0S-SOft

Quick Start Guide



‘aoswﬁ Quick Start Guide

Contents
NAVISATING WS ..ot e e ettt e e e e e ettt ta e e e e e e et eeaaa e e e e e et eeaaaa s e e eeeeaebsaaa s eeeeeeeesnaaannnns 6
2T o] oo o 1o I PP PPPPPP 6
0 0 0P PP PP 7
VIBW e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaeeeeaaeas 8
Changing the Theme of the SOftWAIre .........uuiiiiiiiiiiiiiiiiiieeieeeeeeee e eeeeeeeeeeeeeeeeeeeees 8
WWINAOW LIS .. iiiiiiiieeeee ettt e ettt e e e e ettt e et e e e e s st bbb et e eeeeessaaabbaeeeeeeesssaannbbbeeeeeeessnnsssrnnaes 8
NAVIZATION PANEL ... 8
Lo Lo TP PSP P PP 9
Y10 T I T e IS o Te VYA I -2 o PP PPPPPPPRS 9
Save CUSTOMIZATION SUMMIATY couiiiiiiiiiiieiiiiiiie et e e e ettt e e e e et e eeaaba e e e e eeeaassaaaseesseeaeessaannnens 10
Perform FUIl BACKUP.....cooee e 10
IMPOIT/EXPOIt DAtA.....veeiieiiieeeeiiiiieeeeitteeeeeeireeeeeetbeeeeestbeeeeessseeeeessseeeesasbeeseeasseeessssraeeesansseseennsreeens 12
SNOW AUGIT TFAil ettt e st e e s s e e e st e e s anreeeseans 12
ShOW BUSINESS ODJECE INTO ..eeiiiiiiiiiiiiiiiiiiiieiieeeee ittt ettt e e eeeeeeeeeeeesseeesssaassaeesesesssssassssssssssnnnenes 12
L0 L 01010 0 o] o o =T L PP PP PP PP PP PP PP PP PP PP PPPPPPPPPPPPPPPRE 12
o ToT o] LSRR 13
R YT PP PP PP PP P PP PP PP PP PP PP PP PP PPPPPPPPPPPPPPPPPRS 13
Creating New Clients, Children and Alleged ADUSEIS ........ccooeeiiiiiiiiiiii, 13
CHENT/AAUIT DEEAT VIBW ..ot e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeaes 15
Child DL VIBW .ottt ettt e ettt e e sttt e e s st e e e sasbe e e e smbeeeeeaanneeeenans 23
Alleged Abuser Detail VIEW ..., 24
N (= L= A = AU PPPPPT 26
WHhat 1S @ StaY .o, 26
= LA I S o VA 1= PP 26
Creating @a NeW Stay RECOId ......ccoeeeeeeieiee e, 26
L L0 D o =P 26
Household Information/ ASSOCIAtEd SEAYS .......uuviiiiiiiieeiiiiieieeee et e e e e eeerree e e e e e e e eeearrareeeaeeeas 27
AT Yol PP P PP PP PP PP PP PP PPPPPPPPPPPPPPRt 30
WAL 0S @ SEIVICE ...eeiiiiitiie ettt ettt ettt e e s bt e e s e bt e e e s bbbt e e e eabbeee e snbeeeeeanbeeeens 30
LISt VIEW OF SEIVICES .ttt e bttt e e st e e st e e s eabe e e e sabeeeeeaabeeeeas 30
Creating @ NEBW SEIVICE ...iiiiiie ettt et e e e et e e et et e e e ea e e e eeaa e e e eaaa s e eaaaa e eeaannseeennanseennnnns 30
(O =F Lal =4 WG] o 0] o BT =] V7 ol = 31

SoFTW/RRe



AQOS-SOﬁ Quick Start Guide

Inputting Details fOr the GroUP SEIVICE.......uuuiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeerereeeeenrreres 32
Removing a Client from @ GrOUP SEIVICE .....uuuiiiiiiiiiiiiiiiiititttteeetteteeeeeeeeereeeeeeeeeeeeeeeeeeeeeeeerer 32
SPLIttiNg @ GIOUP SEIVICE .....veiiiiiiiiieeiiieeettee ettt sttt st sar e s e s e sareeennneesanes 33
VICHIMIZATIONS e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeeas 34
What is @ VICHMIZATION oottt e et e e e e e e s ettt e e e e e e ssaareeeeas 34
ViCtMIZATION LIST VIBW ..t s 34
Creating @ NeW VICTIMIZATiON couvuuueeeieiiiiiiiieee ettt ettt e e e e e e ettt s s e e e eeeeaaba e s e eeseananaaneeeeanees 34
Selecting @ Main VICtHMIZAtioN .....coviiiiiiiiiiiiiiiiiiieieeeiit ettt e e eeeeeeeeeeeeeeeeeeseeseeeeeeeesseeeeesessensnnes 34
RS (=14 1 PP PP P PP PPPPPPS 35
What IS @ REFEITAL ....eeiiiiiieeeee ettt st e s e e st e e e naneeee s 35
RETFEITAIS LISt VIEW ..ttt ettt ettt e sttt e s sttt e e st e s s et e e smneeeeeanneeeeaans 35
Creating @ NEW RETFEITAI .....ouiiiiiiiiiiiiiiieieiieee ettt ettt et ee e e e e e e ee e eeeeeeee e eeeeeee s aeeeeeaseeasaeeseseesssssssesnssnnnnes 35
PrOteCTION OFAEIS ....eeeiiiiiiee ettt ettt ettt e et e e sttt e s ettt e s ssb et e e sambb et e s emreeeesamnaeeesannneeeenans 36
What is @ Prote@CtioON OFAEN ......eeiiiiiiiieiiiiieee ettt ettt e e st e st e s st e e s sarreeesanneeee s 36
Protection Order LISt VIEW .....ccoiuiiiiiiiiiiee ittt ettt ettt s sttt e s s e s ssneeeesenneeeesans 36
Creating @ NEeW ProteCtioN OFUEN ......uviiiiiiiiieiiiieeieeeeeeeeeeeeteeeeeeeeeeaeeeeesesssssasssssssssssssasssssassssssssssesrssnrenes 36
(01U =T [ol s T V=T L O P PP PP PP OPPP 37
What is an OULrEaCh EVENT........ciiiiiiiiiiiiieee ettt ettt e et e s s e e s aaneeee s 37
OULFEACH/EAUCATION LISt VIBW ceeviiiiieiiiiiiiiiieeeieeeeetteeeeeeeeeeeeeeeeeseeseasesessssssssasssassssassssssssssasssssssssssssssnsnnes 37
Creating @ NeW OULreaCh EVENT ......cviiiiiiiiiiiiiiiieeiieeeeeiee ettt eeeeeeeeeeeseaseeesessessseasasssssessssssssessesnsenes 37
Inputting Data for the OULIeach .......ccooeeeeiiiiiiee e, 37

AV IV =TT o T L= PSPPSR 39
What iS VOIUNTEET TIME ...eeeiiiiiiieiiiieee ettt et e e st e e ettt e s ettt e e snbeeeeeanneeeens 59
HOW t0 create @ VolUNtEEr TIME. ... .uiii ettt ettt st e et e e s e e s embeeeeeeaas 39
HOLIINE Call ...ttt e ettt e e ettt e e st e e s aabae e e s samne e e e snbteeesaanreeeeaans 40
What iS HOIING Call....cooiiiiieieee ettt e e sttt e e e st e e e e e e e e 40
How to Create @ NeW HOthiNe Call ..........oooiiiiiiiiiiee ettt s e e 40
(00 oV T n gY@ LI o T @ [ T=T o} PP PPPPPPPPRt 40
ADOUL the SCNEAUIBT ...t ettt e ettt e s sttt e e e e bt e e e embeeeeeanees 42
What's inthe RIDDON ...t et e e e e e e 42
SCREAUIET FEATUIES ...ttt ettt ettt e sttt e e s e e e e s aabb et e e eanbe e e e sabeeeeeaabeeeens 42
Copy and Pasting Events Within the SChedUler ............oviiiiiiiiiiiiieeeeeeeeeeeee e e e e eeeeeeeeaeeee 43
Editing Events from the Scheduler ..., 44

SoFTW/RRe



AQOS-SOﬁ Quick Start Guide

Extending and Shortening an Event from the Scheduler ............ouvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee 44
Moving an Event in the SCHEAUIET .........uuiiiiiiiiiiiiiieeieeee ettt e e e e eeeeeeeseeeeeeeesseneneees 44

) oY oLU | £ PP PP PP 45
=T gl oY= D | - PP PP PP 45

[ oY aY Tl 111 Lo Y AL (=] 4 OO 45

D] o] oI D0 11.Y] o SRR 45
Setup Agency-Shelter information ..o, 47
ACCESSING Program OPTiONS ..uuuueeeeeiiiiiiiiiiiee et eeeetiiiiie e e e e et eetttiee e e e e eeeetaaaaaeseeeeeeeasaaaaneseeeesaesssnnnnseseanees a7
SELUP SNEItEr BEAS/IMIAX SEAYS...eeiiiiureeeeeirieeeeiitieeeeiiiteeeeesteeeeesttreeeesasreeeessssesesassesessnssseeesasssesessnsseeens 47
Exceeded Stay Limit MESSagE...ccccuiii et 48
Creating Staff/Users t0 IOZIN 10 WS .......uii oottt ettt ettt e e eive e e e etbe e e e eeabaeeeeeatreeeesnbaeeesnnbaeeesnsrenens 48
Navigating to Staff LiSt VIEW ....ccoeeeieeee e, 48
Creating @ NeW Staff IMEMDEI .......oiiiiiiiiiiieeeeeeeeee ettt et e e e e e e aeaeeaeaesesesssasasssaeesssssssssesesnsnnes 48
Creating @ NeW Staff ROIE.......ouviiiiiiiiiiiiiiiiiieeeeeeee ettt e et e et e e e ee e e aee e seaesaasaessaseseseseeseesesnnenes 50
LT o= T = T YA = PP PPPPPPPRt 50
Full Text Search (RIDDON) ...cooooiiiiiiiiiiie 51

o L= T o =PRI 51
Lo - =] PP PP PRSP PPPPPPIt 52
QUICK AULO FIEEIING coeeeeeiiiiiiieiiieeiiiiee ettt ettt ettt ettt eeeeeeeeaeeeeseeeaaseeaaasssassassssaaassaaesaeasssasssssassssssssnsssnnnnnnnns 53
INIEIAl Valu@ 0N @ FIEld. ... .ottt et s et e s et e e st e e s enreeeeeans 55
What is an INITal VAU ..cc..eeeeiieeeeeeeee ettt et e s s e s s 55
SEEINITIAI VAIUE ...ttt e st e e st e e s e e e e s aneeee s 55
ClEAr INIHAI VAlUE ..ottt s e e e st e e e et e e s e e e s aaneeee s 55
T [UTT =T [ a1 o KPP PPPPPPPRt 56
U L S I Y=Y (UL g =Te B T=] o IR PPPPPRt 56
Make @ ReqQUIred FIeld ......ccoooeeeeeeeeeeeeeeeee e, 56

(O T T Y=Y (V1T =T I a1 o DO PP PPPPPPPPRt 56
Modifying/Adding drop dOWN OPTIONS .......ccuvviiiiieieiieiiieeeee et e e e e eecrre e e e e e eeeeaarareeeeeeeeenaanns 57
(600 [0 Y W@ o Lo 1y =T P PSPPSR PP PP 58
Adding Columns to @ LISt VIEW c.occeiiiiiiiic e, 58
Hiding Columns from @ LIST VIEW ......eiiiiiiiiiiiiiiieiiieeeeeeeeeeeeee ettt eeeeeeeveeeeeeeseasesassssssssssssssssssssssssseasees 59
Quick Tips WheN CUSTOMIZING .ccceeeeeeeeeeeeeeeeeeeeeeeeeee e, 60
Sorting a List View by various fields..........coooieiiiii i 61

SoFTW/RRe



‘EOS-SOﬁ Quick Start Guide

Yo ul o T A L= PP P PPNt 61
ClEar All EXISEING SOTINE ...eeeiiiiiitttitttttttetttteeeteteeeeeeeeeeeeeeeeeeaeeeaeeeeeeeeeeeeeeeeeeeeeeeaeeeeeeeesasaeeseseessesansssnssnsnnns 61
Yo Al o1 Ao o 1= =] [ PP PPPPPPPRY 61
Yo a il o) oY o[-l e TG 1V, Lo T TN o 11 o E PP PPPPPPPRt 61

(G o] ol o]V 2 Lo PR PPUPPPPPPPP 63
UNGroup SPECITIC Il .o, 63

(O =TT €] o 1UT o1 aT={ (] SR 63
Backup @ SQL Database t0 @ fil ....cueiiiiiiiiiiiiiiiiiiiiiiiiieie ettt e et e et ——a e ettt tatatatraaeaaarrees 65
Restoring @ database file t0 SQL SEIVET .......uuviiiiiiiiiiiiiiiieieieeeeeeeeeteeeeeeeeeeeeeeeeeeeeeeeeeseeesessasesessssseesesssesreenes 66
RUNNING REPOITS ..eeiiiiiieee ettt e e e e e ettt ettt s e e e e et et auba s e e e e e eeeeabaaa s eeeeaaaaasaaaseseeeeenssnnnnssesanees 70
TYPES Of REPOIES e 70
BT o] VA YT o Lo £ PP PPPPPPPRt 70
O] =T g ol 0= o To ] o £ SPPPPPPPPN 70
UL g Yo L= gl =T o o £ PP PPPPPPRt 70
[aa]oTel oY -4 T {=T o o] o PSP 70
GeNerating/RUNNING @ REPOI ...ccciiiuiiieeeiiieeeeciieeeeeeteeeeeeiteeeeeettreeeestbeeeeseabseeeeesbeeeessseeeesnssaeseennsreeens 71

o LT T o T=d 2T oo o £ PP PPPPPPPPRt 71

(S (o Yol n 1o T= 4 XU=T o To] ot XY PRSP 71
Using the Email Report FUNCHON ....ccooeeeeieiiceceeceeeeeeee e, 72
AdAING @ WatBIMArK. .. .uuueeeiiiiiiiiieiitii s 72
THUMDBNGAIIS ..ttt e s ettt e e s bttt e e s aabe et e e sabbe e e s smbeeeesaaneeeeeeans 72

T 1V L F < 20T oo o PPN 72
ST n T Y= 2] oo o PP 72

o TIPS PP 72

SoFTW/RRe



% ossoft Quick Start Guide

Navigating WS
Navigating through WS can be done using the Navigation Button located in the top left corner of the main window.
Clicking on this button will show a navigation menu with multiple Navigation Items.

1. Click the Navigation Button

Home View Tools

P A8

2. Locate desired section and click

When clicking on a navigation item, the view for that item will normally

appear as a tab. The tabs make it easy to navigate back and forth be- Organize || Shelter Refresh | Close
tween modules. If a tab is already open, clicking on the respective item in Das:;';iard Statswﬂ o
the Navigation Menu will cause the existing tab to appear. -

e o Clarta e Progrm

nformation
People

sbusers

Hotline Call

Surveys

Create or View Anonymous Surveys

Reporting

Lists

§ O 1@ S Py )

Other

Ribbon in WS »

The Ribbon is located at the top of the WS Software. The Ribbon contains the commands

G

and tools that you need to work in WS.

® fdoO - Person List - Womens Shelter
| [El= | Home View Tools
7 % fe 0B e
J ¥ Filter All Items + ||| Filter by Text| Text to search Search
Mew Open Item Shelter Refresh Show Report | Close | Previous MextPerson
= Stats = Person
ecords Creation | Open Related Record View Close Records Mavigation Filters Full Text Search
)
L
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Home | [ E= | Home
The Home Ribbon varies slightly depending on which tab you have open.

NEW: New is used to create new Clients, Hotline Calls, Incidents, etc. The drop down for New will Mew
change depending on what window you have open. -

Records Creation

SAVE: Save has three options, Save, Save and Close, and Save and New. All options save =
your current work. Save, saves your work and keeps the current window open. Save and i -
close will save your work and then close the current window. Save and New will save your Sag;ﬁje”d save and hew
current work, close the current record and then create a new record. Save

Edit: In the Edit section you will find three options, Delete, Cancel, and Validate. Delete will .
erase the record from the application. Cancel will remove any changes you made in the fields x V /

. . . . . lete  Valid
(cancel will not work when you delete records by mistake). Validate is used to ensure all infor- pets leicsts

mation is entered, and no rules are broken before attempting to save your work. Edit

Open Related Record: Open Item is used to open a drop down value. Once open, you can then edit the drop down.

View: View has three options, Shelter Stats, Refresh, and Show Report. Shelter Stats _ .
shows stats related to your shelter data, such as current stays. Refresh is used to refresh V‘f Qj d
changes in an open tab when you make and save changes in another tab. (For Example Shelter Refresh Show Report
you add an incident to a Client and Save the changes, if you have the Incident List open, Stats i

you must click Refresh on the tab for the incident to show up in the list). Show Report =

allows you to quickly run a report related to the open or highlighted record.

Close. Close will close the current tab that is open, if information in unsaved, WS will ask the user if they

would like to Save, in most cases Yes is desired. B
Close

Records Navigation. It is used to move up or down in the list of Objects. (For example a Client @ @

is open; clicking Next will show the Next Client in the List of Clients) szri‘c:;:it N P e

Records Navigation

Filters and Full Text Search: These areas are discussed in greater details in the section Filtering in a List View

SO~ T uUW/ARRse
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View

The View tab is used to change the display of the software. Please see explanations below.

41

Changing the Theme of the Software P EEH9CO O
1. Select a Theme from the various options
listed under appearance

[[El= Home View Tools

@ e e c e H E

Mavigation | 1 | | s | | Window Panels
- = List = -
MNavigation Appearance Windows Actions
WlndOW Llst I 8L | Home View Tools
Window List is used to navigate through the software. A @ ® ® 2 © =1 & |
list of open windows can be seen at the bottom of the Navigaton | ]  J ) Bz _|||{window|| Panels
- 7| st - -
list. Select a window to navigate to it. Mavigation Appearance loat
 Dashboard O Personlist X Float Al

[T]  Mew Vertical Tab Group
B | New Horizontal Tab Group

Window list allows you to create new vertical and hori-

Close All Documents

zontal tabs, as well as float current tabs.

; Reset Window Layout
Alleged abuser 22 3987

Alleged sbuser 27 J/ | 1 Person List
Alleged abuser 42 2 Dashboard
Client 31 Windows...
Navigation Panel e v |
@ o e s s =
Navigaton | () @ ) 8 _|| Window |Panels
- 7| Lst+ -
Use Panels to set the Navigation panel as Visible, Hidden or Auto e o Windows | Navigation v | |visible
. . . . o . . . Dashboard ® personlist X Auto Hide
hide. If you make the Navigation Panel visible it will appear on the - Tl idien [
|

x |E

" Find | T

left side of your screen. It allows you to easily navigate through the

database. ! T

Defauit

£ People

£ Adults Only ,"} =
£ Chidren/Dependent. . 2 e

R Alleged Abusers Only shelter Refresh Manage
. J Hotine Cal Stats Resource
W& Scheduler ecord
- 8 Outreach/Education W e
2 @ Staff Development/Trai...
2 e
L g [:j'\ts , April 11
E Services List strator

{\ Victimizations List

& Shelter/HUD List

85 Referrals List

-4 Protection Orders List
G- Users

& stafflist

([ Reporting

[E] reports

%11 Query Definition

[Z] spreadsheet Report
E~[F Other

[ survey

&) configuration Options
" Field Set

%11 Query Definition

%) StaffRole

SO~ T uUW/ARRse
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Tools

Send and Show Log File
Send Log File

Send log File is used to send your log file to Osnium’s technical support team. If an error occurs, it is used to diagnose
what occurred in the system before the error occurred.

Send Log File

1. Click Send Log File

! L Your tfrace log will be sent to Osnium over the internet. Do you want to continue?

2. Select Yes

Mo

3. Include as much detail as possible regarding the steps leading up to the error.

Sending Log Fila x
4. FInally; use the dropdown to SGIECt the prlorlty Ievel Please tell us what happened induding any recent steps you took to cause the error.

of the issue. For example:

a. Low —happened once, did not impact the
functionality of WS

b. Medium — occurs infrequently, and can con-
tinue to work around the error

. v Eaineg = Ok o [ Cancel
c. High—frequently occurs, causes loss of work I |
or impairs ability of WS to function Medium Priority
High Priority

Critical Priority

d. Critical —cannot continueto  ~ S

29,0216 11:17:57.389 Window dlosing: Call -
use WS 29.02,16 11:17:57.407 Window closed: Call
29.02.16 11;20:46.084

Execute action

29.02.16 11:10:46.:384 Type: DevExpress.ExpressApp. Actions. SingleChoiceAction

1 10: actionShowReport
Show Log File ot

ControllerName:

OmegaFramework. Module. Win. ViewControllers. ReportSpecific. ObjectRepor tsVC

g 8 Context.Name: Worksheet
Show Log File load a window that shows you Context stoat: Trae
Context.SelectedObjects. Count: 1

. Context.CurrentObject: WS, Module.Models, Clients, GenericPerson_Activity

what has occurred in the system. (17425ee3 6387 4ecc boes- P 1csfbc2dan)
29,02, 16 11:20:48.084 SelectedItem: Service Display
29.02.16 11:20:54.997 Action ‘actionShowReport done
29,0216 11:21:43. 266

Execute action
29.02.16 11:21:43. 266 Type: DevExpress.ExpressApp. Actions. SingleChoiceAction
ID: actionSchedulerView

. . Category: View
1_ Cllck ShOW I_Og FIIe Controller,Name: W5, Module. ViewControllers, SchedulerWorksheetSelectionVC
Context.Name: Worksheet
Context.IsRoot: True
Context.SelectedObjects.Count: 1
Context.CurrentObject: WS.Module. Madels. Clients. GenericPerson_Activity

2. A new window will appear with the (17295e23-5397-2ecc-bles 3 1cEfbezaf)

29.02,16 11:21:43.266 SelectedItem: Scheduler
. 29,0216 11:21:43.368 Window closing: Worksheet
|0g file 29.02.16 11:21:43.874  Window closed: Worksheet

29.02,16 11:21:43.892 Action ‘actionSchedulerView' done
29.02.16 11:30:48.743

Execute action
29.02.16 11:30:48.743 Type: DevExpress.ExpressApp, Actions, SingleChoiceAction
ID: New
Category: ObjectsCreation
Controller. Name:
DevExpress.ExpressApp.Win. SystemModule. WinNewObjectViewController
Context.Name;: Scheduler
Context.IsRoot: True
Context.SelectedObjects, Count: 0
Context.CurrentObject: <not specified>

29.02,16 11:30:48,744 SelectedItem: Administrative Time

29.02.16 11:30:48.905 Check App Name Compatibility

29.02.16 11:30:48.905 Check stored module versions against the versions of the loaded modules

29,02, 16 11:30:48.505 module 'SystemModule’ (DevExpress.ExpressApp.v 15, 2). Local version: 15.2,5.0, Version on DB: 15.2.5.0

29.02.16 11:30:48.305 module 'SystemWWindowsFormsModule' (DevExpress. ExpressApp. Win.vw15.2). Local version: 15.2.5.0, Version on DB: 15.2.5.0

29,02, 16 11:30:48,505 module 'OmegaAddressesModule’ (Omegahddresses), Local version: 1.0,5878,33381, Version on DB: 1.0.5878.33381 o

SO~ T uUW/ARRse
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Save Customization Summary

Save Customization Summary creates a document outlining all Savein: Ii?f-smv -l e mE
customizations for the database. ol -.é,‘ _— i
Recent places o
1. Click Save Customization Summary L o
oo | g
2. Select a location to save the file, enter a File name and el Q&v Network
click Save A
Th!;PC I‘r Brochure
=P .
“
Netwaork 1.\[ Cedar Springs
Note: It may take a few minutes for the file to save. i v
File name: I j Save I
Save as type IHTML Documert LI Cancel |
Perform Full Backup
The Perform Full Backup button is a quick way to backup your database.
Creating a New Backup @ 9
Perform Oisnium
Full Backup = | Connect
1. Click Perform Full Backup, select Local > New | Offsite »
Local » Edit
2. Name the backup file (For Example: WS_Backup_Database) New
3. Choose a location for the backup (For example: C:\Backups)
Performing the Backup @ 9
Perform Osnium
1. Click Perform Full Backup, select Local, and click the desired == tacagT7y Gomnect
Offsite »
backup
Local » W5_Backup_Database
Edit
2. Click OK Mew
Women's Shelter £
3. WS will notify you when the backup is complete. The backup Al StertngBadup Backup Complete

file can now be found in the desired location.

Edit/Delete Backup Location @ Q
Perform Osnium

Full Backup = | Connect
1. Click Perform Full Backup, select Edit Offsite

W5_Backup_Database
| e |

Mew

B 10

koo o
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2. The window below will open

[ [TE= i [ Home l Tools
©@ O B8
D e . Filter  All Items Filter by Text| Text to search... Search

New Refresh || Previous Local MNextlocal || Close

- Only B... Only B...
|R.ecords Creaﬁon“ View ” Records Navigation ” Close ” Filters. Full Text Search

3. Double Click on a Backup to edit the name or location of the | ws_8adkun_Database - Local Only Backup Destination B x

backup Local Backup Destination
Enter the backup destination details below. ..

% Local Only Backup Destination

Server Backup Location: | C:'\Backups

Max Backup Count: o

D x e @ e Filter | AllTtems |~

Mew Delete Refresh Previous Local Next Local Close Full Text
“ Only B... Only B... Search =
Records Creation Edit Wiew Records Navigation Close Filters

] | 11
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Import/Export Data

The Import/Export Data button is used by Osnium Staff to import data into your database. It is not generally used by Clients.

Show Audit Trail

Show Audit Trail is visible on detail views and shows changes made to the open record. It shows the User Name that made the
change, the date, the operation type and a description of the change.

Show Business Object Info

This is used by Osnium Staff members to determine what fields were originally named. This is not generally used by Clients.

Osnium Connect

Osnium Connect will link you to the webpage connect.osnium.com. Osnium Connect is used to connect remotely with Osnium’s
staff when you require technical assistance.

SO~ T uUW/ARRse =
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[0
4

People
People/Clients include any Adult, Child or Alleged Abuser in the database. Dashboard

Owerview of Clients and Program

information

People
A listing of all clients/childran all

abusers

List Views

Hotline Call

People List View
People List view shows you a list of all Adults, Children/Dependents and Alleged

rec

Scheduler

Abusers
Surveys

Create or View Anonymous Surveys
To open the person list view
Repaorting

1. Click the Navigation Button and click on People from the drop down. A list of
all persons in the system will open.

Ao R C R R

13
Other
3
2. The person list view can be seen below. A full list of persons can be seen on Exit
the left side of the screen. The right side of the screen shows a preview of the
selected participant.
Dastboard | O Personist X .
* [ <|[rnd [ e | & poe, mary
PemonType  [pemonid  [# [ Lasttame [First ome [Doe o Birth [ Age[Gender | Race Rispanic/Latina| Tnshetter_~] |
Clent © Interna... Shelter Adut 10751968 49 Female  Black or Afi.. = | [Kfupetate # ContactInformation
| |alegedabuser 22 087 Dosdoe Johnnie 8/2/1964 53 Male Donit Know Farst Name: [Mary Phone Mhumbers:
| |Alegedabuser 27 House Abuser 8/26/1958 49 Male Don'tKnon s .
iAo o Date Of Birth: |5/15/1578 - Emai Address:
Client 31 0
— Age: 32 Primary Language: |Engish X -
Client 7n Kt Tren 12/31/1947 70 Male Biack or Afi...
] Client. 3 000-00... Stewart Cindi 5/6/1965 48 Female White .
| |cria 7 Stewart Bobby 0 Female  White Senices & Frosremsistays
| | legedabuser 6 cuy Bad 6/2/1950 57 Male Vihite : | Filter | Al Ttems <! [l Bxportto = | [ Print Preview...
| |ctent 4 WL Sam sily 2/25/1979 38 Female  Blackor Aff.. [Sorton [StartTme | Durstion~ | Service [Service Type | Serice Locabon
chid “ shelter chid 8812013 4 Femele  Blackor Afil.
| |legedabuser 33 IRKES23  Jones Kalgh 8/30/1984 33 Male Black or Affi...  Non-Hspanic/.
[ ctient P DH1Z2 Derek 4/15/1955 62 Femdle  White Hispanic/Latino 3
| |ctent # 0
| |clent B 0
| | clent 2 0
| |cria £ ROMH... June Sally /82008 9 Male White Non-Hisparic/.
|| ctent % doe jane 0
| |clent 5 To0D Tony 8/19/1980 37 Female  Asin
| |alegedabuser 35 Son Michael 8/30/1960 57 Male Native Hawa.
| |ctent 2 0
| |clent 3 0
| |Mlegedabiser 30 0
| | client n Boop Betty 8/26/1965 52 Female  Native Hawa. |
| |Alegedabuser 15 Bob Unde 6/19/1986 3 Ml White
| |clent s ooz Bel elly 2/13/1961 56 Female  White
B N 2 1 S e [ N
L] Client. 7 Star Ruby 10/11/1380 37 Female Black or Affi...
|| clent » 00000, June Jane 9/si1978 3 Female  white Non-+ispanic/...
| |legedabuser 3 Test Abuser o
| |alegedabuser 9 Ho Mean 8/12/1980 37 Male Asizn
L] Child % Kyle Sarah 2/13/2009 8 Female Asian Non-Hispanic/. .. @]
| |clent 1 Test Client 4/15/1356 61 wihite Hispanic Latino 5
|| clent w4 Done Janet s/14/1991 26 Female  Whie Non-Hispanic Cl bs 0
“l |
[[E= Home View Tools

Creating New Clients, Children and Alleged Abusers |
B ¥ C

Creating a Client/Child/Abuser from a List View Orgarize | shelter Refresh | Close
Dashboard || Stats
There are two options for creating a new person from a list view Edit View Close
' Dashboard X
Option 1:
& Person List & InfActive Clients

1. Click New from the Dashboard Ribbon : T7T New~ @ Refresh [ :

Alleged Abuser
2. Select Client, Child or Alleged Abuser as desired. !‘ ’
Child

2,_ Client

SO~ T uUW/ARRse =
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Option 2:

1. Right click on the list on the left
half of the screen

2. Hover over New and select Cli-
ent, Child or Alleged Abuser as
desired

¢ Dashboard X

Creating a Client/Child /Abuser/Hotline Call from a person detail view

There are two options for creating a new person from a client/child/

abuser detail view.

Option 1:

1. From a client/child/abuser/hotline call detail view select Save

and New from the Ribbon

2. Select Client, Child or Alleged Abuser as desired

Option 2:

1. From a client/child/abuse/hotline call detail view select New from the Ribbon

2. Select Client, Child or Alleged Abuser as desired

SO~ T uUW/ARRse

B, Person List & njactve Clients | f) Active Programs/Stays | &5 Advocate's Clients | (5] Reporting
P[] New~ (® Refresh  [5] ShowReport~ | @ @ | Filter | AllTtems - | [ Exportto ~ | [g Page Setup.. . Print...
X |Enter text to search... - ‘ Find H Clear |
|Persun'fype ‘PersDnID |ID# ‘Laslhne |Firslhne |Dal7=0fl!irul ‘Age |Gen\:lzr Race
Alleged abuser 42 0
ﬂz—_-—ﬂ o
chid % I e ! Alleged Abuser
— = Open ltem Ctrl+Shift+0 n Child
Client 17 & Refresh F5 -
— - 5 Client
Client 18 ] | Show Report 3
|| Clent 12 Fiter | All 1tems -l e
Client 32 0
Client 13 (fal | Exportto "o
alleged abuser 30 [& Page Setup... 0
Child 25 Bill J Print... Ctrl+P 4 Male White
Client 43 DH112... Dey Ig Print Preview... 62 Female White
Client 5 0002 Bell Nel 56 Female White
I [ | Copy Cell Value  Ctrl+Shift+C
Client 14 301000... Eily Litf 11 Male White
Alleged abuser 15 Bob Lie Shomlcokar 31 Male White
I HEE | | Home View Tools
= T =] ¥
=1 )
Mew Save Sawve and |Saue and New| Delete  valid
v Close b
Records Creation Savy g .
A Client
el
7 ClientOrly List £ smit
1 Alleged Abuser
Ll . chi
oA Smth , Sally| & | i
J  Hotline Cal
P
| v | Home View
[ = IiE
IIJ
Mew Save Sawvean
v Close
Recq
1 Alleged Abuser
®  Chi ]
Child
bl
. ﬂ
4 .
A Client
) Hotline Call

14
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Client/Adult Detail View

Double click on a Client from the list to see a detail view.

Opening a Client from the Client list will result in the details below:

The Client Detail View contains information regarding the client. Most fields are drop downs, or text boxes.

Please note instructions for the following fields:

e Estimated Age

o

If you enter the Client’s estimated age, the date of birth estimated checkbox will be automatically se-

lected.

e Phone Numbers

o Select ... to open the phone number fields

o The selected Primary number will appear on the client profile

e Address

o Select ... to open the address fields

o

Lol
£, Clent Only List

O Swith, sally

Inputting the zip code will auto-populate the city, province and country

- Iy -
2a Smith, Sally -Client X

£ Primary Information

# Demographics

% Client Contact Information

Intake Date: 2/1/2017 Gender: Female X - Phone Numbers: 123-456-7897
PersonID: 49 x - Primary Race: Other Multi-Racial x - Address: Yukon, PA, United States, 15698
D= Hispanic/Latin®: Hispanic/Lating x - County: Bullock
Sexual Orientation: | Heterosexual x - TFOther:
First Name: |Saly Marital Status: Divorced x - Rural Status:  Suburban
Last Name: Smith i . -
B one] ~rdh * Emai Adéress: | sallv@smith.com
Middle Name: Limited English Profidency:  No -
4 Emergency Contact Information
Date Of Birth: 2/13/1967 Date Of Birth Estimated
Age: 50 Emergency Contact Name:  Sarah Smith
Emergency Contact Phone Numbers: | 555-986-3322 ext 456
Emergency Contact Address: Rillton, PA, United States, 15678
& (2) Referrals 5] (2) Financial Assistance Provided =] (1) Protection Order (25} (0 cinicalotes J G Relad cals [71 (0 surveys (| Fil Attachments
EGeneralEnformation -] M) (a) children/ependants $ () alleged abusers {\ (2) victimizations (2) services & (1) Programs/stays
4 Other Information 4 specal Clsssficatons 2 Notes

Veteran:
Immigrant:

Highest Education Completed:
Employment Status:

Employer:

Famiy Income:

Individual Income

Primary Advocate:

Primary Referral Source:

SSH:

Administrator

Sexual Assauit Agency/Advocate
587458962

No

No

12th grade, No diploma

Part time looking for full tme

Walmart

$3,000.00

53,000.00

(@ Add [ Remove

[ [rame

SO~ T uUW/ARRse
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Tabs within a Client Detail View

Clients have a variety of historical information and associated records included in tabs at the bottom of their Client record. These
tabs include:

B (@ referrats 3] (2) Financial Assistance Provided 2] (1) Protection Order (-5 (1) Clinical Hotes J @) Related calls [} 1y surveys [*) File Attachments

23] General Information “: (1) Children/Dependants ! (1) Alleged Abusers ) (1) victimizations [ (1) services a (1) Programs/Stays

e General/Employment/Income Information
e Children/Dependents

o Alleged Abuser

e Victimizations

e Services

e Programs/Stays

o Referrals

e Financial Assistant Provided
e Protection Order

e (Clinical Notes

e Related Calls

e Surveys

e File Attachments

General/Employment/Income Information Tab
General/Employment/Income Information contains additional relevant information for the Client.
e Employment/Income
e Special Classifications
o Click Add to select a classification

o Select all that apply (hold Ctrl to select multiple options)

£ General Information | ) chidren/Dependants | @) Aleged Abusers |\ Victmizations Services | gl Programs/Stays _&) Referrals | (] Financl Assistance Provided | (] Protection Order | (- ClincalNotes  J Related Calis Pl smers | [ Fie Attachments
4 Other Information 4 special Classfcations & Notes
Primary Advocate: x - (@ Add - |
Primary Referral Source: x - —
SSH:
Veteran: | NfA
Immigrant: x -
Highest Education Completed: X -
Employment Status: x -
Employer
Famiy Income: $0.00 *
Individual Income: $0.00 &

SO~ T uUW/ARRse i
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Children/Dependents

The Children/Dependents tab contains a list of all children/dependents associated with the client.

Linking the Children/Dependents

o There are two options to link Children to a Client

o

1. Click Add and select one or multiple preexisting Children from the list

o 2. Create a New Child, add the child details to the profile, then Save and Close

e Toremove a Child/Dependent from the list

o Select the Child from the list and click Remove

Viewing the Children/Dependents

e Double click on the Child to open a detail view.

o The parent will be automatically populated into the Child’s profile

2 Client Only List 2 Smith , Sally - Client z Smith, Sophia -Child X -
z Smith, Sophia
£ primary Information A Demographics 2 Child/Dependant Contact Information % Emergency Contact Information
Intske Date! Gender: Female X - Parent: | Smith , Saly x - Emergency Contact Name:
PersonID: |50 x Primary Race: Other Multi-Racial x - Custody Of:  Mother x - Emergency Contact Phone Numbers:
D# Hispanic/Latin@: Hispanic/Latina X - Phone Numbers: Emergency Contact Address:
Sexual Orientation: Don't Know X - Address of Parent:  Yukon, PA, United Stat... -
First Name: | Sophia
Marital Status:  Single X - Address:
Last Name: Smith
Primary Language: Englsh X - County:  Bullock X -
Middle Name:
Limited English Profidency: No - If Other:
Date Of Birth: | 2/13/2004 - [¥|Date Of Birth Estimated Rural Status: x -
Age: 135 Email Address:
23] General Information @ leged abusers (\ Victimization Services & (1) Programs/stays .ED Referrals 5] Financial Assistance Provided =) Protection Order (.5} cinical otes J related cals [£) surveys (%] File Attachments
% Other Information # Spedal Classifications 2 Schools £ Notes
Primary Advocate: | Administrator x - (@ Add (@ Remove [] New - Filter | All Ttems - -
Primary Referral Source: | Sexual Assault Agency/... X - = school tama Hetre Dote | £ni Dot —_——
SSN:
Immigrant: No x -
Highest Education Completed: 7thgrade or Sthgrade  x -
Employment Status: ot employed in school x -
Employer:

Note: This linkage works both ways. You can add a Parent to the Child’s profile by selecting a client from the drop down list and the
Child will populate onto the Parent’s profile.

SO~ T uUW/ARRse
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Alleged Abuser Link

. £ (@) Referrals “ [5] (2) Financial Assistance Provided || =] (1) Protection Order (5, (0 Cinic
Creating a New Alleged Abuser (£5) General Information | B ycwidrenipependants | @ ) aeged abusers I
i |C) New -]/ (@ Add (@ Remove | X | B | [] ShowReport~ | (@ (@ | Fiter |Alltems -| | (i) Exportto * | |2 Print Preview.
1. Select New in the Alleged Abuser Link tab Peron > | Lasttame FustHame Date of Bith
51 Smith John 2/13/1962
2. Fillin the details related to the abuser
% | primary Information £ Demographics % Physical Descrption
Intake Date: - Gender: Male X v Height: & ft 2in
PersonID: |51 x - Primary Race: | White x - Weight: | 300
D= Hispanic/Latin@: Non-Hispanic/Non-Lating x v Hair Color: | Gray X -
et [t Sexual Orientation: | Heterosexusl x - Hair Length: | Medum -
R Marital Status: | Divorced x - R o cicte -
Primary Language: English X v
Middle Name: Eye Color:  Blue x - Mo image data
Limited English Profidency: |No
Alternate Names: ¥ Glasses #  Distinguishing Marks:
Date Of Birth: |2/13/1362 | ¥ Date OF Birth Estimated 7 Aleged Abuser Contact Information EapaciEs A
Age: 55 5 Address:
County: X -
Phone Numbers: e
£ (1) Related clients | @ serces || €9 e ttachments | el Notes | [y suvers |
i [@Add [@ Remove | & | [J] ShowReport> | () (D | Filter Allltems ~ | (i Exportto ~ [ Print Preview...
Last Name First Name Date Of Birth Gender
” Srith sally 2/13/1967 Female H|
Victimizations Link
Creating a New Victimization for more detailed information see Victimizations — Create a New Victimization
3. Select New in the Victimizations Link tab
‘ B @ referals ‘l (5] (2) Fivanciol Assistance Provided H 2] (1) Protection Order ‘l (5 () Cirica Notes H J @Rdatedcals
| (genera nformatn | B2 @ chiarenjpependants | R ) Ateged avusers ‘l \(2) Victimizati }
Adult Sexual Assault - Smith , Sally - 6/6/2016 x -] i 4[] ShowReport~ () @  Filter Alltems ~| | [ Bxportte - | [ Print Preview.

PR —

4. Fillin the details related to the victimi- e

6/6/2016

Primary Adult Sexual Assault

Date Of Victimization:  6/6/2016
zation Victm Type: Primary
Victimization Type: Adult Sexual Assault

Primary Abuser:

X[ %[ %] x

Primary Abusers Relatonship:

5. Select the Victim Type and Victimization Type. If known, the Primary Abuser from a list of Abusers in the data-
base, OR create a New Abuser N FELETY: Sy Vi - oEN

o | ome | Tods 2

U @@ @ Xv9 3 ¢ 0 o @

6. Save and Close . Save Saﬂv;:erd Soveendliew | Delete Voldate Cancel Open Tiem Refresh Show Report | Pre
Records Creation Save Edit Gpen Related Record Vew Aecords Mangaton Close
TP ] . Cient: TTWET Primary Abuser: x -
Other Victimization Types Fa—— Pt =
Date OF icomizaton: hd Date Of Victimzation Estmated

1. Choose another Victimization from the list e =

by clicking the Add button — T — P —
Note: hold CTRL down to add more than one

User: OSNIUMY,

ey 18
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Services

The Services section contains a list of services related to the Client. Double click on a service to view a detailed view of
the record. For more detailed information please see Service - Creating a New Service Record

To create New Service

1. Click the New button in

£ @ referrais (3] (2) Financial Assistance Provided 2] (1) Protection Order (-5 (0 cinialrotes J @restacas [ @ surveys
th e u p pe r I eft h a n d co r- [£) General Information 2(1)(hildrenjbepﬂdanis 1 (1) Alleged Abusers )\ (2) Victimizations (3] Services T
il (INew ~| X & [0 ShowReport~ @  Filter | AllTtems - | [ Exportte ~ | 3 Print Preview.,

ner of the Services Tab H

22017 10:30:00 AM 2.00 Indvidual Supportive Couns....  Administrator Face-to-Face Non-Residential Bulock Individual counseing, Trans
BE9IcCe0 = Client Service - olEH|
[ | | Home | Toos A

2. Fill in details add Topics by clicking Add un- U= ﬂi‘ﬁ XyAE

der the Topics tab hold CTRLto add more | -, .
@ Client Service
than one =

at| Close

Close

Clent: | Smith, Saly £ Topics 4 Notes
Staff Member: {Administrator X || (@ Add | (@ Remove
B —

starton: | 2/13/2017
Start Time: | 11:00 AM

Duration (hrs): 0.50 &

N —

County:  Bullock x| |f
T
T
- -

Program/Stays

The Programs/Stays section contains a list of stays related to the Client. Double click on a stay to view a detailed view
of the record. For more detailed information as well as information relating to HUD please see Shelter Stays - Creating
a New Stay Record

To create New Stay

1. Click the New button in the upper left hand corner of the Shelter section in the Program/Stays Tab

£ @) Referrals (5] (2) Financial Assistance Provided [2) (1) Protection Order (5 () Crical Notes J @rest=icals 2] surveys [ File Attachments
(23 General Information £ (1) chidren/pependants @ (1) Alleged Abusers () (@) victimizations {5} @ Services & () Programs|stays
[JNew ~| X () Show Report - [-] Copy Stay To Child(ren) Filter | HMIS/HUD Entries - | [ Exportte ~ | 2 Print Preview...

Emergency Shelter

Opentten opy StayTo|Pre Close
Chidger) |

2. Select the type of stay, from Jaaaxyr5c¢cn08 90 9

Records Creation save Eat (Open Reated Record Recurds Navigation Cose

here you can also add children =

2 Adnsson totes

if they stay with the parent ey B ——

Reason ForTermnaton: x -

Destination (at Exit): x-

* ousshod ifomaton 2 raashUD Envs
Head ofHousehol: x- (JNew - | X Fiter Altiens || portto - | (3 pint Preview:
5 Associed tays [ Fay enberStys [ Jcotectontype | it bate Crestea by [oste vpantes tvpaesny |
(INew = | (6 Add (@ Femore 9 © | Fiter[mitens - (@ Eportto < | (B PrintPreview..

Goraricparsen himisin e Drarge owe T H

SO~ T uUW/ARRse =
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£ Stay

Program/Location contains a list of program enrollments for the Client.

#  Admission Information

Client: | Smith , Sally

1. Inthe Type drop down select Outreach / Non-Residential

ion Date: |2/13/2017 -
Type: x[7]
Program /Location: ||| Name

Emergency Shelter
Referral Source: | —|
Lodging & Homelessness Prevention

. Prior Living Situation: - p———
2. Inthe Program / Location dropdown select the program I

Rapid Rehousing

Transitional Housing

% Household Information

Head of Household:

4 Assocated Stays / Family Memb;

Referrals i (I New - | [@Add [@

| Generic Person

Referrals contains a list of services you have referred the client to. Dou-
ble click a referral to see a detailed view of the record.

To create a new Referral B sesalamatn LT T —— 2 (5 Ao s T
£,/@) Referrais 7| (8] (2) Finaneial Assistance Provided 2] (1) protection order (53 () clrical Notes
1. Click New in the upper left hand corner of the [ 1X & oot 00 fue we | @eert - Bt
Referrals tab
IEEEEETEY Referral - olEN|
| [E= || Home Tools N
(5] save X Delet= — T A o vic - B
q q =’ & Refred @ Previousreferral | b 4
2. Inthe pop up select the Destination of the referral NU g:::::s:f_ M OD'M R exn— d.
Records Creation Save Edit Open Related Record View Records Navigation Close
# Referral
Client: | Smith , Sally
3. Any notes associated with the referral Rleferrawm Imm -h
Destination: X -
Created By: Administrator 1% -
4. Save and Close —
Financial Assistance Provided Tab —

Contains a list of all Financial Assistance that has been provided to this client. Double click the an assistance note to
see a detailed view of the record.

(23 General Informaton £ (@) Chilgren/Dependants # () Alleged Abusers
. g g = £ @) Referrals [8]i(3) Financial Assistance Provided Bl
Creatl ng a new FI nanCIaI ASSISta nce [ New -] X 5] Show Report~ @ | Filter | Al Ttems - || (G Bxportto - | [2 Print Preview..

Date Financial Assistance Type Amount

1. Click the New button in the top left hand corner of the iy

Financial Assistant Provided tab. d  @@9C00 ¢ Finendal Assistance Provided - Il
[E= Home Tools 2
I 1
. . . Ll [ save ¥ Delete E_,:} @ Refres @
2. Complete the pop up select a Financial Assistance Type [ smeanddose | o valdate - ) _
. ew & saveandNew - | <) Cancel e B showReport - | @ || Chse
from the dropdown list e e = kit | Openmeltedrecord||  vew  Re..|| Close
% Financial Assistance Provided
3. Save and Close bate: [2/137017 7
Financial Assistance Type: | x -‘
Amount: 40,00 2
Created By: Administrator X -
A Notes

SO~ T uUW/ARRse A
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Protection Order

The Protection Order tab contains a list of protection orders associated with the client. Double click an order to see a
detailed view of the record.

| £ General Information ‘l £ (1) Chikdren/Dependants | @ () Alleged Abusers
]ig(z) Referrals H (3] (2) Financial Assistance Provided “ [2Ji¢1) Protection Order ju
Creaﬁng a New Protecﬁon Order‘ S[New -] X |5 [ showReport~ | @ @ | Fitter| Alztems < | [ Exportto = | [2 Print Preview.

1. Click New in the upper left hand corner of the

. 5] EE9C99 = Protection Order - olEN
Protection Order tab [oR]] rone | .
[ save K Delete = e, A previ
r_l H cove ardl Clome s  Refresh @ Previous Protection O...
B & Save andNew - || @) Cancel Open Item [ show Report = || @) Next Protection O... Close
Records Creation Save Edit Open Related Record View Records Navigation Close
2. Fillin the details for the protection order e
Client:
Date Requested: | -]
Funder: X v
3. SaVe and C|Ose Protection Order Type: | X -
Date Granted: -
Date Expired: -
Date Denied: -
% Notes
Clinical Notes
The Clinical Notes tab contains a list of notes associat-
ed with a client. Double click on a note to see a de- ‘ | D oepeniarc 1 o et | et
(2) Referrals || 5] @ Financiat assistance Provided | (& (4) Protection order | L5 (1) ClimicalMotes
tailed VieW of the record. 4 i:zwmm;i 3 [ | [3) ShowReport~ | () () Filter Alltems — - | (i Exportto ~ | [2 Print Preview... =
B o hefot
To create a new Clinical Note
EEEELREEE) Progress Notes - o IEH]|
. . . . | [E= | | Home Toals A
1. Click New in the upper left hand corner of the Clinical o) @ 9 p—
Note Tab |5 save and Close .
Ne'w ) Sove ancies - Cancel Open Item [E] showReport - || @ | Close
Records Creation Save Edit = Open Related Record View Re... | Close
#  Clinical Note
Client:
2. Enter the Date, Subject and Notes associated Dete Created: | 23/2017 -
Subject:
Created By: | OSNIUM kebisuzaki X -
2 Notes
3. Save and Close G B 7 U= === ADH - Tmectewromen - .
¥ 9B 9¢exx XN
Related Calls Tab

Contains a list of all Calls associated with the Client including hotline calls. Double click on a call to see the detailed

View.
£ (2) Referrals H 5| (2) Financial Assistance Provided H 2 (1) Protection Order || (-5, (1) Clinical Notes || J () Related calls H_
i [ New -| (@Add (g Remove | 5 | [ ShowReport~ | @ @ | Filter |Alltems - | [ Exportte ~  [2 Print Preview...
| [ call Start Date Call Start Time Duration (hours) Call Type Created By

2/2/2017 3:20:3 0.50 | Information and Referral
l 2/7/2017 3:00:39PM 0.25 Information and Referral OSNIUM\SYSTEM

B 21
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1. New is used to create a Hotline or Related Call for the selected Client, click the New button in the top left hand
corner of the Related Calls Tab. It will automatically fill in the Client’s First Name and Last Name in the new call.
Fill out the remainder of the information.

 Dashboard M yle, Selens - Client A yle, Sarah - Chid J selena-rotinecal  x .
b s
2 cal A Caller Information A Personal Information 2 Chid(ren) information
Cal Start Date: 1246PM * Victim First Name: | Selena Existing Client: | Kyle, Selena x - = of Children: 0
Call End Date: 2/8/2017 - 12:46 PM o Victim Last Name:  Kyle Date Of Birth: -
Duration (hrs): 0.00 - Phone Number: Estimated Age: 0=
County: * - -
Taken By:  OSNIUM ebisuzaki x - Gender; = o
I Other. % Abuser information
b b Race: x - b
o — | s
” Hispanic).atin@: x - Alleged Abuser: x -
WVictim Ty X v
o Address: Aleged pbuser Relationship: x -
Type of Abuse: x -
Marital Status: * - First Abusive Event
Callr is victm: x -
Service Location: x - 2 Other Information
Referral Source: X -
Space Not Available

2 callnotes 2 J calreasons » By referra Destations
Times New Romen M Tl omal z P (@Add BRemove | @ @ - i (@Add (2 FRemove | @ @ | Fitter Al rtems B .
gow hiame =
Design | Html If Other: g
2. Addin the Call Type, Hotline or Information / Referral and any other relevant information
3. Save and Close
Surveys
The Surveys Tab contains a list of surveys completed by the Client. Double Click on a Survey to see a detailed view.
To create a New Survey
£ @ Referrals 5] (2) Financial Assistance Provided =] (1) Protection Order (-5 () Climicat otes J )Retated cas [ @ surveys
1. C"Ck New in the 'ﬁl X ﬂs:howjapmt' 0 ) | Filter | AlTtems - [@Expm:; vng\g Print Preview...
upper left hand cor- =& - E—
ner of the Surveys et - :
Y J @@ @ 9¢0 @ 0
Tab i :Ev: - Save sacv‘ss:;d SaveavndNew C::c:\ Refres ° eport ey :::
. . . Client:  Kyle, Selena
2. Select they type of survey by double clicking it —
3. Complete the Survey ST x-
Tknow more ways to plan for my safety X -
T know more about community resources. X -

4. Save and Close

SO~ T uUW/ARRse =
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File Attachments Tab

Contains a list of all File Attachments associated with the Client. The File Attachments are embedded into the software.
To add a New File Attachment:

1. Click on the New button in the upper left hand corner on the File attachments tab.

&(2) Referrals 8] (2) Financial Assistance Provided 2] (1) Protection Order (5 (1) Clinicat otes J () related catis [£] (1) surveys (] File Attachments
P[] New ~ |—r\mportFrom Scanner & Import From Webcam | Filter | Al Ttems -| | () Bxportto - | [@ Print Preview.
Q= [ Fie Attachment Type [ attachmant
'] EE9CQ |- File Attachment - B
| [TE= || Home Toals 2
2 (@@ @ 9 5 @ 0 €
— . = [
Import From Import From  Mew Save Sawve and Save and Mew | Cancel Open Item Refresh I Close
2 Click the "dot dot dot” Scanner  Webcam - Close -
° Records Creation Save Edit |/Open Related Record ||  View Close
% File Attachment
Date:  2f8/2017 -
File Attachment Type: @ ix »
Attachment: E

3. This will open a dialog box that will

= odeme -
allow the user to locate the file, click Open to add to the File Attachment =
record: P S—— o
A- B conernnos & wamones
F
4. Save and Close the attachment window
Child Detail View el : =]

Opening a Child profile will result in the screen below.
The Child Detail View contains information regarding the child. The data collected is very similar to a Client.

Please note instructions for the following fields:

” . ” — - . -
D persontist | O smith, Sally - Clent 88 smith, sophia -chid x
L smith, sophia
4 Primary Information # Demographics A Chid/Dependant Contact Information # Emergency Contact Information
Intske Date: | Gender: Female X v Parent: Smith , Saly X v Emergency Contact Name:
PersonID: | 50 x Primary Race: Other MultiRacal X ~ Custody Of: |Mother % | | Emergency Contact Phone Numbers
D= Hispanic/Latin@: Hispanic/Lating x - Phone Numbers: Emergency Contact Address:
Sexual Orientation: Don't Know x - Address of Parent: | Yukon, PA, United Stat... -+
First Name: Sophia
Marital Status:  Single x - Address:
Last Name: Smith
Primary Language: Engish x - County: |Bulock x -
Middle Name:
Limited Engish Proficency: |No - IfOther:
Date Of Birth: 2/13/2004 ~ W Date OfBirth Estimated Rural Status: X v
Age: 134 Email Address:
23] General Information @ Aleged Abusers (\ Victimization {5} services & () Programsistays .% Referrals 5] Finandial Assistance Provided [ Protection Order (<5 cinical Notes J Relsted cals [2)) surveys (Y] File Attachments
4 Other Information 4 specal Classifications 4 schools 4 Motes
Primary Advocate: | Adinistrator x - ! (@ Add [ Remove P[] New - ) | Filter | Al Ttems
Primary Referral Source: | Sexual Assault Agency/... X - lame | School Hame Effective Date | End Date Teacher Hame
= S ——T——
Tmmigrant: | No X -
Highest Education Completed: | Tthgrade orSthgrade X -
Employment Status: Notemployed inschool X -

Employer
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Parent/Guardian Information:

- Click the drop down, and select an existing Client profile OR create a New Client profile to link a Client to the
Child. -

Smith, Sophia

2 Py o = oemgusns P — = Energency Conotnfornaten ]

First Name: Sophia
Last Name: Smith

Hiddle Name:

Date Of Birth: |2/13/2004 -] wind

[ new |

Alleged Abuser Detail View

Opening an Alleged Abuser Profile will result in the screen below.

The Abuser profile contains significantly less information than a Client or Child profile. Most fields are drop downs, text
boxes or check boxes.

Please note instructions for the following fields:

:;Persun List :'Asmh,sEuy ~Clent @ smith, Jon - Aleged X -
A Primary Information #  Demographics #  Physical Description
Intake Date: - Gender: Male x - Height: 6 ft 2n
Person ID: | 51 x Primary Race: \hite X - Weight: | 300
D #: Hispanic/Latin@: Mon-Hispanic/Non-Latino X - Hair Colors | Gray -
remtMorme: e Sexual Orientation: Heterosexual x - Hair Length: | Medium -
LastName: |smith Marital Status: Divorced X - Fadal Hair: | Moustache x .
Primary Language: English x -
Hiddle iame: Limited Englsh Proficiency: | No Eve Color: [Bue - o mage dta
Alternate Names: ¥ Glasses #  Distinguishing Marks:
#  Alleged Abuser Contact Information Contact Lenses
Date Of Birth: | 2/13/1962 ~ ¥| Date O Birth Estimated
Age: 55 % Address:
County: X -
Phone Numbers:
21 (1) Related Clients Services % File Attachments 5 clrical Notes ) suvers
: [@ Add [g@ Remove [5] Show Report~ | () () | Filter Al items - | [ig Exportte ~ | |2 Print Preview...
Photo:
e To upload a new photo: Double click on No image data to add an image
e To change an existing photo: Right click on an existing photo and select load
e Todelete an existing photo: Right click on the existing photo and select delete
File Attachments
To add a New File Attachment:
1. Click on the New button in the upper left hand corner on the File attachments tab.
£ (1) Retated clients 5 services ] File Attachments (5 cncatnotes [ surveys
[T New| - = Import From Scanner &, Import From Webcam | < D @ | Filter | Al Ttems <|| (@ Exportto + | [ Print Preview.
[Date File Attachment Type Attachment
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2. Click the “dot dot dot”

el

e [ Home l Tools -

- & &E@ & 9 ¢ o 0@

Import From ImportFrom — Mew Sawve Saveand Save and New || Cancel Open Item Refresh || Previous File  Mext File Close
Scanner Webcam - ‘ Close - Attachment Attachment ‘
Records Creation Save Edit ||Open Related Record || View Records Navigation Close
# File Attachment
Date: -
File Attachment Type: X -
Attachment: E

3. This will open a dialog box that will allow the user to locate the file, v W] 03 0@
click Open to add to the File Attachment record: :u ::m -

Deshtap
e Devices with Removabie Starage (2]

r ";1",’ ‘25 VD e Drve D) s 60-40 O (£)

T her 1y =]
4. Save and Close w— gt
Fiepane: ] = Do
A | 3 _oeed |

] | 25
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Shelter/Stays
What is a Stay

Hotline Call

Stays are used to track occupancy and bed night

Scheduler

statistics.

Stays List View

Opening a list view - - N y | B servees
" e Residential Stays
Other P59  Scheduler
1. Select Residential Stays List from Lists in the AlC) b | @ NonResdentsl programs

[y victimizations

Exit Advocate's Clients
i ‘& Referrals List

l:‘;l Protection Orders List

‘ECEEFERL

Navigation menu

) |HUD Data Collection »

2. Alistview of all the Stays in the system will open.

Creating a New Stay Record

A Stay can ONLY be created from a Client Detail View see People/Client - Client/Adult Detail View -Programs/Stays for
instruction on how to do this

(£ General Information £ (1) Children/Dependants R (1) Alleged Abusers (@) Victmizations (2) services & (i Programs/stays

ONew ~| X [E] show Report~ [=] Copy Stay To Child(ren) | () (&) | Filter HMIS/HUD Entries || (g Bxportto ~ | 2 Print Preview.

Admission Date Discharge Date Type Service Location H

[ @ ][ ome | oo )
: L] E & XvH e a &
HUD Entries or | e Sttt e Vit | ot g O
This module is used to collect HUD specific data ele- = =
ments for Project Entry, Project Update, Project Annual B - =T =
Assessment, Project Exit and Project Follow-up. s - ' o
Press the “New” button in the HUD entry module to i — =
add a new HUD Entry. = (M T o ;
% Associated Stays / Family Member Stays ) HUD Data Collection Created By | Date Updated | Last Updated By
. i [JNew - [gAdd Remove Filter Al Ttems -
Select the Collection Type I I — e
The HUD Collection window contains a field for Notes :
related to this entry, as well as three tabs for: @8 HUDParameters = x
Collection Type: Project entry El
1. Person Details Effective Date: | Projectentry I
Project update
Project annual assessment
Project exit
2. Health Information el
3. Income Sources, Benefits and Health o Valdation Error - x
Problems were detected during data validation. Please read the information below to
understand what the issues are and how you can correct them.
When Saving, validation errors may occur if required field are not filled or if
. . . .'l)-get A | Description )
fields are not filled in properly FTee Chent (LD Data Colect
6 Close
A field that has not validated successfully will be highlighted with the icon
26
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Household Information/ Associated Stays
This section can be used to associate multiple Participants to a Stay. There are three ways to link multiple participants.

Option 1: Choose a Head of Household 2 Houschold Information

. . . . . . Head of Hi hold: | smith , Sally - 2017 10:39:03 AM x -
If a Participant is a Minor and their Stay was associ- Fd of ol [Smh . Say ~ 28

ated with an Adult/Family Member

# Assocated Stays [ Family Member Stays

Filter | All Items - | | [ Exportto ~ | |9 Print Preview...
1. First create a stay record for the Adult Generic Person Admission Dte el 05
and a then create stay record for the
minor.
2. Onthe minor’s stay record click the ap-
propriate Adult from the drop down list
as the head of household.
# Household Information
Head of Household:
#  Associated Stays / Family Member Stays
3. Save and Close the stay record.
[] Mew ~ | [g Add [g Remove | & | [E] Show Report~ =
4. Save the Participant record itself _”" Admizsion Date Discharge Date Tvee

If you open the Adult’s Stay record the minor will now be
listed as an associated stay. Family
member

Option 2: Add Associated Stays
If multiple Participants are Minors and their stay was associated with an Adult/Family member
1. Create the Minor(s) stay record(s)

2. Create the Adult/Family Member’s stay record

3. Click Add and select desired Participants on
the Adult’s Stay record

L[| New -||[@ Add |g Remove -

4. Select the desired Participant(s) and click OK
5. Select Save and Close on the Stay record
6. Select Save on the Participant record
The Participant(s) will now be added to the Associated Stays/Family members List for the Adult
The Stay record associated with the minor will be updated to include the Adult as the Head of Household.

Note: You may need to refresh the minor’s | # Heusehold information

participant record to see the update. Head of Household: | Smith , Sally - 2/8/2017 10:33:03 AM X
Option 3: Copy Stay to Child(ren)
**To copy a stay to a Child, the Client must have the Child listed as a Children/Dependent**

Add the Child as a Children/Dependent

1. Open the Client record by double clicking on the Client from a person list view

SO~ T uUW/ARRse 20
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2. Add the Child by clicking Add and selecting the child from the list of existing Children OR create a New Child

reco rd ‘% (2) Referrals |5 (2) Financial Assistance Provided =] (1) Protection order ;_‘2}’_.'(1) Clinical Notes J (3) Related Calls
£ General Information | n (1) Children/Dependants | @ (1) Alleged Abusers £\ (2) Victimizations
P[] New ~ | [@ Add [g Remove [Z] Show Report = Filter  All Ttems ~ || [[g) Exportto ~ |2 Print Preview...

Person ID First Name

2/13/2004

Add the Client as the Child(ren)’s Parent/Guardian:

1. Open the Child record by double clicking on the Child from a person list view
2. Select the desired Client as the Parent/Guardian.

You can now Copy a Stay to the Child(ren)!

There are three ways to copy a stay to the child(ren).

Opﬁon 1: | [E= | | Home Tools
U & & v9 caalalo o
1, Create a NeW Stay record for New Save Saveand Save and New | Validate Cancel Open Item Refresh Show Report [Copy Stay To Previous  NextProgram/Stay || Close
- Close - - Child{ren) Program/Stay
th e Cl ie nt Records Creation Save Edit Open Related Record View Records Navigation Close
2. Enter data for the Stay record ooy

3. From the Stay record Click Copy Stay to Child(ren) in the ribbon Do you want to copy this stay to the dients children?

Mo

4. Click Yes on the pop up window

5. When you Save and Close the Stay Record, it will once again ask you “Do you want to copy this stay to the cli-

ents children. Click No. e
uplicate

If you click Yes, the following message will pop up Select There is already a stay at the same time on the child, do you want to continue?
B .

No. Yes No

6. Save the Client record

Option 2: _v | Home Tools
— : =]
1. Create a New Stay record for the Client L‘ l._:li Lﬁ L{T ;‘
New 5 5 d 5 dMew | Del
2. Enter data for the Stay record = s "'51251” e =
Records Creation LT

3. From the Stay record, click Save and Close. A window will auto-
matically pop up asking if you want to copy this stay to the

. .
Client’s children. -

4. Click Yes Do you want to copy this stay to the dients children?

5. Click Save and Close again | ("

6. Save the Client record
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Option 3:

If the Stay record already exists.
1. Open the Stays List View
2. Highlight the desired stay record from the list
3. Select Copy Stay To Child(ren)

& @ referras " (5] (2) Financial Assistance Provided " (1) Protection Order " (-5 (1) Clnical Notes
General Information £ (1) children/Dependants | @ () Alleged Abusers | () (@) Victimizat
P New - | X | B Show Report = I [Z] Copy Stay To Child(ren) I ) 9 | Filter | HMIS/HUD Entries +| | [ Exportte ~ | [2 Print Preview...
Admission Date Discharge Date Type
3/17/2017 Emergency Shelter

The Child will now appear as an Associated Stay/Family Members on the Stay record.

‘ [25] General Information H l Alleged Abusers || £\ victimization [T) services a (1) Programs/Stays %Referrals
P[] New = x = Show Report= | (00 &0 | Filter Al Ttems - EE__—-h Exportto - E Print Preview...

Note: If a Child’s profile is open while copying the stay, you will need to refresh the Child’s profile to view the recently

saved Stay.
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Services
What is a Service

Services is used to track any services provided to the Participant. Each service provided can be associated to one or

=

many Persons, as well as one Staff Member.

Dashboard

List View of Services

1. To access the list of services, click the Naviga-
tion button and select Lists = Client Detail 2>
Services

Surveys

Create or View Anonymo

us Surveys

Reporting

f 2ll the reports available
bl (% Client Detail

b »
Other -’3’ Scheduler

13 l, »
Exit \% Advocate’s Clients

Services
Residential Stays

Non-Residential Programs

Victimizations

g B § @ @ Id e P )

Referrals List

Protection Orders List

Lo B

HUD Data Collection 3

2. Afull list of Services will open

” . o - 7 -
22 personist £, snith, Sally ~Clent ServicesList X

[starton [start Time | Duration (hr) | Chient Service Staft Hamber Mathod Of Contact | Service Type | Sarvics Location County Session TopicList

1.00| Ho, Tally Indwidual Supportive Counseling a ol Individual counseing
Face-to-Face Residential

1.00 Doe, janna

Indwidual Supportive Counseling

3:00:00 PM 100 Sara, Sily Indiidual Supportive Counseling Face-toFace Non-Residential Marengo
2:30:00 PM 1,50 Kyle, Selena Indwidual Supportive Counseling OSNIUM\SYSTEM Mail Non-Residential Lamar Emergency financial assistance, Information a...
12:00:00 PM 150 Derek Indvidual Supportive Counseling Telephone Residential Gther Assistance with restitution, Language services. .

2:30:00PM 1.50 Bel, Nelly Indvidual Supportive Counseling Face-to-Face Residential Lamar

Creating a New Service

A single service can only be created

. . . i?@ (2) Referrals [$] (2) Financial Assistance Provided [2) (1) Protection order 4.5 (1) Cinicalotes J @restedcais £ o surveys
fro m a CI e nt D Eta 1 I Vlew . 25 General Information £ () chidren/Dependants @ (1) Alleged Abusers A\ (2) Victimizations (2) Services
i (JNew - | X | B | [ ShowReport~ | @ @ | Filter Alltems - || (@ Bxportto ~ | [3 Print Preview..

1. Open a Client or Child profile

2. Select the Shelter/Program/ o S =
L) Hﬁiﬁxvﬁ =

SaveandNew | Delete Valdate Cancel | Openltem

Services Tab

Records Creation Save Edt (Open Related Record,

@ Client Service

3. Click New in the upper left hand corner under =

% Senice
. Gent: s, sby * T * votes
services EEE T —— ] YV

[ Hame.

4. Enter the details for the service

County: Bullock x -] |#
A Service Level

re

o =

5. Save and Close

Inputting data for a Service record

e Full Name: Client or Child receiving the Service provided is automatically populated
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@ Session Topic =X

o Staff Member: Agency Member providing

- Find H Clear

the service, the list is populated from the

list of staff in the system

Category: OVW = SASP (Count=10)
(3] Category: OVW > STOP (Count=10)

° Topics: Select all Topics covered duri ng || &l category: vOCA > Criminal/Civil Justice System Assistance (Count=11)
[# Category: VOCA > Emotional Support or Safety Services (Count=7)
service | | @ category: ¥OCA > Information & Referral (Count=4)
|| [# Category: VOCA > Personal Advocacy/Accompaniment (Count=10)
o C||Ck the + tO expand the I|St : (3] Category: VOCA > Shelter/Housing Services (Count=3)

[# Category: VOCA > Victim Compensation (Count=1)
o Hold Ctrl to select multiple items

Dashboard

of Clients and Program

n »
Ah abusers
C t' G S ] Hotline Call
reating a uroup service . : all call that have bee
Q u X E Zr  Schedul
A Batch Service can only be created from the scheduler. o . @ A schadle view of ll appointments by
Mew Delete OpenI T
~Bp  Surveys
1. Open the SChedU|er I Administrati\re TImE El Create or View Anonymous Surveys
Mon Werking Tirme
b Outreach
2. There are two options to create a New Group Service & Service
B | volunteer Time
zPerson List ‘:"LSmim,SaII\-I - Client Smeduler @Service x
Option 1. 83
Click New in the Ribbon and select Service P
Select Group Service from Service drop down Staff Member: | Admnstrator LRI RN
Service: xEl s .
Start On: ||| Ne™e
Advocacy
Start Time:

Duration (hrs):

Group Supportive Counseling

% Other Individual Activities

Individual Supportive Counseling
Service Type

Program [ Locatior]

?APErsun List ?ASmim,SaHy ~Client {5 scheduler x
Monday, February 13 Tuesday, Febru

Option 2. 7o
Right click on the Scheduler and Select New = Service Sw |_—_L

New P | @ Administrative Time

Go to Today E& Mon Waorking Time

Qo @ GroupBy » | ® Outreach
¥ GotoDate... & Service
Select Group Service from Service drop down T ChangeViewTo + | 2 | Troining Time
8  Volunteer Time
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Inputting Details for the Group Service

1. Add details (date, time, program, service, etc.) for the Service.

2. Click “Click here to add a new row” to add multiple Clients to the record.

2>

% Service
Staff Member: |Adm|n|strator x '| % Topics % Clients
Service: |Group Activities X v 3 .
| | i [ Add [B Remove - P New - | X ) () | Filter | Al Items - =
Start On: | 2/16/2017 - ‘ | T — | Gou
Start Tme: | 12:00 PM : Click here to add a new row
Duration {hrs): oo 2
# Clents
P New | X [Z) Show Report - =

3. Adrop down list will appear. To find | |=

Find:

Generic Parson | County |||
—j i

Type: Person

Sear

ch

a client, type their name in the Find

Available records:

box and hit enter.

4. Alist of selected clients will appear
in the Batch Entry section.

Removing a Client from a Group Service

To delete a client from the Group Service

1. Select the client and click

2. 2. SelectYes.

3. Click I Agree and click OK.

Hispanic/ Latino | Primary...
TRAINING,..

| Black or Afiican American

Hisparic/Latino H

8/23/2... Test, Client 4f16/1956 61 White
8/26/2.. 0
8/22f2... Kit, Tren 12{31/1... 70 Black or African American
000-00... 9/6/2016 Stewart,... 9/6/1959 43 White
11/14{... Done, Janet 9/14/1991 26 White Non-Hispanic/... ¥
# Clients
P [JNew - | X | B | [E ShowReport~ @ @& =

Generic Person

Test, Child

Smith, Sophia Bullock

éSmiﬁﬂ , Sally

You are about to delete this Client Service. Do you want to proceed?

bt

Delete

x This recard will be deleted and no longer
available within the system. Please ensure
thig is the correct item to delete before
continuing.

Do you agree to deleting this item?

11 Agree

0K Cancel

On the Client Detail View, the Service will show up on all Client profiles listed. If you edit the Service details on one client profile,

it will edit the service details for all Clients. You must split the group service if you wish to edit the services separately.

On the Services list view, the Service will be listed for each Client. For example, if there are two Clients associated with the group

service, then the list view will show the service twice.

SO~ T uUW/ARRse
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Splitting a Group Service

Splitting an Activity is used to split a singular batch entry record into multiple records.

How to Split an Activity [ER| | tome | View  Tods
. . | o | = = ¥ C 3
IF creating a New Service L‘ ) Lﬁ % x v ) E 4 @ g .
MNew Save and Save and New Save and || Delete Validate Shelter Refresh| | Split Close
- Close - Copy = Stats Activity
1, Create a New Service Records Creation Save Edit Open Related Record View Close

2. Enter information and select Clients for Batch Entry

3. Once multiple Clients are selected for the Batch Entry, the Split Activity button will appear in the ribbon
4. Click Spllt Activity split Activity
5. Select Yes l i, This will separate each dient on this activity to have their own, and if future edits need to be made they will need to be done separately, are you sure you want to continue?
No
6. Save the Case Management
IF Service already exists in the system
Option 1: Split Activity from Service List View
1. Open the Service List View B ] tone | Vew  Took _
(] X y & 0 | @ ©
q . ¥ il Il
2' Se|GCt the de5|red SerV|Ce from New Delete Open Item Shelter Refresh Show Report] Split Close Pi s Mext Client Fiter| AL Tems
th | t = Stats E4 Activity Clier vic Service
elis Records Creation|| Edit | |Open Related Record View Close Records Navigation 1
3 Select Spl |t ActIVIty from the 3 Person List 3 Smith , Sally - Client Scheduler Services List 2
Start On | Start Time | Duration (hrs) | Client Service

Ribbon

4. Select Yes when pop-up appears
5. Save or Save and Close

Option 2: Split Activity from Client Profile
1. Open the Client Profile with the Service
2. Select the desired service from the Services tab

3. Double click on the Service to see a detailed view

] General Information £ () children/Dependants @ (1) Alleged Abusers £\ (@) Victimizations (3) Services & () Programs/stays
P [ New -~ | X | E | [ ShowReport~ | ) @ | Filter Allltems - | (o) Eportto ~ | |2 Print Preview...
Start On Start Time | Duration... | Service Staff Member Method Of Contact Service Type Service Location County Session Topic List
H 2/16/2017 | 12:00:00PM | 1.00 | Group Activities | Administrator | Face-to-Face | Non-Residential | Bullock
(o) ome | Toos p
o o o . =1 — = = _
4. Select Split Activity from the Ribbon LI & & &1 X+ ) < o 9
New Sere Saueand Saveandiew | Delte Vadate Cancel | peniten | efiesh o Repor] S0t  Nextdient | dose

Records Creation save Edit Open Related Record view Navigation || Close

5. Select Yes

5:9 Client Service

2 service

6. Save or Save and Close I oo =
Staff Member: [Administrator % - i (@ Add_[B Remove
***0Once the Activity is split, future edits —— = E=
need to be done separately*** o

The services are no longer linked. Any edits must be completed on each client profile.
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Victimizations

What is a Victimization

A Victimization is a date and time record linked to a
Client that is used to record victimization type and

victimization details.

Victimization List View
Opening the Victimization List View

1. Select Lists > Victimization List from the Navi-

gation Menu

BE
Dashboard
. Overview of Cients and Program
L4 ,
ad o
By Surveys
Y|  Creste or View Ananymous Surve
@ Reporting
@ »
Other
= »
r@ Exit

2. Afulllist of Victimizations will open. Double
Click on an Incident to see a Detail View

& Client Detail

@ Scheduler

i 9

% Advocate's Clients

Services

Wictimizations

Referrals List

QT e B

Residential Stays

Non-Residential Programs

Protection Orders List
HUD Data Collection 3

[Ev 4| | Home View Tools

e

o o

Filter | All Ttems

- ||| Fiter by Text| Text o search...  Search

Recurdsvcresﬁun Edit o;en;\scs;nmm — View . e Filters Full Text Search
gﬁersun List zsmlm,sa”y ~diient [\ Victmizations List X =
Date Reported | Date OF ictimization [ crent Victim Type Victimization Type Primary Abusar Primary Abusers Relationship
| | 2rer017 8/21/2016 smith , Sally Secondary Child Physical Abuse or Neglect
|| 27017 8/6/2016 Smith , Sally Primary Adult Sexual Assault
Creating a New Victimization
A Victimization can only be created — w—
[£5] General Information £ (1) children/Dependants l (1) Alleged Abusers £\ (2) Victimizations
from a client Detail View Adult Sexual Assault - Smith , Sally - 6/6/2016 x - I [] New - |X D @ | Filter | AlTtems - | [ Exportto ~ [ @ Print Preview.
2 {I\ Main Victimization Date Reported Date Of Victimization Victim Type Victimization Type Primary Abi
1. Open a Client Detail View Tl (BT L I pre = A serud csat
Date OF Victimization: | &/6/2016 -
Q Q q Q . Victim Types |Primary X ~
2' SeleCt New In the VICtImIZElt'IOI’\ Victimization Type: | Adult Sexual Assault X ~
tab
3. Enter the Victimization Details
4. Save and Close
Selecting a Main Victimization
A main victimization should be [0 new |
o 9 Ganeric Parson Victim Type Victimization Type | Date OF Victimization Urban Rural Pregnant H
chosen on the Client pr0ﬁ|6. If Smith , Sally Secandary Child Physical Abuse or Neglect 6/21/2016 Suburban Missing

there is only one victimization it
will automatically default as the

Main Victimization

To select a Main Victimization:
1. Open a Client Detail view
2. Select the Victimization tab

3. Click Main Victimization
and select a Victimization

from the list

SO~ T UW/ARRrRses

smith , Sally

Adult Sexual Assault

Suburban

Adult Sexual Assault - Smith , Sally -6/6/2016 x[=

2/ Main Victmization

Date Reported:
Date Of Victimization:
Victim Type:
Victimization Type:

Primary Abuser:

T New ~ X
Date Reported
2/7/2017 - AT
5/6/2016 -
Primary x -
Adult Sexual Assault x -
x -

) @  Filter Alltems ~ | [l Exportto ~ | |2 Print Preview...
Date Of Victimization Victim Type ‘ Victimization Type ‘ Primary
6/21/2016 Secondary Child Physical Abuse or Neglect
6/6/2016 Primary Adult Sexual Assault
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Referrals
What is a Referral

A Referral is a date record used to track Referrals given by Staff to Clients.

E|w

Referrals List View S

Overview of Clients and Program
information

Opening the Referrals List View People
A listing of all dlients/children/alleged 3
sbusers

Hotline Call

& listing of all calls that have been
recieved st the shelfter

Scheduler

A schedule view of all appointments by
staff member

1. Select Lists - Client Detail >
Referrals List from the Naviga-
tion Menu

Surveys
Create or View Anonymous Surveys

2. Alist view of all the Referrals

B B O IE D)

will open Reporting
A repository of all the reports available
in the system
Lists R & Client Detail R Services
a Residential Stays
Other @ Scheduler
4 @ 3 fit Non-Residential Programs
Exit Advocate's Clients & Victimizations
‘% Referrals List
L:—;| Protection Orders List
1 HUD Data Collecti »
Creating a New Referral % |HUD Dota Colecton
A Referral can only be created from a Client Detail View
1. Open a Client Detail View
. &(1} Referrals 8] (2) Financial Assistance Provided [] (1) Protection Order
2. Select New in the Referralstab |, _
] New | ~ || X ) ) @  Filter Al ltems - I:[-;,‘] Exportto - \j Print Preview...

Referral Date Destination

| 232017 Legal

3. Enter the Referrals Details

4. Save and Close
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Protection Orders
What is a Protection Order

A Protection Order is a client linked record used to
track the status of Protection Orders.

Protection Order List View

Opening a Protection Order List View

1. Click Lists > Protection Order List in the

. f%) Client Detail , Services
Nav|gat|on Menu = a Residential Stays
3 @ Scheduer 3 r’\_ﬁ Mon-Residential Programs
Advocate's Clients & Victimizztions
-_& _% Referrals List
2. Alist of all Protection Orders will Open z oo oriem it
5 | HUD Data Collection 3
Creating a New Protection Order
A New Protection Order must be made from the
client Detail VieW %(2) Referrals |8] (2) Financial Assistance Provided d (1) Protection Order
| [ New '| b4 Filter Al Ttems - | [ig) Exportto ~ | |2 Print Preview...
1. Open a Client Detail View S S Err—— E——
2. Click New in the Protection Order tab
3. Enter Details
4. Save and Close
36
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Outreach Event
What is an Outreach Event

@

Dashboard
Overview of Clients and Program

People

An Outreach event is a Date based record for the Staff to
track Education / Training provided out to others. Each Out-

Hotline Call

reach event can be associated to zero, one or many Staff
Members. However, it is not advised to have zero Staff
Members.

f% Client Detail
13 »
Other , @ Scheduler N @ | Administrative Time

Non Working Time
Exit & Advocate's Clients

Outreach/Education List View

Outreach

g M D WIE S hd)

Opening the Outreach/Education List View

2= Training Time

& Volunteer Time

1. Select Outreach/Education from the Navigation
Menu

Creating a New Outreach Event

® outreachList X

Creating an Outreach Event from the =~ Srenst | Zswn. sy cen

List View New CrteN
. X | | 12112016 ¥ Delete Ctrl+D @ Aleged Abuser
1. Open the Outreach List View | apa37201s - e |
. . — @ Close e |
2. Right-Click on the list view and Select New -l ———| @& |Client
- Outreach/Education
. 8 Uk E'él Mew bl R | Administrative Time
Creating an Outreach from the Scheduler G0 to Today R
1. Open the Scheduler using the Navigation menu 9o ‘@ GroupBy v @ Qutreach
E'llil Go te Date... 83 Service
2. Right click on the scheduler, Select New > Outreach T Change View To » | $= | Training Time
b & Volunteer Time
Inputting Data for the Outreach
Audience Type: Which Audience type 2 e 2 e
3 Outreach Type: | H Qutcomes Given: [/
attended the Outreach/Education and Tt % -] | | Outcomes Returned: 0
how many of each type attended. You Starton: |2/8/2017 Outcames et =
. Start Time: | 4:30 PM .
can enter multiple types. S o -
Select New under Outreach/Education A Audience Types
Select an Audience Type from the drop down list(or cre- |L| New -| _ D | Filter | Al Ttems - .
ate a New drop down) and enter a Count for the number (@ Outreach Audience Type .
of attendees of that type. Click Save and Close.
For Example: A Audience Types
P[] New = ( ) ) | Filter | AllTtems - =
Audience Type Count
B © audience Type category: Education (Count=32)
. Educators (teachers, administrators, etc.) 4
Elementary school students 10
L]
37
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Topic: Topics covered during the outreach event

Click Add to select one or multiple topics

Staff: Staff Member who attended the Outreach/
Education event

B | Administrator

Click Add to Select one or multiple Staff Member(s)
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Volunteer Time
What is Volunteer Time

Volunteer Time is a date and time based record for the Volunteer Staff. Each Volunteer Time can be associated with

one or many Staff Members.

How to create a Volunteer Time B
Creating Volunteer time from the Scheduler
1. Open the Scheduler

10w

2. Right click on the scheduler, hover over New then
click Volunteer Time

SO~ T uUW/ARRse

¥ e

Go to Today

4 | Group By
E&, Go to Date...

Change View Te »

Administrative Time
MNon Werking Time
Outreach

Service

ECET

Wolunteer Time
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Dashboard

Clients and Program

Hotline Call
What is Hotline Call

Hotline Call is used to view existing call records and create new calls

Hotline Call

List View of Calls

1. Select Hotline Call from the Navigation menu

Exit

B &D TES)

2. AlList of all calls will appear on the left side of the screen. A detailed preview of the se-
lected call is seen on the right. Double
click on a call to open a detail view.

J e

Z o = o i

. ihoes ) e 2 By referpesate
I I
How to Create a New Hotline Call
[ v [ Home View
Creating a Hotline Call from the Call List View [
MNew Open Item
Option 1 =
_ _ . Rl ] Hotiine Call
1. Click New on ribbon and select Hotline Call
1 Alleged Abuser
A a q L
2. A New Hotline Call will automatically open ™ | chig
=5
. 1 .
OPtlon 2 LA Client
. . " person List # coith, Sally ~Ciient Hotiine Cal List 3¢
1. Right click on a call cd TENE | aa T T J il :
Call Start Date | Duration... Call Type Existing Client First Hame Last Name
] 0.00 ot
2. Select New = Hotline Call 11/9/2016 1.00 CrisisHotine New CuleN > |} Hotline Call
2/8/2017 1.00 Crisis/Hotline K Delete Ctrl+D 1 T
Ege user
9faf2016 0.50 Crisis/Hotline E Open Item Ctrl+Shift+Q
&f13/2016 0.50 Crisis/Hotline a Child
7/31/2016 0.50 Crisis/Motine B | Close O it
8/26/2015 0.50 CrisisHotline @ Refresh F5 Ll
Cal Startate: [/3/2057_-| | 1230em 2 Vctm st Name: [ Exstng Clent: x -
callEndDate: |2/13j2017 ~| | 12:30PM % Victm Last Name: P -
If Existing Client: Caatall o — S i
1. Select the Client from “Existing Direct amee = =
Service Client List” o i
= ot Sy T P
o | setasinitialValue B 7 U sbe Times New Roman MRE - 3 (3 Add [ Remove .
e 9 @ 2 |x x| = o= ”
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Creating a Hotline Call from the Client Detail View

1. Open a Client Detail
. General Information ﬂ (1) Children/Dependants ‘ (1) Alleged Abusers N (2) Victimizations (2) Services
View B (2 Referrals 5] (2) Finandial Assistance Provided 2] (1) Protection Order (% (1) Clinical Notes J (3 Related Calls T
[ [] New .l [ Add [@ Remove | 5 | [ ShowReport~ | () @ | Filter | Allltems ~ | [ Eportto ~ | [ Print Preview...
2. Select the Calls Tab H R S Sy e e
3. Select New in the upper left hand corner of the Calls Tab
Converting Call to Client ] vere [ e ) _
=] =] = J: _ _
@ & v9 B ¥ B|2|80 O
. . New Save Saveand Saveand New | Validate Cancel Open Ttem Shelter Refresh Waiting Show Report [Convert Call| Close | Previous llext( l:cthna
1' Create a New Ca” from the Ca” LISt VIeW REcordsVCrEatiar\ C‘DSSEaVe . Edit Open Related Record = = View . oce Close H[:I!:D:;:Nawgah:n
2. Select Convert Call to Client in the ribbon Tt E I
| Are you sure you want to create a new dient?
3. Select Yes J
4. Fillin the remainder of the information regarding the Client and hit e
Enter on your keyboard or click OK
® EEHIC99 -
| [Tg]= | Home View Tools
5. Save the Hotline Call i
(@@ v
Mew Save Save and |Save and Mew | | Validate Cancel
- Close -
Records Creation Save Edit
6. A new Client is now created and the current Hotline Call will be added to their Client record
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About the Scheduler

The Scheduler is a MS Outlook style Calendar for the software. Activities such as Community Education, Training Time
and Volunteer Time can be seen from and created within this view.

What's in the Ribbon
| [El= || Home View Tools
¢ H 5 B Q@ O
\—‘ /\ ¥ k&" View | Scheduler - @ "A"J \) \) Filter | All Items - ||| Filter by Text| Text to search Search
New Delete Open Item Shelter Refresh Waitng Print  Group || Close || Previous Mext Activit
- Stats List Scheduler By~ Activity
Records Creation|| Edit | Open Related Record View Close Records MNavigation Filters Full Text Search
| [El= | Home Wiew Tools
View X i Q@ 08 o ©
4 L \iew | Worksheet v @ \J \)
Delete Open Item Shelter Refresh Waiting Show Report | Close P :  Next Client
. . . . Stats List = Clies ce  Service
V|eW aIIOWS VOU to SEIECt the view in WhICh YOU Edit | Open Related Record Wiew Close Records Navigation

would like to display the information. There isa | fAresonise | @ smth, saly -ient | [Fworkshest x

| staff Member | client | start on | start Time | End Time

worksheet and scheduler view.

A]abamEUm”‘Admm P

Group By Alabama User {Admin Test, Client 1/1/2016 11:30:00 AM 12:00:00 PM
Administrator Smith , Sally 2f2f2017 10:30:00 AM 12:30:00 PM
Group By is a view variant of the scheduler. Administrator smith, Sophia 2/16/2017 12:00:00 PM 1:00:00 M

Users can see the Scheduler in Groups by Date
or Resource Please discover this feature yourself to see what works best for your day to day entry of information.

Scheduler features

The Scheduler has many options to customize the viewing experience and limit clutter as needed.

Staff View

A list of staff can be seen in the top right hand "

corner of the scheduler. Each staff has a check OSNIUMYhbrar -

box “Show In Scheduler”. By simply clicking the uary 16 Friday, February 17 GSNIUMrEtl'f”mk" E|
. . . QS5MNIUMYyre

check box it will make that Staff Member will be OSNIUM\gingam

visible in the list of Resources in the Scheduler. (7 OSNIUM\SYSTEM :

Unchecking Staff Member will remove them from OSMIUM tslek b

the Scheduler. Each Staff Member has the ability | <| Change Week L =]

to be temporarily hidden on the Scheduler; this

S 4 Feb 3 4 2017
allows quick viewing of one or two Staff =oruary

2 pesnist DL s sy -t | Wi x

Members. e — — — —

Time Increments
The Scheduler can display Activities by | ¢
various time increments.

Increments Area (highlighted in red) 2 2

Accessing the Increments 2

1. Rightclick on the Increments -
Area 5
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2. Select an appropriate increment

3 [E] | New Appointment
New All Day Event

3. The current increment will be displayed with a check mark to the left of the 10| MewRecuring Event
. Change View To 3
increment ./ T B GroupBy v
Customize Time Ruler...
Alternate Views 5 Mimites
12 V| 30 Minutes
. . 15 Minutes
1. Right click on the Increments Area | v
é 00 6 Minutes
2. Hover over Change View To > L_.\.ILT New Appointment ] IR
MNew All Day Event
3. Select aview New Recurring Event
1 Change View To * V|[T]| Day View
‘B Group By Y| [E] Work Week View
Customize Time Ruler... [F] | Week View
l 60 Minutes (3] Month View
J | 30 Minutes L%') Timeline View
1 15 Minutes ‘@ Gantt View
10 Minutes
q 6 Minutes
Monthly view can be seen below ,
5 Minutes
Copy and Pasting Events within the Scheduler
Tuesday, May 24 Wednesday, May 25 Thursday, May 26
Events such as volunteer time, group service, etc. can
be copied and pasted within the scheduler if they occur
more than once.
1. Create an Event (Ex. Staff Development)
2. Click on the event in the scheduler
Staff Development/Training - Second Type ]

SO~ T uUW/ARRse e
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Tuesday, May 24 Wednesday, May 25 Thursday, May 26

3. Hit CTRL+ C on your keyboard

4. Click the desired time frame for the new event
(it will be highlighted with blue)

5. Hit CTRL+ V on your keyboard

6. The event will be created for the highlighted \
time frame

Staff Development/Training - Second Type J

Tuesday, May 24 Wednesday, May 25 Thursday, May 26

[ Staff Development/Training - Second Type ]

Staff Development/Training - Second Type i

Editing Events from the Scheduler

Extending and Shortening an Event from the Scheduler

1. Hover over the edge of the event, until the dou-
ble arrow appears

2 oo
2. Drag the Event to make the Event shorter or
Ionger S ” Group Activities - Group -~ I'
L
. ) 4 oo
Moving an Event in the Scheduler
1. Leftclick and hold the Event 5 0o
2. Drag and drop the event in the desired time frame
44
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Shortcuts

Here are a few tips, tricks and shortcuts to navigate the software.

Entering Data

When entering data like a Client profile, many users need to switch from the keyboard to the mouse over and over
again. Here are a few keyboard shortcuts that will limit the use of the mice.

Tab

Clicking the Tab button will move the focus of

the cursor from one field to the next First Name: Client |

Last Name: Test
1. Cursorison the field Last Name

First Name: Client
2. Clicking the Tab button on the key- Last Name:
board will move the cursor the First
Name (next field in the list) and highlight the text

Additional note, holding the Shift button and clicking Tab will bring the cursor to the previous field.
Tabbing between Tab
CTRL + Tab will move between the software tabs.
Navigating a List
1. Gain focus of the Tab
2. Use the Up and Down Arrows to gain focus of the record to be access/opened

Start On ¥ | Start Time Duration (mins) Program Service Staff

Qooms

12/15/2015 2:30:00PM 15 CRC - Child Care Program Childcare - Legal Administrator
3. Click Enter to open the highlighted record
More Info fields/items
When entering data for a “more info” fields like Phone Numbers or Address, there is a “dot dot dot” button

The user can move the mouse to the button and click; however, clicking the Space bar will achieve the same function:

1. Gain focus of the Address field

Address: :

2. Pressthe Space Bar

3. Returning back to the previous screen by hitting Enter, or by clicking the Ok button.
Drop Downs

Selecting a value from a drop down doesn’t require the use of a mouse.

1. Gain focus of the drop down (sometimes Marital Status: | X -

referred as a Lookup)
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2. To select a value there are two options:

3. Navigate through the list of drop downs using

a. Click the Space bar to open the drop
down

b. Type the first few letters of the value
you are looking for

the up and down arrows on your keyboard.
Clicking Enter will select the value.

Marital Status:
Primary Language:

Limited English Profidency:

<F| ¢

Marital Status:
Primary Language:

Limited English Proficiency:

Married
Other

Separated

Single
Widowed

Marital Status: Separated

Additional note: clicking ESC while the drop down list is open will cancel the current select and revert to the value be-

fore this process. If the value was blank before this process the ESC button will leave it blank.

Drop downs and Searching
A drop down can have many options, when 25 or more, the drop down will default to a Search (unless modified
through the advanced Model File Editor), navigating the Search can be achieved by only using the keyboard

1.

Gain focus of the drop down and open by either

typing for search or clicking the Space bar

The cursor will be defaulted to Find. The user has

two options:

a. Click Enter to see values

b. Type or modify the value of the text

you wish to find, then click Enter

% Clents

[£] Show Report ~

| Pers.. - |Perso... | Legacy... | Intake... | Full ame

Date Of... | Estimate... | Race | Hispanic/Latino | primary...  [1n..

[0 rew -]

c. If more than 1 option is available, the user can use
the Up and Down Arrow keys to select the desired

value

3. To go back to the Find, Shift + Tab will focus the cursor on

the Find text

SO~ T uUW/ARRse
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Setup Agency-Shelter information

Accessing Program Options

Please login as an Administrator (Primary User) to access and modify Program Options

To open the Program Options (or Show Options)

1. Click on the Tools tab

Home

e

2. Click Show Options

Send Log Show Log App Info

Show Options

o5

=

11 »

i

Save Customization Recyding Edit Model

ﬁ {

£ B B e

Perform  Import/Export Show Audit Show Business Osnium

File File Summary - Full Backup ~ Data Trail Object Info  Connect
Tools
3. On the Program Options
tab, enter any of the required information, click Ok when ready to Save
@ Application Options =%
Program Options # Program Options
% | Shelter/Agency Information % Other Details
} 8! Custom Fields Editor
Shelter Name: | Alabama Demo Name Format: Last name then first name -
Agency Number: Allow Confiicts
# License Fie S . Enable Field Encryption
Purchase Order Number: Days Until Notes Are Locked: 0z
ﬂ Security Options Max Stays: 32 Fallow Up Days: 0
A HUDfESG /| Share Dashboard Stats
Default Check List: x -
Organization Name: Edit Name in 'Show Options’
| Default Logged On Staff To Activity
Organization ID: | Edit ID in 'Show Options'
Disable Copy Stay To Children
2 Address | Disable Automatic New Call
Street: | # Scheduler Settings
Suite:
Allow Orly One Person Per Activity
ity: X -
Gity: Scheduler Start Time: | 7:00 AM -
H X -
e Scheduler End Time: | 7:00 PM -
3 x -
state Scheduler First Day Gf Week: Sunday -
H X -
oAy Scheduler Show Full Week In Week View
Zip Code:
4 Phone Numbers
Home Phone:
Work Phone:
Cell Phone:
Fax Phone:
ok || Cancel

Setup Shelter Beds/Max Stays

1. Locate Max Stays field and enter the numeric value of the Maximum amount of beds that the Shelter can sup-
port (ie: 50 beds = 50, 100 rooms with 150 beds = 150 beds), click OK when setup

@ Application Options

Program Cptions =

£ Program Options

A shelterfAgency Information

% Other Details

} 18! Custom Fields Editor

7 License File

2. This will update your Shelter

Shelter Name:  Alabama Demo
Agency Number:
Vendor Number:

Purchase Order Number:

Stats a Security Options

Max Stays:

3,99 2|

Click on the Home tab

SO~ T uUW/ARRse
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Organization Name: |Edit Name in ‘Show Options'

Organization ID: |Edit ID i 'Show Options’

Address

MName Format:  Last name then first name
Allow Conflicts
Enable Field Encryption
Days Until Notes Are Locked: [
Follow Up Days: 0.
¥| Share Dashboard Stats
Defait Check List: x -
¥/ Default Logged On Staff To Activity
Disable Copy Stay To Children
| Disable Automatic New Call
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Click on Shelter Stats
| [[E= | View Tools

J @@ @ Xv9 B [fleao@daoe o

New Save Saveand Save and New || Delete Validate Cancel Open Item Shelter Refresh Show Report | Close [P
= Close = Stats - Client
Records Creation Save Edit Open Related Record View Close Records Mavigation
{# Dashboard - B X
Max Stays is now showing 50 because the Pro-
. General
gram Options were updated:
Capadty: 0.00%
Max Stays: 50

Current Stays: 0
Remaining Stays: 50

Exceeded Stay Limit Message

Wornen's Shelter x
Software License has exceeded the limit of Stays

| The following error occurred:

ou have exceeded the limit of Stays designated by your software license.

Typical Error Message when there are too many Stays: fou have exceedzd the m

This message means that there are too many Stays (with no mpa—)

Discharge Date), exceeding the Max Stays in Program Options.

Creating Staff/Users to login to WS
Navigating to Staff List View

Dashboard

Cients and Program

Scheduler

1. Open the Navigation Menu

Reporting

2. Select Users > Staff List

S B § @ D Ig S P

Other . & Staff List
Exit \& Staff Role
3. Alist of all of your Staff members will open g o
a Configuration Options
Dashbosrd [ scheduler :’Awe,sElena—chent Sosafflist x -

Ts Active First Hame

| Administrator | Administrator

vl OSNIUM\dharding Allow check and install
L] £l OSNIUM hbrar Alow check and instal
m £l OSNIUM kebisuzaki Allow check and instal
il & OSNIUMrelf Alow check and instal
il o OSNIUM\slingam Alow check and instal
L vl OSNIUM\SYSTEM Allow check and install
L] £l OSNIUM\tsiek Alow check and instal
I £l TRAINING Administrator Allow check and instal
il o TRAINING \Alabamaliser 1 Alow check and instal
I [l Laura Reid TRAINING \Alabamalser2 01 L Allow check and install
L] £l TRAINING \AlabamaUser Allow check and nstal
I £l Rhyon Ervin TRAINING \Alabamalser4 Allow check and install
il o TRAINING \Alabamaliser 5 Alow check and instal
L vl Alabama User/Admin TRAINING \AlabamaUserAdmin Allow check and install
L] £l TRAINING \AlabamaUSerReporting Alow check and instal

[ X

Mew Delete C

Creating a New Staff Member

1. Click New > Staff in the Ribbon & staff

1 Alleged Abuser

™ Child
e,
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3. Input First Name, Last Name, User Name (please note that User Name MUST be unique)

% @ swff
User Name: V| Is Active
Eirst hame: ] Show In Scheduler
Last Name: Volunteer
Allow Edit Own Schedule Orly
Staff Paper ID:
Account Locked
Update Permissions: | Allow check and install -
Change Password On First Logon

9 Roles 3 Primary Advocate To

i [ Add [ Remove Filter | Al tems -| | (i Exportto - | [2 Print Preview...

[ name 1s Administrative Con Edit Hodel 1

4. Select Appropriate check boxes

Is Active: The Staff member is a current Staff member 7 Is Active
Show in scheduler: The Staff member’s activities will show in the +| Show In Scheduler
scheduler Volunteer

. Allow Edit Own Schedule Onl
Volunteer: The Staff member is a volunteer Y
Account Locked

Allow Edit own Schedule only: The Staff member can edit only their
own schedule

Change Password On First Logon

Account Locked: The Staff member is unable to login
Change Password on First Logon: The Staff member will have to change their password when they first login
5. Choose Role(s) by Clicking Add in the Roles tab
%) Roles

5 Remove Filter | All Ttems - | [ Exportto = | |2 Print Preview...

6. select desired role(s) and click OK
Adminishah}rs (Mo Customization)
Read Only
. Staff (Limited)
7. Click Save. Staff (Read Orly)
Volunteer
8. Now that the new Staff is Saved with a Username and at least one |
Role, a Password must be generated for the Staff member to login
g q a [] New - oK Cancel
for the first time, click Reset Password | | | ¥
| [[E= | | Home View Tools
— [ Ely 3 e = 5 [ o= (i (] f .
[ @ & XvaH9 8 /fea @ O
New Save Saveand Save and Mew | Delete Validate] Reset |Cancel Open Item Shelter Refresh Unlock | Close | Previous MNextStaff
= Close = Password Stats Account
Records Creation Save EOT Open Related Record View Close || Records Mavigation
@ Reset Password x

9. Either record the predefined password OR clear the existing pass-
. . Setting the user's password wil create a new password for the
word and enter a desired password. Click Reset Password. /_\ user automaticaly, and at the same time disable the user's login

with the old password. You must then pass on the new password
to the user, so hefshe can continue to work with the application.
Are you sure you want to do this?

Password: PjwAn3L0

Reset Password || Cancel |
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10. Now that the Reset Password has been performed, the software will automatically check Change Password On

First Login. Save and Close to complete the new Staff Member.

If this new Staff does not want to change their password on first login (or the Administrator would like to keep
a record of each password) then uncheck Change Password On First Login allowing the Staff to simply login.

Note: This created a Staff member with the default Model File (customization look and feel). Please see how to Pull or
Push Model File if the first login of this Staff DOES NOT look like the Administrator Model File.

Creating a New Staff Role

1. From the Navigation menu select Staff > Staff Role

2. Inthe Ribbon select New > Staff Role

WEL T .
Mew Copy Delet d A reposta it
o Lists
&)  Staff Role I @ '
! Alleged Abuser 9;:] Otter . % S
:‘. Child f(lj Exit & staff Role
z; Client == Fieldset
J  Hotline Call
3. Name the Role —

4. Select the appropriate check boxes

5. Select the desired Permissions

(362) Permissions. GUsers

Filter | Al ltems - | [ Bportto -

x - Find Clear

6. Save and Close

Filtering in a List View

Within the software, there are many ways to
filter information on List View (grid of infor-

Is Administrative

Can Edit Model

Allow Launching Apps
Disable Reset Password
Disable Customization

Disable Required Fields And Initial Values

3 Child Roles ) Parent

8 Print Preview..

tRoles

mation). These types of filtering will allow the user to quickly filter the information as the fly or setup permanent filters
that can be applied as needed. Please review the various ways of filter to determine the best solution for various situa-

tions.
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Full Text Search (Ribbon)

[TE]= Home View Tools

The Full Text Search is

X7ia@ o o
aVa'IabIe N the R|bb0n |—| LE‘ ¥ l\&" \) Filter | Al Items = | | JFilter by Text| Text to search Search
Mew Copy | Delete | Shelter Refresh = Close Previous  Mext Staff
H H ~ ~ Stats Staff Role Role
on LISt VIeWS' Records Creation || Save Edit View Close Records Navigation Filters Full Text Search

The Full Text Search will search the main fields on that Object, it will not search major module or tab related infor-
mation.
For example, if searching the Client List for “female”, this will return Clients that have the word “female” in the Gender
section on their main profile of information. The search will produce results even if the information is not displayed on
the screen (either List View or Detail View)
Searching
Full Text Search is a simple text box, enter the word, words or phrase, click Search or hit the [Enter] button on
the keyboard.

Removing/Clearing search

When a search has already been applied, removing or clearing the search can be accomplished by clicking the X
next to the searched word, or by deleting the text in the text box and hitting the [Enter] button on the key-

board.
0 0 [El= Home View Tools
Filtering —r
X7a@ o o
. . I—I LE‘ ¥ \L J Filter All Ttems - ||| Filter by Text| Text to search Search

Fllterlng from Mew Copy Delete | Shelter Refresh | Close Previous  Mext Staff

e = Stats Staff Role Role
the drop down Records Creation|| Save Edit View Close Records Mavigation Filters Full Text Search

is one of the more advanced areas for filtering. In this area, users are able to create New and Edit existing filters.

Filtering Drop Downs are quite powerful and useful, if used properly. If a user was to

apply a filter, then close the software, the next time the user logs in the filter will still i a1 Tteme EI
be applied. Remember to set the Filter back to All Items to see a full list of items. Al Ttems
. L Edit...
Applying an existing Filter NEwW, ..
1. Click the arrow near the right side of the drop down
2. Scroll (if necessary) to find your desired filter, then click on the selection All Ttems T
3. With the Filter applied, the List View shows only items with the desired Filter.
Remove applied Filter i EE9C99 - Filtering Criterion
. . @ |
1. Locate the filtering drop down - L) fome e oo
= =y N/ e~ =)
2. Select All ltems - lmj Lﬁ | N\ "4 )} -
Mew Save [ave and |Save and Mew || Delete Valdate Cancel | Refresh
Creating a New Filter - Close N
Om'ds Creation Save Edit View
1. Click the Filter drop down arrow
IName: (%} I
2. Select New... _
al | Tewt
3. Name the Filter, enter the proper conditions,
click Save and Close | Begins with senier 2 vl
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Find Panel

The Find Panel is a simple tool that only searches columns that are visible on the List View

- )
s Person List X

X |Enter text to search... - | Find || Clear |
Person Type Person ID D # Last Name ‘ Firct Nama | Date OF Birth | Age | Gender | Race | Hispanic/ Latino | 1In Shelter
Alleged abuser 6 Guy Bad 6/2/1960 57 Male White =
Alleged abuser 51 Smith John 2/13/1962 55 Male White Non-Hispanic/...
Child 50 Smith Sophia 2{13f2004 13 Female Other Multi-...  Hispanic/Latino v
Client 5 ooz Eell Melly 2/13/1961 56 Female White
Client 49 Smith Sally 2{13f1967 50 Female Other Multi-...  Hispanic/Latino v
1 H o Person List X
Showing the Find Panel A
Person Type |PersDnID |ID# Last Name |Firsmame| -Iél [osotniar T
. . . = Sort Ascending
1. Rightclick on a Column Heading Ml leged abuzer |6 Guy Bad ; _
Alleged abuser 51 Smith John p.l Sort Descending
2. Select Show Find Panel | |chid 50 Smith Sophia Clear All Sorting
Client 5 0002 Bell Melly =, Group By This Column
|| Client 49 Smith Sally Show Group By Box
Alleged abuser 43 Doe John
Child 47 Doe 3l RicsIhECelumn
Child 46 Kyle Sarah ‘B Column Chooser
Client 45 Kyle Selena il BestFit
| | Client +4 Done Janet Best Fit (all columns)
Client 43 DH112... Derek ? Filter Editor
Alleged abuser 42 —— T
ow Find Pane
. . Client 40 Interna... Shelter Adult Sl [ e
Searching the Find Panel
To search with the Find Panel, enter the de-
A A * - i
sire text into the text box. Femalel Find || Clear

In the example we are searching for “Female”

Removing/Clearing the Find Panel Text
Removing or clearing the text on the Find Panel can be accomplished two ways

1. Click the Clear button on the Find
Panel, this will remove the text and % Female| ™ | p—— || Clear_|
clear the search

2. Delete the existing text and press Enter on the keyboard

Searching with the history in the Find Panel
Each search performed with
the Find Panel will added to a

=miith] Find | Clear
temporary history list that is s —
cleared when the tab is closed Py smith | First Name
Al female Iohn

To access the history, click on

the drop down arrow to the right of the Text Box and select an entry from the search history list

SO~ T uUW/ARRse 2
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Quick Auto Filtering

Start On | Start Time | Duration (hrs) | Client

This technique can be used to quick-
ly filter out a specific column of data, | |StartOn |Start Time | Duration (hrs) _

much like the Auto Filter Row. .
:00; . Bell, Mell
Note: more than 1 column can be | |3/18/2016  11:00:00 AM 100 Ho, Tally o e
. . 8/1/2016 1:30:00 PM 1.00 Doe, janna Vi 3
filtered, simply repeat the steps be- _ Derek
|| 8/12/2016 3:00:00 PM 1.00 Sara, Sily Doe, janna 3
low. 20717017 2:30:00 PM 1.50 Kvle. Selena Done. Janet

o Start O Start Til Duration (h Client
1. Hover the mouse over a Column Heading _ - =

2. Within the Column Heading, click the ¥ | |&/5/2016 8:30:00 AM 0.50 | Test, Client
q A a/10/2016 11:00:00 AM 0.50 | Test, Client
(filter icon) -
3f10/2016 11:00:00 AM 0.50 | Test, Client
q A q q . 8/5/2016 11:30:00 AM 0,50 | Test, Client
3. The filtering options will now appearina | | ==t MeEn
) 1f1f2016 11:00:00 AM 0.50 | Test, Client
drop down like control — _
8/5/2016 11:30:00 AM 1.00 | Test, Client
q 1f1/2016 11:30:00 AM 0,50 | Test, Client
4. Select one of the options to only see the |- o
selected option SUM=4.00

¥ || [Generic Person] = Test, Client’

Note, at the bottom of the List View, there is now a Filtering Summary that can be used to enable or disable
the applied filter in this example

Filtering Summary

| [TE= | | Home View Tools 2
The Filtering Summary is a control = , - : i
o (1 X J Q@ O v @
panel for AUto Fllterlng ROW and Mew Delete Open Item Shelter Refresh Show Report  Split Close | (@ Filters 5FuII";?)(t
Q . . . - Stats & Activity K4 earch ~
Qu |Ck Auto Fllterlng, but It does not Records Creation || Edit | Open Related Record View Close |Re...
have any relation with the Filtering Dl persontist | [servicestist X v
q q o . | Slar| D||r...| Client Service Staff Member | Method... | Servi... | Servic...| County | Session Topic List
(Drop Down in Ribbon) in the Rib- F——

bon. Please be aware that the user

1.00 Smith , Sally Group Activities Administrator Face-t... MNon-... Bullock Counseling services sup...

may need to remove a Fllterlng (Drop _2..’..‘ 10:...  2.00 Smith , Sally Individual Supporti... Administrator . Bullock

Individual counseling, Tr...

Down in Ribbon) in order to use Auto
Filtering Row and/or Quick Auto Fil-
tering and vice-versa

Filtering Summary can be found at
the bottom of the screen.

SuU... 3 |

x [¥| [Generic Person] = "Smith , Sally ' Edit Filter
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Remove/Delete filtering

E | [Generic Persan] = 'Smith , Sally ' - Edit Filter ‘

Temporarily Enable or Disable filtering string

‘ » Generic Person] = 'Smith , Sally ' - Edit Filter ‘

Current Filter (enabled or disabled)

‘ ] tBeneric Person] = 'Smith , Sally 'Iv Edit Filter ‘

Access Filter history list

‘ » [ [Generic Person] = 'Smith , Sally 'E Edit Filter ‘

Filter history list (from arrow in example above)

x |w] [Generic Person] = ‘Smith , Sally ' ; Edit Filter

)
— H [Generic Person] = 'Smith , Sally * And [Activity Session.Service] = 'Group Activities' |

Advanced Edit Filter

‘ ¥ |¥| [Generic Persan] = 'Smith , Sally ' - I Edit Filter ||

iy | 54
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Initial Value on a Field

What is an Initial Value
An Initial Value is data that will be automatically entered when creating a new entry

For Example: An Initial Value for Gender could be set to Unknown. The new Client’s Gender would automatically be
Female. If Female is incorrect, then the user would simply change the Gender.

Set Initial Value
Note: Only Staff with Agency Administrators roles can set Initial Values

1. Open the Detail View where the Initial Value is requested

2. Locate the field on the Detail View Gender: Female (X

3. Click the field until the field is highlighted 2 Doz

Gender: Female

~ Undo
Primary Race: Asian

4. Select the value desired for the Initial Field Hispanic/ Lating: |Non-Hepanichiog % CUL
Sexual Orientation: Don't Know W Copy
Marital Status: | Separated —

5. Right Click on the field then select Set As Initial Value Delete

Primary Language: English
Select All

LI R ]
IR IER IR

Limited English Profidency: Nfa

/" Setas Initial Value
Make Field Required

6. Close the Detail View (Save as needed), create a new record to
confirm Set As Initial Value

Note: Initial Value can be set on the following types of Fields: Text Box, Long Text Box, Drop Down, Number, Number
with Decimals and Dates.

Clear Initial Value
1. Open the Detail View that the Initial Value is applied

2. Locate the field on the Detail View Galcpoorhics
Gender: Female ... et T
] 3 g . 3 3 q _ ; Und
3. Click the field until the field is highlighted Primary Race: | Asizn nee X ~
Hispanic/Latin@: Mon-Hispanic/Mon-La Cut X -
g . . age : — . . Co .
4. Right click on the field and Select Clear Initial Value ) it e Il x
Marital Status: | Separated aste X -
Delete
Primary Language: | English X -
Limited English Profidency: | N/A Select Al -
& Clear Initial Value
Open ltem
& op
Make Field Required

SO~ T uUW/ARRse 28
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Required Fields
What is a Required Field

A Required Field is a Rule that can setup on specific Detail Views so that Staff is informed on Save if one or many fields
that are missing values.

Reporting is the number one reason to have Required Fields setup, this will allow a more accurate reporting period be-
cause some field (ie: Gender) default to blank/empty, but many Staff require this data even if it is not known (ie: Un-

known)_ % Primary Information
Intake Date: | 2/7/2017
Make a Required Field e [
Note: Only Staff with Agency Administrators roles can set Required Fields | retuame !
1. Open the Detail View that the Required Field is to be setup —— cut
Cep,
2. Locate the field on the Detail View Cate SO paste SR
3. Right Click on the field then select Make Field Required Select Al
/" Setas Initial Value
4. A Required Field Options box will appear. Enter a Custom De- Hekele frauned

¥ Required Field Options =B 4

scription that will appear when a user attempts to save their

Custom Description:

work without filling in the required field. Choose the result type el B

| Make this field required everywhere

from the drop down

#  About Result Types

[x] Error - The view cannot be dosed until the field is filed in

a. Error: Cannot save without entering a value

Warning - The wiew can be dosed without filling in the field but the user will be prompted

b' Warning: Can Save W|th0ut entering a Value but the us- @  Information - The user will se2 an information icon if they save without dosing the view
er is prompted

c. Information: The user will see an information icon next
to the required field if they save without closing the

Wi ndOW OK. Cancel

5. Now that the field is Required, the field will show a Red border around the field. This is used to visually indicate
that this is Required

First Name:

6. If the required field is empty, the system will now prompt users that the field is required depending on
which level of requirement you chose (ie. Error, Warning, Information)

0 0 First Mame: r‘
Clear Required Field T Undo
Cut
1. Open the Detail View that the Required Field is to be setup Copy
2. Locate the field on the Detail View (ie: First Name) peste -
Delete
a. If the field is NOT visible on the Detail View the Staff Select All
member will need to customize the Detail View to have || Clear Required Field ||
the field, close the Detail View and reopen. Right clicking 4 Setasinitial Value
on the newly added field will not work until reopening of Create Field Set
Detail View Clear Field Set

3. Right Click on the field then select Clear Field Required

SO~ T uUW/ARRse 2
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Modifying/Adding drop down options

Drop Down values can only be added to a limited number of drop
downs in the system.

Adding a New Drop Down Value

# Demographics

Gender:

Primary Race:

Hispanic/Latin@:

Mame

Marital Status:

Sexual Orientation: | |

American Indian or Alaska Native

Asian

1. Select the arrow next to the desired drop down and Click orimory Languges || 22 AFicon American
' Don't Know
N ew = : Native Hawaiian or Other Pacific Islander
Other Multi-Racial
| |Refused
8
=1
2. Enter Name for New drop down
| &= | Home: Tools a
= =l L2 e 2 - e
1 @@ & Xv9C 0 0
New Save Saveand SaveandMew || Delete Validate Cancel ||Refresh | Prev Mext Race || Close
v Close & Rac
Records Creation Save Edit View Records Navigation Close
Name:l“ |I
3. Save and Close — :
% Demographics
. Gender: o -
Deleting a Drop Down Value prmary Race Az e ] SED
1. Select the desired drop down that you wish to delete Hispanic/Lating: o o i
Sexual Orientation: X -
) [f] Copy
Marital Status: x -
Paste
Primary Language: Russian Delete X -
. . . Limited English Proficency: N/A -
2. Right Click on the field and select Open Item Select Al
IE Open ltem

3. Click Delete

4. Click Yes

5. Select | Agree and Click OK

6. Save the entire Record to update the changes.

SO~ T uUW/ARRse

[FE= [ Home

[

New

Tools

Records Creation Save

= saveand SaveandNew | Delete |validate Cancel

@ @ [Xlvocoo@

Refresh | Previous NextRace || Close
Race

Edit Records Navigation || Close

View

[ =B american Indian or Alaska Native)

Delete (Ctrl+D) |

Delete

l'-: You are about to delete this State. Do you want to proceed?

Mo

Delete

x This record will be deleted and no longer
available within the system. Please ensure
this is the correct item to delete before
continuing.

Do you agree to deleting this item?

Cancel
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Column Chooser

The Column Chooser allows you to choose which columns you would like in a table in a list view.

. . . Start On | Start Time | Duration (hrs) | Client (= [ Samsica
Adding Columns to a List View EL) ot Ascending

Sort Descending

B
—

1. RightClick on a header in a list view and select L

Column Chooser Group By This Column

[ o0

Show Group By Box
Hide This Celumn

Column Chooser I
il BestFit
Best Fit (all columns)
7 Filter Editor...
. . . . . . . P— Show Find Panel
2. This will make the Customization window visible Custornization = o nneTne
. . Drag and drop columns here to Hide Auto Fiter Row
for the List View customize layout
| Add. .
3. Select Add @ Object Model x
The Add button is where you can access the Object = C:'J‘E:tieft‘:c; _ =
(=} Activity Session
Model; to add fields into the Fields ready to be added 3 Activity Status
|+ Additional Fields
to Form. - All Day
. a q - Cancellation
4. Click the + to see a full list of options (1} Cancellaton Reasan
[4 Client
- Description
- Duration (min.s)
5. Select the desired value and select Add - End On
- End Time
[+} Funder b
Add oK || Cancel
6. Select the desired value with your mouse and hold the mouse down while you drag the value to the correct
spot in the column header. Release the mouse to drop the value into the header. The two arrows on the List
View Columns will show where the field will be placed when the mouse button is released.
Alternatively, double click the
value and it will be automatically 2
added tO the end Of the ||St Staff MEfnber b Approved Q[-Iethod 0f Contact Service Type Service Location County
Laura Reid
sling Laura Reid Face-to-Face Mon-Residential Marengo
zling Laura Reid Face-to-Face il Customization x Marengo
sling Laura Reid Telephone » Approved Other
sling Laura Reid Face-to-Face Residenti Lamar
sling Laura Reid Face-to-Face MNon-Resi Marengo
zling Laura Reid Face-to-Face Mon-Resi Lamar
sling Laura Reid Face-to-Face Mon-Resi add | Marengo
sling Laura Reid Face-to-Face Mon-Resi = Marengo
. . Remove |
1 Laura Reid Face-toFace Mon-Resi Marengo
Laura Reid Face-to-Face Mon-Residential Marengo
| Aura Reid Fare-tn-Fare Non-Residential Marennn
58

SO~ T uUW/ARRse



0s-soft

Quick Start Guide

7. The value will now be present as a column

8. Click the X to exit the Customization Window. Your changes will be saved auto-

matically.

Repeat the above steps until all the desired fields are customized

onto the List View.

Hiding Columns from a List View
There are two options to remove a column from a List View

Option 1

1. Rightclick on the Column Heading

2. Select Hide This Column
The Customization window does not need to be visible/

enabled for this task

Option 2

1. Rightclick on the Column Heading

2. Select Column Chooser

3. Click and hold the column you wish to remove, drag it to the Customization win-

dow

4. Click X to exit the Customization Window. Your changes will be saved automatical-

SO~ T uUW/ARRse

Staff Member I.A.ppruued | Method OF Contact

Laura Reid =]

Laura Reid Face-to-Face

Laura Reid Face-to-Face

Laura Reid Telephone
Customization x

Drag and drop columns here to
customize layout

Add... |

Remaove |

| Staff Member

| App

Zl Sert Ascending

bl

Sert Descending
Clear All Sorting

Group By This Celumn

[ o0

Show Group By Box

Hide This Column

Ceolumn Chooser

(]!

Staff Member

|Ap | Mathnd OF Contact I

Sort Ascending

Sort Descending

[l
B I“JL
—

Clear All Sorting

Group By This Column

[/ oo

Show Group By Box

Hide This Celumn

Celumn Chooser I

| {m

| Appro... | Method OF Contact

E]

Face-to-Face
Face-to-Face
Face-to-Face

Drag and drop mns here to

customize layout

Approved

.......... | o |

| Remove |
FArE-TO+ACE

Customization x
» Approved

| Add... |

| Remove |
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Quick Tips when customizing

1. Never customize a List View (ie: Person Activity) when you have 2 or more of the same List Views open. This
may cause an issue when you close out of the software and log back in because the software will select the
other List View as the customization, thus losing the work the Staff member attempted to complete.

2. Never customize when the Staff member is logged in on another Workstation (two logins in use of the same
username), this may cause and issue when you close the software (as well as the other workstation), the soft-
ware will select one of the two to save, thus losing the work the Staff member(s) attempted to complete.
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Sorting a List View by various fields

List Views can be sorted by not only 1 field but as many as needed. By default, most List Views will not be sorted; this
can be determined by looking for an arrow in each Column in the List View

Sorting views

No Sorting
Person Type | Person ID D # Last Name First Name | Date Of Birth | Age | Gender | Race | Hispanic/ Latino | In Shelter
=]
Client 40 Interna... Shelter Adult 10/8/1968 49 Female Black or Afri...
|| Alleged abuser 22 3987 Doedoe Johnnie 821964 53 Male Don't Know
|| Alleged abuser 27 House Abuser 8/26/1968 43 Male Don't Know
|| Alleged abuser 42 0
|| Child 46 Kyle Sarah 2{13/2005 3 Female Asian Mon-Hispanic/... v
|| Client 1 Test Client 4/16/1956 61 White Hispanic/Latino
|| Client 31 0
|| Client 21 Kit Tren 12/31/1947 70 Male Black or Afri...
|| Client 35 000-00... Stewart Cindi 9/6/1969 48 Female White
|| Client 44 Done Janet 9/14/1991 26 Female White Mon-Hispanic/...
|| Child 50 Smith Sophia 2f13/2004 13 Female Other Multi-... Hispanic/Lating v
First Name Sorted Ascending (A-Z)
Person Type | Person ID |ID # | Last Name First Name | Date Of Birth |.ﬁge |Gender Race | Hispanic.ﬂ.at.im| In Shelter | |
= -
Alleged abuser 27 House Abuser B/26/1968 49 Male Don't Know
|| Alleged abuser 3 Test Abuser 0
|| Client 40 Interna... Shelter Adult 10/8/1963 49 Female Black or Afri...
|| Alleged abuser [ Guy Bad 6/2/1560 57 Male White
|| Client 20 Boop Betty 8/26/1965 52 Female Mative Hawa...
|| Child 25 Billy 8/24/2013 4 Male White Don't Know i
|| Child 37 Stewart Bobby 0 Female White
|| chid 2 Test Chid 0 v H
Last Name Sorted Descending (Z-A)
Person Type | Person ID |ID # | Last Name First Name | Date Of Birth |.ﬁge |Gender Race | Hispanic.ﬂ.at.im| In Shelter | |
= -
Client 19 TODD TOMNY 8/19/1980 37 Female Asian
|| Alleged abuser 3 Test Abuser 0
| chid 2 Test Chid 0
|| Client 1 Test Client 4/16/1956 61 White Hispanic/Latino v
|| Client 16 Tal Walking 2/1/1885 32 Female American In...
|| Child 37 Stewart Bobby 0 Female White
B Client 36 000-00... Stewart Cindi 9/6/1969 43 Female White
|| Client 7 Star Ruby 10/11/1980 37 Female Black or Afri...
|| Alleged abuser 35 Son Michael 8/30/1960 57 Male Native Hawa...
|| Alleged abuser 51 Smith John 2/13f1962 55 Male White MNon-Hispanic/...
|| Client 49 Smith Sally 2/13f1967 50 Female Other Multi-... Hispanic/Latino v L
|| Child 50 Smith Sophia 2132004 13 Female Other Multi-... Hispanic/Latino v 1
|| Child 41 Shelter Child 8/8/2013 4 Female Black or Affi...
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Clear All Existing Soring

. | il lame i
To Clear somng for all COIUmnS, Person Type Person ID ID # Last Name ! First N : Date Of Birth
Ll Sort Ascending
right click on a Column and se- i TOTE——
g Client 19 TODD &4/ Sort Descending 8/19/1380
lect Clear Sortlng alleged abuser 3 Test I Clear Sorting
|| Child 2 Test =  Group By This Column
L Client 1 Test % Show Group By Box 4161956

Sort by one Field

To sort by one field (and remove all previous sorting), locate and click on an existing Column Heading Click one time to
sort Ascending (A-Z); click a second time on the same column heading to reverse the sort order to Descending (Z-A).

Sort by one or More Fields

— 4 IIScllr‘c ;ﬂ«s-cending — — |Funder |TYPE |
Test, Clien Emergency Shelter
1. Right click on an existing Column | 7al, waking| | &4/ [Sort Descending S ———
Heading || smith, Sophiz Clear Sorting 7 Emergency Shelter
| ] Smith , Sally Clear All Sorting 7 Emergency Shelter
2. Select Sort Ascending or Sort De- | |Person, Testl = G0 By This Columin
scending | |meom, test B Show Group By Box Emergency Shelter
Kula Selama Frnarnance Shaltar
Cliant I_I.Adnissinn DaIJED Discharge Date | Funder Type
3. Repeat on another Column Test, Client 7/1f2016 Emergency Shelter
Heading to further sort. B Tall, Walking 2f1f2017 Lodging & Homel. ..
| smith, Sophia 2/8/2017 3172017 Emergency Shelter
B Smith , Sally 2/8/2017 3172017 Emergency Shelter
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Group by Box
Client | Admission Dath | Lnect Nata | Eunda

Grouping is a feature in the software where the user can group common infor- | e 712 41| sort Ascending

mation, allowing an enhanced visual understanding of the information Y 11, Vickmia P 2712017 & sortDescending
|| Smith, Sophia 2/8/2017 Clear Sorting
. o g Smith , Sally 2/8/2017
To sort a Grouping, the Group By Box must be visible Sl test  gsms | |
— p—— 825/2016 =  Group By This Column
1. Rightclick on a Column Heading | ki, Selena 1372017 B ShowGroupByBox |
_Ky'le, Selena 2f8/2017 Hide This Column
Kyle, Sarah 1/3/2017 [J  Col Ch
2. Select Show Group By Box, — elumn Sheessr
1 2/8/2017 ﬁ Best Fit
Ho, Tally 8/11/2016 Best Fit (all columns)
Ha, Len 8/11/2015 — B :
] Doe, janna 8/1/2016 \? Filter Editor...
: Billy 8/24/2016 Show Find Panel
. . Show Auto Filter R
3. Now that the Group By Box is visible, drag and drop the heading col- | s/ o Auto Tilter Fow
umn into the group by box area
R
[} Client nere
_ﬂ‘client' |Ad11issinn Date | Discharge Date | Funder Type Referral Source
Test, Client F/1f2018 Emergency Shelter
Tall, Walking 2/1f2017 Lodging & Homel...
Smith, Sophia 2/8f2017 3/172017 Emergency Shelter Sexual Assault Agency/Advocate
Smith , Sally 2/8f2017 3/17/2017 Emergency Shelter Sexual Assault Agency/Advocate
Person, Test 8/13/2016
mom, test 8/26/2016 Emergency Shelter
4. Drag and drop various headers as
g P T r——
needed. The Group by Box area Tvee |
Discharge Date | Funder | Referral Source Service Location

will show a waterfall type display

[# Client: Test, Client (Count=1)
Of groupings that are applled [#] Client: Tall, walking (Count=1)
[# Client: smith, Sophia {Count=1)
(3 Client: Smith , Sally (Count=1)
(3] Client: Shelter, Child (Count=1)
[#] Client: Shelter, Adult (Count=1)

m Admission Date El-b Full Expand

] Full Collapse
=
=

5. Right click on the Group By Box area and

select Hide Group By Box. It is recom-

Discharge Date | Funder :
mend to close the Group By Box once [ Client: Test, Client (Count=1) ST T
Sornng is Complete [# client: Tall, Walking (Count=1) % Hide Group By Box
[# Client: Smith, Sophia (Count=1)
6. The list view will now show the desired grouping
Discharge Date | Funder Referral Source i i i i Destination (at Exit) Reason For Termination Head of Household

=] clent: Test, Ciient (Count
(5] Admission Date: 7/1,
@ Type: Emergency
(] Client: Tall, Waking (Count=1
& clent: Smith, Sophia (Count:

3/17/2... Sexual Assault Agency/Advocate Category 4 - Fleeing domesic violence smith, Sally -2/8/2017 10:3%:03 AM
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Ungroup specific field

1. Show Group By Box

2. Rightclick on a grouping field and Select UnGroup

Clear Grouping(s)

-

Discharge Date Funder

-8 Ciient: Test, Client (Count=1)

[# client: Tall, Walking (Count=1)
[#] Client: Smith, Sophia (Count=1)
[#] Client: Smith , Sally (Count=1)

[# Admission Date: 7/1/2016 (Count4 |,

»E o

Full Expand

Full Collapse
Sort Ascending
Sort Descending
Clear All Sorting

1. Rightclick inside the Group by Box area and click Clear Grouping

2. Rightclick inside the Group by Box area and click Hide Group by box to exit grouping

[# client: Tall, walking {Count=1)

|| Sort by Surnmary
[#] Client: Shelter, Child {Count=1
— : . = UnGroup
[+] Client: Shelter. Adult (Count=1)
[Tvee | [ memson pate
[1]  Full Expand
Discharge Date Funder Refe
N = [] | Full Collapse
[#] Type: Emergency Shelter (Count=1) 2% Clear Grouping
Hide Group By Box
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Backup a SQL Database to a file

1. Open Start Menu > Microsoft SQL Server 2008 R2 > SQL Serv-
er Management Studio

2. Connect to the appropriate instance of the Microsoft SQL
Server Database Engine, in Object Explorer; click the server
name to expand the server tree.

3. Connect to the Server

Server name:

Authentication:

Database Engine

E
Microsoft*
? SQL Server2008r2

Servertype:

Windows Authertication

Note: You may need to select Authentication: SQL Server
Authentication and then Enter your username and password
(This was created when you installed SQL Server. It may

be User name: SA and password: osniumws) e

Tools

Options »>

Edit  View Debug Window Community Help

_;;ﬂew()uery [[‘j D3 =" ﬁi=
Object Explorer A
4. Expand Databases Connect~ @3 &) e
o B \SOLEx New Query
. . 18] Databases] :
5. Right Click on the database to backup, Tasks > Back Up... £ System Datg oo e
Tosis V| oetach.
3 Security Palicies 3 Take Offline
[ Server Objects Facets Bring Online
[ Replication
[ Management Start PowerShell Shrink »
Reports >| ‘ Back Up...
Rename Restore »
Delete Generate Scripts..
Refresh Extract Data-tier Application...
Properties Register as Data-tier Application...
Import Data...
Export Data...
-
6. Remove any existing backups path (as they are not need- stectaon =
ed or would “double” backup if using the same one over [=™ .
Database: WS v
and over) S
Backup type: Ful v
(before) 0 Coper B
(after) s
Bad(ups;_
Name WS-Full Database Backup
Description
Baclup set will expire:
c 5 (@) After: 0 % days
Server Oon 11/28/2012
dharding-pc'SQLExpress Destination
Connection: Backupto (®) Disk Tepe
05\dharding
37 View connection properties
7. Select the Disk option and then Click Add (to create a da- |l
tabase *.bak file in a specific location) -
coce
Server O on: 11/28/2012
dharding-pchSAL Express Destination
Connection Back upto ®) Disk Tape
0S\dhanding
32 View connection propetties -
Remove
Ready Conterts
Cancel
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8.

Selecting a Backup Destination, click the ... at the end of File Name, then provide the file name of the backup
that is being created.

Select the file or backup device for the backup destination. You can create
backup devices for frequently used files.

Osnium would suggest to prefix the software name (ie:
WS) then an underscore (ie: _) followed by a standard date
format (ie: 20150107), and lastly .bak

Destinations on disk

(@) File name:

Jscft SAL Server\MSSQL10_50.5QLEXPRESS\MS 5L\ Backup®, [:]

Example File Name: WS_20160107.bak

Note, default backup folder depends on the version of Windows and SQL Server, however a typical folder path

is as follows:
C:\Program Files\Microsoft SQL Server\MSSQL16 560.SQLEXPRESS\MSSQL\Backup

Final step is to verify or transfer the file to another media type other than the Server’s hard drive. Osnium
would suggest copying the *.bak file to another PC or USB Key with sufficient space in case of any major disas-
ter at the location of the server.

Note, keep in mind that the database backup may contain confidential information and should not be shared
over the internet without secure password or transfer of the file.

Restoring a database file to SQL Server

1.

Close all connections to the database about to be restored
cE 3
Open Start Menu > Microsoft SQL Server 2008 R2 > SQL Server Man- Microsoft*

agement Studio & SQL Server2008Rr2

Servertype:

Database Engine

3. Connect to the appropriate instance of the Microsoft SQL Server Data- || severrare:
. . . . Authentication: Windows Authentication
base Engine, in Object Explorer; click the server name to expand the
server tree.
Cancel Help Options ==

4., Connect to the Server

Note: You may need to select Authentication: SQL Server Authentication and the Enter your username and

password (This was created when you installed SQL Server. It may be User name: SA and password: osni-

umws)

5. Expand Databases

SO~ T uUW/ARRse
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File Edit Wiew Debug Tools Window Community Help

> Restore > Database... B New Query | Gy |3 |25 4 4 | B 7|

6. Right-click the database (if already exists), Tasks

)] - OS\dharding)
E 3 Databases
3 ws 1
MNew Database...
3 Security
[Z3 Server O New Query
3 Replicati Script Databaseas  »
= Managr‘ Tasks b ‘ | Detach...
Policies r Take Offline
Facets Bring Online
Start PowerShell Shrink »
Reports » Back Up,
I T
Rename I Restore 4 Database...
L
Delete Generate Scripts... Files and Filegroups...
Refresh Extract Data-tier Application... Transaction Log...
Properties Register as Data-tier Application...
Import Data...
Export Data...

7. Onthe General page, select From device: Click N st~ Iy el
. Options
the browse button (ie ...) Destination forrestore
Select ortype the name of a new or existing database for your restore operation
To database: |ws v
To a point in time: |Mnst recent possible | I:‘

Source for restore

Specify the source and location of backup sets to restore.
() From database:

E

Select the backup sets to restore
Restore Mame Component Type Server Database Postion  First LSN  Last LS

Connection

Server:
dharding-pc\SQLExpress
Connection

0S5 \dharding

_‘!} View connection properties

Progress
Ready

8. Now the Specify Backup dialog box is visible. Click Add

Specify the backup media and its location for your restore operation.

Backup media: File

Backup location:

Contents
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9. After you add the downloaded database to the list (extract if need-

Select the file:

ed), click OK to return to the General page £-Ca Progrem s

{3 Berjour

-3 Common Files

-E3 1S

{3 Intemet Explorer

{3 iPod

-3 iTunes

. . . . -3 Microsoft Help Viewer
After selecting screen should look similar to below screen shot, if

3 Microsoft Office

-3 Microscft SQL Server
so, click Ok: P03 10

Caa
3 90
£+ MSSQL10_50 SOLEXPRESS
-3 MSsaL
EX=]
] Clinich
Specify the backup media and its location for your restore operation. + ] Cinich
[ Clinich
L[] Clinich
Backup media: File L] Cineh

Backup location: [B] WSiS Database names removed for this guide 1

C:\Program Files'\Microseft SQL Server\MS5GL10 50.SQLEXPRESS\MSSGLY - Elnwsﬁ

-3 DATA

-3 Install

2 JOBS v
>

<

Selected path ‘C “Program Files'\Microsoft SQL Server\MSSQL10_50. SOLEXPREl

Files of type | Backup Fies(" balc:tm) v
File name: ‘ |

5 seipt v [ Help

Destination for restore

Select ortype the name of 2 new or exdsting detabase for your restore operation

10. In the Select the backup sets to restore grid, select the backups to
restore by the check box beside it (this should only be one). This
grid displays the backups available for the specified location.

To database: [ws v
To apoit intime: Most recen possible =

‘Source for restore

‘Specify the source and location of backup sets to resiore.

© From database:

® From device: C\Program Files\Microscft SQL Server\MSSQL10_5| D

‘Selectthe backup ssts to restore

Component  Type  Server

e
77"t Wi _Reports_Database-Full Database Backup  Daisbese  Ful ~ DHARDING:
Connection :

Server:
dharding p"\SQLEpress

Connection:
0S\dharding

11. Click Options in the Select a page pane # oo occnes

Progress
Ready

12. In the Restore options panel, you can choose any of the
Sectn e 5 Serpt + 174 Hep

following options, if appropriate (for your situation and | %5
most other situations): Check Overwrite the existing da- vt e cosing detbose (WITH REPLACE)

TTLreserve the replication settings (WITH KEEP_REPLICATION)
ta base [] Prompt before restoring each backup
[] Restrigt access to the restorad database (WITH RESTRICTED_USER)

Restore options

Restore the database files as

Original Fie Name Fie Type Restore As
Repots Database ! Rows Data \Program Fies\Microsoft SGL... .|
Reports Database_log Log \Program Fies\Microsoft SOL... .|
Recovery state

(9) Leave the database ready to use by roling back uncommited transactions. Addtions!
transaction logs cannet be restored (RESTORE WITH RECOVERY)

T () Leave the database non-operationsl, and do ot ol back ncommited transactions. Addional
transaction logs can be restorsd.(RESTORE WITH NORECOVERY)
Server
dhardingpo SQL Express Leaye the database in read-only mode. Undo uncommitted transactions, but save the undo
Cornection: () actions in a standby fle o that recovery efects can be reversed (RESTORE WITH
05'dharding STANDEY)

33 View connection propetties .
Standby file

Progress
Ready

§) The Ful-Text Upgrace Option server property conirols whether fuled indexes are
imported, rebut, or reset

] =N
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13. Once Ok is clicked the Restore of the database will begin (ie: 0 to 100%)

Connection

Server
dharding-pchSOLE «press

Connection
054dharding

_‘!;Q Wiew connection properties

g Script + Help

Restore options

of| Overwrite the existing database (WITH REPLACE)
Preserve the replication settings (WITH KEEP_REPLICATION)
Prompt before restoring each backup
Restrict access to the restored database (WITH RESTRICTED_USER})

Restore the database files as

Original File Name File Type Restore As

Reports Database | Rows Data | c:\Program Files“Microsaft SQL... ||:|

Reports Database_log | Log | c:\Program Files'\Microsoft SQL... ||:|

Recovery state

Leave the database ready to use by rolling back uncommitted transactions. Additional
transaction logs cannot be restored (RESTORE WITH RECOVERY)

Leave the database non-operational, and do not roll back uncommitted transactions. Addtional
transaction logs can be restored (RESTORE WITH NORECOVERY)

Leave the database in read-only mode. Undo uncommitted transactions, but save the unda
actions in a standby file so that recovery effects can be reversed (RESTORE WITH
STANDBY)

Standby file:

Progress
.4‘-% Exscuting (0%)

Stop action now

.l The Ful-Text Upgrade Option server property controls whether full4ext indexes are
imported. rebuitt. or reset.

14. Successful Restore of a database

@ The restore of database * ' completed successfuly,

Ha

15. Test for successful login to software to complete, using the Administrator login.
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Running Reports
Types of Reports

Display Reports
Display Reports display data related to various object records in the database and are useful for printing out Client/
Child/Abuser details. Each of the Client/Child/Abuser tabs can be printed using the display report.

Generic Reports @~

Generic Reports display data related to various administrative tasks, as well as data not Ef'i'?b?_”d::; s anel Program

directly associated with a specific database object. For example, the Service Report can P

gather all the details of the Services during a given date range, then it can be filtered P R
by the various parameters in the report. Fotine ol

Funder Reports
Funder Reports display data in a format similar to the state or federal Funder reports.

Importing a Report

1. Navigate to the reports section by click on the navigation button > Reports

d M &L @ 1B <

Other
4
2. Then click on the "Import / Export Reports" button and select the "Import Re- =R
port" option.
- li Generic Reports

[]New - | X Toggle Favorite Report [ Edit | 7] Import / Expert Reports 'l | Copy Report Update Query Definitions c Refresh
Report Name E Import Report I | Version Date
(=) Repart Category: Display Reports (Count=20) &l  Export Report

Administrative Time Display 12/5/2016

Alleged Abuser Display 12/5/2016

3. Locate the reports that you wish to import and select them. If you're importing one report, you can click on it
then hit the "Open" button. If you're importing multiple reports, you can press and hold the left mouse button
to select multiple reports, then hit the "Open" button.

Please Note: only *.repx files can be imported

When the reports have been imported, you will see a verification window.
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Generating/Running a Report

To generate a report, double click on the desired report OR right-click on the report that you wish to run, and click exe-
cute report.

Report Name | Description \ Version Date | Modification... | Upgrade Status \ Data Type

[#) Report Category: Display Reports (Count=20)

(=) Report Category: Generic Reports (Count=18)
Active Stays Report 12f5/2015 Default Up to date Program/Stay

12/5/2016 Default Up to date

Administrative Time

Administrative Time Report

5 o ‘ T ‘ P
Clinical Note Report 12/5/2016 Default Up to date Progress Notes
Financial Assistance Report 12f5/2015 Default Up to date Financial Assistance P...
Household Report 12/5/2016 Default Up to date Program/Stay
Report Hame Description |Versinn Date |Modiﬁcation... Upgrade Status |Data'l'ype ‘

(& Report Category: Display Reports (Count=20)
(=) Report Category: Generic Reports (Count=18)
Active Stays Report 12/5/2016 Default Up to date Program/Stay

Administrative Time Report 12/5/2016 Default Up to date Administrative Time

New Ctrl+N »

Clinical Note Rep 12/5/2016 Default Up to date Progress Notes
Financial Assistany ] ' Import / Export Reports 4 12/5/2016 Default Up to date Financial Assistance P...
Household Report (5] | Copy Report 12/5/2016 Default Up to date Program/Stay

| | NonWorking Time Update Query Definitions 12/5/2016 Default Up to date Non Working Time
Outreach Report % | Deter I 12/5/2016 Default Up to date Cutreach

— elete o+
Protection Order . 12/5/2016 Default Up to date Protection Order
Referral Report jlosok Eaveritelepart 12/5/2016 Default Up to date Referral
Services Report | [ | Edit 12/5/2016 Defauit Up to date Client Service
StaysReport | [] Create Version 12/5/2016 Default Up to date Program/Stay

| | Stayswith Admiss [ Show Report Designer 12/5/2016 Default Up to date Program/Stay
Stays with Dischaf = e 12/5/2016 Defauit Up to date Program/Stay
Survey Report - 12/5/2015 Default Up to date Survey
Traininn Renart pen frem sy 120573016 Nefault lIn tn date Traininn Time

Filtering Reports

Use the drop-downs to select a start and end date for the report.

Use the drop-downs to adjust the filters in the Parameters section to highlight the information desired. The filters avail-
able will vary depending on the type of report being accessed.

Click Submit to run the report with the selected filters.
Click Reset to clear the applied filters.

After running the report, icons in the ribbon will be active. Options include saving the report, printing, adjusting the
report view, exporting to a different file format, emailing the report and closing the report.

Exporting Reports P ERAE

— J | PDFFile
To Export the report to a different file format, select the = and choose the format to export HTML File
the report to (PDF, HTML, MHT, RTF, XLS, XLSX, CSV, Text, Image). MHT File
Select OK on the Export Options window. RTE File
Give the report a name and choose a file location. L5 File
Click Save. XLSX File
CSV File
Text File
Image File
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Using the Email Report Function

1 =

After running a report, click the email icon - . This will take you through the steps of saving the report as a PDF.
After naming the report and choosing a file location, click Save.

This will open Microsoft Outlook with the report attached to an outgoing email.

Adding a Watermark

Including a watermark is a useful way to indicate the status of a report (ie. draft, final) or instructions on use, confiden-
tiality and ownership.

VWatermark -

To add a watermark after running a report, click [For emmma ] ptre wetemert |

Text:
]

the watermark icon to open the Water- Directon: Coler: |
mark options window. e e

For a text watermark: complete the form choos- Transparency (0-255):
ing the text, direction, transparency, font, color,
size position and page location.

Position Page Range

For an image watermark: click on the Picture Watermark In front O Al ) Pages:

tab in the Watermark options window. Click browse to o Behind s
find and select the image. Adjust size, alignment, trans-

parency, position and page range.

Clear All oK Cancel

The image on the left will preview the water-
mark with the selected options.

Click OK to apply the watermark to the report.

Thumbnails

ooo

Click the Thumbnails icon to show thumbnails of pages in the report.

Saving Reports

Click on the Save icon to save the report. Users will be promoted to choose a location to save the file.

Printing Reports

17
L=
Click the printer icon to print the report directly from os-soft.

Page Setup

=
. . Ly . . , . . .
Click the Page Setup icon to access options for adjusting the report’s layout (paper size, orientation, mar-

gins).
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