


list specific to the 
province / territory. 


Provider name The name of the care provider as 
identified by the Province / Territory 
where the child was placed into care.  


 This field is optional 
 Alphanumeric 


characters 


Start pay date Indicates the first day of payment 
within the reporting period 


Use multiple entries if child is in and 
out of care. 


For quarterly reports, refer to section 
4.15 Instructions for Quarterly 


 This is mandatory 
 Format of YYYYMMDD 
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Field Description Specification 
Reporting Periods. 


End pay date Indicates the last day of payment 
within the reporting period. 


Use multiple entries if the child has 
multiple billing periods within the 
reporting period.   


For quarterly reports, refer to section 
4.15 Instructions for Quarterly 
Reporting Periods. 


 This is mandatory 
 Format of YYYYMMDD 


Number of days in care Indicates the number of billable days 
for the placement type expense 
based on the start pay date and the 
end pay date. 


 Calculated automatically 
 Based on the start pay 


date and the end pay 
date 


 Not an enterable field 


Rate The rate used for the placement type 
expense.   


 This is a mandatory field 
 Numeric only 


 


Care Cost The total placement type cost based 
on the start pay date, end pay date 
and the placement type rate. 


 This is a mandatory field 
 Numeric only 


10.1 Net New Admission 


If a child has multiple placement expenses for the reporting period and the placement expenses 
are associated with a new admission, the user must enable the Net New Admission checkbox 
for the placement type expense with the earliest pay start date. 
 
For example, a child has a new admission and has 2 placement type expenses: 


 
 


 
The placement type expense with the first pay start date must have the Net New Admission 
checkbox enabled.   
 
Do not enable the Net New Admission checkbox for the remaining placement type expenses for 
the child. 
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10.2 Per Diem Rates for a Placement Type Expense 


Users will be able to enter a per diem rate into the rate field. This should only be entered if 
permissible based on the provincial / territory policy. 
 
For example: If the total maintenance daily per diem is $29.30 and the number of billable days 
in care are 30 days: 
1. Enter the 29.30 amount in the Rate field. 
2. Enter the care costs in the Care Cost field ($29.30 x 30 days = $879) 


10.3 Monthly Prorated Rates for a Placement Type Expense 


Users will be able to enter a monthly prorated rate into the rate field.  This should only be 
entered if permissible based on the provincial / territory policy. 
 
For example: If the reported month is September (which has 30 days in the month) and the 
monthly rate is $540 and the number of billable days in care is 15 days: 
1. Enter the 540 amount in the Rate field. 
2. Determine the cost per day ($540 / 30 total days in the month = $18)  
3. Enter the care cost in the Care Cost field ($18 x 15 days in care = $270) 


10.4 Monthly Non-Prorated Rates for a Placement Type Expense 


Users will be able to enter a monthly non-prorated rate into the rate field when the monthly rate 
is charged regardless of the number of billable days in care for the child. This should only be 
entered if permissible based on the provincial / territory policy. 
 
For example: If the reported month is July and the monthly rate is $480 and the number of days 
in care are 22 days: 
1. Enter the 480 amount in the Rate field. 
2. Enter the care cost in the Care Cost field ($480) 


10.5 Entering a Rate and Care Cost for a Placement Type Expense 


1. Click on Add Child.  The Child Detail View for the child will be displayed. 
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2. Click on the Add Placement Expense button, a blank child section with a placement 
expense will be displayed.   
 


 
3. Enter the information for the child. 
4. Enter the placement expense information. 
5. Enable the New Admission field if it is a new admission or if it is the first time the child is 


taken into care. 
6. Select a child welfare / legal status from the dropdown list. 
7. Select a placement type from the dropdown list. 
8. If necessary, enter a Provider Name. (Note: this field is not mandatory as it applies to 


specific provincial legislation / policy). 
9. Enter the start pay date (YYYYMMDD). 
10. Enter the end pay date (YYYYMMDD).  
11. After the two dates are entered, the number of days in care will be automatically calculated. 
12. Enter the rate into the Rate field. 
13. Enter the total placement type cost into the Care Cost field. 
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11  Additional Child Expenses Information 


 
 
The Additional Child Expenses Information section (section number 4) contains the information 
about the additional child expenses that are reported for the child. 
 
Additional child expenses are costs over and above the basic/regular maintenance rate 
associated with the provision of services for a child in care.  Eligible expenditures are set out in 
the AANDC national social programs manual and must be within AANDC authorities, 
reasonably comparable to those provided by the province/Territory and not fundable through 
other sources.  
 
The additional child expenses information section of the FNCFS DCI maintenance report 
contains the following fields: 
 


Field Description Specification 


Child welfare / legal 
status 


The status assigned to a child 
coming into care as per provincial / 
territorial legislation (e.g. permanent) 


 This field is mandatory 
 This will be a dropdown 


list specific to the 
province / territory. 
 


Placement type The type of placement when the 
child is in care (e.g. Foster Care) 


 This field is mandatory 
 This will be a dropdown 


list specific to the 
province / territory. 


Additional child cost type Identifies the type of additional child 
cost 


 This field is mandatory 
 This will be a dropdown 


list based on national 
categories. 
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Field Description Specification 
Refer to section 11.2 for 
a list of national 
categories. 


Start pay date Indicates the first day of payment 
within the reporting period 


Use multiple entries if the child has 
multiple billing periods within the 
reporting period.   


For quarterly reports, refer to section 
4.15 Instructions for Quarterly 
Reporting Periods. 


 This is mandatory 
 Format of YYYYMMDD 


End pay date Indicates the last day of payment 
within the reporting period. 


Use multiple entries if the child has 
multiple billing periods within the 
reporting period.   


For quarterly reports, refer to section 
4.15 Instructions for Quarterly 
Reporting Periods. 


 This is mandatory 
 Format of YYYYMMDD 


Additional child cost 
description 


The description of the additional 
child cost. 


 This field is mandatory. 
 Alphanumeric characters 


Additional child cost The total additional child cost for the 
start pay date, end pay date. 


 This field is mandatory. 
 Numeric only 


11.1 Entering an Additional Child Expense 


1. From the Child Detail View, click on the Add Additional Expense.  A blank additional 
expense section will be displayed.   
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2. Enter the additional child expense information. 


3. Select a child welfare / legal status from the dropdown list. 


4. Select an additional child expense type from the dropdown list. 


5. Select a placement type from the dropdown list 


6. Enter the start pay date (YYYYMMDD). 


7. Enter the end pay date (YYYYMMDD).  


8. Enter the additional child expense description. 


9. Enter the total additional child expense. 


11.2 The list of National Additional Child Expenses 


 Child Care Support 
 Clothing 
 Education Related Expense Not Covered By FN Program 
 Family Connection 
 Legal 
 Health and Well Being Not Covered By NIHB 
 Placement Cost 
 Therapy/Assessment 
 Transportation 
 Recreation Allowance 
 Vacation Allowance  
 Other 
 Not Applicable   


 
Please Note: an additional child expense description is mandatory when the option of 
“Other” or “Not Applicable” is selected. 
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12 Post Adoption Subsidy Expenses Information 


 
 
The Post Adoption Subsidy Expenses Information section (section number 5) contains the 
information about post adoption subsidies that the child is receiving.  
 
Only funding recipients / agencies with the delegated authority based on provincial / territory 
policy are permitted to enter post-adoption subsidies and supports expenses. 
 
Post-adoption subsidies and supports are to the adoptive parents and/or supports including 
counseling services and support for children with special needs to facilitate permanent 
placement for children.  
 
The post adoption subsidy expenses information section of the FNCFS DCI maintenance report 
contains the following fields: 


 


Field Description Specification 


Child welfare / legal 
status 


The status assigned to a child 
coming into care as per provincial / 
territorial legislation (e.g. permanent) 


 This field is mandatory 
 This will be a dropdown 


list specific to the 
province / territory. 
 


Start pay date Indicates the first day of payment 
within the reporting period 


Use multiple entries if the child has 
multiple billing periods within the 
reporting period.   


For quarterly reports, refer to section 
4.15 Instructions for Quarterly 
Reporting Periods. 


 This is mandatory 
 Format of YYYYMMDD 


End pay date Indicates the last day of payment 
within the reporting period. 


Use multiple entries if the child has 


 This is mandatory 
 Format of YYYYMMDD 
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Field Description Specification 
multiple billing periods within the 
reporting period.   


For quarterly reports, refer to section 
4.15 Instructions for Quarterly 
Reporting Periods. 


Expense Description Description of the post adoption 
subsidy expense. 


 This is mandatory 
 Alphanumeric characters 


 


Expense Cost Costs of the adoption subsidy 
expense. 


 This is mandatory 
 Numeric only 


12.1 Entering a Post Adoption Subsidy Expense 


1. From the Child Detail View, click on Add Post Adoption Expense.   


 
A blank post adoption expense will be displayed. 


2. Enter the post adoption expense information. 


3. Select a child welfare / legal status from the dropdown list 


4. Enter the start pay date (YYYYMMDD). 


5. Enter the end pay date (YYYYMMDD).  


6. Enter the post adoption subsidy expense description. 


7. Enter the total cost of the post adoption subsidy expense. 
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13 DCI Maintenance Report Financial Summary 


 


 
 
The DCI Maintenance Report Financial Summary Information section (section number 6) 
contains a summary of the child maintenance data entered into the FNCFS DCI maintenance 
report.   
 
The DCI maintenance report financial summary information section of the FNCFS DCI 
maintenance report contains the following fields: 


 


Field Description Specification 


Placement Type / 
Service 


The type of placement when the child is 
in care (e.g. Foster Home).  


 View only field 
 


Post Adoption Subsidy Post-adoption subsidies and supports 
are to the adoptive parents and/or 
supports including counseling services 
and support for children with special 
needs to facilitate permanent placement 
for children. 


 View only field 


Total Number of Child 
Placements  


 


The total number of child placements for 
children receiving federal funding based 
on placement type expenses for the 
reporting period. 


OR 


The total number of post adoption 
subsidies for children receiving federal 
funding based on post adoption subsidy 
expenses. 


 View only field 


Total Number of Days The total number of days based on the 
start pay date and end pay date of the 
placement type expenses for the 
reporting period. 


OR 


The total number of days based on the 


 View only field 
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Field Description Specification 
start pay date and end pay date of the 
post adoption subsidy expenses for the 
reporting period. 


Total Care Cost  


 


The total care cost based on the 
placement type expenses for the 
reporting period. 


OR 


The total Post Adoption Subsidy 
expense cost for the reporting period. 


 View only field 


Total Additional Child 
Expenses 


The total additional child expense based 
on the placement type expenses for the 
reporting period. 


 View only field 


Total Maintenance Cost The total maintenance cost based on 
the placement type expenses and 
additional child expenses for the 
reporting period. 


 View only field 


 


13.1 FNCFS DCI Maintenance Report Financial Summary Calculation Rules 


Note: 
The national placement type categories include: 


 Foster Care 
 Group Homes 
 Institutional Care 
 Kinship Care 


13.1.1 General Overview: 


Post adoption subsidy financial summary data will not be included in the placement type 
financial summary. 


13.1.2 Number of Child Placements: 


Calculation rule for the total number of child placements - In Care Placement Types 
A placement will be counted for each placement type expense.  
 
Calculation rule for the total number of post adoption subsidies - Post Adoption Subsidy 
Each post adoption subsidy expense will be counted. 


13.1.3 Child Day Count: 


Calculation rules for the total number of days in care - In Care Placement Types 
The number of days in care will be based on all billable days (start pay date and end pay date) 
from child maintenance expenses for each national placement type. 
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Calculation rules for the total number of days - Additional Child Expense 
The number of days for additional child expenses will not be included in the day count. 
 
Calculation rules for the total number of days - Post Adoption Subsidy 
Number of days will be counted for post adoption subsidy maintenance expenses based on the 
start pay date and end pay date of all post adoption subsidy maintenance expenses. 
 


13.1.4 Calculation Rules for the Total Care Cost: 


The total care cost per national placement type will equal all placement expenses for a specific 
national placement type.   
 


13.1.5 Calculation Rules for the Total Additional Child Expenses: 


The total additional child expense per national placement type will equal all additional child 
expenses by national placement type. 


13.1.6 Calculation Rules for the Total Maintenance Cost 


The total maintenance cost = total care costs by national placement type + the total add 
additional child expenses by national placement type. 


13.1.7 Calculation Rules for the total Post Adoption Subsidy Cost: 


The total post adoption subsidy cost = the total expenses for all post adoption subsidy 
expenses. 
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14 Prevention Data Section 


 
 


 
 
 
The Children and Family Services Prevention Activities section (section number 7) contains 
information about participation in prevention activities that were delivered by the agencies.  The 
numbers reported indicate: 
 


 The number of children and families that were the focus of individual or family based 
activities 


 The number of sessions and their attendance for group or community based activities 


 
The prevention data section of the FNCFS DCI maintenance report contains the following fields: 
 


Field Description Specification 


Children and Family Services Prevention Activities 


Number of Children Indicates the number of children that 
were involved in individual or family 
based activities 


 This field is mandatory. 
 Numeric only 


Number of families Indicates the number of families that 
were involved in individual or family 
based activities 


 This field is mandatory. 
 Numeric only 


Group and Communities 


Number of sessions Indicates the number of distinct 
sessions of prevention activities 


 This field is mandatory. 
 Numeric only 


Number of participants Indicates the number of participants 
in attendance to the session based 
activities 


 This field is mandatory. 
 Numeric only 


 
Note that when the DCI is reported monthly, the numbers reported are for that month while if the 
DCI is for a quarter, the numbers represent the totals for the quarter.
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15 Appendix 1:  New FNCFS DCI Maintenance Report Layout 


 


 
Figure 1: Mockup of new DCI layout (Child List View) 
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Figure 2: Mockup of new DCI layout (Child Detail View) 
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16 Appendix 2:  Differences Between Submission Types 


DCI Submission Process


VisioDocument


As of Date: October-20-14


Import or Create DCI


DCI Submission Process


VisioDocument


Original Re-submission Amendment Supplementary


Create DCI in 
Database


Enter Data / 
Import Data


Validate Content 
on Save


Create Empty
New Version


♣ Create Original DCI in Database:
- Examines that no pre-existing Original 
submission exists for the reporting period; 


if yes then rejected
If no then loaded in database


♣ Enter Data / Import Data:
- Data not yet validated


♣ Validate Content on Save:
- When entering data, validate when clicking on 
save
- When importing data, validate when saving each 
record


♣ Note that only this workflow applies to DCI 
manually created in the FNCFS application


DCI Found


Retrieve 
Existing DCI


Rejected


DCI Not  Found


Enter Data / 
Import Data


Validate Content 
on Save


♣ Retrieve Original DCI in Database:
- Examines that a pre-existing Original 
submission does exists for the reporting period; 


if no then rejected
If yes then next step


♣ Create empty new version of DCI


♣ Enter Data / Import Data:
- Data not yet validated


♣ Validate Content on Save:
- When entering data, validate when clicking on 
save
- When importing data, validate when saving 
each record


Retrieve 
Existing DCI


Create New 
Version With


Original Content


Process 
Amendments


Validate Content 
on Save


DCI Found
Rejected


DCI Not  Found


♣ Retrieve Original DCI in Database:
- Examines that a pre-existing Original submission 
does exists for the reporting period; 


if no then rejected
If yes then next step


♣ Create new version with original content:
- Copy the original data


♣ Process Amendments:
- If children data is present


- Remove data for children being amended
- Add new data for children being amended


- If prevention data is present
- Overwrite prevention data


♣ Validate Content on Save:
- When entering data, validate when clicking on save
- When importing data, validate when saving each 
record


Retrieve 
Existing DCI


Create New 
Version With


Original Content


Add 
Supplementary 


Entries


Validate Content 
on Save


DCI Found Rejected


DCI Not  Found


♣ Retrieve Original DCI in Database:
- Examines that a pre-existing Original submission does exists 
for the reporting period; 


if no then rejected
If yes then next step


♣ Create new version with original content:
- Copy the original child data / expenses and prevention   data


♣ Add Supplementary Entries:
- Append new child / expense data 


♣ Validate Content on Save:
- When entering data, validate when clicking on save
- When importing data, validate when saving each record


♣ Note that you cannot supplement prevention data, you must 
resubmit or amend


Rate Adjustment


Retrieve 
Existing DCI


Create New 
Version With


Original Content


Process Rate 
Adjustments


Validate Content 
on Save


DCI Found
Rejected


DCI Not  Found


♣ Retrieve Original DCI in Database:
- Examines that a pre-existing Original submission 
does exists for the reporting period; 


if no then rejected
If yes then next step


♣ Create new version with original content:
- Copy the original data


♣ Process Rate Adjustments:
- If the child and the rate adjustment details match an 


existing placement expense in the system and an existing 
rate adjustment does not exist:


- Add the rate adjustment expense
- If the child and the rate adjustment details match an 


existing placement expense in the system and an existing 
rate adjustment does exist:


- Replace  existing rate adjustment expense 
with the rate adjustment expense from the source file


♣ Validate Content on Save:
- Validate the rate adjustment expense du