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Overview of Organization Section

The initial setup of the Organization is done in Security Manager and the Program Development Web Tool, but it
will need to be finished on the pages in the Organization section.

The pages are arranged in a logical sequence and should be set up in that order. Required items are shaded a light
blue. Investor Targets, Target Areas, REF Conditions, Poverty Level pages in the System section should all be
completed before setting up an Organization.

Local Administrators will see information for their own organizations on these pages. System Administrators can
see information for all organizations. First, the SA must select the VIEW menu, and click on Security to remove the
checkmark. Then when searching on the Agency Listing page, all Organizations will be available.

Glossary
Application is the designation given to the collection of pages in the system used for a specific type of program,
i.e. HMIS, Head Start, CSBG, or Weatherization; only one Application can be used at a time

Organization is an Agency set up to use the system

Program is a program within the Organization (Transitional Housing, Emergency Assistance); it will include one or
more Program Components, Target Goals and Activities

Contract is the type, source and funding area from which funds are being distributed to finance a Program; these
values are not subject to change from year to year

Contract Detail is the yearly renewable details of a Contact containing, among other things, the dollar amount
and starting and ending dates of each annual term; these values are subject to change year to year

Funding Code is container to which one or more contracts are linked; these codes link a Contract to Staff
Activities, which ultimately link to Client applications; they are not used in reporting

Program Component is a sub level of a Program designated to a narrowly focused process, which will result in
Clients achieving one or more Investor Targets; it includes unique Activities and Milestones

Activity is a Staff performed service to assist Clients in completing Milestones (case management, assessment,
home visit); these will be recorded in the system

Standard Names organize Staff Activities into Standard Categories for reporting purposes
Milestones are Interim Client results, those steps along the way to achieving the target outcome

Active designates the item is currently being used in the system; since many items may not be deleted after they
have been used, there is the option of making an item inactive

Program Year is an Application’s Operating Year allowing the system to have multiple Applications open
simultaneously

Question Templates allow administrators the ability to create multiple Question sets, permitting the additional
collection of data

Snapshots are a copy of a Client’s Central Intake information used to provide historical Client/Application data

Forecaster is a tool to capture key assumptions used in determining Program Component throughput and
monthly estimation of required Client performance

Active designates the item is currently being used in the system; since many items may not be deleted after they
have been used, there is the option of making an item inactive

|
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The Basic Process, after exporting from Program Development Web Tool
Finish Agency information at top of Locations page

Create Locations and linked Contacts

Create Contracts and the current year information

Link Contracts to Performance Measure

Add Contract Contact information

Link Funding Code to Contract(s)

Add Program detail information

Link Locations to Program

Add additional Program Components if needed

10 Add additional Activities if needed and add details for existing Activities
11 Add additional Milestones if needed

12 Link Milestones to Contracted Target Areas

13 Generate Forecast

O oONOULD WN PR
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Location Page

Create and manage Locations and Contacts linked to those Locations. One Location may have multiple Contacts
linked to it. A Location displayed on this page will be a choice on the Start page when a User logs in to Enginuity.

Locations created in the Program Development Web Tool for Head Start will appear on this page automatically.

rganization-[AS1AgencyAdmin]
: File Yiew Report Options Help
<:' E> % w ?3 @ [E:- ﬂﬁ a & @ & @ K 4 B M i Address Ia aes orglocations j ﬁ Go
COrganizationLA hd External Locations
M avigatar o= .
— Agency Mame Ype =
=-Organization Seney IAsmgenC}' i IEAP J
: Service R adiuz I 30 miles Region I Regionl
— Contracts .
—Funding Codes wieh Site I sy, adsystech. cam
—Program Setup 5
—Program T argets ave
—Forecaster -
— Document Consent IV For Class Location {2 of 3}
—Housing Maintence . - - - — LocationMamne 7 Type |0
—Agency Listing Location Hame | tain Location Tvpe IMaln Facilty jv AS1agencylocati | Main Office
—Question Template -
EH-External Org (e I 123 Main SUEEt\ s
et Address? I Satellite Facility
Pragrams Marpland Apartme | Satellite Facility
[—J—ElasElSetuSp t City IHedondo Beach \ j State IEA VI TSTLURation W ain Facility
—Class Setup — - —
—Class Renewal Caunty IMarin j ZIP I ISR FaCI|It}'].aBC Satellite Facility Te:
—Class Meal Setup I B N Bee I-ynuse Satelite Facility Te:
| gl ICEnzEl CRG10000010089 eo Lode I GO10 Iocat}(:m
[=-Reports Legal Capacity I Capacity License Expiration 0972010 - Rantha O
— kdonthly I J ar)é o _ne
YearlyAPR Site Type Houszing Type IShared Housing VI
Description
@ | Housing | New | Delete | M LI
First Mame IJohn Last Name Doe Contact {1 of 1} —|
Contact Type  [Super Admin Title Mr - / Firsttd ame: | LastMame 7
,’ | Johin b |Doe Mr
‘wiork Phone | [123)-456-7890(x). Cell Phone I S ) B
Fax I - E-mail I techsupport{@adsystec
w | Save | Delete y
lal | 3|

Navigating the Location Page

e Agency information will automatically appear in the top section
e New Locations will be created in the middle section and appear in the LOCATION GRID
e All Contacts linked to the selected Location will be created in the bottom section and appear in the CONTACTS

GRID in the bottom section

|
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Update Agency Information

Agency and Region names will appear automatically in top section
Select Type of Organization in type dropdown

Enter Service Radius

Enter Web Site

Click SAVE button

u b WN P

Create New Location
1 Click NEW button in middle section
2 Select Consent
a This determines who can access this record; Organization will keep information available only to the Agency
Enter Location Name
Select Type of location
a Several reports use the Contact linked to the location listed as Main Facility
Enter Address information
Enter License information if needed
Enter GEO code if HMIS location
Select Site Type for HUD if needed
a Non-residential
b Residential: special needs and non-special needs
¢ Residential: special needs only
9 Enter Housing type for HUD if needed
Mass shelter/barracks
Dormitory/hotel/motel
Shared housing
Single Room Occupancy (SRO) units
Single apartment (non-SRO) units
f Non applicable: non-residential program
10 Enter Description of Location
11 Click SAVE button
a Use DELETE to delete Location record
12 Repeat for additional Locations

W

0N O u

™ QO 0 T W

Create Contact for Location
1 Select Location to add Contact in LOCATION GRID

a Each Location has its own Contact(s) > Make sure to have the correct

Location selected when entering

2 Click NEW button in bottom section . .
- Contact information
3 Enter First and Last Name
4 Enter Contact Type > Anyone who should display as the
5 Enter Phone and Email contact information contact for an internal Referral
6 Click SAVE should be added here

a Use DELETE to delete Contact record
7 Repeat for additional Contacts,
The Location may have as many contacts as needed.

|
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Record Inspection Information for Location
Inspection information is not required, but is
available for Agency’s use.
Select Location in LOCATION GRID
Click INSPECTION icon button
In the popup window, click NEW button
Select Type of Inspection
Enter Inspector Name
Select Inspection Date
Select Expiration Date
Enter Result of Inspection
Enter Comments if needed
10 Click SAVE button
a Use DELETE button to delete Inspection
record
11 Click CLOSE button

O oONOUDE WNPRE

M Organization-[AS1UserGroup]

[ New][Save] [Delﬁe]

Type Fire Diepatmant - Inspector
st Dt Eupred Do
Result ‘ Fass |
Comments Need one more exit sign
Inspection
Type ¥ InspectionDate 7 Result ¥ Comments ¥ ExpiredDat

» E Fire Department | 6/%/2008 12:00:00 | Pass Need one more e | 6/8/2009 12:.C

~

[ [T

|
Organization Section Guide Page 5

AdSystech, Inc. 2010 v446.01272010



Contracts Page

Use this page for adding and managing all Contracts and Grantee information for the Organization. Use the blue
arrows in the toolbar to navigate from one Contract to the next, and the Previous & Next buttons to move from
one Contract year to the next within a Contract.

Each Contract can be linked to one or more Target Areas and one or more Contacts.

Fi: Organization-JAS 1UserGroup]

File~ Wiew~ Report~ Options~ Help~

<:' E> X 1] ?3 @ @-E’J & @S (] {ﬁ ﬂﬂ 4 [ B Address|@aes:ﬂorgfcontrac1s v|ﬁ Go

OrganizationlA - Contracts T

R R Ecaian Contract Type [cont itTpr ~|  FundingSource [~S1FundingSource + || v | Active
1 |F|.ningArea IAS1FundingArea1 vl

Contracts

| $amp|eTargetAr a1
I sl

| » Etestmaasures i

test measurgs

Contact
Firsthame W Llasthame 7
» | Jane 4 | Contact Ms.

Title

\

Navigating the Contracts Page
e Contracts will be created and shown in|the top section;
0 Navigate between them with blue tpolbar arrow:
e Current year of Contract is created andishown in second section;
O Navigate between the Contract Year records with PREVIQUS and NEXT buttons
e Linked Performance Measures will be created and displayed in third section
e Contacts for Contracts will appear in bottom section in CONTACT GRID

\
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Create new Contract

1 Click NEW button in top section > The Contract Type, Funding Type
2 Select Contract Type and Description are all displayed in
3 Select Funding Type other places; they will help to
4  Click to create checkmark in Active checkbox identify this Contract
5 Enter Description of Contract; this name will be used on Funding
Code page
6 Select Funding Area
7 Click SAVE button in top section

View Contract
1 Use blue Toolbar arrows to scroll between available Contracts [K] <] D [>[|

Create Current Contract Year record in Contract Detail

1 Make sure correct Contract is selected in top section > The Contract Number must be
2 Click NEW button in second section unique; each fiscal year detail record
3 Enter Contract Number of a Contract must have a unique

a This name appear on Reports Contract Number

b This name is also used as a Parameter in reports, so make > The Contract Number field is used

sure it is identifiable as a Parameter on some reports, so

4 Enter Amount of Contract make sure it is easily identifiable; it
5 Enter Contract Length helps to refer to the Contract year
6 Select Payment Type and to the Program in the name
7 Enter Contract Code
8 Enter Sponsor
9 Enter Contract Start and End Date

10 Enter Grantee
11 Enter FY Start and End Date
12 Enter FY Fund Amount
13 Click SAVE button in second section
a See Annual Tasks section for information about renewing Contract

View Current Year of Contract
1 Select Contract in top section
2 Click PREVIOUS or NEXT button to navigate between year records of Contract

|
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Link Contract to Performance Measure
1 Make sure correct Contract is selected
a Use blue arrows in toolbar to select correct Contract
2 Click NEW button in third section
3 Click PERFORMANCE MEASURE icon button
a Performance Measures must be set up first on the Investor Target and Target Area pages in the System
section
b Performance Measures linked to a Contract here will be available to be linked to a Milestone
Select the Measure in popup window
Click SELECT button in popup window
Click to create checkmark in Active checkbox
Enter Title for Performance Measure
a To copy and paste Performance Measure for Title:
i) Highlight the information in the performance Measure box
ii) Press CTRL and C keyboard keys
iii) Click in the Title field
iv)Press CTRL and V keyboard keys
8 Enter Performance Number
a Thisis the number of people the Agency states in the contract to reach this performance measure
b If number, rather than percentage, click to check in Is Number checkbox
9 Click SAVE button in third section
10 Repeat for each additional Performance Measures
11 Repeat for additional Contracts

N O b

Create Contract Contacts

1 Make sure correct Contract is selected

2 Click NEW in bottom section

3 Select Contact Type

a Thisis a requirement for some reports
Enter First and Last Name

Enter Phone, Email and Address information
Click SAVE button

Repeat for additional Contacts

N o b
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Funding Codes Page

Funding Codes are used only to link Activities with the Funder who is paying for them. The Funding Code can be
associated with one or with many established Contracts. The Activity Flag checkbox designates a Funding Code
used for Activities; if the box is not checked, it designates a Funding Source, currently used by Head Start.

Funding Codes created in the Web Tool will appear here, but will still need to be linked to a Contract.

#; Organization-[AS1UserGroup]

i Filer View+ Report~ Options~ Help~

<:I ED W o ?3 @ ﬁ. {ﬂ & @ &0 {ﬁ K 4 b B Address|@aes:#orga‘fundingcode

Funding Codes

OrganizationLA hd

FundingCode Contract Listing

=-Organization Descripion | FundingCode 7] Unit Descripon 7 ContractType ¥ Active ¥ Fundingires ~ o
eHEAT eHEAT Contract 1 HUD I Areal b

Funding Codes 588 fur@ng codel mntra*Z Private Funding I Area?

Active HS Fundin 200 Contraf.tDescripti HUD I Areal

Test Code for Acti 123TestCode 123 prf{iate Private Funding I3 Areal

Active EHS Fundi

Active EHS Fundi

HS Federal 2008- 410

Inactive HS Fundi

HS Felieral 2008-
Inactivg HS Fundi

FundingCodeContracts
cription 7 ContractType W Fundingfreza ¥ FundingSol
i - L#] 234 Private Funding | Areal Sourcel
a - y (T3 THB Eouree]

123TestCode ¥ ActivityFlag

Navigating the Funding Codes Page

e All existing Funding Codes will be listed in the KUNDING CODE GRID

e New Funding Codes will be created in lower Ief% section
e All available Contracts will appear in the CONTRACT LISTING GRID
o Alllinked Contracts to the selected Funding Code will appear in the FUNDING CODE CONTRACT GRID

|
Organization Section Guide Page 9

AdSystech, Inc. 2010 v446.01272010



Create a Funding Code

1 Click NEW button > Funding Codes are not used in ar.7y
. reports; they are used only to provide

2 Enter Funding Code name :

. . L a link between Contracts and

3 Click to create checkmark in Activity Flag checkbox Activities

4 Click to create checkmark in Active checkbox

5  Enter Description ) More than on'e Contract can be

6 Click SAVE button linked t(? a Funding Cz_)de, a Co.ntract

can be linked to multiple Funding

a Funding Code appears in FUNDING CODE GRID Codes

Link Funding Code to Contract

1 Select Funding Code in FUNDING CODE GRID on left side of page > If a Contract does not appear in

2 Select Contract in CONTRACT LISTING GRID in right side of page the Contract Listing Grid, make sure

3 Click DOWN ARROW icon button the Active checkbox s marked on the

i . Contracts page; if it is marked, click
a Link appears in FUNDING CODE CONTRACTS GRID at bottom of the REFRESH button in the toolbar to
right side of page update the page

b Use UP arrow to remove link from Funding Code

4  Enter Description

Click SAVE button on right side of page

6 Repeat for additional Contracts to link to Funding Code

v

Allocate percentages and dates to different Contracts in Funding Code
If more than one Contract is linked to a Funding Code, each
one can be set up to contribute a specific percentage of the _ - _
funds and the dates the contribution exists. Previous || Next | SO RS

T%; Organization-[AS1UserGroup] E| |§|r‘5__<|

1 Select Funding Code in FUNDING CODE GRID on left side of FundingSource Percentage List
page Percentage ¥  StartDate ¥ EndDate ¥ Comments 7
2 Click DETAILS button » 125 | 7/1/2008 12:00:00 | £/30/2009 12:00:0 | |

In the popup window

3 Select Start and End Dates

Enter percentage that this Contract will contribute
Enter comments

Use NEXT and PREVIOUS buttons at top to bring up other || strt Date End Date %

Contracts linked to this Funding Code

N O b

Comments
8 Repeat process for each Contract
9 Click CLOSE when finished New ][ Save || Delee |
This process will need to be redone each Contract Year since
it is tied to specific Start and End Dates. rrrr
Lock Funding Code
1 Select Funding Code in FUNDING CODE GRID on the left side of page

2 Click the LOCK icon button @
3 A warning message will appear asking if you want to continue
4 Click YES button

a Funding code is now frozen and may not be changed

|
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Program Setup Page

Programs are created in the Security Manager and Web Tool; once created there, they will then appear on this
page. Program Components and Activities are also created in the Web Tool, but may also be added on this page.

The Auto Create checkbox designates the Program, Program Component and Activity as being able to be
automatically generated.

% Organization-[TRAAgencyAdmin] |;| |'X]
! File View Report Options Help
 ED RV I E BAAS @B N 4 D M Address [RassTorgigeneyprogran v] @ co

Org__anizationLA hd Program Setup

[P S | pe—

izati ini T CAP
=-Organization Training Agency ype

[E=

|£

|»e

—External Locations
i Program | TRASummer Crisis | FoEaii o)
[ tion C HEAPEntry -
B coram S o =1
—Program Targets Standard Name IEheap L! TRﬁj’\ﬁ nter Crisis
—PAgency Listing
—Question Template
e PogComporn | survercras | QustonGate | || ] PooCoreere 102
|—Programs - icefres ¥ Description 7
—Class Setup Encounter 4 Encounter Compo
—Class Renewal / |
— Agency Holiday
= Reports
| —Yearly-AFPR Primary rgy S
SBDDnd?ﬁ( Energ

—Funding Codes Program “  Description 7
—Forecaster |
TR4#Home Energ | |
B e Finewe [seee JIjd .
= External Org
=-Class Setup Summer Crisis
—Class Meal Setup
Bctivity {1of 3}
| Monthly Activity ¥ Description W
Clﬁssgésment

GfentDit/Limit 0| Daiy Limit r A
EE N N e

mer Crisis r Primary Energy Socurce r

e All available Programs will be listed in the PROGRAM GRID

e All Program Comiponents created in the Web Tool will appear in the PROGRAM COMPONENT GRID
0 Additional Program Components will be created in the left mlddl section

e All Activities created in the Web Tool will appear in the AcTiviTY GRID
O Additional Activities will be created in the left bottom section

Navigating the Program Setup Page / /

Organization Section Guide Page 11
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Complete Program Setup

1 Make sure correct Program is selected in the PROGRAM GRID
2 Enter or select Question Code at the top of page
a Entering a new Question Code enables that code on the Question Template page

w

Select Standard Name

4 If the Program will be automatically generated (as with a Swipe Card), click to create a checkmark in the Auto

Create checkbox

5 Make sure there is a checkmark in the ACTIVE checkbox

6 Click SAVE button in top section

Complete Program Details
1 Click DETAILS icon button to open
Details popup
First section
2 Select Category
a These are set up on the
Dropdowns page
3 Select Auto Create Mode
a Determines who will be
entered in Program —
Individual, Family, Household
4 Select Focus Code
a This determines what appears
in the income snapshot at
Program Entry
b Also determines who appears
on the Client Demographic
reports
5 Select Program Start and End
dates
a If dates are invalid, message

will be displayed (i.e. 2/30, 11/31)

6 Select Target Population

Organization-[A erGroup =
[ Prev || Next | Giocul | ASTHMIS Close
Category HMIS ~| AutoCreatehlode |Household ~| Save
Focus Code Individual ~ | Program Start (MM/DD) 01101 Program End (MM/DD) 23
Target Population Incividual | Project Name Duration
Poverty Level Type  [HMIS Ea
P Description Homeless management system
c A homeless person is someone who is living on the street orin an emengency shelter, or who would be living on |
tha mreet or in &n emergancy sheltar ',\"rlhout the SHP assiﬁance. A person ig considered homeless onfy when  w
Warning : Allapplications for this program for the previous operation year 3
will be exited close of business day for the dae specified. it Date Closcout ffod
10222111 v et ~|

STDName List
¥ STDNsme ¥ Condiion 7V |

~
Select * From [Cu

Program STDServices

Category STOMame T Condition 7 STI

» [ SampieCategoryi | Age > 30 » | Age>20 | Select * From ICu | 100
SampleCategory1 | Stert datex01/01/ | Select™ From [Vie ‘ [ Ag=>50 [ Select™ From [Cu | 107
2z 22 Select” From [Vie @

[ P [T Clmi ® e 1 b
< > IE >

Agency Contact Listing Referral Consent

Locationame W ContaciType W Firsthame Vf ’—L|
AS1Agencylocati | Case \Worker Isabel

AS1AgencylLocati rrrrer

Location 1 ™
— R v e ™

Program Contacts
Locationlame 7 ContactType T f
| AS15gencylocati | Staff
[ ASTAgencyLocati | Staff [

-

J( [——— = - J< .
‘ AS1Agency | Private-Type r|—

a This field can determine data to be used on reports
b Field can also be linked to a rule on Rules page

7 Enter Project Name

8 Enter Duration

9 Select Poverty Level type
10 Enter Program Description
Second section

11 Select Exit Date for Clients to be exited out of Program
a Note since this date involves a year, it will need to be reset for each Program year

12 Select Closeout Mode:

a Exit = exit Client out of the Program at the date selected
b Renew = exit Client out of the current application and create a new application with associated Program
Components and Milestones; the Operation Year of the new Application is the next sequential OY
¢ Ongoing = moves the Client to the new Operation Year without adding a new application
O A Customer enrolls in the Program a single time
0 A Customer continues to receive Program Services over multiple years
0 All Customers enrolled in the Program are always in the current Operation Year
0 A Case Manager does not have to remember which Operation Year a particular Customer enrolled in

the Program

Organization Section Guide
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0 The search for a Customer enrolled in the Program does not involve multiple Program Applications over
multiple Operation Years since the Operation Year for all Customers enrolled in the Program is always
the same

Third section
13 The left side lists all Category/STD Names combinations; select any of the combinations that should be linked
with this Program
a Theitems listed in this Grid are set up on the STD Names page
14 Click RIGHT ARROW button
a STD Name will appear in PROGRAM STD SERVICES GRID on right side of third section
b Toremove a referral link, click the LEFT ARROW button
Fourth section
15 AGENCY CONTACT LISTING GRID shows all the Contacts that were created for the Agency on the Location page
16 Select the appropriate Contact(s) for this Program
a These are the Contact(s) who will show up on the Referral Page as the person(s) to refer Clients to
17 Select the appropriate level of consent for this Contact
a This will determine who can refer Clients to this Contact
18 Click the RIGHT ARROW button
a The Contact will appear in the PROGRAM CONTACTS GRID on the right side
b Use the LEFT ARROW button to remove a Contact
19 Click SAVE button at top of popup window
20 Click PREV or NEXT button to view a different Program; if needed, repeat steps for that Program
21 Click CLOSE button at top of popup window when finished

Link Locations to Program P ——

1 Make sure correct Program - - ;
3 : Locations in Organization Program-Location
IS SeIeCted in PROGRAM GRID LocationMame W7 Type < Description 7 LocationMame 7 dd i City
2 CIle LOCATIONS » | AS1hgencylocati | Main Office Location Descripti » | AS1Agencylocati | 8401 Colesville R | Silver Spring
Main Location Main Facility -_> Location11 123 King Jame w | Alexandria
|C0n bUtton Location 1 Main Facility 1111111111111 AS1Agencylocati | 4957 Elm Street Bethesda
POpU P wi ndow will d ISplay all Satellite"1111™"Ne | Satellite Facility | §'15iiiiiiiiiiiiii i AS1Agencylocati | 5110 Ridgefield R | Bethesda
Locations created on Locations Il |AS1Agencylocati | Sateliite Ofice | Location Descript
AS1Agencylocati | Satellite Office Location Descripti
page.
3 Select Location to link to = >
this Program in LOCATIONS IN || | -

AGENCY GRID on the left side
4 Click RIGHT ARROW button
a LEFT ARROW button removes Location
5 Locations will appear in PROGRAM-LOCATION GRID on the right side
6 Repeat for additional locations, if needed
a Locations for HMIS Programs can be linked to only one Program
7 Click CLOSE button
8 Repeat for each Program

Misc Basket Service r o000 .

Set HUD Parameters

This information is required only for HMIS Programs.
1 Click SET HUD PARAMETER icon button

In popup window: -

Click NEW button

Select Valid from and to Dates

Select or enter FPS code

Select or enter Facility Code

Select or enter CoC Code

Uk wWwnN
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7 Select Program Type Code
a Emergency Shelter or :Zf: Organization-[AS1AgencyAdmin]
alid from/To 03/01/2003 | |09/30/2003 hd New Save Delete
. Ereve.nt:jo? Services ,
equirea ror some reports
q . p . FIPSCode F-24567890 - FacilityCode ] |
8 Select Program Site Configuration
_I_ CaCCode |CDE-1 d ProgramT ypeCode ITlansitionaIHousmg j
e
yps I it . | b |d . Emgr'amts'te_[ ISingIe Site, Single Building d Tracking Methad ISerwce Transaction Model j
a Single site, single building eilgelia T
b Slngle Site, mu|t|p|e bUI|dlngS FIPSCode V‘ FacilityCode V| CoCCode V| Prog.ramTypaCo.de V| I.:'rograrInSit?Type V| Trac.:kimgMethDd. V‘
M | . | . » E F-24567390 ‘ FACC-1 | coc4 | Tranzitional Houzing | Single Site, Single Bu | Service Transaction ‘ 9/
c ultiple sites
9 Select Tracking Method
a 0=Program Entry and Exit
Date Comparison Ll I |
b 1 =Bed Management Model Close

¢ 2 =Service Transaction Model |

]

10 Click SAVE button
a Use DELETE button to remove unwanted record
11 Click CLOSE button when finished

Create additional Program Components 6.5 - Service Counts
All Program Components exported from the Web Tool will appear in
the PROGRAM COMPONENT GRID in the right middle section
automatically. To create a new Program Component:

Click NEW button in middle section

Enter Program Component name

Enter Description

Select Standard Name

Click to create checkmark in Active checkbox

Uk WN B

a checkmark in the Auto Create checkbox

Click SAVE button

a Program Component will appear in the PROGRAM COMPONENT GRID 0
Repeat for additional Program Components

Create additional Activities
All Activities exported from the Web Tool will appear in the AcTiviTy

> Program Components may have
the same name as one in a different
Program, but must be unique within
the Program

If the Program Component should be automatically generated with a Client enters the Program, click to create

n the right side of the middle section

> Required fields in the Activity
section are shaded light blue; they

GRID in the right bottom section automatically. include:
1 Make sure the correct Program Component is selected in the - Activity Name
PROGRAM COMPONENT GRID, since Activities are linked to the - Activity Type
Program Component - Standard Name
2 Click NEW button in bottom section = (Rl s
3 Enter Activity Name
4 Select Activity Type (see Activity Type description on next page)
5 Enter # of Units
a This is what will appear as default for Activity, but may be changed on some pages, including Services
6 Select Unit Type
a This will appear as the default Unit Type on the pages to record Activities
b Minute, Day, Unit, Dollars
¢ Select Cost if Cost field is needed along with End Date field; this will also display a Total Cost when the User
saves the activity; this is calculated by number of units entered x Unit Cost
7 Enter Unit Cost

a Thisis used in several reports to calculate cost of service delivered

Organization Section Guide
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10

11

12

13

14
15

16
17

18

19

20

21
22

23
24
25
26

27

b Do not use S dollar sign

Select Question Code

a This is only required if Activity Type = Profile

b Entering a new Question Code here will enable that question code on the Question Template page

Select Standard Name

a This groups Activities into standard categories for reporting

b It may also determine the kind of billing function

Select Funding Code

a All Funding Codes created on Funding Code page will appear here

Select Instructor

a This is used only for Session Activities

Enter Max

a This is used to designate the maximum number of beds available for HMIS programs and the number of
days a child may be enrolled in Head Start before this Health Activity needs to be completed

Select Billing

a VYes if the Activity needs to be billed

Select Focus Code

Enter Estimated Time the Activity should take

a This can be used to set a time for activities that will be scheduled in Resource Manager

Enter Description of Activity

Enter Date-Days offered

a This is used only for Session Activities

Select Modality if needed

Enter Client Daily Limit

a This is the maximum number of instances of this service that a Client may receive in one day, used only for
Swipe Services

Enter Daily Limit

a This is the maximum number of times this service can be rendered in a day, used only for Swipe Services

Click to create checkmark in Active checkbox

If the Activity should create an appointment in Resource Manager to be scheduled, click to create a checkmark

in the Show in RSM checkbox

If the Activity should be automatically created for a Client when the Program Component is created, click to

create a checkmark in the Auto Create checkbox

If the Activity will be part of a Swipe Card Program, click to create a checkmark in the Swipe Card checkbox

If the Activity includes a kit given to Client that will be reported, click to create a checkmark in the Kit checkbox

Click SAVE in bottom section

a Activity will appear in ACTIVITY GRID

Repeat for additional Activities

Add Activity as Referral Activity [ s | =13
These Activities will appear in the A
Activity dropdown when making an
internal Referral. — Bed Night fetvibTyee | Referrl Standardflame - Other
1 Select the Activity that should =D LN <hetter Bed Night

appear as Referral Activity in

ACTIVITY GR|D Funding Code  |funding code1 -
2 Click REFERRAL icon button _Cloe v
3 In popup, click NEW button r

Activity, Activity Type and
Standard Name will populate
themselves from ACTIVITY GRID
4  Enter Description

Organization Section Guide
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5
6
7

Select Funding Code
Click SAVE button
Click CLOSE button

Set up Session

1

(%2}

Select the Session Activity to be

scheduled in AcTIvITY GRID

Click the EDIT SESSION .

button to open popup

In the popup window, click NEW

button

Enter Start Time

Enter Duration

If scheduling by weekday:

a Click to create checkmark in
BY WEEKDAY? Checkbox

b Click in day checkbox

If scheduling everyday, select

Once and Everyday in dropdowns

Click SAVE

Click CLOSE

7! Organization-[AS 1UserGroup]

StartTime | 07:30 PM Duration Mirnies

v By weekday?

\| =] =l

FEX

‘I_Stn Iv'| Mon [ Tue

R ——
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Activity Types

e Assessment: the activity and related questions will appear on the Profile page in central Intake

e Bed: the activity will appear on the Bed Assignments page

e Case: the activity will appear on the Case Notes page; User can enter narrative for activity

e Class: the activity will appear on the Class Enrollment and Attendance pages

e Daily: the activity will appear on the Daily Services page in the Group Activities section

e Encounter: the activity will appear on the Encounter pages

e Energy: the activity will appear on the Energy or HPRP Lite or HPRP Standard page

o EnrollProfile: the activity and related questions will appear on the Head Start Enrolled Client Profile page

e Health Screening: the activity will appear on the Head Start Health Screening page

e Health Treatment: the activity will appear on the Head Start Follow up Health Services page

e HSFamilyServices: the activity will appear on the Head Start Family Services page

e Permission: the activity will appear on the Head Start Permission page

e Profile: the activity and related questions will appear on the Profile page

e Service: the activity will appear on the Services page Activity dropdown (bottom of the page) and in the
Services dropdown on the Case Notes page

e Session: the activity is delivered to a group of Clients at one time, like Workshops or Counseling sessions, and
will appear on the Session page in the Group Activities section

A Profile/Assessment will appear on the Profile/Eligibility page in Central Intake only if:

e A Program is created called Central Intake (in Security Manager)
0 This program will not be visible in Program dropdowns on Entry or Listing pages

e The Program has a Standard Name and a Question Code which will determine questions to appear on Profile/
Eligibility page

An Activity will appear in the Encounter module only if:
e A Program Component is created with a Standard Name of Encounter
e An Activity is created in that Component with an Activity Type = Encounter and Standard Name = Encounter

An Activity will appear in Resource Manager for scheduling only if:
e The Activity has SHow IN RSM checkbox checked and Estimated Time is filled in

An Activity will appear in HPRP pages (HPRP Standard and HPRP Lite) only if:
e The Activity has Activity Type as Energy
e |If the Billing Module will be used (only available with HPRP Standard, not HPRP Lite), Billing field must be YES

|
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HMIS Service Standard Names

HPRP Services

e Rental assistance

e Security deposits

e Utility deposits

e Utility payments

e Moving cost assistance

e Motel & hotel vouchers

e (Case management

e Qutreach and engagement
e Housing search and placement
e Legal services

o Credit repair

HMIS Optional Services

e Food*

e Housing placement*

e Material goods*

e Temporary housing and other financial aid*
e Transportation*

e Consumer assistance and protection*

e Criminal justice/legal services*

e Education*

e HIV/AIDS-related services*

e Mental health care/counseling*

e Other health care

e Substance abuse services*

e Employment*

e Case/care management*

e Day care*

e Personal enrichment*

e Referral to other service(s)

e OQutreach*

Services with * were included in former Data Standard

|
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Program Targets Page

Milestones created in the Web Tool will appear on this page, along with the Description, Verification, Operation
Year and Start and End Dates. Milestones can be linked to Target Areas on this page; the Target Areas that appear
at the top of the page are the same Target Areas that were linked with a Contract on the Contracts page.
Milestones may not be deleted when part of an active Program Component, but they may be made inactive.

Activities will not appear for Clients unless there is at least one Milestone active in the Program Component.

Orga atio
i Filer View- Report~ Options» Help~
<‘_'l I'_'> x 0w ?.'3 @ Ea. Ev] & @ S8 (ﬁ K 4 F K i Address @ aes:lorg/programoutcomes v | ﬁ Go
i | OrganizationLA i Program Targets
e Frogram | AS1HMIS ~| Contracted Target Areas {1 of 10}
Prog ILi'fA Sl LI Description i Title “ Performance YT‘
_‘% k » | AS1Contractl SampleTargetire | test measures |
ANNQWI11 | 2222222323233770 | 222222530330032
\[New ][ save | K
T — < YYYYYYYYYYYYYYyy | ervheyetyrt
0 g -
I—_,‘ q0990999999999 | 99999999999999
StartDate | 12312007 v gaeaaaadaaaana | aaaan sdfdaghg
End Date 12.'31;2@3 w aaaaaaa#aaaaaa 9999999999999 | aaasaaaanaaa
: contract 2 M |1
il Milestgnes {3 of 3} Cnntrac#]escripti Back To \Work™ Unemployed and
+ InService W MilestoheTitle W MilestoneDescriptio Fminloved and oht | ¥
| I~ | Enrell in|Program | Enrell ig Program Ji
I3 Demonsirate new | Demaonstrate one ney
Demonstrate thre  Complete Life Skills
Milestone/Target Area Links {1 of 1}
J< | > MilestopeTitle <7 Performance 7 Title 7 B
— » E Demn‘lstrate thre | test measures | SampleTargetire | 50
Metric I \ \ _I New S Save
Milestone Title De\'rmnstratet ree new skills \
Description lete Life Skills w&kshoips and demonst
lhre new skills lkamed as a result of u\orksho ]
Verification Instrlictor chechkhst
Iv T ¥ InServic >
IE3 | 2
AS1Agen Region1 Life Skills Mone .

Nawgatmg the Program Tar%ets Pa \f
pdown

All available Programs appear in the Programs dro
e All Program Components of the selecte Program will
o All Milestones appear in the MILESTONES GRID
e New Milestones will be created in the bottom section
o All Contracted Target Areas will appear in the CONTRACTED TARGET AREAS GRID
e All Target Areas linked to selected Milestone appear in MILESTONES/TARGET AREA LINKS GRID

be listed in the Program Component dropdown
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View Milestones of a Program Component

1 Select Program in the Program dropdown at the top of page > If Milestones are added during the

2 Select Program Component in the dropdown Milestone Year, those changes will

3 Select the current year with PREV or NEXT buttons not automatically appear on a

Milestones appear in the MILESTONE GRID. Client’s Service page if the Program

4 To view a different year’s Milestones, click PREVIOUS or NEXT Component has already been
button generated. When changes are made,

Users should be instructed to use the
REFRESH MILESTONES button
located in the Milestone section of
the Services page

5 To view only Milestones that are no longer in service, click the
<< button at bottom of page
a The button becomes >>, click it again to bring back all
Milestones

Create New set of Milestones

If the Program Development Web Tool was used, the Milestones
will already appear on this page.

1 Select Program in the Program dropdown at the top of page

> If coming to this page directly from
the Program Setup page, the active
Program and Program Component

2 Select Program Component in the dropdown from that page will be active here
3 Select the current year with the PREV or NEXT buttons
4 If the Milestones appear, do not click NEW button,
a To create new year of Milestones, see Copy Milestones of a Program Component to new Milestone Year
below
5 If the Milestones do NOT appear, click NEW button at top
6 Select Milestone Start Date
7 Select Milestone End Date
8 Click SAVE button in top section
9 If creating Milestones, click NEW button in bottom section

10 If not creating Milestones, each one may be edited by selecting it in MILESTONES GRID
11 Enter Milestone Title
a This should be concise, it will appear on reports
12 Enter Description
a The description allows more space for information about the Milestone, while the Title is concise
13 Enter Verification
a This is how the User will know that a Client has achieved this Milestone
14 Make sure In SERVICE checkbox is checked
15 Click SAVE when done
a Milestone appears in MILESTONE GRID
16 Repeat above steps for each additional Milestone
17 For Target Milestone, click to create checkmark in Target checkbox
18 Click SAVE after each Milestone
19 Repeat for each Program Component

|
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Edit Milestones
1 Select Program in the Program dropdown at the top of page
2 Select Program Component in the dropdown
3 To change order of Milestones, select Milestone in MILESTONE GRID
a Click UP ARROW button to move Milestone up one position in sequence
b Click DOWN arrow to move Milestone down one position in sequence
4 To mark a Milestone as Vulnerable or Crisis, select Milestone in MILESTONE GRID
a Select Crisis or Vulnerable in Metric dropdown
b Click SAVE button
5 To make a Milestone inactive, select Milestone in MILESTONE GRID
a Click to remove checkmark in IN SERVICE checkbox
b Click SAVE button
6 If changes are made to Milestone during the Operating Year, for any Program Components that have already
been generated for Clients, User will need to use REFRESH MILESTONE button on Client’s Service page

Link Milestone to Target Area
1 Select Program in the Program dropdown at the top of page
2 Select Program Component in the dropdown
3 Select Milestones to link in MILESTONE GRID
4 Select Target Area in CONTRACTED TARGET AREAS GRID on right side of page
a All Target Areas that were linked with a Contract on Contract page will appear here
5 Click DOWN ARROW button located beneath the grid
a Target Area appears in MILESTONE/TARGET AREA LINKS GRID on bottom right section of page
b Use UP ARROW to remove Target Area from MILESTONE/TARGET AREA LINKS GRID 19
A Milestone may be linked to multiple Target Areas; a Target Area may be linked to multiple Milestones

Copy Milestones of a Program Component to new Milestone Year
1 Select Program in the Program dropdown at the top of page
2 Select Program Component in the dropdown
3 Select Year to Copy TO in dropdown below NEW and SAVE buttons
4 Click COPY TO button
a This creates the same set of Milestones for the new Milestone Year
b It uses the same Start and End Dates with the new year
c It also copies the link with any Target Areas that were created for the copied set of Milestones

Copy Milestones of ALL Program Components of an entire Program to new Milestone Year
Select Program in the Program dropdown at the top of page

Click COPY MILESTONES FOR SELECTED PROGRAMS button in the top section
Message will appear saying successful copy was completed

This copies the Milestones for ALL Program Components of the selected Program to the next Milestone Year
When NEXT button is clicked, Milestone Year will jump to next year, Start and End Date will indicate same
dates with new year and Milestones will appear in MILESTONE GRID

“u b WN P
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Forecaster Page

The Forecaster page creates an accurate projection of Clients who will achieve Milestones and Performance
Targets for up to a one-year timeframe. Forecaster requires quantified assumptions representing how many
Clients will move from Milestone to Milestone, how many days on average it will take them to move, and where in
the process Clients are at the start of the time period. Users can also quantify how new clients enter the Program
Component on a month-by-month basis. Once these critical pieces of information are entered, Forecaster will then
calculate a four-quarter projection based on the assumptions.

£; Organization-[AS 1UserGroup] |__| |£|
File= View~+ Report~ Options* Help~

<~_-| I'_'> b 11 ?3 @ @_ E,} X @ ] qﬁ P 4 [ Bl Address |@ aes:fiorgiforecastor Vlﬁ Go
OrganizationLA - Farecaster
- —— Prog |ASTHMIS ~| Milestones
5-Organization y— InService ¥ MilestoneTitle 7 MilestoneDescription 7! Milestone
Pz ErmiE ILﬁSkllls j » I~ Enrcll in Program | Enroll in Program Complete i
| I3 Demaonstrate new | Demonstrate one new sk | Instructor
[ Previous " N*"l ] 2 I3 Demonstrate thre | Complete Life Skills wor | Instructor «
Forecaster
Durstion Date Date Months  |/% m | k4
|10/10/2008 > Jiohiosz008 <] |1 Title | Enroll in Prbaram | ¥ Active
Tl |10 |Clendmie 0
# Client Currently Enrollec E
[ Generate Pluu:hm\ ] [ REM ] Description
| Y
- 1 \
Frojected Value | | |[ AdiustProjection | Change Cell Value
1 \
Projection Forecast
MilestoneTitle lonth1 Ma Manth3 Maonthd Month5 Manthé&
4 Oftober Novembey Decemb January February March
Enroll in Program | 8 \ 2 \ E) B 2 3
Demenstrate new | 0 \ [ \ 7 6 1 7
Demenstrate thre | 0 \ 0 * \ 5 5 B 5
|© ] | B
\ \ \ AS1Agency Private-Type r| 10
Navigating the Forecaster Page
e All Programs appear in the Program dropdown
e All Program Components of the selected Program will be listed in the Program Component dropdown

o All Milestones of the selected Program Component will appear in the MILESTONES GRID
e The finished Forecast will appear in the PROJECTION FORECAST GRID

|
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Create a Forecast for a Program Component
1 Select Program in Program dropdown at top of page
2 Select Program Component in dropdown
3 Select Start Date
a This uses the year only to set the Operation Year and select the correct Milestones
4 Select each Milestone in the MILESTONES GRID at the top right section of page and enter the following three
numbers -
5 Enter Total New number
a For Milestone 1: This is how many new Clients are expected to enter the Program in the coming year
b For all other Milestones: This is how many new Clients are expected to enter the Program in the coming
year
6 Enter Calendar Days for Milestone 1
a For Milestone 1: This will usually be 0, since it is the day of enrollment
b For all other Milestones: This is how many days from the prior Milestone Achievement, on average, it is
expected to take for clients to achieve this Milestone
7 Enter # Clients Currently Enrolled
a For all Milestones except the Target: this is the number of currently enrolled Clients expected to be at this
Milestone point and still receiving services, but have not achieved the next Milestone yet, when the
contract year begins
b For the Target: this will always be 0, since once they have achieved the Target, they are done with the
Program Component
8 Click SAVE after EACH MILESTONE
9 Make sure correct Start Date is selected in the middle of page on left
10 Select Duration Date
11 Select the number of Months
a Duration Date may be the same or earlier than the Start date, but may not be later. The # of Months may
not be more than the number of months from the Start Date until one year after the Duration Date.
b For example, if Duration Date is June 1, Start Date is July 1, the number of months cannot be more than 11
12 Click GENERATE button
a Projection appear in PROJECTION FORECAST GRID at bottom of page

Modify the Projection
When the projections are generated, the system will split the Total New number entered for Milestone 1 equally
between all twelve months. This assumes that people will enter the Program/Program Component (achieve
milestone 1) evenly — that the same number of people will start every month.
If the flow of new people entering the Program Component is seasonal (more at one time of the year than
another), the number can be manually edited to show what is expected each month:
1 Click in the cell in the Milestone 1 row under the Month to change
2 Type a new number in the Projected Value box and click the ADJUST PROJECTION button
3 Change other month’s Milestone 1 number as needed

a Note: The Total number for Milestone 1 in the last column in the Projection Forecast Grid should still reflect

the Total New number projected above in the MILESTONE GRID

View a different Year’s Projection
1 Select the year in the bottom part of the screen
2 Click FILTER button

|
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Agency Listing Page

If a System Administrator has access to more than one Agency, use this page to select the Agency to use on other
Organization pages.

Start the Contracts Renewal process on this page also; see the Annual Tasks section for more information about
the Contract renewal process.

#7: Organization-[AS1UserGroup] |Z| |Z|
i File~ View~ Reportr Options~ Help~
<:l I'_'> b ] *3 @ @-E}&@S}.Qﬁﬂ‘] 4q DﬂiAddress@aes:Horgﬂisting v|ﬁGo
OrganizationL& v Agency Listing
€
- = et FE—— -
=-0Organization A5 Sl
Agency
ORGName T External 7 Type  DateEntered T nlebsite T ServiceRadius 7 Region
(3 AS1Agency Private-Type AS1Agency@Age 20 miles 999 Region1

Regionl

Agency Listing I SYS AS3Agency@ige | 20 miles Region3
| 2
| ContfactTypel | Contract
- Description W ContractType W Active ¥ Fundingdrea 7 Fundi
| AS1HundingArea' | [ASTContract] | ContractTypet ¥ | ASIFundingdres | ASTFL
| ASTHundingSourceT | ARRRRRRRERREREIN ERRRRERRRRRERR 2 RREEREAREAREA RN EARER
I~ cececceccescse | eeees
| Lalaiels apeiala) |7 99499999949399 qgqaaq
} HUD I3 Sourct
aaaaaaaa#aaaaa HUD I~ Sourct
Contract | HUD I Areal Sourcy
DDntrac'tP Private Funding I3 Arez2 Sourct
ContracfDescripti | HUD 7 Areal Sourc:
122 prfiate Private Funding I3 Areal Sourct
Rema / F
= =] ]
Navigdting the Agency Listing Page
e Fields to condu¢t Agency search

e Matching Agepcies appear in AGENCY GRID
e All Contracts/of selected Organization appear in CONTRACT GRID
¢ Information’for selected Contract appears on left side of page
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Select an Organization

All Organizations a User has access to can be viewed on this page > System Administrators will have
1 Enter Agency Name and/or Type in filter fields at top of page access to all Organizations on this
2 Click SEARCH button page; to view them all -

. . . . 1 Select View in the Menu Bar
3 All matching Organizations will appear in AGENCY GRID
gore PP 2 If Security is checked, click it to

remove checkmark
3 Click SEARCH button
Renew Contract
1 Make sure correct Organization is showing in AGENCY GRID at top
of page
2 Select Contract in CONTRACT GRID at bottom of page
Click RENEWAL button
4 Finish Renewal process on Contracts page

w
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Question Template Page

Create questions and answers that will be seen on the Entry, Exit or Profile pages in the application. Some
questions sets have been preset, others need to have questions created by the Agency or System Administrator.

Organization-[AS1AgencyAdmin]

: File View Report Options Help
e W Ot S EECeSFAIN 4 B M addres |@aes:h’orga’questiontemplate v|ﬁ Go
Org__anizationLA - Question Template

Navigator x| Question {1 of &)

E}---Org.anizatign HMIS V o g ied = M
__{lj';m::: Cansent |Organization :'] Rule IGender='MaIe‘ '! » | HMIS-Profilet Mormal Response I~ s
—Funding Codes Type |f\d-l\"ﬂ)' 'I Code |hrnis-proﬁ|e1 'i HMIS-Profilel Phone Response [ g
—Program Setup - s HMIS-Profilel Mormal Response v 5
i Multidnswer |S vI Order

E“’DfamtTarm : o HMIS-Profifi | ZIF Response -5 G B
_A;B:B:sihng st ISEle':t Oty j hmis—pr-nﬁlﬂ Date Response - I5 5
— Query Field Name NormalResponse_Singl v Guery hmis-profﬂﬂ Customize Respo [ 5

= External Org Iﬁ i himis-profile] Test Custom [ S
:thﬁnd Locations : 2t hmis—p/-nﬁle'l Mormal Response I3 M

El—C!assuEgua = ™ For Exit ¥ Active v Reguired
—Class Setup Nomal Response - Single
— Class Renewsl
—Class Meal Setup
—fAgency Holiday

i=-Reports
sty
~ Yearly-AFR

[ New ] [ Save ] [ R ]
iYes ;j
sroTe e
Answer {1of2)
Content ¥ Answerkey T Questionkey

2
1505261

100050
100050

T

o Selected set/of Questions are displayed in QUESTION GRID
e Information about selected Question appears on left side of page

e Answers for selected question appear in ANSWER GRID at bottom of page

e Use UP and DOWN arrow button to change order of questions and answers

|
Organization Section Guide Page 26
AdSystech, Inc. 2010 v446.01272010



View existing Question set
1 Click >> button to select Module Type
a Select Module Type in popup window
b Click SELECT button
2 Select Type
a Program, Funnel, Report, Activity
Select Code
Matching Questions will appear in QUESTION GRID on right side of page
5 Answers for selected Question will appear in ANSWER GRID at bottom of page

W

Create new Question Set
1 Click >> button to select Organization Type
a Select Type in popup window
b Click SELECT button
2 Select Type of Question Set
a Program = question set will be used on Program Entry or Exit page
b Funnel not currently used
¢ Report = question set will be used for a Report and will appear on that page
d Activity = question set will be attached to an Activity and appear on Client Profile page
3 Select Code
a Codes that appear here were preset on the Program Setup page
b Program Codes are created in the Question Code field in the Program section; Activity Codes are created in
the Question Code field for the specific Activity
4 Click NEW button at top of page
5 Select Consent level
a System = all Organizations will have access
b Organization = only User’s Organization will have access
6 Select Rule
7 Select Multi-Answer
a S =single answer allowed for question
b M = multiple or more than one answer is allowed
8 Enter Order
a This is the order the questions will appear for the User
9 Select the Answer Format
Select Only — means they cannot write in an answer
Normal
Phone
Zip
Date
Social Security Number
Customize (see Create Custom Format for Answer)
Answer section has a place to allow an override of the format (see Answer section)
10 Enter Input Mask in blank field if using Customize answer format, otherwise leave blank
11 Enter Query Field Name
a When creating reports to query the answers to these questions, this will be the database table column
name
b The table will be created for each Question Code when the Create Query Table button is used
12 If answer will be used in Reports, click to create checkmark in QUERY box
13 Select Group Name
a Thisis used only for Central Intake Profile/Assessment page questions
b These Group Names will be the Filter choices on that page
14 If question will be used on Exit page, click to create checkmark in For EXIT checkbox
15 If question is current and will be used, click to create checkmark in ACTIVE checkbox

>0m 0 QO 0 T w
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16 If question is required, click to create checkmark in REQUIRED checkbox

17 Enter text of the question

18 If Question is the same as one existing in an
existing set of questions:

B Organization-[AS1AgencyAdmin]

QuestionTemplate
a C||Ck COPY FROM ... Cﬂpf from Code WV Caption 7 Reguired ¥ MultiAnswer W DatabaseTable ¥ Qumtim:‘
b sys_P_HUDEntry | Type of housing i v S QRYB«t 1 F
Utto n sys_P_HUDEntry | Are you currently I S QRYEntry 1
b |n popup Window that appears' Select sys_P_HUDEntry | What is your desti I S QRYExit 2 E
. . . sys_P_HUDEntry | Are you at risk of r s QRYEntry 2
Application in dropdown PRIy P er— S QRYER 3
c Select Question Code in dropdown oveFRUDEY | Seffperonter ] T 1S >
: A . X sys_P_HUDEntry | Subsidy Type ass I s QRYExit 4
d Matching questions will appear in QUESTION Sys_P_RUDEmry | Sofitasobmined | T~ |5 z
sys_P_HUDEntry | What is the main r I s QRYExit 5
TEM PLATE G RID sys_P_HUDEntry | Have you been co r g QRYEntry 5
e Se'ect Question to use gys_P_HUDEntry | Are you currently r ] 3
. sys_P_HUDEntry | How many episod r s QRYEntry &
f CIICk CO PY AN D CLOSE bUtton sys_P_HUDEntry | If currently werkin N S 7
19 Cllck SAVE at top of page sys_P_HUDEntry | Client is chronical I S QRYEntry 7
. . sys_P_HUDEntry | Employment Ten [ s g
20 Repeat process #4-19 for additional questions for <yeP_HODErry | Whatcneumstene | T |5 TRVEnY 2
[E N AT TR e —t [ c ) b
this question set | >
| CopyAnd Close

Create Answers rrrr

1 Select the Question to answer in QUESTION GRID

2 Click NEW button in bottom section of page

3 Enter answer for this question

4 Click to create a checkmark in the NORMAL checkbox if an answer will be permitted to override the answer
format and allow no masking on the answer
a For example, if the answers were zip codes, xxxxx-xxxx, but an answer might say N/A, check the box

5 If the answer to this question should cause a Jump to a future question instead of the next one in the list, select
that question in the Jump To dropdown
a It helps to enter all questions first so there will be a question to select here as the Jump To target

6 Click to create a checkmark in the Comment Required checkbox if a comment will be required for this Answer

7 Click SAVE button in the bottom section

8 Repeat for additional answers for this question

Use the UP and DOWN arrows to change Answer order.

9 Repeat entire process for next question

Create Custom format for Answer
Build custom formats for specific answer types, i.e. contract names, ID, time, etc., using Input Masks. The Input
Mask will consist of characters to represent what the User should enter for their answer.

Input Mask Sample Value

&&-&&& aa-ABC or #1-A
A-9999 A-1234 or b-99

00:00 <Am 11:11 am or 09:15 pm
#999 -200r 1234
Character Description

Digit 0 — 9; entry required; + and — not allowed
9 Digit or space; entry not required; + and — not allowed
# Digit or space; entry not required; + and —allowed; blanks removed when data is saved
? Letter A —Z; entry optional
A Letter or Digit; entry required
a Letter or Digit; entry optional
& Any character or space; entry optional
C Any character or space; entry optional (allowable literal characters in mask)

-/ Decimal placeholder, thousand, date, time separators
< Causes all characters to be converted to lower case
>> Causes all characters to be converted to upper case
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External Org - Locations Page

The External Organization pages are used to create external Referral Sources. The Organization can contain one or
more Programs.

i Drganization-[AS1AgencyAdmin]

i Filev View+ Repark= Options+ Help =
<:| E> x l‘. m ﬁ IS AP AR, A, A A [H 4 D H] Address I@aes:.l’.l’org.l’eﬁernalagenc:y j ﬁ Go
i OrganizationLd v |} Locations

MNavigatar

-—Organization

Consent W New Save DHGNam: stemal Agency
ORG Name I 090G / Farmily ¢
Service Radiuz I 9 / Type IW

“weh Site I organization website nam% JLI_I

/ Location
Lacationt aphe Type

ew | Save | Delete _—
Deszcription

Cansent

Location Mame | Creter Street Buiding

Type

Address I 1234 Cenfer Street

Citp/State/zIP  |Silver }ﬁring | 7| [3as35-9938
/ New | Savel Delete| / / Loz
| / FirstName/ Lazth ame Title
Ea I pirectar }/| [ 4 / Johanzon Mrz .,

Title M.

First Mame Janet

Last Mame Johanzon

I (555]-555-3333

I namedemail

/

/ T 0306 program FLLT e

Navigating the External Org - Locations Pa
e Search for Organization in blue search section
o All available external Organizations appear in the EXTERNAL GENCY RID

e All Locations of selected Organization appear in the LOCATION GRID
e All Contacts of selected Location appear in CONTACT GRID

|
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View existing Organizations

1 Enter Agency Name and/or select Type at top of page > Locations and Contacts entered
a Leave blank to search for all Agencies here will be linked to Programs on

2  Click SEARCH the next page; they will then be

3 All matching organizations will appear in the EXTERNAL AGENCIES available as choices on the Referral

pages and will appear on Referral
reports given to Clients

GRID

Create new Organizations

1 Click NEW button at top of page

2 Select Consent

a This determines who will have access to this Organization as a Select Consent
Enter ORG Name

Enter Service Radius

Select Type of organization

Enter Web Site

Click SAVE

N o b w

Create Organization Location

Click NEW button in middle section of page » At least one Location and Contact
Select Consent must be created in order for the

Enter Location Name Program 1'.‘0 appear as a choice on
. the Locations popup screen on the
Select Type of Location

Referral page
Enter Address, City, State, Zip
Click SAVE
a Use DELETE to remove unwanted Location
7 Repeat for additional Locations

auh WN -

Create Location Contacts

Make sure correct Location is selected in LOCATION Grid
Click NEW button in bottom section of page

Enter Contact type

Select Title

Enter First and Last Name

Enter phone and email information

Click SAVE button

a Use DELETE to remove unwanted Contact

8 Repeat for additional Contacts

No b WwN R
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External Org - Programs Page

The External Programs pages are used to create external Programs to use as Referral Sources. An Organization can
contain one or more Programs. The last Organization selected on the Locations page will be active when opening

this page.

% Organization-[TRAAgencyAdmin]

! File View Report Options Help
Qﬂ Ef) b~ 1) ?.3 @ ﬁ. @ & @ &8 (ﬁ P 4 B [ G Address |maﬁ:ﬂorga’externalprogram v|ﬁ Go
OrganizationlA hd Programs
Pl &d] [ New || Seve | Dele | Program
=-Organization = Program ¥ Description ¥ Active 7 Code
—External Locations g -
v » | Emergency Shelter v
il W Active. E | | |
~Funing Cods PrgramNane
—Program Setup
—Program Targets Category I "
t;;Teencc:stLelsrtmg St d Name Rental Assistance v
—Question Template Program Start 0101
= External Org _ -
|—LDc:a'EDns Program End 123
= Class Setup Descripion | |0 | 32
—Class Setup T %
- Claei Fhvewcl STDName List = Program STDServices
—Class Meal Setup Category w  STOMame 7 Condition 70 STDN: w Condition 7 STDServiceKe
—Agency Holiday » | Energy \inter Crisis =] » | Food | 1000052
= Hepdds Family Self-Suffici| Family
i—l'll'imﬁlly _ 4
~Yearly-APR Energy Summer Crisis k 2
IEE——ne | ¥ <€ | >
Caontact Listing - [
Firstlame ¥ LastName W OR{.BName ‘iOrganizatio _:J Locatjonl
» | Jane Deoe | vation Army ]

Navigating the External Org - Programs Page
e Active Organization will appear in Status Bar
e All available Programs of the active Organization appear in the PROGRAM GRID

All STD Names/Conditions set up for the Agency appear in the' STD NAME LIST GRID

STD Names/Conditions linked to this Program appear\in Program STD SERVICES/GRID
All Locations for the active Organization appear in the\CONTACT LISTING GRID

Locations & Contacts linked to this Program appear in PROGRAM CONTACT GRID

|
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View existing Programs

1 Make sure correct Organization is selected > Programs entered here will be
a Use blue toolbar arrows to scroll through available available as the choices on the
Organizations Referral pages and will appear on
b Organization name will be shown in Status Bar at bottom Referral reports given to Clients

2 All available Programs will appear in the PROGRAM GRID > Referral Activities in the Activity

dropdown on the Referral page will
automatically be named the same

Create new Program as the Referral Program

Click NEW button at top of page

Enter Program Name

Select Category

Select Standard Name

Enter Program Start and End Dates

Enter Description

Click to create checkmark in Active checkbox

Click SAVE

coONO UL WN R

Setup Program Conditions
In the second section, the STD NAMES LiST GRID shows items that were set up on the Ref Conditions Setup page, and
are tied to Standard Services and AIRS Taxonomy
1 Select all conditions that apply to this Program in the STD NAMES LIST GRID on the left side
2 Click the right arrow button to apply the condition to this Program
a STD Name will appear in PROGRAM STD SERVICES GRID on right side of third section -
b To remove a referral link, click the LEFT ARROW button

Link Location and Contact to the Program
In the third section, the CONTACT LISTING GRID shows all the Contacts > The Consent Level determines
that were created for this Agency on the Locations page. who will see this Program/ Location/
1 Select the appropriate Contact(s) for this Program Contact as a choice for Referrals:
a These are the Contact(s) who will show up on the Referral - Sysfem Sl CO”‘_’bofat'V,e
. -Region = only Organizations in your
Page as the person(s) to refer Clients to -
2 Select the appropriate level of consent for this Contact -Organization = only Users in your
a This will determine who can refer Clients to this Contact Agency
3 Click the RIGHT ARROW button
a The Contact will appear in the PROGRAM CONTACTS GRID on the
right side
b Use the LEFT ARROW button to remove a Contact
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Report Pages

The Report pages are used to create the information for reports that is not generated directly from user data, such
as the APR or PIR reports. Some pages may show a dropdown for Month or from Year. The Sections and Questions
are created on pages in the System section.

i Drganization-[AS1AgencyAdmin]

: File~ View= Report~ Options~ Help ~
E e w oty § '_‘ dg & & & & I_il K 4 b ‘_‘ Address Eaes:.f.forg.fmomhlyrepm j @ o
¢ QrganizationLd + i Monthly

Mavigator 1 ox

-_Organization Previous

PIR Sections |

Section FeportSectionf.ey Code Contractkey Descri
VA 1000041 HMIS ClAssessm 1
I I I_17E 1
S 1000047 HMISEritry 1
I VI 1000048 HMISClAssesem 1
1000043 APRI_17B 1

| Filter | |

|» Marithly

|«] | |
+—System Question / Feport Details
Mumber of Beds Required Question Anser Comments
» r Nurnber of Beds
r Hurgher of Dwelli

Anzwer

I El
Cammetts

e

Navigating the Reports Page

e Current Contract is shown in top section

e All available Sections of Report appear in the Section dropdown

e Questions of the selected Section appear in the REPORT DETAILS GRID
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Select Contract

The active Contract appears in the top blue area. To select a different Contract:
1 Click NEXT button to go to next Contract

2 Click PREV button to go to last Contract

Generate Report Questions
1 Make sure correct Contract is selected in top blue area
2 Select Section in Section dropdown
a This determines which questions appear in REPORT DETAILS GRID below
Select Staff
Some Report pages will have a selection for month and/or year
5 Click GENERATE button
a Report appears in REPORT GRID at top of page and questions appear in REPORT DETAILS GRID below

B~ W

Answer questions

1 Read Question in Question box

2 Select Answer in dropdown on left

a When a question allows multiple answers, the ADD button becomes available
b Click ADD for each additional answer needed

¢ Use DELETE to remove an unneeded answer

Click NEXT to go to next questions

Click PREVIOUS to return to last question

Enter Comments when needed

Click SAVE when finished

o bW

View Questions and Answers for a Section
1 Select Section in QUESTIONS GRID at the top of page
2 All Questions and Answers for that section will appear in bottom section

View all Questions and Answers for a specific Month or Year

1 Select Month or Year in dropdown on left side of page

2 Click FILTER button

3 Sections for that month or year will appear in REPORTS SECTIONS GRID at top of page
4 All Questions and Answers for that section will appear in bottom section
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Annual Tasks

Some tasks will need to be completed each year, including renewing Contracts, creating new Milestones, and
creating a new forecast. For more information about each task, see the corresponding page earlier in this Guide.

Annual Contract Renewal
Renew Contract

Start on the Agency Listing page:

1 Find Contract to renew in CONTRACTS GRID

2 Click RENEWAL button
3 Click on Contracts page link to open that page
4  Find Contract in top section
a Use blue arrows in toolbar to scroll through Contracts
b Contract that was active on Agency Listing page should be active here
5 New record will now be available in second section
6 Check Start and End Dates
7 Enter new Contract Number
8 Enter Contract Amount
9 Enter or select other Contract information

10 Click SAVE button in second section
11 Check the Target Area link in the third section to make sure the Target Links are still correct
If additional Target Areas need to be linked:
12 Click NEW in third section
13 Click the PERFORMANCE MEASURE button to open the popup window
14 Select the Target Area
15 Click the SELECT button
16 Enter Title of Performance Measure
17 Enter Performance number
a This is the number of people the Agency is contracted to get to this Target Area
18 Click to create a checkmark in the IS NUMBER box if this number is a whole number rather than a percentage
19 Make sure ACTIVE box is checked
20 Click SAVE in third section
21 Repeat for additional Performance Measures
22 Check to make sure Contact information is still correct
If new Contacts need to be added:
23 Click NEW button in bottom section
24 Enter Contact information
25 Click SAVE button in bottom section
a Use DELETE to remove unneeded Contact
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Update Funding Code Details

Funding codes will need to be updated only if using multiple Contracts in the Funding Code and percentages
and/or dates have been assigned to each one:

1 Find Funding Code to update in FUNDING CODE GRID on left

Linked Contracts will appear in the Funding Code Contracts Grid at bottom left

Click DETAILS button

Click NEW button

Enter Start and End Dates of new Contract

Enter Percentage this Contract will contribute

Enter Comments

Click SAVE button

Use NEXT and PREVIOUS buttons at top to bring up other Contracts linked to this Funding Code
10 Repeat process for each Contract

11 Click CLOSE when finished

O ooONOUL D WN

Annual Program Component and Milestone Renewal/Creation

Create new Program Components and Milestones

Program Components and their Milestones need to be recreated each year. Last year’s Milestones may be copied
or new ones can be created from scratch; if they are copied, they can still be edited. Program Components can be
recreated one by one or for the entire Program at once.

Copy Milestones of ONE Program Component to new Milestone Year
1 Select Program in the Program dropdown at the top of page
2 Select Program Component in the dropdown
3 Select Year to Copy TO in dropdown below NEW and SAVE buttons
4 Click COPY TO button
a This creates the same set of Milestones for the new Milestone Year
b It uses the same Start and End Dates with the new year
¢ Italso copies the link with any Target Areas that were created for the copied set of Milestones
See the Program Targets page for more information about editing any of the Milestones.

Copy Milestones of ALL Program Components of an entire Program to new Milestone Year

Select Program in the Program dropdown at the top of page

Click COPY MILESTONES FOR SELECTED PROGRAMS button in the top section EI

Message will appear saying successful copy was completed

This copies the Milestones for ALL Program Components of the selected Program to the next Milestone Year
When NEXT button is clicked, Milestone Year will jump to next year, Start and End Date will indicate same
dates with new year and Milestones will appear in MILESTONE GRID

See the Program Targets page for more information about editing any of the Milestones.

u b WN -

Create new Forecast
A new Forecast will need to be created for each Program Component.
Follow the instructions on the Forecaster page.
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