General
Q: How can I run reports?
A: You can access reports by clicking on the Navigation bar on the right side of your screen.  You can choose between the following tabs: Reports, ETO Reports, and Efforts to Outcome.
Q: What is the difference between a “Full Report,” “Response Report,” and “Condensed Report?”
A:

· Full Report - shows all questions, with and without responses, and all choices

· Response Report - only shows questions with responses, and selected choices.  Header is on all pages. 

· Condensed Report – only shows questions with responses, and selected choices. Header only on first page.
Q:  How do I send messages via the message tab?

A:  First you would click on the “Messages” tab and then you will have the option to select “Create message”.  You will then have the following two options: Send to one or more staff members, or Send to entire program.  After selecting who to send to you will then have the option to select staff members who will be receiving your message. You will then be able to write your message and submit it by clicking on “send message”. 
Q:  What do I do if I have a red message tab?
A:  You would first click on “Message” tab and then would have the option to select “Read Messages”.  This will show you any messages that are in your inbox.
Data Entry
Q: What if I have absolutely no information on the mother to put as head of household?
A: You can save the information as Unknown and when the information is found it can be updated by clicking on the “View/Edit” button.  Remember the only required fields in the Intake are: First Name, Last Name, and DR Path.
Q: How do I find out if a family or family member has had services with us before?

A: To verify if the family or family member has ever been in the system, first do a “Quick Search” that includes dismissed cases this will let you know if they are a new family or not. 
Q: How can I check to see if the household is a duplicate?
A: To limit the number of duplicate families in the system, first do a “Quick Search” that includes dismissed cases before adding the household information into the system.
Q: What are the different Service Delivery Areas in DR and their numbers?

A: Kern County DR is divided into seven Service Delivery Areas. Their corresponding numbers are:

Service Area 1 = Kern River Valley (Nancy Puckett, Supervisor)

Service Area 2 = Indian Wells Valley (Nancy Ribultan, Supervisor)

Service Area 3 = East Kern (Larry Garcia, Supervisor)

Service Area 4 = South Kern (Juanita Herrera, Supervisor)

Service Area 5 = Taft (Sandy Koenig, Supervisor)

Service Area 6 = Richland School District (Laurie Roth, Supervisor)

Service Area 7a = Metro Bak/NOR (Daniel Chairez, Supervisor)

Service Area 7b = Southeast Bakersfield (Rodrigo Vazquez, Supervisor)

You can also access a printable DR Service Delivery Area Map from the KCNC website at http://wwwstatic.kern.org/gems/kcnc/DRServiceAreasMapUpdated2.12.pdf

Q: How do I add back a family whose case was closed and they were dismissed?

A:  First you would go to “Find Participant” which is on home page.  You then would search by last name.  You would then click on the family/participant and verify if it is the right family.  Once you have verified that it is the right family you would click on “enroll” button; which is located on the top of the page.  You would then select the Intake DR Program and choose a start date then you would click on submit.
Case Manager
Q: How do I see all the cases in my caseload?
A: Click the “Go” button anytime, to see all of your clients and their family members.

Q: The family I work with just had a baby. How do I add the baby to the family?
A:  First you would add the child as an individual by clicking on “Add as a participant”. Then after you add the child all the demographic information for the child you would save.  You would then go to “Update Family Information” and you would type in the family that you are working with after choosing the family you would then choose the individual you would like to add and you would add them to existing family.
Q: What do I do if I need to change a household member’s name?
A: To change a household member’s name you would first find the individual you are to change by clicking on the “Go” button.  Once you have found the individual you would click on the individual’s name and would click on the “View/Edit” button to make change then click on submit button to save.
Q: Does the case # follow the family?  For example if the family was once enrolled then dismissed and then re-enrolled in the future.  Can we keep the case # from the original case?   
A: Yes.  The case # will follow the family once you have re-enrolled them into the system.  The history of the family will be available for viewing.
Q:  How do I print case notes?
A:  See report on “Case notes only” on Reports section
Q:  What if I need to finish the assessment at a later time?
A:  If you need to finish the assessment at a later time then at the bottom of the assessment it offers a “Save Draft” button.  Click on that button to save for a later time.

Q:  What if there is a “N/A” on one of the Matrix life domains? 
A:  There should be a score on all the life domains with the exception of childcare.  Question A-16 allows to select the number of family conditions you are working with whether it being 11 or 12.  Then on question A-17 you click on “calculate” button and it gives you the average score.

Supervisor
Q:  How do I send a case to another DR site?

A:  First you would go to the homepage and click on “Add Referral”.  Then select whether you are referring a group or an individual.  Check mark all that apply and click on submit.  Then select “to site” and click on submit.  Select the site that you want to refer too and complete the referral information make sure to mark on dismiss from program and then click on submit.

Q:  How do I re-enroll a client into the program?

A:  First you would click on “find participant”.  Enter partial last name then click on “Go”.  Then find the dismissed participant and click on the “Go” button.  Click on the “enroll” button that is on top of the page.  Click on the program you want to enroll the participants into and then click on submit.  Then go to back to the homepage to refresh your work.

Q:  How do I add reports to “My favorites”?

A:  First you would click on “My favorites” tab from the home page.  Then click on “Add Standard Report” and then you would be able to click on the reports that you want to add to your “My favorites” tab.  After clicking on all the reports you want you have to click on the submit button at the bottom of the page.

Q:  Is there a way to report on just the head of household family members (or an unduplicated count of families) in my program? 

A: Yes! You can easily use the “Query Wizard” to pull this information. The Family Members focus area under the Participant subject allows you to filter on “Head of Household”. Turn the filter on and select “yes” to just pull people who are marked as heads of household. This filter can be combined with any other focus areas to get the data you need. For example, Program History can be used to filter Program and Program Start Date to pull all heads of household who were enrolled in your program in a date range. Outcome Details can be used to filter Program and Date of Contact to query on all heads of household who had an effort recorded in your program in a date range. 

