


LOGGING IN CASE MANAGEMENT PRO

Web Address: PurposefulParenting.casemgntpro.com

LOGGING IN
You will be issued a User Name and Password. Your password is case sensitive.

1. Typeinyour User Name
2. Hit Tab (to move to the Password field)
3. Type in your password
4. Hit Enter or Click Verify
5. If you are inactive for more than 20 minutes the system will make you login again.
6. You will have to change the password every 90 days. It cannot be the 2 previous
passwords
Case Management PRO
User Name
Password
| Verify |

Invalid user and password error

If your User Name or Password is incorrect, you will get an error message listed next to verify.
Please check your User Name and Password and try again. Check to make sure that your CAPS
LOCK is not turned on. Remember, your password is case sensitive.



CLIENT DATA

CASE MANAGEMENT PRO

CLIENT

DATA

Client Data

When you first log in you will be taken to the Client Data Form. You can choose your case from
the Name drop down box or by entering the Case Number in the “By Case” Text box. Once you
have entered this, click the Find button.

Case Management PRO
Client Data Input TimeProgress Notes Treatment Plan | Manthly | Reporting  Misc | Log Cut
Client Data
r | [ Find | r
Select case By Name /Mbb, Aad] F., + \ | i By Case
—— AAbb, Aaa - 5
Case No i - = 7 = Address [ |
Able, Maureen =i
First Name - Fid s Cifly [ |
= Alvarez, Brivana ;
Lashhama ~  Anderson, Oscar 7| Stpte ‘—‘
Ref Type (Ref Type 22 _ Anderson, Felician | Zip , 1
Referral Andersons, Alexar l ( ’
Source | Refarral 22 j | cdunty | County 22 11
Andrews, Davion =
2nd Referral lm — Andy, Triston
Source N S
E andy, adny
Armour, Bob
\ atact atact

(If you see any problems call the office and they will make the corrections.)

=

E Find !




CLIENT DATA CASE MANAGEMENT PRO

MEMBER

Member Data
When viewing members:
1. Choose the client by the Name dropdown, Then click Find —OR-—
2. Enter the Case number, and then click on Find.
3. The Members for that case will be listed in the Select Member Pane.
4. Click on one of the Members in the list and their data will be displayed.

Case Management PRO

| Client Data Input Time/Progress Notes Monthly Reporting Forms I Log Out
Member Data
|By Name Andy, Triston [+ fFnd | | By Case [ Find |
ﬂelect Member \ First Name Triston Last Name Andy Relationship | self [
Triston Andy PersonalID# 1091204120 - Gender Male %] Race White |+
Amy Triston DoB 03/22/19% 3 Language English | child- Monthly
S Emergency Contact Phone ~|Parent - Monthly
Evening ]
Adult Child
Day Phone Phone )
Cell Phone Email |Legal Guardian
School DEmote Grade Parents Live Together
N— Firwert ) [ ove ) Do ]

When adding a new member, some fields are required which are highlighted below. You will
not be able to update your record until these fields are filled in.

1. First Click on Insert to clear the form to add the member.
2. Asyou are adding a new member, you can use your tab key to move from field to field.

Drop-Down Boxes:
When you get to fields that have a dropdown arrow, you are required to choose one of
the choices listed. You have 3 choices to do this:

1. You can click on the drop-down arrow and choose.

2. If you know that it’s the mother, you can also type and “M” and it will
automatically fill in the first entry that begins with an “M”. If is not the first
entry, you will need to click on the down arrow and choose.

3. You can also click the down arrow on your keyboard until the choice that you
want shows in the dropdown box.

Check Boxes:

When you get to fields that have check boxes, you can click on the box and it will check
(click again and it will uncheck). If you are tabbing through the fields, you can hit the
spacebar and it will check the box.




CLIENT DATA CASE MANAGEMENT PRO

Date Fields:

When you have to fill in a date field, you can type in the date. It will automatically take you to
the next date area. If you need to see a calendar, you can click on the calendar icon next to the
date and it will show you a calendar. Use the left and right arrows next to the month at the top
to navigate.

Case Management PRO

| Client Data Input Time/Progress Notes ‘ Monthly | Reporting ‘ Forms I Log Out

Member Data

iBy Name Andy, Triston T+ [Ed-] By Case I | f Find |
Select Member First Name Triston Last Name Andy Relationship | self L2
Triston Andy PersonalID# 1091204120 Gender Male +1 R_ace White +1
Amy Triston DoB 03/22/19%6 {4 I Language | English ':CCthf Monthly
SEEIETL Emergency Contact | Phone | [ parent - monthly
Day Phone . [ adult child
Cell Phone Email " | ‘;z Legal Guardian
School " DEmote . Grade , . [ Parents Live Together

E Clear/Inseart if Save !F Dealete *

Make sure to Hit Clear/Insert before you enter a new member

Save:

Click Save after you make changes to an existing member or if you have added a new member
to save your changes. Edits will be applied. If you are missing any data, you will see an error
message. If the edits pass, you will see a Message that says the member has been updated or
inserted.

Member Data Member Updated




CLIENT DATA CASE MANAGEMENT PRO

Case Management PRO

Client Data ‘ Input Time/Progress Notes | Monthly | Reporting ‘ Forms I Log Out
Find Case Case Name Subject
(60608 | Abner,Bill E
Please click on browse to find file Browse... | ‘ Upload
Attachments
Attachments:

To add an attachment to a case chose attachment from the client menu:

1. Choose your case.

a. That will fill in the Case Nrb, Name and Subject
Click on Browse to find the PDF you want to add.
Click on Upload.

You will then see your file listed under the attachment section.
You can then click on it to see the document.

vk wnN



TREATMENT PLAN CASE MANAGEMENT PRO

Treatment Plan

The Treatment plan has 2 menu items.
1. Treatment Plan. This is where you will be entering your main treatment data, along with your

goals and objectives.

2. Treatment Details. This form will be used to display a list of all your treatment plans and their
status. This is very similar to your monthly detail.

3. Treatment Plan Report. This will be the form you will use to get signatures and to print your

Treatment plan Report.



TREATMENT PLAN CASE MANAGEMENT PRO

Treatment Plan

To add a new treatment plan:
1.First you must check to see if a treatment plan has already been entered for that Case/Member.
a. Select the Case, then the member Click on Find.
b. You should receive a message
c. No Treatment Found and your screen should expand to see additional fields.
d. Atany point you can expand or collapse your main data by clicking on the + main or —
main button. This will allow you to see your goals and objectives without scrolling

Treatment Plan [ + Main | [ -Main | [+ All Goals)

fa%e Select Case ' - [Member Select Member ‘ *] ‘7%7| a;e - 7' ‘7Save7|

Template [+1 [ addeoals | New Treatment Date  / / @ [ copy Treatment |
Review P =

Date /o | Date £ Status -C(comp) R(review) F(final) -~ Comp Use Current ~ Print | Delete

Main Data..

Your screen will now look like this.
1. Enter in your data then Click on Save
a. Date
b. Review Date
¢. Any Main Data
2. Youshould get a message Treatment Plan Header Updated.
3. DO NOT CLICK ON ADD GOALS UNTIL YOU SAVE THE HEADER DATA

Treatment Plan + Main | [ - Main + All Goals
Case Smith, John [+] Member  [smith, sohn ol feed) (1:\?;8 T Save ]
Template 7‘ +1 [f‘dd G"a‘il New Treatment Date YAy 3 '7 Copy Treatment 7'
Review — i —
Date [/01/2016 = Date 14 Status -C(comp) R(review) F(final) '7CUmD7| Use Current - Print '7De\eteil
Main Data..
Comments
DSM 5 Diagnostic:



TREATMENT PLAN CASE MANAGEMENT PRO

Treatment Plan Goals and objective.

1. Click on the - Main Button. This will make it easier to see the goal section

Treatment Plan Treatment Plan Header Updated

Case [ Smith, John T Member [smitn, 10mn [+ FAnd) case (725 ] [+ man -Main | ||+ Al Goal Print
Category [ Anxiety / Anxiousness [ [ copy ]
Date 03/01/2016 &3 Review Date  / / ) Status -C(comp) R{review) F(final) [ save | [ Delete | [ Comp |
Main Data..

Employee s  TreatPlan 5  Edit

There are no records available.

Add New - Records: 0 -0 of 0 - Pages: ww

To use one of the Templates, choose your template and then click on Add Goals

+ Main - Main + All Goals

Treatment Plan

Case Smith, John l + | Member Smith, John l + 1 Lmi‘ (;?;e 735 Lsavej

Template Anxiety / Anxiousness l +1 ] FiAdd GOE‘SJ New Treatment Date /o 3 E Copy Treatment J
Review — i —

Date 01/01/2016 = Date /s i Status -C(comp) R(review) F(final) [_CWP_‘ Use Current - Print '_DE‘EfE_‘

Main Data..

That will populate your treatment plan with the goals and objectives from that template. Click on the +
sign by your name to expand the objectives.

Main Data..
Employee s TreatPlan H Edit
& cvPadmin Reduce overall level, frequency, and intensity of the anxiety so that daily functioning is not impaired. Edit | Delete
Objective - Date Est ¥  Target S Achieved %

Edit | Delete

Add New - Records: 1-1of 1 - Pages: WH
Add Mew - Records: 1- 1 of 1 - Pages: ww

Develop an awareness as to the short/long term effects of anxiety

Records per page: | 100 |+




TREATMENT PLAN CASE MANAGEMENT PRO

To add an additional goal, Click on add new.

| Client Data Input Time/Progress Notes | NCFAS | Monthly | Reporting Forms I Log Out
Treatment Plan
Treatment
ByNeme | =
EmpName = Problem = Goal = Actions = Responsibley Edit

There are ne records available.

Add New Records: 0 - 0 of O - Pages: iﬁiiﬁi

The following form will be displayed. Choose your name from the Drop Down box, Enter in your goal
Then click on save.

Goal ID:

Employee | Sefect a Empi ... -
( |

Goal:

ancel - Records: 1-5 of 5 - Pages: ww
—

Continue this process until all goals have been entered.

Click on the + sign by your name to expand or add the objectives. Click Add New

Objective % DateEst ¥  Target ¥ Achieved ¥

Develop an awareness as to the short/long term effects of anxiety Edit | Delete
Records per page: [ 100 | Add New | - Records: 1 - 1 of 1 - Pages: wu

The following form will be displayed. Enter your objective, the date it was established and the target
date. All dates should be mm/dd/yyyy Then click on save.

Main Data..

Employee ¥  TreatPlan &  Edit
ECM dmin Reduce overall level, frequency, and intensity of the anxiety so that daily functioning is not impaired. Edit | Delete

Objective

¥ DateEst ¥ Target %  Achieved ¥

Develop an awareness as to the short/long term effects of anxiety

[ My own objective is to... | 1/1/2014 [ |
Records per page: | 100 |+ Save | fancel - Records: 1 -1 of 1 - Pages: w“

Edit | Delete




TREATMENT PLAN CASE MANAGEMENT PRO

Editing your Goals and or Objectives.
To edit a goal or objective click on edit, make your changes then click on update.

Treatment Plan Goal Copied

Case [ Smith, John T34 Member [smith, 30hn ¥ Fnd] case (725 [+ main | [=Main | | + Al Goal] Print

Category [ Anxisty / Anxiousness [+ fcopy ]

Date 03/01/2016 [ Review Date / / ] Status -C(comp) R(review) F(final) FTHQ r@j r@j

Main Data..

I Employee +  TreatPlan — "
CMPAdmin Reduce overall level, frequency, and intensity of the anxiety so that daily functioning is not impaired. Delete

$ DateEst & Target %  Achieved ¥
|

Objective
[ Develop an awareness as to the short/long term effects of anxiety ] [ ] [ ] [ Updatel) Cancel
Add New - Records:1-1of1- " H

Records per page: \ 100 |
Add New - Records: 1 -1 of 1 - Pages: ww

Updating your Treatment Plan.
1. When Reviewing and updating a New Treatment plan ( le Every 90 days) you will need to do the following
Make sure all the data is correct for the current plan. (You will not be able to change them after

a.
the copy is complete)
b. Enter the new Treatment Date
c. Click on copy treatment.
d. This will change the treatment plan date and Clear all Signatures.
e. You will now need to make any changes, add /delete goals etc.......
f.  To print/View a previous Treatment plan, Click the drop down where you see “Use Current” and
choose the Previous treatment plan
Treatment Plan Goal Copied [ +Main | [ -Main | [+ ANl Goals]
Case Smith, John [#1 Member [ smith, omn [+  frma) (;?;e T save ]

- -
Template [ Aniety / Anxiousness |+ [ Add Geals | lNew Treatment Date [E/01/2016 @ [ Copy Treatment | l

Ecﬂmuii Use Current - Pl‘i_mF Delete ‘l

Date 01/01/2016 i Re\],’)]::: Vs iH Status -C(comp) Rireview) F(final)

Main Data..

10



TREATMENT PLAN CASE MANAGEMENT PRO

Treatment Plan Details.

This form works just like the monthly details. Click on the case id to bring up the Treatment Plan

Treatment Plan Detail

Back to Previous Page

Select sta -

Client FirstName Client Last Name Case No 3 Status #Days since Upd

7/12/2013

11



TREATMENT PLAN CASE MANAGEMENT PRO

Printing
a. To print the Current Treatement Plan, Choose “Use Current” . Then click Print.
b. To print a previously treatment Plan, Choose the date from the dropdown and then click on
Print. This will bring up a previously saved Treatment Plan.

Treatment Plan Goal Copied + Main | | - Main + All Goals

Case Smith, John [+ Member [ smith, 3ohn [+1 f Find (;?;e (725 [ save ]

Template [ Aniety / Anxiousness [+ [ Add Goals | New Treatment Date [[E/01/2016 7 [ Copy Treatment |
Review = . —

Date 01/01/201¢ & Date i4 Status -C(comp) R(review) F(final) ~ Comp | Use Current - Print § Delete |

Main Data..

Your report will something like this

Case # 725
Your Company Client John Smith
Name
Your LOGO Date 3/1/2016
—— Review Date

Diagnosis (DSM IV)
DSM 5 Diagnostics The Diagnostic 1s that John Needs Help

Past Tx/Current Meds
Depressed

Presenting Problems
None

Client Strengths/Supports

Therapy

Treatment Strategies

Family

Intervention Type/Frequency:

NOne

Discharge Criteria:
Happy

Aftercare Plan:

None

Goals and Objectives

Goal Reduce overall level, frequency, and intensity of the anxiety so that daily functioning is not
#1 impaired.

12



PROGRESS NOTES

CASE MANAGEMENT PRO

Goals and Objectives

Goal  Reduce overall level, frequency, and mtensity of the anxiety so that daily functioning 1s not

#1 impaired.
Objective Staff IDate Est |[Target||Achieved
Develop an awareness as to the short/long term effects of anxiety|[CMPAdmin
My own objective is to... ICMPAdmin||01/01/2016|
X Clients Signature Date:
X Guardian/parent Signature Date.
X Therapist Date.

This information has been Disclosed to you from recerds protected by federal confidentiality rules (42 CFR Part 2). The federal rules
prohibit you from making any further Disclosure of this information unless further Disclosure is expressly permitted by the written
Consent of the person to whom it pertains or as otherwise permitted by 42 CFR Part 2. A general authorization for the release of
medical or other information is NOT sufficient for this purpose. The Federal rules restrict any Use of the information to criminally

investigate or prosecute any alcohol or drug abuse client.

Signatures
1. Client and Guardian/Parent

a. Clickon X, The Following Form will be displayed.

b. Use your mouse to sign in the box,

c. Click on Save.

d. IF the Client does not like their signature. Click clear and try again.

Signature
MrNo 1
Client

Your Sign

o, (ouT

Save Clear 1

Signature OK.

The Report should now have their signature and today’s date.

Clients .
X Signature 7;(_& w Date: 3/2/2016

Guardian/parent
X Signature Date
(x| Therapist Date
2. Therapist

a. Enter the date and then Click on the X your signature will be extracted from your
employee signature on file (see Page 35)

13
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INPUT TIME/PROGRESS NOTES / Visitation

Case Management PRO

Sup. Client Data | Assignments ‘ Input Time/Progress Notes | Treatment Plan | Visttation } Monthly I Reporting | Forms i Log Out
Case Notes | FEave e Tete pelling | (~Update MTH | TimeSheet
Date A ¥ | Status
Begin Time End Time Mins Hours Travel Mileage
o o [Recalc | (o 0
1007 | Moore,Gary| TS-FTF| RF0001408402|28|12|06/30/2015 -|.+.4
Case Case Name Service Referral Hours Left Service End Date
(1007 ] Moore,Gary | . i —— [ RrrFo001408402 ] |28 06/30/2015

Check Box to Select Member

Others . Members ] Gary Moore

Present Present

Location Location? ] +1

Method Method? | 1

Goals [ | Monthly
Treatment Plan Goal? ] i 3
Objective? [+1 3

Notes

Click on Input Time/Progress Notes.
Type in the date.
a. You have the option of clicking on the calendar
Type in your begin time.
a. Ifitislessthan 10, type a zero first i.e. 06, this will automatically move you to
the next field.
b. You will need to put AM or PM.
i. AnAoraP will do the trick.
Type in your end time.
a. Ifitislessthan 10, type a zero first (06), this will automatically move you to the
next field.
b. You will need to put AM or PM.
The minutes and hours will calculate.
a. This is done per % hour.

14




PROGRESS NOTES CASE MANAGEMENT PRO

[ Please choose a Case m
6. Click on the down arrow and choose the Case. 2, Blesee choose 3 Case 5
a. This will Dlsplay the Case Name. 1838 | Able,Maria| TRP-CNSL| 121212 -_7
b. This will display the referrals. tmamemen P |
. X L. 1841 | Andrews,Davion| TRP- FF| 489;
c. This will also show you the remaining hours 1841 | Andrews,Davion| TRP-CNSL| 4¢

1810 | Boyd,Christopher| TRP- FF| 47%

left on the referrals and End Date of the Referral.

—

7. To Choose the Members Present, Click on the member’s checkbox.

Location? |l]
5
Agency/Cther Professional  —
8. Click on the down arrow and choose the Location. Community Outing
Court House
DCS Office
Dertist/Eye appaointment
Doctor Appoirtment
Employment Search =
Family Assessment
Food Partry
Foster home
Housing Search
Jail/Comectional Facility
Librany -
Cther
Own Home
Park
Probation Office
Relative home
Restaurart i
9. Click on the down arrow and choose the Method.
Method? |L]
Method?
Cancel by Client
Cancel by Provider
Collaterial
FCM w/ Cliert
FTF
Group
Mo Show
Mon Scheduled
Phone
Po W/ Cliert
Supervision
lUnsuccessful Attempt

15



PROGRESS NOTES CASE MANAGEMENT PRO

Goals \_-l anthly

| Treatment Plan Goal? | +1 F+

Notes

10. If you have entered in your treatment plans and/or Objective, Click the dropdown ,
choose the treatment plan and then click the + Sign. This will add the goal into the
textbox. If you need to add additional data you can do that also.

11. If you want this progress note to be displayed in the monthly click the Checkbox called
monthly. This if very important if you want this note to display on the monthly report.
The system will match the Case, Service and treatment plan Goal you enter her and
then the same on your monthly. See monthly report for more details...

12. Add the Notes.

13. Click on Save.

a. You will get a message Record Save. Do not continue until you see this message!

16
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Expand the Dialog Box:
If you see a series of dots in the lower right hand corner of a dialog box that means you can
expand the box to see more of you data.

1. Point to the dots.

2. Your mouse will turn into a double headed arrow.

3. Click and drag down until the dialog box is large enough to see all your text.

4. Text Boxes have character limits. If you see something like *** 8000 Characters, you will

need to reduce your characters to less than 8000 to be able to save.

Goal Addressed

MNotes

17
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Spell:

You should run a spell check on your form before you add it. It will give you a dialog box to
correct any errors, or simply tell you it’s complete with no errors.

Nacob s having tmouble in schol,

lgnore Once |
lgnaore Al |

Add to Dictionan

Spell check completed with no error.

Change

[m | »

Change All

1

—
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Visitation Notes:

When you choose a service that requires a visitation Note the bottom portion of the form will look like
this.
You must enter the following data.
1. ALLfields are mandatory
2. Once Complete click the save button like normal notes.
3. To print your visit note. Click Visit Report. This will take you to the Visit Report where you
can print your Report.

. - Visit
Location of Visit (location, and level of supervision)
Report

Attendance at Visit { include time of arrival and departure of all parties for the visit)

Observation Narrative include the following:

* Greeting and departure interaction between parent and child{ren);

* Planned activities by the parent for visit;

* Interventions required, if any and parent’s response to direction provided with regard to interventions;

+  Ability and willingness of parent to meet child’s needs as requested by child or facilitator;

* Tasks given to the parent to be completed prior to or at the next visit, ect.

Observed Strengths (include positive interactions between parent and child)

Observed Issues (include an violations of visitation guidelines or safety plan, any coaching points for caregiver to improve upon;

emotional/behavioral issues of child; bonding and attachment concerns

Recommendation (include recommendation regarding level of supervision of follow up visits based on on-going demonstration of
After you return from printin port, if you want to add another record you must hit the clear
button.

Case Notes | [ Sav\ ] F Clear ‘ [ %Iete ‘ [ Spelling ] F Update MTH 1 TimeSheet

Date FA | v Status

19
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Timesheet:
Click on Timesheet to see a listing of your input time.

Case Management PRO

Client Data Input Time/Progress Motes

Monthly | Reporting | Forms I Log Out

Case Notes | f save | [ clear | [ Delete 1 TimeSheet
Date £ ]|

Begin Time End Time Mins Hours

Mileage
i i '

Case Case Case Name Service Referral Hours Left

[ 1841 | Andrews,Davion| TRP- FF| 489358 [ %] [ 1841 | [ Andrews,Davion [ TRP- FF | [ 489358 | [ se

Others . Members .

Present / Present Laviag Sudtsay

Location | Location? ] v
Back to Previous Page George Junior Republic of Indiana
Name : Begin Date End Date

Mo 04/01/2013 (3 06/12/2013 3 3

Date |Begin Time End Time|CaseNo| Case Name Service | loc Method Bill Hours | Non Bill Hours | Detail
6/1/2013|11:00 AM  |11:30 AM |1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 22732
6/1/2013|11:00 AM  |11:30 AM |1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2273
6/1/2013(11:00 AM  |11:30 AM |1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2274
6/2/2013(11:00 AM  |11:30 AM |1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2275

Grand Total

Total Billable/Total Non Billable Tot Mileage
0 4

20
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Delete Input Time:

If you made a mistake and you want to delete the time record, find the record on the time sheet and
click on the Detail record id and you will be taken to the input time/progress notes. Click the Delete
button. You will then get a message that the record has been deleted.

Case Management PRO

Sup. Client Data Assignments Input Time/Progress Notes Treatment Plan | Vistation } Monthly Reporting Forms I Log Out
Case Notes | Fsave ) m]lf Delete | [ sphiing f update MTH ] TimeSheet
Date /o i Status
Begin Time End Time Mins Hours Travel Mileage
B | 8 [ Recalc | (o 0
1007 | Moore,Gary| TS-FTF| RF0001408402|28|12|06/30/2015 [+1
Case Case Name Service Referral Hours Left Service End Date

[ 1007 Moore,Gary TS-FTF ~ RF0001408402 28 06/30/2015

Check Box to Select Member

Others Members 1 Gary Moore

Present Present

Location Location? ] i

Method Method? [+1

Goals [ monthly
Treatment Plan Goal? ] 1 -+ 1
Objective? ] | 4

Notes

21
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Edit Detailed Entry:

You can edit your detailed entry by clicking on the numbers located under detail in the entry. This will
take you back to the Input form but it will now display that record and allow you to update any
information.

Back to Previous Page George Junior Republic of Indiana
Name : Begin Date End Date

Mo 04/01/2013 ER 06/12/2013 3 =

Date |Begin Time| End Time|CaseNo| Case Name Service loc Method Bill Hours | Non Bill Hougs,
6/1/2013(11:00 AM |11:30 AM 1838 ] | TRP-CNSL |Park| Cancel by Client|0 1 2272
6/1/2013(11:00 AM |11:30 AM |1838 ] 1| TRP-CNSL |Park | Cancel by Client|0 1 2273
6/1/2013(11:00 AM |11:30 AM |1838 ] 1| TRP-CNSL |Park | Cancel by Client|0 1 2274
6/2/2013(11:00 AM |11:30 AM |1838 ] 1| TRP-CNSL |Park | Cancel by Client|0 1 2275
Grand Total
Total Billable|Total Non Billable Tot Mileage
0 4

Case agement PRO Click Save when you have

made all your changes.

Client Data Input Time/Progress Motes Monthly | Reporting ’ Forms I Log Out
Case Notes | F save | | Clear 1 [ Delete 1 Print S

—)
Date £ i) Status
Begin Time End Time Mins Hours Travel Mileage
- - Recalc ( | |
Case Case Case Name Service Referral Hours Left
| 1841 | Andrews,Davion| TRP- FF| 489358 i 1| 1841 [ Andrews,Davion || TRe-FF || 489358 =
Others - | Members
Present Present Davion Andrews
Location | Location? i -+
Method | Method? [+
>
Notes
Z
* Spelling 1

22




PROGRESS NOTES

CASE MANAGEMENT PRO

Update data needed for the Monthly

You can correct the following data after Timesheets have been completed:

1. Checkbox Monthly
Notes

Goals

Treatment Plan Goal.
Click on Update MTH

e wnN

Case Management PRO

Sup. Client Data Assignments ‘ Input Time/Progress Notes | Treatment Plan Visitation ‘ Monthly Reporting Forms I Log Out
Case Notes | r%} F clear 1 f Delete 1 | Spelling ] f Update MTH | TimeSheet
Date r/ | Status
Begin Time End Time Mins Hours Travel Mileage
T E e | Recalc | (o (o
1007 | Moore,Gary| TS-FTF| RFO001408402|28|12|06/30/2015 7|'+1
Case Case Name Service Referral Hours Left Service End Date
[ 1007 ] [ moore,Gary | [ Ts-FrF [ RF0001408402 28 06/30/2015
Check Box to Select Member
Others Members e e
Present | Present
Location Location? ]: |
Method Method? ] +1
Goals [ |Montnly
Treatment Plan Goal? [+4 f+1
Objective? [+1 3
Notes

23



MONTHLY CASE MANAGEMENT PRO

MONTHLY

Monthly Reporting

Case Management PRO

‘ Client Data Input Time/Progress Notes Monthly | Reporting | Forms I Log Out

Select Emp | Selecta Empl ... [+ Case | select a case ... [+ Date | Select a Date ... %A FFind 1 |:J |7+| Spell Print
Insert Case  Insert Case? [r|Date / / J [ insert Copy | [+14 [ copy ]
Next Visit Tl | Date / / =5 Status -C(comp) R(review) F(final) | save | 'VDEiIEte | | complete |

Reason for Referral and Presenting Issues:

1. Click on Monthly:
a. Choose Monthly Reporting.
b. The Monthly reporting has two sections:
c. The top section is for the main monthly information.
d. The second section is for your goals. You can have multiple goals for each
month.

2. When you are starting off with a new case for a new month:

Choose the case from the Insert Case Drop Down

Type in the date. You have the option of clicking on the calendar.

Type in the date of the next visit. You have the option of clicking on the calendar.
Type in the Reason for Referral and Presenting Issues.

Type in Family Functional Strengths.

Type in Overall Recommendation and Progress Summary.

Then click on the Insert button.

You should get a message that says the Monthly Report has been Inserted.

e
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MONTHLY CASE MANAGEMENT PRO

Case Management PRO

Admin Client Data ‘ Assignments | Input Time/Progress Notes ‘ | Monthly | Reporting | Forms  Back To Admin I Log Out
Select Emp | Selecta Empl ... +1 Case | Select a case ... | - Date | Select a Date ... | +1 fFind | B Spell Print
Insert Case  Able, Maureen v Date 06/01/2013 5 | insert | Copy | [+1 [ copy ]
Next Visit 07/06/2013 HH Date /S s Status -C(comp) R(review) F(final) [ save | [ Delete | I Complete |

Reason for Referral and Presenting Issues:

The Client is having problems at school

Family Functional Strengths

Family is Very clcse

Overall Recommendation and Progress Summary

DCS Service Goal

prev | ‘ Next | [ save | [ nsert ‘ I Delete |

Needs Therapy.‘
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MONTHLY CASE MANAGEMENT PRO

Adding Goals:

1.
2.
3.

® N wv e

Type in the Treatment Service Goals.

Choose The Referral.

If you enter in a treatment plan you can choose the goal and click on the + To add it to
the Goal text box. (this is just like the Progress Notes).. If you want your notes from you
Timesheet, then this will need to be the same service / treatment plan goal that you
entered on your Input Time/Progress Notes.

Type in the Narrative Discussion of Services provided for this goal during the month.
Type in Progress Summary toward Goal.

Type in Family Cooperativeness.

Type in Recommendations Regarding Services for Goal.

Click on Save.

DCS Service Goal

b Prev 4 )

Service

next | 0 Goals F_Save_\ M Clear/Insert 4 } Delete 4

Referral? -

Treatment Service Goal

| Treatment Plan Goal? +1 F_+_1

Narrative Discussion of Services Provided for this Goal During Month:

Progress Summary Toward Goal:

Family Cooperativeness:

Recommendation Regarding Services for Goal
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MONTHLY CASE MANAGEMENT PRO

Inserting another Goal:

NN AWM

Click on Insert to Add a New Goal. This will just clear your screen to add the next goal.
Choose the Service from the dropdown box.

Type in the Treatment Service Goals.

Type in the Narrative Discussion of Services provided for this goal during month.

Type in Progress Summary toward Goal.

Type in Family Cooperativeness.

Type in Recommendations Regarding Services for Goal.

Click on Save.
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MONTHLY CASE MANAGEMENT PRO

Deleting Goals:

Click on the Delete Goal button. The goal will be deleted.

DCS Service Goal

f Prev ! ; Next ! F Save 1 [ Insert ] [ Delete 1

Service Service?

Treatment Service Goal

Narrative Discussion of Services Provided for this Goal During Month:

Delete Monthly Report:
Click on Delete in the top section of the form. This deletes the Monthly report and all goals.

Select Emp | Select a Empl... +1 Case | sSelect a case ... + Date | Select a Date ... +1 ‘ Find ! D Spell Print

Insert Case  Able, Maureen ~ Date 06/01/2013 3 | insert |

Copy | [+ [ copy ]

Next Visit 07/06/2013 Date / / |

Status -C(comp) R(review) F(final) [savel]l [ pelete | [ cfmplere |

Reason for Referral and Presenting Issues:

The Client is having problems at school

Family Functional Strengths

Family is Very close
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MONTHLY CASE MANAGEMENT PRO

Complete Monthly Report:

Once you have added your monthly report and all your goals, you will want to click on

Complete so that it will be routed to your supervisor so they can finalize it. This will change the
status to a “C” when you look at it in the Monthly Detail.

Date | Select a Date ... ‘ + [ Find | \:| E Spell Print

Copy | [+ [ copy ]

Select Emp Select 3 Empl ... ‘ +1 Case | Select a Case ... | +1

Insert Case  Able, Maureen - Date 06/01/2013 5 [ insert |

Next Visit 07/06/2013 Date /

; / = Status -C(comp) R(review) F(final) ['save | [ Delete 1l I Complete |
Reason for Referral and Presenting Issues:

The Client is having problems at school

Family Functional Strengths

Family is Very close
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MONTHLY CASE MANAGEMENT PRO

Copy a Monthly Report:

1. First select the case from the Insert Case Dropdown.

2. After you choose the case, the copy dropdown box will be populated with the previous months
for that case.

3. Enter the new month in the date field.

4. Choose the month you want to copy from the Copy dropdown box.

5. Click Copy.

6. The form will be populated with that monthly’s data. You will have to supply the Next Visit and
make changes to any of the Text Boxes.

7. Then Click update.

8. Make sure you go to your service goals and make any changes to the goals for that month.

Case Management PRO
|Admin Client Data Assignments | Tnput Time/Progress Notes ‘ | Monthly | Reporting | Forms  Back To Admin I Log Out

tEmp Lo Ted —I w1 Date | select 2 pate ... [:1 fEnad [ [+l Spell
Insert Case  Able, Maureen - Date 10/01/2013 3 | insert | Copy || F-r]l opy |

06/07/13
Next Visit 07/06/2013 [ Date / / m Status -C(comp) R{review) F(findl) 06/14/13
08/01/13
09/01/13

Reason for Referral and Presenting Issues:

The Client is having problems at school

Family Functional Strengths

Family is Very close

Overall Recommendation and Progress Summary

Needs Therapy.

DCS Service Goal
[ prev 1 [ Next 1 | save \ I Insert 1 Delete 1

Service Service? ~
Treatment Service Goal
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MONTHLY CASE MANAGEMENT PRO

Monthly Detail:

2. Click on Monthly and Choose Monthly Detail.

2. Make note of the Status:
a. Once you mark your Monthly Report complete a “C” will appear under status.
b. If your supervisor has rejected your report it will show an “R”.

3. Click on the case number to see the actual Monthly Report.

Case Management PRO

Admin Client Data Assignments ‘ Input Time/Progress Notes | | Maonthly | Reporting | Forms  Back To Admin I Log Out ‘

Monthly Status Detail

Please Choose a Staff

g‘;f:‘ 04/01/2013 @ d 08/03/2013 i Staff - [ Refresh |
Hill 1862 6/7/2013

Maureen Able 1838 6/14/2013 1838

Maureen Able 1838 8/1/2013 N838
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MONTHLY CASE MANAGEMENT PRO

Supervisor Review:

After you have marked your Monthly report complete, your supervisor will review it. They will
either mark it “F” for Finalized and it will be extracted when they do the monthly reporting or
they will mark it with an “R” for Review which means you need to make some changes. When a
supervisor rejects your report they will make notes in the area that needs modifying.

Case Management PRO

Admin Client Data Assignments ‘ Input Time/Progress Notes ‘ | Monthly | Reporting ‘ Forms  Back To Admin I Log Out ‘

Monthly Status Detail

Please Choose a Staff

Begin 04/01/2013 @ Eikt 08/03/2013 (3 Staff ~ [ Refresh |
Date
Client FirstName Client Last Name “m Mith Case Id
Hill 1862 6/7/2013 1862
R
Maureen Able 1838 6/14/2013 1838
E
Maureen Able 1838 8/1/2013 1838
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MONTHLY CASE MANAGEMENT PRO

Rejected Report:

If you click on the case number of a rejected report, you will go to the actual report. If a report
has been rejected, the supervisor will have made comments. The comments will show up in

pink beneath your notes. You can’t change the comments, but you can copy and paste them. If
you don’t see comments, click on the + sign to make them show.

1. Make you changes.

2. Click Update (if you skip this step, your changes will not be saved).
3. Click Complete.

Case Management PRO

Admin Client Data Assignments | Input Time/Progress Motes | | Monthly | Reporting | Forms  Back To Admin I Log Out
Select Emp  (Sskctatmois WA Case [Setocme. W)  Datc[sobuavee. [l @0 ][] St Print
Insert Case  Insert Case? -~ Date / / m [insert | Copy | [+ [ copy 1
1838 - Maureen - Able
Next Visit 06/07/2013 [ Date 06/14/2013 i Status -C(comp) R(review) F(final) Rj_ [ Update |[ Delste | | Complate
Reason for Referral and Presenting Issues:

The Client is Unhappy

Mors Details Pleasse

Family Functional Strengths

The Family seems to interact well

Overall Recommendation and Progress Summary

Need Counseling

A A
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MONTHLY CASE MANAGEMENT PRO

Visitation Monthly Reporting

Case Management PRO

| Admin Client Data Assignments ‘ Input Time/Progress Notes | Treatment Plan | Vistitation ‘ Monthhy Reporting Forms Back To Admin I L

Select —————— = = r z

F | select @ Empl ... |+ Case | Selecta Case ... |1 Date | Select a Date ... 41} Find { +  Spell Print
e I | =

Insert —

C |Insert Case? V|Refcn‘al‘RefErral? V‘Dme ‘ ] |3 | tnsert | Copy | [ fCopy
ase T e

Date | Status -C(comp) R(review) F(final) l:l [ Save | [ Delete | [ Complete |

Prohibited Persons (Include Protective Orders)

\
To add a new Visitation Monthly Report:

1. First you must check to see if a Visitation Monthly Report has already been entered for that
Case/Referral.

a. Select your Name from the Select Employee dropdown
b. Select the Case /Referral from the Dropdown

c. Select the Date. If no date is displayed for that month, you must insert a new monthly
report.
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MONTHLY CASE MANAGEMENT PRO

Case Management PRO

‘ Admin Clent Data Assgnments ‘ Input Time/Progress Notes | Treatment Pln ‘ Vistiation ‘ Monthly ‘ Reporting Forms Back To Admin I Log Out
zﬂe“\ = =) Cuse ([ T+t Dt [ MEER 0 s Priat

m i
Insert el —— & =
. [ Horrell, Maureen | Referral | Referral? v|Date  [11730/2017 |iE Finset) ] Copy | [ Feoev )
Date i | Status -C(eom) Rizeview) Fifinal)| | [update ) foeiete ] [ Complet= ]

Prohibited Persons (Include Protective Orders)

Father ‘

Court Ordered Visitation Guideline

Weskly ‘

Visit Schedule

Mondays ‘

Visit Supervision

Supervised ‘

Activities and Special Considerations

Games ‘

Code of Conduct for Visits

Be Nice ‘

Reason for Referral and Presenting Issues:

Anger Managcment ]

3. Inserting a New Monthly Report
a. Choose the case from the Insert Case Drop Down
b. Choose the Referral from the Referral Drop Down
c. Type in the date. Always use the Last Day of the Month. You have the option of
clicking on the calendar.
d. All Text boxes must be filled in
e. Then click on the Insert button.
f.  You should get a message that says the Monthly Report has been Inserted.
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Updating a monthly Report

Case Management PRO

| Admin Client Data Assignments ‘ Input Time/Progress Notes ‘ Treatment Plan | Vistitation ‘ Monthly ‘ Reporting Forms Back To Admin I Log Out
Select (e 9 Cose (oo I+ Date (Seiesta et M ED [O[F s el
Emp —
Insert — — —
Cage | Insert Case? ~ | Referral [Referral? v|Date [ 7 / @ [neen) Copy | [o4 Fooev
ase i el ey
Date | Status -C(comp) Riseview) F(final) || [ save | [ Delete | [ Complete |

Prohibited Persons (Include Protective Orders)

Court Ordered Visitation Guideline

Visit Schedule

Visit Supervision

Activities and Special Considerations

Code of Conduct for Visits

Reason for Referral and Presenting Issues:

To Update a Visitation Monthly Report:

Select your Name from the Select Employee dropdown
Select the Case /Referral from the Dropdown

Select the Date.

Click on Find.

Your report will be display.

Make any changes necessary

Click on save.

NoubkwNeE
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MONTHLY CASE MANAGEMENT PRO

Complete Visitation Monthly Report:

Once you have added your monthly report, you will want to click on Complete so that it will be

routed to your supervisor, so they can finalize it. This will change the status to a “C” when you
look at it in the Monthly Detail.

Case Management PRO

‘ Admin Cient Data Assignments ‘ Input Time/Progress Notes ‘ Treatment Plan ‘ Vistitation | Monthly ‘ Reporting Forms Back To Admin I Log Out
Select (i T Case  [Solectacoss Tt Date (soetavee . [Wl fmnd) [ ][4 spen Prit

Emp — Bt
Insert = =
Case. | Horell, Maureen | Referral | Referral? ~|Date  [12/32072017 | [Feet) Copy | T+ F copr )

Monthly Record Inserted
Dute (1373072007 |8 s lcomp) R || = 4

Prohibited Persons (Include Protective Orders)

ke | | complete |

Father ‘

Court Ordered Visitation Guideline

Weekly ‘

Visit Schedule

Mondays ‘

Visit Supervision

Supervised ‘

Activities and Special Considerations

Cames ‘

Code of Conduct for Visits

Be Nice ‘

Reason for Referral and Presenting Issues:
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MONTHLY CASE MANAGEMENT PRO

Copy a Visitation Monthly Report:

9. First select the case from the Insert Case Dropdown.
10. After you choose the case and then the Referral, the copy dropdown box will be populated with
the previous months for that case.
11. Enter the new month in the date field.
12. Choose the month you want to copy from the Copy dropdown box.
13. Click Copy.
14. The form will be populated with that monthly’s data.
15. Make any changes needed. The following Fields will NOT BE COPIED and will need to be filled in.
a. Visit Schedule
b. Visit Supervision
c. Activities and Special Consideration
d. Overall Recommendations.
16. Then Click update.

Case Management PRO

‘ Admin Client Data Assignments | Input Time/Progress Notes | Treatment Plan ‘ Vistitation ‘ Monthly | Reporting | Forms Back To Admin I Log Out
P — A a—

Eelect! Select a Empi ... |+ Case | selects case ... | Date | select 2 Date ... | i : ey T

ekl .

Insert ] — - = T e
‘Hcrrell, Maureen ~ fReferral ‘ Horrell,Maureen| HT-5V| rf00 v|Dzm: |11-/01/4017 ‘j Insert | Copy |11/30117 et | copv ]

Case ) | — —

Date = Status -C(comp) R{review) F(final) I:I [ save | [ pelete | [ Complete |

Prohibited Persons (Include Protective Orders)

Court Ordered Visitation Guideline
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MONTHLY CASE MANAGEMENT PRO

Visitation Monthly Detail:

4. Click on Monthly and Choose Visitation Monthly Detail.

5. Make note of the Status:
a. Once you mark your Monthly Report complete a “C” will appear under status.
b. If your supervisor has rejected your report it will show an “R”.

6. Click on the case number to see the actual Monthly Report.

Case Management PRO

Admin Client Data Assignments ‘ Input Time/Progress Notes | | Maonthly | Reporting | Forms  Back To Admin I Log Out ‘

Monthly Status Detail

Please Choose a Staff

g‘;f:‘ 04/01/2013 @ d 08/03/2013 i Staff - [ Refresh |
Hill 1862 6/7/2013

Maureen Able 1838 6/14/2013 1838

Maureen Able 1838 8/1/2013 N838
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MONTHLY CASE MANAGEMENT PRO

Supervisor Review:

After you have marked your Visitation Monthly report complete, your supervisor will review it.
They will either mark it “F” for Finalized and it will be extracted when they do the monthly
reporting, or they will mark it with an “R” for Review which means you need to make some

changes. When a supervisor rejects your report, they will make notes in the area that needs
modifying.

Case Management PRO

Admin Client Data Assignments ‘ Input Time/Progress Notes ‘ | Monthly | Reporting ‘ Forms  Back To Admin I Log Out ‘

Monthly Status Detail

Please Choose a Staff

Begin 04/01/2013 @ Eikt 08/03/2013 (3 Staff ~ [ Refresh |
Date
Client FirstName Client Last Name “m Mith Case Id
Hill 1862 6/7/2013
R
Maureen Able 1838 6/14/2013 1838
F
Maureen Able 1838 8/1/2013 1838
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Monthly Reporting:
1. To Print your Report, you can do it by:

a. Clicking on the hyperlink

Select ——————7 _— ]
| cmpadmin +1 Case | Horrell,Maureen|rf00000S5555|HET - Supe |4 Date | 11/30/17 w1 [rind ] - |+ Spell Print

Emp

Or

b. Click on Reporting Menu. Visitation Monthly Reporting

a) Select Your Name
b) Select the Case
c) Click Refresh.

Select Select
v R rl L]
Emp | Emp? | Case |Case.
g°§‘“ 10/01/2017 |3 End Date |11/30/2017 |3
atc

Monthly |:| e

2. If the Report Has Been Finalized (F). You can then export the report.
3. MAKE SURE YOU CHECK THAT YOUR SIGNATURE IS DISPLAYED! IF YOU DO NOT SEE IT GO TO
EMPLOYEE SIGNATURE AND RESIGN. You should get an error message stating that your

Signature is not found.

>trong ana Loving
Overall Recommendation and Progress Summary

COntinue Therapy

Date: 11/30/2017

TP €

Stafr:

4. |If you are exporting your Monthlies, Click on Export. A new Screen Form will appear with no
buttons. This is the Report that will be exported to the server (Do not worry if the logo does not

appear) .
5. ***|f this is a DCS monthly report the report will be transmitted via the API to Kidstrack. The

Status will now be T For Transmitted.
6. Use the Back button on the browser to return to the monthly reporting form.
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MONTHLY CASE MANAGEMENT PRO

Date = L 1= [T e e
‘::: -
Vonthlv Rpt Not Complete - I:l Refresh Prln
Your Company Name Monthly Report- Case# 531
123 Main Visitation Client Maureen Horrell
Your Town IN 44444 November 2017 County Brown
Referral Number: rf0000055555
Service Provided: HBT - Supervised Visit
Referred Parent(s): Maureen Horrell
Referred Child(ren): Diana Horrell
Prohibited Persons(Include Fath
Protective Orders): ather
Begin/End Date of Referral: 01/01/2015-01/01/2018
Referral Agency: County DCS
Case Mgr/ PO Name: Amy Baxley
Service Provider Staff: CMPAdmin
No of Service Unit Authorized: 55
No of Service Units Delivered: 2

Court Ordered Visitation Guideline: Weekly

Visit Schedule: Mondays
Visit Supervision: Supervised
Activities and Special
. . . Games
Considerations:
Code Of Conduct for Visits: Be Nice
Contact Date | Start Time | End Time | Duration | Method Location Those Present | Staff
11/10/2017 | 10:00AM | 11:00AM |1 Supervised Visit | Agency/Other Professional | Maureen Horrell | CMPAdmin
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Visitation Reporting — Review/Updating a Report

Skl (sosctabmoi. W) Case[sotacae.. @) Date[soectavoe.. ol o) | [] Print
gl::;t Insert Case? - Date YA ] [ insert |
[ save | | Delete |
1. Click on Select Empl/Case/Date:
2. Click on the find button.
3. Your visit will then be displayed.
4. If needed make your changes and then click the save Button

Visitation Reporting — Printing Report

Skl (sosctabmoi. W) Case[sotacae.. @) Date[soectavoe.. ol o) | [] Print
gl::;t Insert Case? - Date YA ] [ insert |
[ ave | f Delete )

1. Click on Select Empl/Case/Date:

2. Click on the find button.

3. Your visit will then be displayed.

4. Click on the Print Button.

5. The new Visit report will be displayed. Click the print button and you will be able to

create a PDF via CutePDF.

6. If you are exporting your Monthlies, Click on Export. A new Screen Form will appear with no
buttons. This is the Report that will be exported to the server (Do not worry if the logo does not
appear)

7. ***|fthis is a DCS monthly report the report will be transmitted via the API to Kidstrack. The
Status will now be T For Transmitted.

8. Use the Back button on the browser to return to the monthly reporting form.
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Employee Signatures
1. Click on Misc / Employee Signature

Misc Back To Admin

Employee Signature

The Following form will be displayed.

Signature

Current Signature

Your Sign

Required points are still not reached

Save Clear Back to Previous Page | Save

Use your mouse or stylus on your tablet to sign in the box.
You should see your signature in the current signature field.

Signature

Current Signature ’;g F %Wm

Your Sign

Required points are still not reached

Save Clear Back to Previous Page
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REPORTS CASE MANAGEMENT PRO

REPORTS

Progress Notes:
When you are ready to print or view Progress Notes, click on Reports and then choose Progress
Notes.

Filters:
1. Begin Date
2. End Date
3. Case

Click on Refresh to refresh your report filters.

Begin Date 03/01/2013  End Date 06/29/2013 &0 Case Andrews, Davion | %1 Refiesh
k! L ofLu Select a format = Export “
Your Company Name =
. Date: 6/26/2013
123 Main Street A
Indianapolis, IN 46205
Case Notes |
Case 1841
Client Davion Andrews
Date 6/1/2013 8:00 AM 11:00 AM Employee Mo
test
test
Date 6/1/2013 400 PM 9:00 PM Employee Mo

tes

To Create the pdf:
1. Onthe dropdown to select the format choose PDF.

2. Click on export. The Case Notes Report will now be displayed in your PDF viewer. Save
the file or choose Share — Email.
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REPORTS CASE MANAGEMENT PRO

Timesheet:

When you are ready to print or save a .pdf copy of your Timesheet, click on Reports and then
choose Timesheet.

Sample Timesheet

Back to Previous Page

Name : Begin Date End Date
Mo 04/01/2013 B4 06/12/2013 &3 Refresh | [

Date |Begin Time| End Time|CaseNo| Case Name Service | loc Method Bill Hours| Non Bill Hours | Detail
6/1/2013(11:00 AM |11:30 AM | 1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2272
6/1/2013(11:00 AM |11:30 AM |1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2273
6/1/2013|11:00 AM [11:30 AM |1838 Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2274
6/2/2013(11:00 AM |11:30 AM (1838  |Barrios, Maria| TRP-CNSL |Park | Cancel by Client|0 1 2275

Grand Total

Total Billable| Total Non Billable Tot Mileage
0 4

1. If you need to make any correction, you can click on the detail number and that will take you
back to the input/progress notes form to make your corrections.
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DASHBOARD CASE MANAGEMENT PRO

The Dashboard is found under the MISC tab on the employee menu. Choose the staff, begin date, and
end date and click on the REFRESH button.

The +- will expand and collapse the sections.

The far-right column will have a link to the reports or specific web form.

Staff Dashboard
Select Staff | cmpadmin ~| Begin Date #  EndDate G Refresh
+ - Monthly Monthly Reports Missing OR Not Extracted/ Transmitted

Monthly

+ -Treatment Flans Treatment Plans Missing OR. Due
Treatment Plans
EmployeeName | CaseNo Client_First_Name|Client_Last Name | Treatment Plan Date | Daysold| Type
cmpadmin 2 Patti Boyer 8/1/2019 508 Due |Select
cmpadmin 2 Patti Boyer 7/15/2019 541 Due |Select

+ -Visitation Monthly Visitation Monthly Reports Missing OR. Not Extracted/Transmitted

Visitation Monthly
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INDEX
CLIENT DATA...ccutttuuuuneunnennneennnntssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 2
(o [T« - TSP 2
V1T o] o T<T U UPPRN 3
AQG/UDAGEC. ..ottt et e et s e te e te e ete e ebe e beesbeesbe e beesteestaeetaesabesabeeabesabeenbeenteesaesbaes senbenseens 4
(01 T=T ol [ 2Te )T PSPPI 3
DY =l =] (o [P 4
DIrOP DOWN BOXES..ciiuutuiieiiiiiiitiiiiiieeeseeeettttatesseseeetteesas s seseeesaatsssseeeeessaesssassesseeseeesssssesseseeesensssnnnssnn 3
(DT 0] ¢ To 1= 1 I 47
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