NEW 

Microsoft WORD template of FCANS Data Collection Form

If you have MS Word, you can download the file “CA FCANS Data Form WORD template” and use it as a template to complete the FCANS data collection form for cases to be submitted to the state.  


Steps:

1. Download this file and store it in a directory of your choice.

2. When ready to complete a data form for a reviewed case, use SAVE AS to save the template file with a new name BEFORE you start to enter data.

3. You must do this for every new data form you want to complete!

4. Do not take the “Protect Form” feature off! 

5. Use the Tab or Page Down/Up keys to move from one field to another (or your mouse to move to different parts of the form) when filling out the form. 

6. For text fields, there are different space limits that control how much text you can enter.  These limits keep the form in the same page format.  We recommend that this be a limitation you live with.  (NOTE: if you know how to work with templates, you can change these limits, but we don’t recommend it.  If you do, always make the changes on a blank form or else you lose the entered data!).

7. When you finish a form, save it with a unique name (e.g., 

FCANS + unique ID number). 

8. If you need to edit a completed form, just open the file and re-enter the data for the fields you want to change.

9. You can then print out each completed form for mailing, or directly e-mail the files for multiple forms it to the state.
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