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Access and Purpose ï 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. 
 
Å Each program has secure tunnel to its own dataset on one of the three servers to 

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

enter and utilize data as appropriate 
Å At CYFD, Soledad Martinez has access to programôs dataset to monitor program 

activity 
Å 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 

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

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

Å 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 
 
Å Program enter and utilize data on an ongoing basis 
Å Download/upload state student IDôs once a month 
Å Export program data to data warehouse once a month 
Å User login tracking report to each program once a month 
Å Soledad Martinez, CYFD Home Visiting Program Manager, conduct program 

monitoring on a periodic basis to be scheduled   
Å CYFD Home Visiting Data Analyst at UNM review data and provide feedback to 

programs on data integrity 
Å Ongoing training and technical assistance for programs provided by UNM 
Å Data utilization training with program administrators 
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Install Java Plug-in 
 
Å You will need to install Java Plugin on your computer if you donôt already have 

it 
 

Å Internet Explorer java install 
ï 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. 

 
Å Firefox/Mozilla install 

ï Go to https://addons.mozilla.org/en-US/firefox/browse/type:7 Choose 
Java, and download now.  

 
 
Install .net Framework for Local Printing 
 
Å 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 sp1. 

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

Å  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 
 

¶ 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. 

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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¶ 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. 
 

 
Back to Top 
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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 belowï upper left corner) 
 

 
 
Step 10.  After exiting from the database, you will be back on the vpn login 
screen.  Make sure you click ñlogoffò at the upper right corner to log off.  Then 
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 
 
Å 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  
Å Debra Tucker, education support coordinator (for data entry, management, 

reporting related support) 505-277-0986 dtucker1@unm.edu  
Å Mike Pennell, Systems Analyst (for server access related support) 505-277-2656 

mpennell@unm.edu  
Å Gary Kammeraad (for database application related support) 866-942-3300 (Toll 

Free Voice) gkammeraad@symserve.com  
 
Back to Top 

mailto:eshair@unm.edu
mailto:dtucker1@unm.edu
mailto:mpennell@unm.edu
mailto:gkammeraad@symserve.com
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Navigating the Database ï Some Basics  
Back to Top 
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Back to Top 
 
 
Adding/Updating/Changing Information 
 
In different dialogs, whenever you want to add a new piece of information, there is an 
ñAddò button or, if you right click on the dialog you will see an option to ñaddéò 
 
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 ñUpdateò button or, if you right click on the dialog you will see an option to 
ñupdateé.ò  When you edit information this way and click ñSaveò, you will overwrite or 
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. 
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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) ï 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: 
1. Addresses 
2. Assignments (Staff assignment) 
3. Contacts (phone #, email address,  etc.) 
4. Program enrollment (referred, active, discharged, etc.) 
5. Svc/Resource referrals 
 
Client related information 
6. Evaluations (screens ï 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 a time ï 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 left grid, make sure to click the ñRetrieve Members for 
xxxxò button at the lower left of the dialog.  This will display all the clients on the right 
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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 grid, make sure to click the ñRetrieve Case 
Information for xxxxò button at the lower middle of the dialog.  This will display the case 
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 clientôs first name and click ñSearch.ò  The system will yield any match or close 
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 ñclear search criteriaò and try typing part of the 
clientôs last name and click ñSearchò to see if the system can find the client you are 
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 list dialog, you can go to the ñStaff with an Open 
Assignment for:ò section of the search dialog, put your own staff ID (or use the 
magnifying glass to look for yourself on the list of staff), and click ñSearch.ò  The 
system will display the list of cases that are currently open.  If you donôt find the 
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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Registering 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 unique 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 
Å The last 2-3 digits identify the role of the client, e.g.  

ï mom 01 
ï child 00 (if twin or two children 00A, 00B) 
ï Father 02 
ï Other 03, 04, 05, etc. 

 
Case ID 
Case ID is a unique identifier for the ñfamilyò (or case) 
The motherôs client ID will be the same as the case ID (if the mother is not the primary 
caretaker ï either the fatherôs or the other primary caretakerôs client ID will be the same 
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 caretakerôs client ID.  If your program 
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 3rd to the 6th 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 ñCreateò button (if you are using the three-grid case/client dialog) LR 
Click on the ñAdd New Caseò button (if you are using the case list dialog) 



Home Visiting Database Manual v2 

17 

The system now will take you through the following steps: 
Å Create a new case record ï that has  

ï the case ID (automatically assigned) 
ï case name (use the motherôs name and enter last name, followed by a 

comma, followed by the first name for the case name)  e.g.  Walters, 
Barbara 

ï Open date (which will be the very first date the family is known to your 
program, e.g. referral date to your program) 

Å 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) 

Å Enter the role of this client in the case (most often is the role of ñmotherò 
Å Enter program enrollment (e.g. receive referral, referral date, the referral source, 

and the reason for the enrollment) 
Å Assign the home visitor to the case 

 
 
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 city, zip and county of the familyôs primary 
residence.  There should only be one primary address record checked.  For programs 
that use the database as the programôs electronic record, it is important to keep the 
address information as complete and up to date as possible.  You can enter as many 
concurrent addresses as relevant.   
 
Contact information, such as familyôs phone number(s), email address(es), and so forth, 
is optional.  For programs that use the database as the programôs electronic record, it is 
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   
 

 

 
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 you donôt see the client listed under the case, then: 
 

 

 
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 birth.  Desired demographic information includes: the childôs 
home language and insurance status.  The childôs birth hospital information is optional 
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 Eligibility Information    
 

 
 
Back to Top 
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Changing Program Status for a Case    
 
After a family/case is referred to your program, you will change the caseôs program 
status in different ways at different times: 
 
Å Admit the family/case when the family signs consent to receive home visiting.   

 
Å 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.) 
 
Å Close out a referral when the family is not interested in receiving home visiting 

 
Å 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, click on the ñProgram Enrollmentò 
link/button to view the section in the database that stores the history of a familyôs 
program enrollment.  There is a ñChange Statusò button that will take you through the 
steps to change the familyôs enrollment status. 
 
 
Reassigning a Case    
 
On occasions, a program may reassign a case to a different home visitor.  To reassign 
a staff, click on the ñStaff Assignmentò link/button and that will take you to the ñStaff 
Assignmentò area of the database.  Highlight the staff you want to reassign, and click on 
the ñReassignò button to change the assignment.   
 
On other occasions, a home visitor may have reasons to put a case on hold.  Click on 
the ñreassignò button and change the level to ñon hold.ò 
 
In reassigning a staff or a status of a case assignment, enter the ñReAssignò date to 
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: 
 
Å 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 life of é (if family has a child) 

Å Specific plan information such as when the  
o Type of plan 
o Status ï there should always be only one ñin progress/openò plan 
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) 

Å 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. 
 

 
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 familyôs priorities and routines by completing the family summary under the 
ñEvaluationsò section 
 
Then, click on the ñService Plansò link/button to get to the Client Service Plan 
Information section. 
 
First, update the existing plan by changing the Plan Status to ñRò for replaced 
Update the Expiration Date to show when the place is replaced 
 
Click to the ñOutcomesò link for the replaced plan 
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    
 

 
 
 
 
Back to Top 
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Entering/Updating Services    
 
Services ï How and Why 
 
The ñServicesò information will provide the funder information about frequency and 
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. 
 
:òServicesò is the area in the database that holds all the service records about a home 
visitorôs encounters and attempted encounters with the family.  These services (coded 
as ñProceduresò) include home visits as well as any other specific events between the 
home visitor and the family.  The home visitor will write progress notes as well as record 
the length of each event, the specific type of service, and if the event occurred. 
 
 

 
 
 
Back to Top 
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There are several parts in a service record: 
 
Å Logistical information ï 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 

Å Home visit actions ï 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 

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

 
After you enter a service, you can print it for the familyôs chart.  To do so, you can: 
Å Print a specific service note 
Å 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) 

Å 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 
Å Periodic screening/assessment helps chart progress as well as provide feedback 

for service planning. 
Å 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 
letter on the childôs development progress can be shared with families to 
celebrate successes, plan next steps, and so forth. 

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

 
Screening information ï how often 
Å 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 ½ 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 
questionnaire 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.  Illustrations 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 Userôs Guide, Baltimore, MD: Paul Brookes. 
 
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 Userôs Guide, Baltimore, MD: Paul Brookes. 
 
The Knowledge of Infant Development Inventory (KIDI) was designed to assess a 
personôs knowledge of parental practices, developmental processes, and infant norms.  
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 AI, 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 efficient way of identifying patients at risk for ñperinatalò depression, the 
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 illness 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. 
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Entering/Updating Service/Resource Referrals   
 
Service referrals ï What and Why 
 
Å 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. 

Å 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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Å 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 ï When and how to record 
Å 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 ï the records is not greyed out) 

Å You can also add service referrals any time by clicking on the ñService 
Referrals/TANFéò link/button to open the Service Referrals section of the 
database 
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Closing a Case   
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