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Introduction
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Data Recording, Review and Reporting Process
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Access and Purpose 1 Individual Program Dataset

The individual program dataset contains live data that are strictly for the program use
and for compliance monitoring conducted by Soledad Martinez, Home Visiting Program
Manager.

A Each program has secure tunnel to its own dataset on one of the three servers to
enter and utilize data as appropriate

A Each user has his/her login and password to the server and to the dataset to
enter and utilize data as appropriate

A At CYFD, Soledad Martinez has access to pr
activity

A At UNM, the data analysts have access to the program dataset to (1)
download/upload state student ID, (2) review data and provide feedback to
programs on data integrity, (3) provide support to program individuals in data
entry and management, and (4) export data to CYFD data warehouse

A At SymServe, Gary Kammeraad, database developer, has access to the program
dataset only by invitation of the program individuals through Webex online
support to provide technical assistance as needed

Access and Purpose i CYFD Data Warehouse

Data imported into CYFD data warehouse for reporting and outcomes evaluation will
have no client identifying information.

A At CYFD, Soledad Martinez, Raymond Vigil, Dan Haggard and other specified
CYFD individuals have access to the CYFD data warehouse to run reports as
relevant

A At UNM, the director and data analysts have access to the CYFD data
warehouse to manage the data warehouse

A At SymServe, Gary Kammeraad has access to the CYFD data warehouse to
provide technical assistance to UNM and CYFD individuals as related to
database application upgrades

Expected Events

Program enter and utilize data on an ongoing basis

Downl oad/ upl oad state student | D6s once a
Export program data to data warehouse once a month

User login tracking report to each program once a month

Soledad Martinez, CYFD Home Visiting Program Manager, conduct program

monitoring on a periodic basis to be scheduled

CYFD Home Visiting Data Analyst at UNM review data and provide feedback to

programs on data integrity

Ongoing training and technical assistance for programs provided by UNM

Data utilization training with program administrators

Too  Po oo oo Do
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Install Java Plug-in

A You will need to install Java Plugin on your computeri f you donét
it

A Internet Explorer java install
i Go to http://java.sun.com/javase/downloads/index.jsp Select JRE 6 latest
update to download (this is the most recent runtime for java for IE).
Choose windows as the platform and continue to download and install this
file.

A Firefox/Mozilla install
T Go to https://addons.mozilla.org/en-US/firefox/browse/type:7 Choose
Java, and download now.

Install .net Framework for Local Printing

A There are only 2 requirements, 1 of which is already fulfilled for anyone that can
access the system from their computer. the 6.1 version of the remote desktop
client, and.net framework 3.5 sp1l.

A This is the download location for the latter:_http://msdn.microsoft.com/en-
us/netframework/default.aspx

A The vpn only supports clients with the 6.1 version of remote desktop so that is
already taken care of. Once the above file is installed (it should be noted that if
someone tries to install this and a higher version is detected and already
installed, there is no need to continue the installation), printing from the database
should work fine.

Back to Top

Accessing and Exiting the Database Via the Web Browser
Back to Top

1 To access the system go to this address in a browser on a windows based
machine:

http://ppp01.unm.edu *** You may get an initial security error in your browser. You will
want to choose to continue on to the site and add a security exception for this site, this
will only happen once, but you must accept the certificate. The reason for this is that the
site is self-signed. It's completely secure, we just haven't purchased an ssl certificate
from an outside authority.

You can use Firefox or Internet Explorer (latest versions). Firefox is preferred if your
agency allows.

al

read


http://java.sun.com/javase/downloads/index.jsp
https://addons.mozilla.org/en-US/firefox/browse/type:7
http://www.microsoft.com/downloads/details.aspx?FamilyID=EC2CA85D-B255-4425-9E65-1E88A0BDB72A&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyID=EC2CA85D-B255-4425-9E65-1E88A0BDB72A&displaylang=en
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1 Login with your username and password. This should launch a java application
automatically which will initiate a secure tunnel to the database.

**The following images show the steps in getting into the database via the web
browser. Many of the steps you just need to do the first time.

Qo - © X A @ Psewh Jorwoms @ 3-35 # - JE B Step1
i At the Address, type:

http://ppp01.unm.edu

Security Alert
Sann
@ Hoveever, thest we's 3 =
e prony Migs Scholar mates
Google Search |
o The securty cestficate was ssued by & company you have
Jou wank 4 tust e ceting autborly, 0 see your stuff. Step 2.
© T ey combete dt v Adit sttt » You will see the
Oty il Security Alert
oy mt i e ] message. Click
P | e — “Yes” to proceed.
B 355U VPN:Login - Microseft Internet Explorer (350 % 5
R — — : When this login screen
; = S0 i ® appears, you can Add
H this to your Favorites
[ OO — Ste 3_
~ P

You will be at the login to
the secure Home Visiting
site. Enter your
username and password
as provided.

- Click “login.”

Aave

o a7 Gyt e
Hame Visiting Securo Site

Back to Top
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My Favorites - Microsoft Internet Explorer

PEE————

roame @ ey W

o3

Step 4.
You will see this screen.
Click on the “Resources” tab

peerr—
:My Applications - Microsoft Internet Explorer
[ Fovrn Tosk b
O [ B B Psercn Yeraoes @ 3+ 5 B a3
5 /e Lnm. edu/showtUser ApplicatonShor touts do Step 5
abowen 5 :
Mlﬂﬂ‘g Logof Click on the
MY ACCOUNT | RESOURCES 113 33
Sy ppbatons—| ol | fepots ] SymServe — xx
— — icon (xx is your
ty Applications |}
— program
' 2t abbreviation)
£
Procected By <
<
A — - , _ _
Mot Vesed @ Gartrg Started 4 Lt b | ] Customese Lrks | ) Froe Sotnad ) Wircdows Marbepiace | ) Widows Mecks | ) Wridows Step 6. You WI|| see thlS
message about “Unknown
Publisher.”
e
S e et e
(Cooven ] (o] (o> )
0 R OUR
D e e oo = Step 7.
o —-— Check “Don’t ask me

Apply Filter | This remote connection could harm your computer. Do not connect unless you know

where this ion came from or have used it before,

G Publisher:

* Type:

Remote computer:

Unknown publisher
Remote Desktop Connection
127.0.0.1

[V] Don't ask me again for remote connections to this computer

again...” and then
click “Connect.”

You only need to do
this once.

[Comect ][ Cancel

] (ot )

Back to Top
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Step 8. Click Login. You do not have to enter
password again. The system has verified you as a user
and you see your username appear in this dialog and
you will see the database/Alias that is your program
database abbreviation.

RIClient for Children - Client Management Login (5]

User Name jsanchez
[

Database/Alias | HyPq

Case Id [ |

This will launch your home visiting database

Exiting the Database and Logging Off from the Secure Server
IMPORTANT IMPORTANT IMPORTANT

Step 9. When you are done, make sure you Exit from the database by clicking on
File and then choose Exit (see screen shot belowi upper left corner)

W 129.24.200.178 - Remote Desktop
7 R/Client for Children - Development Environmen
rsiGroups  CasesiClients Setup Ukiities Options Window Help

o= |

Step 10. After exiting from the database, you will be back on the vpn login
screen. Make sure you click Al ogoffo at the
close the web browser.

Sometimes, when you are not doing anything for a while, you will be timed out.
You will need to log back on and restart the database session. Time out is set to
30 minutes.

Training and Support

A Eleana Shair, data analyst (for data entry, management, reporting related
support) 505-277-7257 or 505-277-2685 or 505-554-8436 eshair@unm.edu

A Debra Tucker, education support coordinator (for data entry, management,
reporting related support) 505-277-0986 dtuckerl@unm.edu

A Mike Pennell, Systems Analyst (for server access related support) 505-277-2656

A

mpennell@unm.edu
Gary Kammeraad (for database application related support) 866-942-3300 (Toll
Free Voice) gkammeraad@symserve.com

Back to Top
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Navigating the Database i Some Basics

Back to Top

A typical grid dialog that displays list information

*Overall search
+ optionfor the

| datagrid

! eHide/show
¢ column

[ eRecordselection

| symbaol

| *Number of

¢ recordsinsearch

; results

% Client Information

Client Name Search i _-Cllwékboxto * Show Non-Service/Subscribers
 Client Name (Chentld  DOB Rov. Sves ' Sclude records Al CasefFamiy 2
A : Case/Fary
S 207+ 09/17/2002 O RS S Reloted 2
|Banes, Gebiela 80655 071772008 @
| |Bones Gegy 206% 302008 2 UseeDefoed
|Cahoun, Jacch 56%9 05121930 Names
Conlacts
| Darvels, Darvele 50693 02/04/2004 17} Addesses
Dariels, David 50634 0N772002 Assigrments
Provder Stahus
Gabezath, Justn 55650 07/07/1389 “ Prcject Status
Evaulations
| o, dorice 255 1270772005 “ Diognosie
| Kantor, Harmison 50633 “ Seevics Plaiis
| Klass, Samantha 5732 | s
| Matthews, lsish 57001 05/2113%2 7]
' Mebian, Mascus 70204 08/25/2003 LN A
': ,'.' Coverages
McMilan, Massa 02065 /0472007 s ' Auhoiaaiions
‘ ' Chaige Actons
¢ Blinghcons
*Datagrid *Right navigation '

! frame

Clients

Ll Clentld 08 RevSws  To re-sort the column contents:

B . 1) Click on column heading andthe

|isuonce2, ARP T columnwillbe sortedin ascending

[ikamisestony KK , g order (arrow indicator appears to right

el A i S UL B, of column heading)

~'$“;‘T:Z" 152: ;mf::? S 2) Click onthe column headinga second

time andthe column will be sortedin
descendingorder (indicator appears)
__‘SGMARP 56993 11/02/1332 ja}
| TestTwo wn @
Tore-sort the column headings:
1) Clickanddragthe celluntil the green
i arrows appear (indicating the new
nt Name To display the column contents: placement ofthe column)

(Cusiom..) 1) Hoverthe cursoroverthe column 2) Releaseclick
B e heading 3) Columns are now resorted
E:‘::;’;f:i:g; 2) Apull down will appeartothe right )
[JLipet. ARP within the column heading Clients = _ ;
Cupez ARP 3) Click onthe pulldown andthe e 008 (7] |Rev. Sves|
[J One. Test Z 2
CJReuse Me. Plesse contentswill be displayed
[JReuse me. Pleese 4) Click onthe checkbox andthe Clients
O seln. arP 2 " 5 iClientld  Client Name DOB Rev. Sves
OTest Two selecteditemwill be displayed only

10
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More about manipulating data grid (2)

le 'l 'l on | Results | Hij

Client Name Search |

[(@& clientSearch | @ Nome Search |

%= Client Information

*Hide/Show column

5
i

To add a column to the data grid: 5.|

1) Click ontheicon in the far left column

2) Alisting of all possible column headingswill
be displayed (those currently includedin the
data grid are identified with a checkin the
checkbox

3) Clickin the checkbox andthe column will be

added

Clientld  DOB Rev. Sves |

-

> . ARP @

| |Insurance2. ARP 3]

| |[Kammeraad. Gary GKK Gl

|_|Upoat. ARP 55850 070201988 @A

| |Lipo2. ARP 56939 11/26/1989
One. Test 12345 04/18/1981 3]
Selfl. ARP 56993 11/02/1992 3]
Test Two |22222

[ ]DUPDATEDT
[ Lock Edits

Toremove a column from the data grid:

1) Clickontheicon in the farleft column

2) Alisting of all possible column headingswill
be displayed (those currently includedin the
data grid are identified with a checkin the
checkbox

3) Clickin the checkbox andthe column will be

removed

More about manipulating data grid (3)

Clients
1 Client Name Clientld  DOB |Rev. Sves|
G
B
| 56989 05/12/1830 = [
! {GKK “
L 55850 7071985 | E
L 56333 11/26/1989
One, Test 12345 041811981 [
(]
(]
(]
__18em, ARP v
| | Test Two &

To utilize data grid filter:
1) Click ontheicon in the far left column

2) Double Clickin the cell (within the icon row)

3) Flashingicon will appearin the cell

4) Enter filter contents andrefine as necessary

Back to Top

Clients

Insurance2, ARP 56989 105/12/1930

]
]

L |_@

| |Lipat, ARP 55850 07/02/1989 | |

| ILipo2. ARP 56939 11/2601%8 [
Selfl. ARP 56993 11/02/1992 G

Clients

1 Client Name Clientld  DOB ‘Rev. Sves

g e | u

| Insurance?. ARP 156989 105/12/1990

| |Lips2. ARP 56339 117261989 [

| |Selfl, ARP 56993 11/02/1992 ~

56989 05/12/13%0
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Data Fields

= Client Information
IdZEnroliment Information
Client Id 10000101 STAR Id

Name % Mr. @
Prefix Ms. MI [_ Last |Brown ~
Demographic Information %
D.0.B. 10/10/1988 '~ M Ethnicity |C | [Caucasian - Non His
« May » 4 2009 »
2 T
3 10 11 12 13 14 15 16
3 Lefgnse
n
[Today | [ Clear |
You are updating an existing client
Pulldowns Text Fields
1 - Standard — (ex: Prefix, Addresse) 4- FI’ee-FIOWing (single “ne)— (ex: Client Id, SSN)
2 - User-Defined — (eg EthnICIty. Sex 5 - Free-FlOWing (multlple “ne) —(ex: Notes
3- Calendar Tool-(e.g. D.O.B.)
Checkbox

6 — Standard —(e.g. Recs Svcs)

Back to Top

Adding/Updating/Changing Information

In different dialogs, whenever you want to add a new piece of information, there is an
AAddo button or, if you right click on the di

Whenever you want to edit information (for example, adding some more information to

the record or making corrections), highlight the record you want to make changes to and

click on the AUpdateo button or, if you right
Aupdat eé. ou eWhietn iynof or mati on this way and clic
make changes to the same record.

In some situations, when you want to change the information without overwriting the
existing record, then you can update the existing record by putting an expiration date to
the old record, and add a new record with the new information. In the case of
addresses and names, the system gives you a choice to update and not log the
changes (i.e. making a correction like a typo), or update and log the changes. In this
case, you will see buttons or, if you right click on the dialog you will see options that
allow you to make changes and NOT log the changes or make changes and log the
changes. Updating records this way allows you to keep a history of all the changes that
are made.

12
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Back to Top
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Where to Go to Look for What Information
Back to Top

A user can choose a preferred dialog when logging on to the database.

1. The case list dialog when you choose to see a full list or a sublist (when you
filter the list to your own cases) i all the links to the different aspects of data
are on the sidebar on the right of the dialog.

In the order of the options on the right sidebar:

Case related information:

Addresses

Assignments (Staff assignment)

Contacts (phone #, email address, etc.)

Program enrollment (referred, active, discharged, etc.)
Svc/Resource referrals

arwnE

Client related information

6. Evaluations (screens i ASQ3, ASQSE, KIDI, SSI, EPDS, WAST-S, etc.)
7. Names

8. Service Plans (incl. family identified outcomes)

9. Services (Home visiting services / encounters (visits, phone calls, etc.)
10. Additional demographics (adult and child)

2. The three-grid case/client dialog when you choose to retrieve one case/client
at atime i the links are the different buttons (client related buttons on the
lower right of the dialog and case related buttons on the upper left of the
dialog)

Back to Top

Always see a case in its entirety

If you are using the case information option, whenever you are pointing to a case,
whether it is just one case or it is a case on a case list, always click on the + sign to the
left of the case so that the clients who are connected to this case (mother, child, father,
etc.) are all displayed. This way, you will know to add clients to a case when a client is
missing for the case. This happens often when a baby is born after the case is already
active with you.

If you are using the three-grid client information option, when you search for a case

and bring the case into the upper | eft
XXXX0 button at the | ower |l ef t of the d

14
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grid and these clients roles in the lower left grid. This way, you will know to add clients
to this case when clients are not displayed.

If you are using the three-grid client information option, when you search for a

client and bring the client into the right gr
Infformaton f or xxXxxx0 button at the | ower middl e o1
on the upper left grid and the clients roles in the lower left grid. This way, you will know

to add clients to this case when clients are not displayed.

Searching For a Client/Case Already in the Database

1. Whether you are using a case list dialog or a three-grid case/client dialog, you will
see a search dialog. To search for one case or client at a time, you can type part of

a clientdés first namsystemmwilyietdlany m&tchr8lesar c h. 0 T
match for you to look at. If the system does not find what you are looking for based

on your partial string, you can click on fAcl
clientdés | ast nameseedthelsystemican knd fheScéeatryairé t o

looking for.

2. Many users like to work from a list of the cases that belong on their case list. In this

case, when you are on the case Ilist dialog,
Assi gnme nt nbfthe searchdiaog,tput wour own staff ID (or use the

magni fying glass to |l ook for yourself on the
system wi || di splay the Iist of cases that a

case/client on the list, maybe the case or client is closed. Then you can search for a
specific case/client as in #1.

Back to Top
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Reqistering a New Family (Create Case/Client)

Case: A case consists of specific individuals who are clients in the program. Each case
has a unique case ID.

Client: An individual who is receiving services from a program. Each client has a unique
client ID. For example, the mother would be the client in the case and the child would
be another client in the same case.

Case member: A client who plays a certain role in a case. For example, the client who
is the mother and the client who is the child.

Client ID
Each individual is a client and has a uniqgue client ID. It starts with a 2 digit program
code followed by 4 digit number followed by 2-3 digit identification for the client, e.g.
05000101

A The last 2-3 digits identify the role of the client, e.g.

T mom 01

i child 00 (if twin or two children 00A, 00B)

T Father 02

T Other 03, 04, 05, etc.
Case ID
CaselDisauniqueidenti f i er for the Afamilyo (or case)
The motheroés client | D wildl be the same as th

caretakeri ei t her the fatherdés or the other primary
as the case ID)

Assigning client and case ID

The database automatically assigns the case ID for a new case. This case ID will
automatically be the same for the primary <car
chooses not to use the automatic case ID assignment, you can overwrite the auto case

ID with the one you want. Remember, the first two digits are for the program and that

will need to stay the same, and the last two digits will most often by 01 and will need to

stay the same. The only numbers that you can change will be the 3" to the 6™ digits of

the case ID.

Back to Top

Before you add a new case/client, make sure the person is not already in the database
(Use the Search steps described above)

When you have determined that the case is not in the database, then:
Click on the ACreat eo0 budgrdcase/cientdialogobR ar e wusi n
Click on the AAdd New Caseodo button (if you ar

16
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The system now will take you through the following steps:
A Create a new case record i that has
T the case ID (automatically assigned)
I case name (use the motherdéds name and en
comma, followed by the first name for the case name) e.g. Walters,
Barbara
T Open date (which will be the very first date the family is known to your
program, e.g. referral date to your program)
Enter basic demographic information for the first client in the case (which will be
the mother for the most part or the primary caretaker if that is not the mother)
Enter the role of this clientinthe case (mostof t en i s the role of i
Enter program enrollment (e.g. receive referral, referral date, the referral source,
and the reason for the enrollment)
Assign the home visitor to the case

o oo Do

Entering Additional Information About Case/Client
Back to Top

After registering a new family, you can add additional information such as:

Address information

Contact information

Other clients in the case (for example, if you want to add the father as a client to the
case, or child or children to the case)

Additional demographic information

TANF eligibility information

Adding/Updating Address and Contact Information for a Case

Address information that is required is the ¢
residence. There should only be one primary address record checked. For programs

that use the database as the programds el ectr
address information as complete and up to date as possible. You can enter as many

concurrent addresses as relevant.

Contact information, such as familyés phone n
is optional. For programs that wuse the datab
important to enter as much relevant case/client information as possible. You can enter

as many concurrent contacts as relevant. When a contact is no longer valid (such as a

phone number that is disconnected), close the contact record with an expiration date so

that you can have a good history of all the contact information for a family.

Back to Top
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Adding Additional Client(s) to a Case

Add a client (usually the child) to the case on the three-grid dialog

First, click Add
to add another
clientto the
case

Case Optiors

Come Eomch

CoseContacts | (D)
[ Cooassenes |
[ PogomEnvaiment |
[ Comhsmgmens | (D]
Sve Refonals/TANF Esgbity

[Roe [RelssofRpts [ Date[Exp Date ]
Mathes Ll R

16002401 16002400 |Eyet. Badw

Chid 1372009 | /7

| NV Ciert Sesch

*Enter basic
information
(Client ID,
first name,
last name,
DOB, etc.)

+Enter role of
the client in

A ) [ Updse 16002400 | [ Demogrephics |
Chert Options
o o the case
SeovceFlags |
gl Erecl B P ) [ Updse ][ Remove J Sevoes |
Potnve Members for 16002401 || Retnove C: Cloax Case/CH ] Dose |

/ Click retrieve
after adding

client

OR Add a client (usually the child) to the case on the case

dialog First, right click
inthe grid and
= - _ selectAdd New
- BB | Client
| SexchCatelD for Show Closed [
%I Case ID Case Name Open Dt Close Dt Case Related
@ Chck ¥ ) define & liter - use a3 2 wid card Addresses
| T Tomoiow, Tody [errsio | | S i .
». [3/Clientld  Client DOB Role Ak :Enter ba.SIC
BB Tomomow. Today 611933 M G ST ::::::::r:rm mfgrmatlon
0 cenianes | (ClientID,
o vom first name,
i Dot Membershp Iformation | s last name,
Senice Flars DOB, etc.)
Services
Additional Demographics
*Enter role of
the client in
the case
Close Case

& a8l

Click Close after adding the client and then re-open the Case dialog (Go to
Cases/Clients at the main menu and select Cases, search the case

Back to Top
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***Sometimes, when a client is not given a role in a case (e.g. mother, child, father, etc.)

then this client will not be linked with a case. If for some reason, you suspect that

maybe the client is already in the database but just not linked up with the case, which is

why vyou

donot see the client

If you are using the three-grid dialog

1. Click on the Client Search button to search for the client that you think may
already be in the database (If you find the client, click OK to bring the client

into the right grid)

2. Then click on the Enroll xxx in Case button in the lower right grid and enter

the role information

3. Then click the Retrieve Case Information button to refresh the grid

Caze Membership Information

B Client/Case Information == )
Case/Clent
Case Information Case Options
Caseld Cave Nare ~ Cae Seasch
16002401 [Eser. Sty |
[ CueContan ][]
[ CoseAddesses | [B]
Progiam Ercolnent. |
CaseAssignments | (B3]
Cieste ][ Updse | ‘Sve Refenals/TANF Eigbity |

[Cozeld [Chentld_ [Nome

[Role [Relsio{Rp: [ Date_[Exp Date ||
77

16002401 16002401 Eyes. Stany Mothee 172008
16000401 16002400 (Egms,Baby (Ol | 17172008 | /). |

[ £l 856y Epes in Cove

) [ updse ][

Remove |

[ Retive Monbers for 16002401 |

If you are on the case dialog
Right click in the client area

“ﬁ!t',%,'ﬁw"'wﬁy«\ o Cose/Chank loformation s |

Select “Add Existing Client” and search for the client that you think may
already be in the database (If you find the client, click OK)

Enter the role information

You will see the client added to the client area under the case

f¢: Case Information

=] E3
Search Case ID for. Show Closed v
iCaselD Case Name Open Dt Close Dt Case Related 4
v fick here to e d card Addesses
| amn [lmwu.l’odw lsr2z2t0 | | Assignments
» [3Cientld | Client DOB Role Cortacis
N Tomorrow, Tadey 6/1/1993 Progom Epeimact
Ll (=] rals/ TANF Eig
[ Add New Clent = =
15} Update Member
18] Update Clent Registration s
& Delete Memberstip Information
Service Plans
Services
Additonal Demographics
2’& _ﬁﬂ] Print I Close Case ] Close. | I
Back to Top
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Adding/Updating Client Demographic Information

The required demographic information for a child includes: ethnicity, gender, birth

weight, gestational age at Dbirth. Desired de
home language and insurance st at us . The childés birth hospi
as preferred by the individual home visiting program.

The required demographic information for the adult primary caretaker includes:
ethnicity, gender. Desired demographic information includes: insurance status,
education level and employment status at entry and at discharge.

When entering demographic information, it is important to note which client you are
entering the information since the demographic information is client specific.

Back to Top

Adding TANF Eliqgibility Information

Add TANF Info

Check as
many that are L
applicable s s 1l Click
e here to
ek oAV
Leave close date rprna
blank unless ot
clientbecomes Gl 77— T
not eligible o] g | B | Kewea] Do
Back to Top
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Changing Program Status for a Case

After a family/case is referred to your progr
status in different ways at different times:

A Admit the family/case when the family signs consent to receive home visiting.

A Discharge a family/case when the family no longer receives home visiting (no
longer interested, does not engage, completes, moves out of the area, etc.)

A Close out a referral when the family is not interested in receiving home visiting

A Re-admit a closed family/case when in some cases, a family may leave the
program and later want to re-enroll

To make the changes in a family/s enrollment status, clic k on t he AProgram Er
' ink/ button to view the section in the databa
program enroll ment. There is a fAiChange Statu
steps to change the familydés enroll ment statu

Reassigning a Case

On occasions, a program may reassign a case to a different home visitor. To reassign

a staff, click on the fAStaff Assignmento | ink
Assignment o area of t he da taatloaesassign, andtlicgdnl i gh't
the AReassigno button to change the assignmen

On other occasions, a home visitor may have reasons to put a case on hold. Click on
the Areassigno button and change the | evel to

In reassigning a stafforastatus of a case assignment, enter t

when the reassignment occurs.

Back to Top
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Developing Family Goal/Service Plan

There are several parts of a family goal plan:

A Summary of family priorities, strengths and challenges, and a day in the life of

the child
o Overall family priorities, strengths and challenges
o A day in the I|Iife of e (if family has a

A Specific plan information such as when the
o Type of plan
o Statusit here should al wayssélkopaehd pPha&niin
o Start date
o When the plan is to be reviewed (next plan date)
o End date (if a plan is replaced by another plan)
A Specific outcomes (and related strategies) family wants to address during the
plan period

Back to Top

The following are the broad and specific home visiting outcomes that are options to
choose from. But you are free to create any outcomes that are not listed below based
on what the family wants to address.

Broad Home Visiting Outcomes

OoUT1 Childis born healthy

ouT2 Childis physically/mentally healthy
ouT3 Childis safe

ouT4 Childisnurtured

ouUTS Family is connectedwith resources
ouT9 Other outcomes

Specific Outcomes

OUT1A | Has good prenatal care OUT3A | Ensureshome environmentis safe
OUT1B | Follows prenatal health practices OUT3B | Understandswarningsigns of abuse
OUT1C | Abstain from smoking OUT3C | Keeps child safe from violence
OUT1D | Abstain fromdrinking alcohol OUTAA Demonstrates knowledge of child
QUT1E | Abstain fromdruguse development

OUT2A | Take care of post-partum health OUT4B Understands signs of maternal
OUT2B | Breastfeeding goingwell depression

OUT2C | Alternative to breastfeeding goingwell OUT4C | Have positive parent-child interaction
OUT2D | Well child visits regularly occur OUT4D Gain knowledge aboutnurturing /
OUTZE | Childimmunizations are current attachment

OUTZ2F | Childhas oral health services OUT4E | Child'sfatherisinvolved

OUT2G | Childis growingwell physically OUT5A | Connected with community

OUT2H | Childis developingorreferredfor help OUTSB | Have access to substance abuse support
ouT2l Gain knowledge about nutrition OUTS5C | Have access to assistance

ouT2J Have supportregardingfuture pregnancy | OUT5D | Can complete education

OUTSE | Has good child care arran gements
OUT9A | Otherchild outcome

OUT9B | Other adult outcome

QUTIC | Otherfamily outcome

Back to Top
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Replacing Family Goal/Service Plan With a New One

At regular intervals, when you are ready to replace the goal plan, you will take a look at

the familyébés priorities and routines
AEval uationso section

Then,c | i c k Senr tihcee APl anso | ink/ button to
Information section.

First, update the existing plan by changing

Update the Expiration Date to show when the place is replaced
Click to the drQareptaced@as o | i nk f

Review each outcome and put a disposition to each outcome and end the outcome
using the date when the plan is replaced.

Back to Top

Entering Ongoing Information

This includes Things Done With or On Behalf of the

Family.

For example, you will have many visits, multiple

screens, and different service referrals that you will

record for each family.

1. Services provided to the family (e.g. visits, service
coordination, indirect work on behalf of family, etc.)

2. Screensdone on the primary adult caregiver (KIDI, SSI,
WASTS, EPDS)

3. Screensdone on the child(ren) (ASQ, ASQ:SE)
Service/resource referrals made for family

Back to Top

23

compl

t



Home Visiting Database Manualv2

Entering/Updating Services

Services T How and Why

The

NnSer vi

ceso i

nf or mat.i

on

wi || provi de

intensity of service, the actions of the home visitor during an encounter with family as
well as the outcomes of these actions. It will also provide the funder other information
such as where services occur and if there are difficulties in engaging the family as well
as other efforts such as the time it takes to travel in order to provide services.

0Servi
Vi si
as

tor ds

encounters

AProcedureso) i
home visitor and the family. The home visitor will write progress notes as well as record

ncl

and
ude

c are:m in thé datakiade ¢hat holds all the service records about a home
attempted
h o me ewentsshetwesn tlee s

the length of each event, the specific type of service, and if the event occurred.

P I'OCGd u I'e COdeS fo r Se rVICeS 211 Field This is used by the supervisorto record family
Supervision specific field supervision
Service A : 5 e
T ny service coordination/case management
Visit with family befare family signs e Ganrdinghioy activity that is done face to face with family
S01 Informational Visit 2 {face to face)
consent to accept services Seice " 5 7
— - - 213 Coordination Any service _coordmat_lonfcas_e management
502 | Prenatal Visit Visit during prenatal period after activity that is done with family averthe phane
family accepts service {(Phone) ‘ £l
— - - Case Suiport Any indirect case related activity on behalf of
Visit to family between period from S14 Miscellar?epous the family, such as case review, research on
a3 Postpattum Visi birth of child tlo about 8 weeks tapics for family, etc.
(when mother's body retums to This is used when an event is held that involves
pre-prenatal state) mare than one family, e.g. Christmas party,
Any visit with the family in home ar 515 Group outing, parent group, etc. Each family will be
304 Home Visit community as preferred by family reco_n:_led _with the full length of time the family is
after postpartum period participating in the event.
Brief/simple phane calls to . ) .
schedule, confirm appointments 215 ; This is an option for youto use if you spend
Phone call - ! ; ; ! Email ; o ; ;
S05 ; etc. Phone calls involving case time emailing the family you work with
miscellaneous
management should be recorded
as Service Coordination (phone).
Visit with family as the interpreter This is an option for you to use if you spend
. for specific language (Spanish, S17 Text messaging | time communicating with the family you work
8o Interpretation Japanese, Chinese, French, Tewa, with via text messaging
etc.)
AC“YIMQS E]phone calls; maetings, This is an optionfor youto use if you spend
sgg | Collateral with another E'T”;' 5 DL of Communlcznﬁn;) ¢ S18 Letter time writing letter to the family you work with or
agency with angther;agency an:ashalfo on behalf of the family you work with
family (e.g. communicating with
PER.Ic:) Record travel time for a visit in 15 minute
This is used by the supervisorto increments round trip. Record in quarter hour
509 Reflective Supervision record reflective supervision increments (25, 5,.75,1,1.25,1.5,1.75,2,
specific to afamily 225,255,275, 3, etc). If traveling from one
— - GL3 Travel family to another, record going (to) with 1
o This is used by the supervisorto family's visit record and retumn (from) with 2nd
310 Adrministrative record administrative supervision family. If traveling for several families, split up
Supervision that.ls related specifically to a the round trip (e.q. .5 with 1, 5 with 2nd family,
family Swith 3rd family and so forth)
Back to Top
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There are several parts in a service record:

A Logistical information i when the service occurred, how long, where, and what
type of service, and who are present at the service if it is a face-to-face
encounter

A Home visit actions 1 is a list of different actions that a home visitor do on a home
visit or at a specific encounter. You will check as many that apply for that
particular encounter. You will elaborate on some checked actions in your
narrative note

A Note i the narrative of your encounter. Some home visitors use special
templates to guide how they write their narrative.

After you enter a service, yoodosoagoucanr i nt it f
A Print a specific service note
A Print service notes that you have entered for a specific client during a period of

time (for example, you want to print all the notes you have entered for a specific
client the week before)

A Print service notes that you have entered for a number of clients during a period
of time (for example, you want to print all the notes for all the clients whichyou
have entered the week before)

**See instructions below on how to print different reports

Back to Top

Entering Screening Information

Screening Information - Why

A Periodic screening/assessment helps chart progress as well as provide feedback
for service planning.

A For each screen that is entered into the database, different kinds of feedback can
be generated for different purposes. For example, a family-friendly feedback
|l etter on the childbs devel opmemt progress
celebrate successes, plan next steps, and so forth.

A The screening information can also provide the funder and other stakeholders
with information about outcomes of families and children.

Screening information i how often
A The periodicity for different screens are in the Periodicity Table in the Home
Visiting Service Definition Manual.

Back to Top
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Ages and Stages Questionnaires (ASQ-3): A Parent-Completed Child Monitoring
System, Third Edition is a screening system composed of 21 questionnaires designed
to be completed by parents or other primary caregivers at any point for a child between
1 month and 5 %2 years of age. These questionnaires can identify accurately infants or
young children who are in need of further assessment to determine whether they are
eligible for early intervention or early childhood special education services. Each
guestionnaire contains 30 developmental items that are written in simple, straight
forward language. The items are organized into five areas: Communication, Gross
Motor, Fine Motor, Problem Solving, and Personal-Social. An Overall section
addresses general parental concerns. The reading level of each questionnaire ranges
from fourth to sixth grade. lllustrations are provided to assist parents in understanding
the items. For the 30 developmental items on each questionnaire, parents mark yes to
indicate that their child performs the behavior specified in the item, sometimes to
indicate an occasional or emerging response from their child, or not yet to indicate that
their child does not yet perform the behavior. Program personnel convert each
response to a point value, total these values, and compare the total score with
established screening cutoff points. Source: Squires J, Twombly E, Bricker D, and
Potter L (2009a). ASQ-3 User 6s Gui de, Baltimore, MD : Paul

Ages and Stages Questionnaires: Social-Emotional (ASQ:SE): ASQ:SE is a
screening tool, the primary purpose of which is to assist parents and early intervention
and early childhood personnel in the timely identification of children with responses or
patterns of responses that indicate the possibility of their developing future social or
emotional difficulties. In other words, the ASQ:SE is not a diagnostic tool for identifying
children with serious social or emotional disorders; rather it should be seen as an aid in
identifying young children who may benefit from more in-depth evaluation and/or
preventive interventions designed to improve their social competence, emotional
competence, or both. The ASQ:SE is a series of eight questionnaires designed to be
completed by parents to address the emotional and social competence of young
children. The ASQ:SE has separate questionnaires for 6, 12, 18, 24, 30, 36, 48, and 60
month age intervals. Each questionnaire can be used within 3 months (for the 6
through 30 month intervals) or 6 months (for the 36 through 60 month intervals) of the
chronological age targeted for the questionnaire. The ASQ:SE contains items related to
competence and to problem behaviors. Each questionnaire can be completed by
parents in 10-15 minutes. For parents who do not read English or Spanish at a fifth- to
sixth- grade level, the questionnaires can be used as an interview tool. Cultural and
ethnic variability will also need to be considered when using the ASQ:SE. If an item on
the questionnaire is not appropriate for a family, it should be omitted. Source: Squires
J, Twombl E, Bricker F (2003). ASQ: SE User 6s

The Knowledge of Infant Development Inventory (KIDI) was designed to assess a
personés knowledge of parental practices, dev
It was originally developed for use in research on what determines parent behavior.

The KIDI was also used to evaluate parent education programs. A questionnaire

eliciting previous experiences with infants accompanies the KIDI. Source: Knowledge

of Infant Development Inventory (KIDI) and Catalog of Previous Experience with Infants

(COPE) by David MacPhee, c1983.
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The Woman Abuse Screening Tool (WAST)was developed for use by family
physicians to identify female patients experiencing abuse in their current relationships.
A shorter version of the WAST was created for initial screening using the two questions
with the highest comfort scores (questions 1 and 2). Source: Forgarty CT, Burge S,
McCord EC (2002). Communicating with patients about intimate partner violence:
screening and interviewing approaches. Family Medicine Vol. 34, 5, pp. 349-374.

Social Support Index (SSI) is a 17-item instrument designed to measure the degree
to which families find support in their communities. Social support has been found

in a number of studies to be an important buffer against family crisis factors, and

to be a factor in family resilience in promoting family recovery, and as a mediator

of family distress. Thus this measure is a particularly important instrument for
examining the extent of community-based social support as an ingredient in family
resiliency. The SSI has been used with thousands of families in Western

Europe and in the United States including families of rural bank employees and
families with different ethnic backgrounds including Asian, Native Hawaiian,
Caucasian, African-American, and those of mixed races. Source: McCubbin HI,
Thompson Al, McCubbin MA (2001). Family Measures: Stress, Coping and Resiliency.
Kamehameha Schools, Honolulu, Hawaii. CD-Rom.

Edinburgh Postnatal Depression Scale (EPDS) is a 10-item screening tool. A
valuable and efficie nt way of identifying patients at
EPDS is easy to administer and has proven to be an effective screening tool. Cutoff
scores range from 9 to 13 points. Mothers who score above 13 are likely to be suffering
from a depressive iliness of varying severity. The EPDS score should not override
clinical judgment. A careful clinical assessment by a qualified professional should be
carried out to confirm the diagnosis. The scale indicates how the mother has felt during
the previous week. In doubtful cases it may be useful to repeat the tool after 2 weeks.
The scale will not detect mothers with anxiety neuroses, phobias or personality
disorders. Source: Cox JL, Holden JM, Sagovsky R (1987). Detection of postnatal
depression: Development of the 10-item Edinburgh Postnatal Depression Scale. British
Journal of Psychiatry 150:782-786.

Back to Top

Entering/Updating Service/Resource Referrals

Service referrals i What and Why

A Service referrals is an area in the database where a home visitor can record the
number and kind of referrals as well as the outcomes of these referrals for
additional services for families.

A Service referrals information allows the funder to evaluate the outcomes of
community/services resources for families as well as the lack thereof.
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A Most often, you will update information when you know the result/outcome and
when you feel you can close out the service/resource referral by putting in the
close date

Service referrals i When and how to record
A The database will prompt you to review the service referrals information for a
family whenever you enter a service encounter. This is when you can add new
service referrals or update the service referrals that are still open (i.e. no closed
date i the records is not greyed out)

A You can also add service referrals any tim
Referral s/ TANFéo | ink/button to open the S
database

Back to Top

Closing a Case

Closing a case/family if you use the case dialog

Enter some search criteria
(casel/family name, client first
hame, client last name, etc.) for
case to close

Show Cleved &

sesch | Cinsr Soach Citeria Sowch)
Ad3 Now Case.
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Closing a case/family if you use the three-grid dialog

Go to the main menu to
Cases/Clients and select Cases
File Reports Staff/Providers/Groups [Cases/ Setup  Utilies  Options  Window  Help
o[BG —
Caze/Clent
Case Informabon Case Options Chent Infcemnation
Case Id Case Name Dcheueh Chent I Cherst Name: Sves.
1%
1%
il
[ Coate |
Case Membership Infoemation
Case Id Chent Id [Name Fole R Rpts |EX Date  |Exp Date
[Caea)
Chent Options:
|
[
eshaa pe G\ sBase
Back to Top
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