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Overview

Main Menu
Exhibit 1.0

L, "> Communiy Data Lick (CDL)

Access database was designed as
1 1 a client/ services information and
Cﬂmm u nlty Data Llnk tracking system that can report

outcomes; in short, an accountability

Family search system. CDL allows Users to track
_ ) and store records of clients served,
Froviger oearcn services provided, referrals made,

' and then report summary
Reporting demographic information as well as

_- i outcomes to funding sources or to
Cuick Entry state agencies. Reports may also
Administration be generated for program

management. While CDL was
designed for tracking clients and
services and reporting outcomes,
some unique features make it useful
for Case Managers as well. The
Main Menu (Exhibit 1.0) lists the Sections of the CDL. This instruction manual will walk the User
through each section and explain how to use each feature.

Healthe are Business Education, Ine.
{S03) 371-4332

(it

Users will find CDL to be (1) User friendly. On-screen prompts guide the User how to edit or select from
a data field. (2) Flexible. Pull-down menus are User defined. (3) A time saver when reports are due
and through staff changes or instead of searching for information kept in paper files.

For efficiency and consistency, some table information has been pre-loaded. Examples of pre-loaded
data are (1) state standard reporting requirements such as Race/Language and Ethnicity, (2) common
terms agreed upon by the steering committee such as person status; and (3) standard assessment tools
such as the Family Assessment Form used by Relief Nurseries.

From your main menu (Exhibit 1.0) clicking on Family Search takes you into the CDL database where
your client (the people you serve) information is recorded and stored.

Design Note: The screens are layered like an onion and can be navigated by clicking on a button from
the screen you are viewing that opens the next screen. This is referred to as a “pop-up” screen
throughout the manual. Following the steps will lead the User to “peal” the CDL onion where one screen
reveals another layer of detail about your client.

Screens within the Family Search Section include:

(1) Person Search Screen (PSS) (page 5) (a) PSS is where you first determine if someone is
already in your database or (b) PSS is where you begin the process to add a person or
family to your CDL database

(2) Family Record Screen (FRS) (page 6) (a) FRS permanently displays the family members
at the top of each screen so you always have a visual of the family composition. (b) FRS is
the access point for personal data in your database about each family member.

(3) Find Person Screen (FPS) (page 6) allows User to select a person within the family. FPS
is where User edits information about a family member.

(4) Person Information Screen (PIS) (page 6) is where User adds a New Person to the
family.
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Family Search Section

Person Search Screen (PSS)

=a

Name Button

SSN Button

DOB Button

Case Number Button
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considered a family when there are no other family members.
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This section explains how to search for a
person in your CDL database, how to
changel/edit information on a person in
your database, how to add a new person
(family member) to your CDL database
and how to remove a family member from
a family.

Note: Terms client, person or family
member may be used interchangeably
throughout the User's Guide, depending
on what term is most appropriate and
helpful. Each term is referencing the
same individual. A single person is

To search for a person in your CDL
database, click on Family Search on the
Main Menu (Exhibit 1.0), from the Person
Search Screen (PSS) (Exhibit 1.1) the
most common way is to search for the
person by name. However, you may also
search for person by following the same
process described below if you have a
person’s Social Security Number, Date of Birth
or a Case Number.
1. Click on the Name button in the top
Left corner of the screen.
2. The field labeled Enter All or Part of
Name (Last, First, Middle) will turn

3. Putyour cursor in the yellow field and key in an asterisk (*)
4. Click on the Search button OR hit Enter on your keyboard.

Note: Key in an asterisk (*) and click on the Search Button. CDL will find and display for your selection
ALL persons (Family Members) previously entered into your Client database.

To narrow a search for a person,

1. From the yellow field, key in the last name, or first name or part of the name.

2. Click on the Search button OR hit Enter on your keyboard to initiate the CDL search within your
database.

3. Example: Key in Marshall if you know that's the person’s name. CDL will find all persons with that
name (first or last). Or, key in Marsh if you are uncertain if their name is Marshall or Marshfield or
Marshal. CDL will find all persons with Marsh anywhere in the person’s name and display for your
selection. (Exhibit 1.2)

Double click on the name of the person you wish to view or edit information.

5. The Family Record Screen (FRS) will pop up for you to view or enter any changes to that person’s

record.

CDL User's Guide



Family Search Section

Person Search Screen (PSS)

Family Record Screen

Person Information Screen
Race/Language Tab
Other Info Tab

Exhibit 1.3
M To change or edit information about a
Pk Harrbers: Tiouble ek _ vty | | PETSON in your database,

1. From the Person Search Screen,
you must first search for the
person in your database as
described (Exhibit 1.2).

F"ﬁ'w'ilhmlﬁﬂnlﬁlnlmlhmb:fm:hjml

; ~ | 2. Then, from the Family Record
Status: 08/16,/2002 - Dpen ing ﬁ Screen, double click on the
tdekess: 123 P = I —— person’s name from the Family
| e et ot Members display screen (Exhibit
i Fherton R OR 1.3). This will take you to the
Counicyl Marion Ibﬁ L] Frimary Conkact: Person Information Screen
L S0 L4557 rmprnr:r.mr 3 j (EXthIt 13a)
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e | Check Notes e | owe |

Exhibit 1.3a
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The Person Information Screen will pop up where the  Luises Fr Hama Hcide i ua

User can change demographic information (Exhibit =~ F=e

1.3a) on the Race/Language Tab and on the Other |l"3"'h—.w |f."""'—_| ﬁ"“T ;’;L’T‘hw,, =
Info Tab. See page 7 for instruction on these tabs.
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The Family Record Screen is also the access point to I =
all individual information behind the Tabs (Exhibit 1.3). ™ Wk ko o T Ut to Diewing
T e Hirwan e (e B ol
User may Select from one of the Tabs where the S rr——
information to be changed is recorded. This T —
instruction appears later in the Guide under the L
appropriate Tab. FavayLoguage [Erier. =]
suandey Lagagt [eam =]
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Person Search Screen (PSS)

New Family Button
Family Record Screen
Add Member Button

Exhibit 1.4

To

1.
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4.
select a person already in the database to add to this family by seal

Family Search Section

add a person to your CDL

Spiecl Smach Molhad voanch | database,

Click on the New Family button
on the Person Search Screen
(Exhibit 1.4). CDL will take you
to a blank Family Record
Screen.

From the Family Record Screen,
click on the Add Member button
(Exhibit 1.5).

The Find Person Screen will pop
up.

From this screen, you may either
rching and double clicking on the

desired name from the displayed list, or click on the New Person button (Exhibit 1.6) to add the

name and demographic information into your CDL database.

5. To add information in any field, place your cursor in the field and begin keying in appropriate data.

Tab through fields to navigate through this screen.

Note: All persons added to a family are required to have a person type.
other fields. See the Administration Section for instruction on how to se

Note: Any data entered into a screen by the User may dynamically
Changing information in entry screens will also make these changes in

Your Administrator may require
t CDL to require specific data.

appear in other areas of CDL.
all appropriate areas throughout

CDL. User only needs to enter changes once in order to update information throughout CDL.

Exhibit 1.5

Exhibit 1.6
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Family Search Section

Person Search Screen (PSS)

Person Information Screen

Exhibit 1.7
Pevion Infoemalion |

Last Hama Finst: Hismes Mickle Hame Note: To add information in any
H=Z Hoksvg 3] field, place your cursor in the field
OB [reo 55H Pl T and begin keying in appropriate
[EAnT W =] [fwaeass [Chid rouh Dependert. =] data. Tab through fields to navigate

through this screen.

ohat |

Flacn [Chack, allthal spekd Himpari: Qg 6. Race/Language Tab (Exhibit
I™ Asaricen Indisn or flskar Halve e 1.7) automatically opens for
™ dsian = Mo efficient entry to this category of
™ Black o Altican Smesican € Unais o Detmmins information. User may click on
™ Maime Hassian o Ofer Paciic |sardes appropriate box(es) under the
F whis o Cacasiaon Race label. If more than one
] T T p— Race/Ethnicity is  checked,
reports will automatically record
Lngag the person as Multi-Racial as
Py Language € v = required by state and federal

Seconday Language [Pt | data collection.
Sacondary Level [5ome =1 7. Click on the Other Info Tab
(Exhibit 1.8) to add person-
Larst Pelastiified On 0708, 2002 By HeaRBare Business SpeCiﬁC data about Marital
status, education, farm-worker
i | Belbs | Besets | status, disabled/special needs

or other detailed information
that may be useful to record. These are optional fields that may be useful for case management.

8. Click on Close button on the bottom right side of your screen. CDL will take you back to the Family
Record Screen.

Exhibit 1.8
To remove (delete) a person from
family record, L et M Fist Hame Midha e
[5imth ot H

1. From the _FamllyRecord Screen, _ O F—— _— Person Type
2. Double click on the person you wish [fFaass M =] [reEsEs [Faa ous D pancierd =]

to remove from the family. The

Person Information Screen (Exhibit Faced angpaags

1.3) will pop up.
3. From the Person Information Screen MastslSiatuc[Chid = FF Dissbled Specil Mesds

(Exhibit 1.8), click on the Delete ™ Has Lhee In Canegreer

Highes! Education |F.r|'i-'r_,nlr-r

. B
button in the lower left corner of your . ™ Velean
scregn. _ s 'li'lli'-'.'ll = [T Has Insasncs
4. A dialog box will appear labeled Farmmworker Sistus [ | = Is Grecker
Destructive Action Requested. Put I [ Prsber Moy Sreokin Provid

your cursor in the field with the
blinking cursor and key in the word
Delete. This is a conscious action on
the User's part to prevent accidental
deletion of data.

5. Click on the OK button. CDL
automatically removes the person
from the family.

D Sittees Liveed |

Last Modilicd On 004908,/ 2002 By Healthcane Butinees

Deste g | g | J.‘.lml

Family Record
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Screen (FRS)

Family Info Tab

Exhibit 1.9
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1. Clicking the Change/
History button takes you to a
screen where User can
determine or change the
status on the family and date
the change.

Example: Smith family receives
services for a period of time,
moves away for several weeks,
and returns for additional
services.

2. Click in the Address field to
enter address of family.

3. Enter the Zip Code first. The
Zip Code field automatically
feeds the City, State and
County.

4. Click the Add button to the
left of the screen to enter
phone number(s) for family.

5. Click on the pull-down menu under Primary Contact to determine the person who is the primary

contact for the family.

Note: CDL requires a primary contact for the family.
identified as the primary contact.

If only one person in the family, they should be

6. Click on the Income Sources Button to record the family income sources and amounts.

Note: Family member information remains visible to User even when clicking through Tabs (Family Info,
Programs, Notes, Resources, Referrals, Contacts, Outcomes). Double clicking (highlighting) on a
Family Member from those names displayed activates that person’s specific information.

From the Family Record screen (Exhibit 1.9) User may access both the family information and individual
person information. The Family Info Tab is family specific. All other tabs (Programs, Notes, Resources,
Referrals, Contacts, Outcomes) are person specific. When double clicking on any person listed in the
Family Members field, a pop-up screen with person-specific information will appear (Exhibit 1.7, 1.8).

CDL User's Guide 9



Family Search Section

Family Record Screen (FRS)
Person Information Screen (PIS)

Risks Button

Risks for Name of your Client Screen
Assets Button

Assets for Name of your Client Screen

Note: Before utilizing the Risks and Assets feature of CDL, be sure to pre-load a Risk or Asset
Assessment tool in the Look-up Tables under Administration (from the Main Menu), or use one of the
standard Risk or Asset Assessment Tool already loaded into CDL.

Exhibit 2.1 Exhibit 2.2
rotetm sottiiutonen e ]
bt ity ] O —1 Sebn [mgr, St Do =
[Camuin st T Cs HF 2 =1 ] ] [ st st Tt D HF = =] | x|
ok D
virnrhatd P i R —
[FF Fodp Flomngstar v [TTOSET ol [scamsa =] .
=TT = |_|:.'-,|.'_G...,l_| | =1 = [ prarrsia ke Py bevd =] II'-'J-'.'J..' Iﬁl\".l. =il
[T Lim Dot b T 8] [Eewiin oifrmie | =] [P Frmih T Fosters Wi 5] [EFwine  [BRAR  | =]
| Er B S el | =l H] = | | - |
=F Lt el Moy B el b =] [BTA0R  [RTRCIE | ]
| | I | 21
[iskypiars | e Coie Toxksgrs s Piind | () | n [ sfprn | I+ Eiar Tockags ada e | (L] | |
Ercmre- I'II-III B |-|l|||--||q|=| | Freme: H| - [ 0 0 =

From the Family Record Screen (Exhibit 1.7), double click on a family member’s name and the Person
Information Screen (Exhibit 1.8) will pop up.

In addition to the demographic information, a person may have other factors or conditional indicators
that play a role in the person’s success or failure to thrive in our society. These indicators are called
Risks and Assets. Conditions can be “pro” or “con,” “positive” or “negative.”

At the point of intake or at any time, the User may assess risks or assets that need to be tracked.
Risks or assets may be added, changed or invalidated in CDL as the person’s condition or status
changes by utilizing the start on date and end date that corresponds to each risk or asset.

Note: The Definitions Button (Exhibit 2.1) in the lower left corner lets you view the definition(s) of all the
risk and asset categories.

CDL User's Guide 10



Family Search Section

Person Information Screen (PIS)

Risks Button

Exhibit 2.3
Lird b Fird b Ml e |
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(highlighting) on the appropriate Domain.

1. Clicking on the Risk button in the lower left corner
of the Person Information Screen (Exhibit 2.3) will
reveal a pop-up screen labeled Risks for xxx (Exhibit
2.1), the name of the person.

Note: This simple screen must be preloaded with a
Risk Assessment Tool that meets the needs of your
program.

2. Click on the arrow to the right of the Select
Category field (Exhibit 2.1), select the appropriate
Risk Category from the pull-down menu and highlight
the selection by left clicking with your mouse.

Note: If there is also a Domain associated with the
Risk Category, then from the pull-down menu in the
Domain field, select a Domain by left clicking mouse

3. From the pull-down menu under the Risk heading (Exhibit 2.1), select the risk that applies.

Note: You must assign a start date to each risk. This is typically the date the User or the person who

made the assessment first learned about the risk.

4. When the risk is no longer valid or resolved, User must assign an end date to that risk. To enter

today’s date, simply double click in the date field.

Note: This date can be changed to reflect the date you determined the risk.

5. This date assignment is an important piece of information that can be key information for the

Outcomes measurement.

Note: Repeat the process through all the risk categories.

CDL User's Guide
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Family Search Section

Person Information Screen (PIS)

Assets Button

Exhibit 2.4

Lips g T e | 1. Clicking on the Assets button in the lower left
= Pedray R

corner of the Person Information Screen (Exhibit 2.4)

o Y e S ————— | will reveal a pop-up screen labeled Assets for xxxx
- | e | (Exhibit 2.1), the name of the person.
Fuimes | Cowcy i (g . . .
r i'_,;::::::.,m _:":, Note: This simple screen must be preloaded with an
s ™ Asset Assessment Tool that meets the needs of your
T Bach o Ao Arersar ™ s b D s

program.

P Hramir @ [ M i Savds I
pri— | 2. Click on the arrow to the right of the Select
Category field (Exhibit 2.1), select the appropriate

|

|

|

™ Urabda v Dadaani

Largusm

Py Liriguiages | H Asset Category from the pull-down menu and

e = highlight the selection by left clicking with your
Gendwbesi[ioe ] mouse.

p |[ = g | ote: If there is also a Domain associated with the

Asset Category, then from the pull-down menu in the
Domain field, select a Domain by left clicking mouse (highlighting) on the appropriate Domain.

3. From the pull-down menu under the Asset heading (Exhibit 2.1), select the asset that applies.

Note: You must assign a start date to each asset. This is typically the date the User or person who
made the assessment first learned about the asset.

4, When the asset is no longer valid, User must assign an end date to that asset. To enter today’s
date, simply double click in the date field.

Note: This date can be changed to reflect the date you determined the asset.

5. This date assignment is an important piece of information that can be key information for the
Outcomes measurement.

Note: Repeat the process through all the asset categories.
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Family Search Section

Family Record Screen (FRS)

Program Tab
New Button

Note: This screen identifies which program or services a person has been assigned to. For purposes of
tracking services within Community Data Link, the User makes a program assignment when the point of
contact can meet the person’s need within their organization.

Exhibit 2.5
Note: This feature allows a User to
- : A aﬁ:ll-'lmt-arl track the person you are serving
Terelane Toendes [ige (Do of Beih [ 5008 Searky [Faks Hets through the one or many programs
EF  Zith Babey - 2 L1Z)19T3  WS-L7-8901  Devrecsd and services you prov|de_

Note: In order to gather complete
information so you can measure

Fawdy Ik Prooars |) hotes | Reswacss | Refemsk | contacs | oug | | outcomes, you must first decide
Envolled Progranes < higen I’ what services you will need to track.
Frosgrsm Sabun hart Dudm =rd Db M
|E,‘“"_"".-""“"'"‘“" 7 |- - Note: Before using this feature, you
o ] s i T e - .

FM Cutrasch oLz b must first add all the services and
programs you want to track to the
Look-up Tables in the

Administration Section.
1. From the Family Record Screen
{41 | M (Case xxxx) (Exhibit 2.5), click
[felsle Lk Lo Edt ) (highlight) on the name of the
Lt Pindilied D 19,104 2002 By Healthcane Business person you are enrolling or

| Check Notes At | = | assigning to the program.

Note: You may click on more than
one family member if you wish to enroll them in the same program at the same time by holding down the
Ctrl key on your keyboard.

2. Click on the Program Tab (Exhibit 2.5). Exhibit 2.6
pdd RemProgizm |
3. Click on New button (Exhibit 2.5). Fersnds) i Fangrans
o lierge |Mared S (S
wuth, Whode R o had F

4. A dialog box labeled Add New Program will pop up
(Exhibit 2.6). From the Program field (Exhibit 2.6),
choose which service or program you want to assign to

this person.
C ragram [ Coschs ol )5’_& |
NOTE: BE SURE TO ASSIGN THE CLIENT YOU ARE  Stastipabe T

ENROLLINNG IN YOUR PROGRAM TO AT LEAST ONE Ediate [ —
UNIQUE PROGRAM SO YOU WILL BE ABLE TO REPORT statua =] _ Cewa |
A CLEAN HEAD COUNT. This program assignment will be

an unduplicated count of people you serve.

5

5. Click on SAVE button.
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Family Search Section

Family Record Screen (FRS)

Outcomes Tab

This feature identifies what is being measured in each Program. Reports from data entered into the
Outcomes Section calculate changes in raw data or percentages. Examples of measurements include
assessments or surveys conducted before and after a client is enrolled in an organization’s program. A
more specific example is improved grades after a student has participated in an after-school homework

program.
Exhibit 2.7
Faardy Wi -_wnwmj
1 [ e I.ar--:--lau-r [aaig -.-'b- |5 Seiety [Meer ot
W Smith_Dat 21131870 MG-AT-Fa0]  Dvearadd

Fenber® Ored Farsoi,. d Froor sim, and Are s o Diesdap Oolow

Laak Foaldissd O 85000 FH002 i iealthcss @naineas

e Check Notes _o=r | o= |

Note: The outcomes module allows s to
MEASURE and REPORT a change.

Note: Before using this feature, s must
make decisions and load or select from the
pre-loaded standard tools in the Look Up
Tables under Administration. The
Administration Section is accessed from the
main menu of CDL.

1. Select the most appropriate
measurement tools. Each Program
from the pull-down menu will have
assessment tools pre-loaded.

Note: This Tool may be a standard
assessment or a customer satisfaction
survey or a family assessment form etc.

results of these

2. Post the

measurements to the outcomes module either by entering a total score, a section score or a score

for each item on the assessment form.

3. From the Family Record Screen, click on the Outcomes Tab (Exhibit 2.7).

a. Click (highlight) the person in the family you want to record the measurement for.
b. From the drop-down menu in the Program field, select one program from the list by clicking

(highlighting) it.

c. Click on the button that identifies the type of measurement you are using in this Program.
Note: The buttons are located in the middle of the Family Record Screen under
the Outcomes Tab. These buttons are labeled Assessments, Participation and
Item Tracking. Each program has preloaded measurement tools that will show
up when you click on the measurement button.

o

measurement tool.

Clicking on the New button will bring up another screen for entering information from your

CDL User's Guide
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Family Search Section

Outcomes Option One:

Outcomes Tab
Assessments Button
New Button

Assessments are made to measure a person’s skills, ability or attitude at a point in time. There is a
direct relationship between the program assignment under the Program Tab and the Outcome. User
must first determine which measurement tools will be used for those programs they wish to measure
results and to report outcomes. Be sure to Preload Assessment Tools in the Look-Up Table under the
Administration Section. This instruction Option is to be used when the Program Manager has
determined that Assessments (i.e. surveys, standardized assessment forms, custom intake
assessments or screening tools etc.) are to be used in measuring progress, improvement or lack of
progress or improvement. Periodic reassessment measurements can then be recorded so CDL can
create a report that compares assessments over time. This will produce an Outcome Report.

Exhibit 2.8

R 7o record Assessments,

1. Click on Assessments Button
(Exhibit 2.8).

2. Click on New Button (Exhibit
2.8) to record results of an

Fady(rfa | trograes | metes | Resswces | mefenats | Cotats  Cuconses | assessment that measures a
Progran [-opmpt o Sarvces =l person’s  skills, ability or
— | E— | attitude.
ikill, Aksilily, or Attfuds Assessment T ) Note: This pop-up screen will be
Toa [Coorasire Tharr. Diaee [ i labeled the same as your program
Farsly Sef-Sulfiercy Scale | Commanky Irebvenant  (OFYLG[E0E |1 r assignment and includes the name

Famniy Zal-Surtioency Soale | Emplorymant OFlaEm:E 3 == B
Foredy Sef-Suftivercy Soae | Levws of Publc Assistance  [OJISR0RE 2 ] of the person you are assessing.
Famiy' Self-Suflioetcy Soals  Parent i hid B elabioralag RS 4 [Fa

| Dmaskybn-Chick bo Edit )

Lask Medifeed O 0r984,/2000 By Heallhobre Busaiess

== Check Notes s | oo |

Exhibit 2.9

Lammundty Human Yeivices Azceaament B Sesih Hedlp

3. Select a Tool (Exhibit 2.9) from the drop-down menu in the
Tool field by clicking on it.

4. If there is also a Domain — Item name associated with this Tool, Eprmain -Tbern [ratr =
it will be an option in the drop-down menu in the Domain — Item
field. Select one by clicking on your choice. Biste Amwmnped [7/15/0 Q

_—f M
PFiotn: (255 Charahar Linik] g
p T

5. Enter the date of the assessment.

6. Enter the score on the assessment.

Note: You may use the Note section (255 characters) to explain a
score or deviation.
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Family Search Section

Outcomes Option Two:

Outcomes Tab
Participation Button
New Button

Recording a person’s Participation in a Program can be used to show the person’s commitment to
learning, commitment to changing or commitment to improving a skill or ability or simply a commitment
to be involved in an activity. There is a direct relationship between the program assignment under the
Program Tab and the Outcome. Before entering the Program participation information, be sure to set up
whether you want to measure days or hours. Set up your choice for hours or days in the Look-Up
Tables under Programs.

The Participation feature is used to measure a person’s actual participation in a Program.
Exhibit 3.1

T, | 'ecord participation in a program.
1. Click on the Participation Button

Feraky Mankers: e Merier | (Exhibit 3.1) to measure a
] e deivker |Age |Date o Beth | Seoal Seouity [Matel Staee ’ icinati i
.:.?""I-.r.r'f,n.::, I;n by I..-_-f.--.-m S oty Parta e person’s actual participation in a

Program.

2. Then, click on New Button
FawdyInfn | Progrars | Motes | Femorces | Referss | Conbace  Ouboomss | (Exhibit 3.1) to enter a person’s

Progesn [k crad Cae Program participgti'on on the pop-
up calendar (Exhibit 3.1a, 3.1b).
Anassaments

Py Piar et sl NOTE: THERE IS A DIRECT
— - - RELATIONSHIP BETWEEN THE
] Saphyma i A CALENDAR AND THE DATES A
e P o e PERSON WAS ENROLLED IN THE
i i 3 W PROGRAM. If you enrolled someone

ol 1y Plag i z 15000 .
155 ok r 5.0 for a period of one day or one week,
e =l : e then the calendar will allow you to
[Dsssible-Chick £ Edit] enter information only for the time
Last Modilier On 09,14, 7002 Iy Heslthcare Besiness period between the enrollment start

and end date.

I Check Notes bt | e |
3. To enter Participation Days

(Exhibit 3.1b), simply click in the box on the date(s) of participation on the calendar. The total days
of participation entered will appear on the Family Record Screen.

4. To enter Participation Hours (Exhibit 3.1a), insert the hours in the calendar day. Hours may be
entered in whole number or in hours and minutes. Users may report minutes by entering the
number of minutes after the decimal. l.e. .15 is fifteen minutes.

Exhibit 3.1a Exhibit 3.1b
Fari [ Lt =l | = s | P [ =l e [ 0| | e |
| Mambey | Mimlip | Fueidiy [Sheliweabe] Parulee | Friley | Saldurley | | Mammley | Phesley | Tl | Wuridey | fridry | Bkl |
i — k. e — o = i = [ |- . : - _
] & 4 " in i ] ] . . i i - ia
= =T === = F r = r F »
™ w ™ N " " = " m H It " ™ -
[ [ [ [ r ] r T f
m ™ ™ " m » ] n ™ B M ™ B r
I | I | f f T f f
- - - n - m - -
— . - . r r r u
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Family Search Section

Outcomes Option Three:

Outcomes Tab
Item Tracking Button
New Button

Item Tracking is a highly flexible tracking tool. Item Tracking can be used to track those required and
necessary steps, milestones, “items” that specifically tell the program manager that a person has met
certain criteria or has a credential or health condition etc.

Some examples: You want to track people who have been immunized, the immunization record can go
in item tracking—it does not have a “score” or it would be in the assessment section. It does have a
date attached to the “item.”  Perhaps you want to track Progress when someone was referred to a
counselor. You may label the item “Progress Report” and attach the date and make notes as to what
the Progress Report included. You may track “Release of Information” and include the pertinent
information about to whom information can be released.

Exhibit 3.2
[Famiy Aocord - Coamcing |
Parsiy Mambers: : spmstes | | 1. Click on Item Tracking Button
Tyee] Pl [Gender e [Daie of Bath [Goci Sevuriy | Masty Shab (Exhibit 3.2) to choose.
AF  Smith, Satty F I/ IZ)LZ[1971  WEAT-FAIL | Dtearosd

2. Click on New Button (Exhibit
3.2) to add an Item you want to

track.
Fordy Infa | Frogeavs | Fiobes | Resooces | Relerals | Conbais  Cutooess |
RETRRoia ity Hasn Sirvted =J|  Note: The pop-up screen will be
P | P bicipkhenn Eren Tracking D labeled the same name as the
Program and will also include the
i L
e Traddng ) name of the person.
e Mayve | Shart L Erad BT
= B [ L irai i Ma

3. From the drop-down menu in the
Iltem name field (Exhibit 3.3),
select the item you wish to track.

4. Enter the start date for the date
this item became effective for
Last Mhdified Dn 09,04 2002 By Healbthobre Business purposes of your need to know.

Lietes | Check Notes _ietr |_gom |

Daibde Chek to

Exhibit 3.3
e e
Note: i.e. Application date. If you are tracking how many e
people applied for a program but didnt complete the e [T micam [ . o

application process, then enter the date they applied. When i
they complete the application process, enter that date in the =
end date field. You could then generate a report indicating
how many people applied but did not complete the application

process.

Note: You may use the Note section, for example, to explain
why the person didn't complete the application process.
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Family Search Section

Family Record Screen

Notes Tab
Add Note Button
Print Notes Button

Exhibit 3.4
T Checking the field Check
Pardy Marsara: b asmet | | Notes turns on the flag to alert the
Trpel Have [saander | Age [Ciafe of Birth [l Senuity | Faksl Staius User to check the note section
AP Sqith, Batey " - LIIZIETS  MHE-E7-5500 Detaced

because there is something about
the family they need to know.
Checking it again turns it off. This is

e @ = | cusmes | | @D on/off toggle. A large “Check
Notes” message will appear on the

¥ cheack hobm e igtn first family screen when the Note flag
Late [ricsres [Sdiject (Check Notes Box) is on (Exhibit
OF) ISR | Srmh, Jotwre = Do il 34)
OF)AEI0Z | St Johwre = s T
1. Click on the Add Note button
(Exhibit 3.4).
Note: The Subject field allows you to
4| A enter 50 characters. The first 47
A otz My tiotms | characters are displayed in the
Subject line of the Notes Tab

Last Hodified fn (1442082 By Heakhcore Business Screen. If your note contains critical

| Check Notes [ebste | Chee | information, you may want to start

the note with “Important” or some
other significant word. You may enter any information you wish. If you continue to type beyond the 50
characters, you will automatically continue to the detail section of the screen. You can also use the tab
key to begin entering on the detail section.

2. Click in the box below the “Subject” line (Exhibit 3.5) to place Notes text (max. 25,000 characters)
for the person named in the top bar or activities related to them.

Note: This feature can be used in a variety of ways i.e., to record conversations the case manager has
had with or on behalf of the person served, so that contact history can be referenced. This is called a
Narrative. The Notes screen is intended for case management and daily operations in working with
family members. It is not intended for general reporting purposes.

Exhibit 3.5
3. Click on the Print Button (Exhibit 3.5) to print (T
the note in the window o |
[T S
4. Click on the close button. A APV, ORI, PR T et

by i e ' il L

L S
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Family Search Section

Family Record Screen

Assigning Resources
Resources Tab
Add Resource Button

A resource is something or someone to which one turns for assistance in difficult times of need in the
absence of a usual means or source of supply. A resource might be a counselor, a food bank, a
mission, a domestic violence shelter etc. This section includes instruction on how to assign a resource
to a person in order to address a need.

Exhibit 3.6
- To assign a resource,
Frardy Mervibers: i el Pharbeer |
[Fxpm]tiarm [Sender [Age [uke of Brth [ Soced Sacur ity [Partal aten 1. First single click on a person
EP  Smit, Bethy F 2 BEI2INSTY  AEGT-EL | Diwoered

from the Family Members list.

Note: You may click on more than

one family member if you wish to
Fardy Info | Progravs | Mobes ( Pesowres | Yewbmmah | conbwis | oubooress | . :
assign them in the same resource at
PR éuded fmicaca the same time by holding down the
T Resare Crorntion THED Ctrl key on your keyboard.
“rith, Johrmg B Frier Soood Fctiatma
Sardthi, Johrayy A Ol Cee

Note: The area in the center
displays a list of resources that have
been previously assigned.

2. Click on the Resources Tab.

reessa =] 3. Click on the Add Resource
button (Exhibit 3.6) to add a
Lot Maadified Dm 15,04, 2002 By Heslthcare Dsiness resource to a person.

| Check Notes MM 4. Select a resource from the

predetermined list from the

Resource pull down menu (Exhibit 3.7).

Note: Selecting from the list will tie the resource with the provider that administers that service. If
providers have not been preloaded into the CDL system, you must do so in order to make a Referral.

5. Selecting the Status from the pull down menu determines the status of the resource that has been
applied (i.e. Active, Inactive, Resolved).

Note: Selecting Active will leave the resource open until you determine the “need” has been met.

. o ~ Exhibit 3.7
e

Parsnip | P Fasssoa

6. The Level field is only used for Resources
that regulate the Resource Type. This is an

optional field. This field only allows = e
numbers. [T ™ had 4
7. Click the Save button.
< eI AT | )
=0
ed: [ S |
Armes dane] W
Rewmarce fraed: [ _l
Liid Ploifd By Hesllbee Busiesd el |
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Family Search Section

Family Record Screen

Making Referrals
Referrals Tab
New Referral Button

A referral is to direct someone to an outside source in order to get the help they need. A referral is by
some one or by an organization contacted by phone or in person, with a person who has an identified
need that cannot be met by the person contacted. This is considered a Point of Contact. That helping
point of contact refers the person in need to a resource provider that can help them.

Exhibit 3.8

T T T ST E— O © e

Fanily Hasbers ; gl Prende | 1. First click on a person from
T e [Gander [Age [ouks of Breh | =ocel Sacariby |Marta et Family Members list.
THET F 3 IH12IEETY  HAGAT-BAOL | Dbwpepad

2. Click on the New Referral
button to add a referral to a

Fa-mlwlﬁwmlfﬂeslﬁemw: Caboorees |
Pl @ Note: Yo_u may click_on more than
i e [Zann == one family member if you wish to

Fabwrral #

EYSLa00E

[eshiity Inforreation

TSI

person (Exhibit 3.8).

enroll them in the same program at
the same time by holding down the

Ctrl key on your keyboard.

Note: The area in the center
displays a list of resources that have

M been previously assigned.
L T T | .
Note: This will take you to an area
Last Madilied D (15,04, 2003 By Heslthcare Dusness that starts with Step (1) of (3)
Exhibit 3.9a).
il Check Notes e | o | | : Exhibit 3.9a
Covate Aebsniaigopt |
e - Fatava
3. Step 1: Determine which resource type will meet the | [+& i i -
person’s need from the pull-down menu in the middle of
your screen under First: Assign a Resource. (Exhibit
3.9a). TIRST: M. & Bmsamrer
St Fampois  fowhd | |
4. Step 2: Select and Refer to a resource provider within
that resource type by searching (by Name) or (Provider P
Search) under Next: Assign A Provider (Exhibit 3.9a). B s [ — el |
Note: The (By Name) button displays a list of providers that
you have predetermined in the provider section. Exhibit 3.9b
e it ]
Note: The (Provider Search) button allows you to do a detailed rameibn i
search for a unique provider. —
5. When selecting the button (by Name), this will take you to a | T5===
screen (Exhibit 3.9b) that displays all the providers that are in = e ssiswae @
the system who can perform that particular service. == T e ——
6. Single click on a provider from the list that you wish to refer your
client.
Continued on next page... um | o |
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Family Search Section

7. Click on the button Create Referral (Exhibit 3.9a).

8. Clicking on Create Referral Button (Exhibit 3.9b), takes you to a screen that allows you to
determine the status on the service that has been given.

Exhibit 4.1
Note: The Resource/Status area will display a running
list of every time a status has been a assigned to that e o Reterma- SR
particular person. vy paprabe: Fosvides R
i Faardy Dadcbrg ek - B b sy

T L ta:

9. Click on the New Status button (Exhibit 4.1).

o]
wllara, Charyl

10. Pull down the menu in the status field (Exhibit 4.2) @ —— | P rrmatn |
to determine what the status of the resource is .

(example: Initial Contact, Referred, Completed).

Child Care @
Note: In the Comments field, you can input narrative Statis Histany:

about the response to services or a progress report e B
from the referred to provider. This area will allow you
to put in 12,000 characters.

Exhibit 4.2

| e | s |

Exhibit 4.3
3 I W psaey

Py Morsbery: Frorvider Rpme

il i iy o idirry b - Wil Mooy

Jwith; Joeny R LTy T Y

—_— | |m.n-.'a®u. ul‘-'\-;-.um|ﬁ|mnh muE:
. . . . . i Lt | Duawan Hbraied | esion wih
Note: The Session Information tab will display a list ML L D L By, Heafows
of every session on that particular person.
11. Click on the Create New button (Exhibit 4.3).
Note: When clicking on the Create New button, it will
take you to an area that you can set a timer for the R , B
session which you will be performing. | o | e |
12. Click on the Start button under the session timer to start Exhibit 4.4
(Exhibit 4.4). The timer to the right will start.
. . . - - c"" >u_-. e b
Note: If you want to manually set the timer, click on mimi e —
. EEEE

the stop button and click on the Manual Set button, A e
a dialog box will come up with a format how to enter T
the numbers in the system.
13. Click the Reset button to clear all time on the clock.
14. Click on close to return to the referral.
Note: you will have a list of every time you have created a
session on a person. s | = |
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Family Search Section

Family Record Screen

Contact Tab

Contact is the point at which someone in need connects with a helping person or organization in the
community who can either meet the need or refer the person in need to someone who can. In CDL, one
primary use of the Contact is to identify which agency or contact point referred the person in need to
Users agency. A second use of the Contacts is to identify all human service agencies the client is
connected with

Exhibit 4.5
AL, O icentify,
Fairdy Membess! Add Membar
e et Tin [oaec rh [ovag smarey Tnaee mate 1. Select the Agency Name you

M LIZIETE | MGl Dereced wish to record from the drop-
down menu (Exhibit 4.5).

Note: If the particular Agency you
Pamit bofn | Progees | Woies Rascren | n-ﬁr-- Cugrares | wish to identify is not in the drop-

AP Sidth, BETy

P Dl ts i . Contect Agency down menu, contact your system
I_,ﬂ Feraon e administrator to add it to your Look-
e 2T Dt e | | uptable.

[S——

I mefesrad In L 2. Enter the date you wish to use

3 Wk | for this entry.

Conback Mama: Note: You may want to use today’'s

| date, the date the person was

Lt referred to you, or the date you

LI w| received information about their
Lant Mndbfied Gn (19,84, 2007 By Heakhe ars Business agency contact.

4 Check Notes ﬂ Lhae | Note: Check the Referred In Check
Box when the Agency is the

referring source.

3. Put your cursor in (click in) and key in the Id Number field. The ID field allows you to enter up to 25
Characters of either alpha or numeric characters.

Note: This field is intended to be used for the Agency Contact information, i.e., it may be an Agency
Case number, OYA, AFS, CW, a Medicaid ID number, a Student ID, a Drivers License number, etc.

Note: The Id Number field is also used when searching against the Case Number on the Person
Search Screen.

Example: For any unique # entered, CDL will locate the person attached to that # from the
Person Search Screen. See (Exhibit 1.1, page 5) for instructions.

4. Click the Contact Name field to enter the name of the person who has responsibility within that
Agency for your client.

5. Click the Phone Number field to enter the phone number of the person at the Agency.

To enter data in the Agency/Contact area, click on the button that says New. After modifying an existing
entry click on the Save Button.
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Quick Entry Section

Quick Entry Screen

This CDL feature was added especially to provide a way for Information and Referral services to track
incoming callers who need something. Users of this CDL feature will not be tracking people by name,
only as de-identified people (anonymous), why they called and what information or what resource
information is helpful for that person.

At any time CDL is open, user may click on the F4 function key on the keyboard to quickly access this
feature, OR click on Quick Entry from the Main Menu (Exhibit 1.0, page 4).

Exhibit 4.6
Quick Emy Sereen | I may be named

Pringr s County something else, such as
fearmine =] [ =] Wendy's Call Log.
ip Code Garrdir .

2. The 10 fields for users have
| = [Hake =] . e

been pre-identified — from the

Schoci Cabchment/Cortmunty fol L) Program Name to Race-
[ratwein EIR =l Ethnicity.
Prirary Langusgs Forresless Stahus
[Ergich =l [ = 3. Every field is flexible and can be
Caller Type AacsfEthnicky re-named.
| =l [Linabis bo Cestermins | o

4. Whether or not a specific field is
Inkormatieon or Referrals (aeloct o thet sppir) used is optional. User may
WEker ans FrOQraTS Al Servces ) ] choose one, two or more fields.
‘ez kol Flehshell o | S D okl bes )
phunteer Sarages
Yousth - Advocecy 5. Under program, user may track

A e e more than one program by
outh - Counselng (5ee Courceing, Merk Heskh) identifying the programs
T = LAt differently.

¥outh - Cther (5as Also Corractions, Educshon)
‘Fouths - Sports and Remeston
Pinathy - Taim Prisgniicy Peisasntsir Example:

Youth - Vckenos Intarvention - Serge User might answer both a Warm

D - M0 PPy O = FEL ST . .

¥ty - Vickaeoe Privanbion - Gargs _Lme a_nd a Teen Info Llng and track
incoming calls for these lines

|

wra itk . i-lanca Drecmedhee - Sar resd Shane ll
- separately.
Cancel Dbt 5112002 T | G | p y

Note: Another use of the Quick
Entry Feature is to track survey responses from a one-time event that identifies needed services in your
community.

6. From the Main Menu, click on Reporting, select Standard Reports, and then select Quick Entry to
run a report. You can report out quarterly, monthly or weekly statistics, or for any selected time
period.

Any anonymous (de-identified) input can be collected and reported through the Quick Entry Screen.
- suggestion box
- survey
- gaps research
- callers or contacts
- community food bank

Note: To be truly quick, keep caller information to a minimum.
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Administration

Features and Functionality
Lookup Table Maintenance Screen

CDL Administration Section LookUp Table Maintenance Screen is where optional data is maintained for
Users in each of the Pull-down menus. Most Table Names are obviously matched with the Field Names
on the various User Screens. Some LookUp Table Names are not so obvious. The Lookup Screen area
displays a list of all pull-down menus within the system that you can add, change or delete

The System Administrator should maintain control of all LookUp Table data. CDL comes preloaded with
standard data as referenced in this User's Guide. Table information can be changed at any time
BEFORE data has been used within the CDL program. Set up is critical. Data within each Table should
be reviewed before CDL is put into operation to be certain Table data is appropriate to each User’'s
needs and the User organization’s program and reporting functions. Extraneous LookUp Table data
should be removed in order to reduce the “clutter” for Users. Too many choices are as inefficient as too
few choices. Careful analysis should be undertaken at Set-up as well as periodically as CDL Users
begin to enter data, develop reports and gain sophistication.

1. From the Main Menu, select and click on the Administration Button

2. From the Administration menu, select Lookups

3. In the Lookup Table Maintenance screen, click on the table name drop-down menu to
display the list of Lookup Tables in the system

4, Click on the Lookup Table in the menu that you wish to populate or modify.

5. To add text to a new field, place your cursor in the empty field at the end of the list. Note:
As soon as you begin to type text, a new empty field will display below your current
selection.

6. To change the text, place your cursor in the field that you | anipades
would like to change and key over the existing text. —

7. To delete a field, click on the box to the left of the text and % rer=
push delete on your keyboard (See example): -

|-|....__
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Note: If there is data in the database that is associated with this field, you

. . . . . . i
cannot delete until it has been disassociated in all places it was in use. !
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Making decisions for set-up purposes is the greatest challenge for
agencies. Using the system will become second nature.

Tip: In the beginning, we recommend that the Administrator not set many “required” fields. Any new
program has a learning curve. We have learned that the learning curve is much shorter if there are few
or no required fields set up by the administrator. Once your key (s) learns the system, introduce
required fields.

Confidentiality was a high priority for the steering committee so extra care and programming was built in
to ensure that confidential information isn’t accessible to those who have no need to view it.

This means that the Administrator is the only one with authorization to permit reading, writing or editing
information in specific fields. The Administrator may also reset passwords for access to the CDL
system and controls access when employees or volunteers change.
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