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Release Changes

Numerous changes have been implemented into a new release 1.91 effective April 11th 2015.
This release exemplifies our continued efforts to make CAP60 more streamlined, customizable, and
automated. Major enhancements include changes to the CSBG Report, Self Sufficiency Matrix, and Case
Audit History. The following are the fixes and updates for the Release 1.91:



Program Module Topic Area/Mapping Description
CAP
Disability has been added as an optional
Intake Required Fields - Admin > Agency mgmt > Intake reqd required field during intake as set under the
CAP Admin Disabled fields Admin link.
Choose status when rolling When rolling over a case to the next year, can
CAP Admin over a case Admin > CAP > Roll Over > Cases choose the status for the case.
Added AST time zone for Caribbean (Atlantic)
CAP Admin Adding Time Zone for Atlantic | Admin > Agency Management countries.
On the existing PSE/LIHEAP form, more fields
Admin > Agency Setup Links > Form have been set as "required". The minor issue
CAP Admin WA LIHEAP Form Templates that they had with printing is fixed.
New validators have been added to current
intake forms. Three new
Admin > Agency Setup Links > Form columns/specifications were added to
CAP Admin CSD Wx Changes Templates measures.
Added red asterisk to the required Primary
CAP CAP Phone Number Field CAP > CAP > Family Information phone field.
Added "Unspecified" to Veteran status and a
customizable "Transgender" dropdown, so that
Adding 'Unspecified' to agency does not have to assume Veteran
CAP CAP "Veteran Status" CAP > CAP > Family Information status, and to provide more gender options.
CAP new client Add Additional Family Member
pages have been updated to allow the
capturing of all information such as language
CAP CAP Primary Language missing CAP > Add Client - Long and religion.
Added a feature for report card grade and
Allow customization of Report conduct so that they can be customized in
CAP CAP Card options CAP > Report Card > Conduct Options Admin > CAP > Dropdown Designer.




Other Housing field added to

Added a few fields in CAP > Family Information

CAP CAP Family Information screen CAP > CAP > Family Information for convenience.
CAP > Case Information > Case Summary > | Added validation to prevent addition of second
CAP CAP Service Duplicate Validation Add Service service with duplicate date and resource.
CAP > Family Printable Documents >
Family Printable documents to | Family Information / Signable Family Added year to program list in the Family
CAP CAP showcase year for cases listed | Information Printable document for reference.
Can be added for specific program. Also added
CAPG60 Lite, Section G, adding a link to CSBG report to include CSBG Lite
CAP Cap60 Lite program for entries Cap60 Lite > CSBG Lite > Section G Section G data.
Added additional data to CAP Reports >
CAP Reports > Demographic > Demographic > Demographics Report >
View/Export Persons/Families | Demographics Report > View/Export View/Export Persons/Families so that case
CAP Cap Reports w/ Names Persons/Families workers can identify clients more easily.
Fixed the view overlapping issue with the
CAP CAP Reports Front desk report CAP Reports > Front Desk > Pie Chart legend.
Staff access issue for CSBG Allows access to the programs based on user's
CAP CAP Reports reports CAP Reports > CSBG > CSBG Report login.
CAP Reports > Services > Transmittal Added the number in household back to
CAP CAP Reports Transmittal report Report transmittal report.
Updated CSBG reporting options to allow
multiple options per filter such as county,
program, service, etc. to give more flexibility
CAP CAP Reports CSBG Parameters CAP Reports > CSBG > CSBG Report for reporting.
Updated CSBG report so that a report can be
run for over a one year period. An outcome
year must be selected for the report which will
then combine outcomes over multiple years
CAP CAP Reports CSBG Changes CAP Reports > CSBG > CSBG Report based on CSBG Previous Year Mapping.




CSBG Section G Education

CSBG report has been updated to use more
Case Audit information rather than live data to

CAP CAP Reports Level CAP Reports > CSBG > CSBG Report increase accuracy over time.
Adjusted Weatherization Dashboard so data is
CAP Dashboard Weatherization Dashboard Dashboard > WX Dashboard displayed correctly.
Red text in the Family PIR
CAP Family Module Family > Family PIR Fixed the text Color issue on the page.
Added date range filter to Front Desk > Non-
CAP Front Desk Front Desk Front Desk > Add Non-Client Referral Client Contact.
Group Group Activities > CAP > Achieved Added Achieved Date filter for Group Activities
CAP Activities Group Activities Outcomes > Achieved Outcomes
CAP Inventory Adding Resources to Inventory | Inventory Added ability to add Inventory to a Resource.
Productivity Event Manager / Room Productivity Tools > Event Manager > The room capacity issue cause by deleted
CAP Tools capacity Select Room Max columns is fixed. Also fixed page redirect issue.
Added Agency and Center dropdown lists to
Productivity Tools > HR Manager > Clock in and
Productivity Productivity Tools > Employee Time > out report. Staff dropdown is dependent on
CAP Tools County Drop Down Search Clock In and Out Report center dropdown.
CAP Reports > Front Desk > Non Existing Added phone field to the Front Desk > Existing
CAP Reports Front Desk Client Totals (and Non Existing) Client Total.
Added additional access filtering to many
Family Referral should not Reports so when the Program Filter is set to
have domestic violence All, the results are limited to only those
CAP/HS | Reports information visible Reports > Family > Family Referral programs the user has access to.




Program Module Topic Area/Mapping Description
HEAD START
Added a feature in Admin > Head Start >
Agency Management > No Class Days to
Admin > Agency Management > | streamline the process to make it easier
HS Admin No Class Days Template No Class Days > Apply Template | to add No Class Days Template.
Admin > Head Start > Delete/
Transfer Records > Transfer Added functionality to move a family
HS Admin HS Transfer Family Members Family Member To New Family member to new family.
Customized Child > Disability >
Recommendation > Therapy dropdown
list. Now we can go to Admin > Head
Start > Dropdown Designer > Disability >
Disability Therapy to customize the
HS Admin Disability Drop Down Admin > Drop Down Designer options.
Allows users to reverse a "Roll Over"
HS Admin Reverse a Roll Over Admin > Roll Over > Cases case when no data is attached.
Vision screen needs a pass, Vision exam New drop down box
rescreen needed and fail in the showing Result as 'Pass' or 'Fail' has
HS Child result area. Child > Health > Vision been added.
Moved Parent Permission for Evaluation
and Date Withdrew from Evaluation
section to Referral section. Added
Evaluation information when 'Parent Permission' field under referral
HS Child parent withdraws consent Child > Disability section.
Added 'Blood Pressure' event in Child >
Health that lists all blood pressure
Add separate option for blood screenings, including from Physical
HS Child pressure in health screening area Child > Health events.
Added 'All' option to school year drop
HS Child School Year Child > Search All down.




Vision insurance data isn't
displayed on main Child - Health

Added Vision insurance section under
'Health Insurance Information' in Child >

HS Child page Child > Health Health.
Add two options to Speech drop Added two options to expressive and
HS Child down menu Child > Health receptive language drop down list.
Added Race and Nationality fields under
HS Child Child - Child PIR: Nationality field Child > Child PIR Child > Personal Info.
Added 'Mental Health Consultation'
Child > Mental Health > Add option for 'Service Type' dropdown list
HS Child Child-Mental Health Case Log at Child > Mental Health > Case Log.
Added a feature to ignore points in
Admin > Child Assessments > Scores.
This is to prevent incomplete or missing
data from being averaged into the total
HS Education Child Assessment Education > Child Assessments score.
Enlarged observation on child visit view
HS Family Text Boxes/ Observation Print outs | Family > Family Visits so that it prints out without truncation.
Family > Family Visit - Increased
HS Family Family visit report Family > Family Visits "Purpose" text box size.
Family Module - Family Visits:
change to display most recent Sort family visit list from the most recent
HS Family entry first Family > Family Visits first.
Added a validator so that a center can't
Validator for Inactive Centers with be deleted if there are enrollment
HS Family Enrollment Records Family > Add New Family records.
Add Upload Document function to Provided functionality for uploading
HS Family Family module Family > Document Upload documents in family module.
Group Group Activities > Head Start > Added a group activity feature for family
HS Activities Group Activities Child Referral referral and services.




Clients can add Child referral reason

Group Group Activities > Head Start > through Dropdown Designer to appear
HS Activities Drop down - group activities Child Referral on Child Referral Page.
Added a feature in Group Activities >
Head Start > Family Activity. This feature
allows us to add family goal and activity
for the whole class and, hence, affect all
Group Group Activities > Head Start > children in the class. In Child module we
HS Activities Family Activity Form Family Activity can enter the result individually.
Added features for individual training in
HR module. Now we can customize
individual training separately from group
HS HR Training HR > Training training.
Added 'Next Calendar Month' field
under Reports > Immunization >
Reports > Immunization > Due Monitoring so that we can monitor
HS Reports Immunization reports Dates immunization due date for next month.
For Monitoring report 'due in 4 weeks'
column has been added. This column
Reports > Immunizations > shows immunization for applicant if they
HS Reports Immunization reports Monitoring are due in coming 4 weeks.
Disabled Homeless and Foster Children
report links since you can get the same
Foster families not showing on Reports > Eligibility > Foster information from the Eligibility Reason
HS Reports report Children report and EPC Detail reports.
Mark the no class days in Reports >
Attendance > Class Roster-Monthly so
Mark holidays on the class roster Reports > Attendance > Class that staff members don't have to do it
HS Reports report Roster manually.




Reports > Enrollment > Waiting

Added report header for printing to
Waiting List-Class Based. Added date

HS Reports Waiting list filter and header List / Waiting List - Class Based range filter to Waiting List.
Added a report called "Class List Details"
to show detailed information for
HS Reports Custom Class List Reports > Enrollment > Class List | applicants per class.
Reports > Attendance > Added Teacher name fields to
HS Reports Attendance Summary Report Attendance Summary Attendance Summary Report.
Added Third and Fourth Child visits
Reports > Education > Child Visit | under Reports > Education > Child Visit
HS Reports Adding third and fourth child visits. | Per Case Worker Per Case Worker.
Add 'referral’ on the Family Goals Added Referral field to Reports > Family
HS Reports report Reports > Family > Goal > Goal.
Reports > Attendance > Sign-In Added the selected date at the top of
HS Reports Sign in sheet 6 Sheet 6 the Sign-in sheet 6 in Attendance.
Primary Language - No Addtl Reports > Child / Applicant > Added additional criteria to Reports >
HS Reports Criteria Primary Language Child > Applicant > Primary Language.
Reports > Developmental > 45 Added behavioral exam date field for
HS Reports 45 day screen tracker report Day Screen Tracker Developmental > 45 Day Screen Tracker.
Added validators to ERSEA > Transfer
Child > ERSEA > Transfer / and Correct Record to prevent duplicate
HS Reports ERSEA Attendance Validators Correct Record attendance.
Added Assessment Outcome field to
HS Reports Customize Family Goal Report Reports > Family > Goal Reports > Family > Goal.
Added birthdate field to Report >
HS Reports Add birthdate to EPC Detail report | Reports > Eligibility > EPC Detail Eligibility > Epc Detail.
Added additional access filtering to
many Reports so when the Program
Family Referral should not have Filter is set to All, the results are limited
domestic violence information Reports > Family > Family to only those programs the user has
CAP/HS | Reports visible Referral access to.
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The Changes listed above are in video format and can be found in your system by going to

Support > Videos. You can filter the list for easier location to “Type - Demonstration” and “Category -
Community Action Program.”

SuperAdmin Capé0 Lite

Favorites Session Data
Admin HR In Kind

Resources Governance Site Visit
Child Family Education Front Desk

Finance

Tasks/Calendar Group Activities
Training Events -
Information = -
Updates
Open Ticket
View Tickets Welcome
¢ CAP User Guide
<¢ Head Start User Guide [ help us i ve th ndi r i
< PIR Requirements Type Demonstration ,\LJ
FAQ Category Community Action Program 1]
uNiac Section Al vl
4¢ Available Feature
Filter
Lype Category Section Name
Demonstration Community Action Proaram [ Setuo 1
Demonstration Community Acion Program 181 Releass
“Uemonswazon "Community Acoon Frogram iR
Demonstration Community Acion Program Tntake In-depth
Demonstration Community Action Program Reports
Demonstration Community Acton Program Modules Overview
Demonstration Community Action Program Case Management In-depth

| want to take the opportunity to advise everybody of the changes that you will encounter, in
your database, after the update has been completed. Please keep in mind, some of these changes may
or may not be for your agency; therefore, you may not use every functionality. If the staff members at

your agency require training to get up-to-date with Cap60, or if they have any questions/concerns,
please don’t hesitate to contact your project manager.
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Add Household Pages

Add Household Pages > Previous Versions > Long and Short

4= Agency Printable Documents
Search Client
Add Client - C5BG Express
Add Client - Long
Add Client - Short
Quick Service
Search Kiosk Client

Add Client - Domestic Violence SEHIEIRTITS 41072015
Agency® Select One
Center* Select One
County of residence Select One
Household Size*S%5¢ 1 Family No.
First Name* Other Names Used
Middle Name Driver's License No.
Last Name* SSN Check for Duplicates
Gender:=%¢ Select One Race"¢ “ Mot Assigned
Birth Date* = | Nationality Edit | Not Assigned
esidence Informatio
Physical Address Unit &
Check Address Gity Gt | ot assigned v | State MN Zip Code
Mailing Same as Physical Address O Clear Mailing Address
Address Unit &
Check Address City  Edit | pot Assigned State MN Zip Code
EMail [ Place on Email list
Primary Phone Secondary Phone
Additional Phone Edit ot Assigned v | Additional Phone
Residence Type Edit  Not Assigned ? Residence Code
Date in County ’H: Date in State Befit.a|
Demograp
Education®*® Mot Assigned E Marital Status Mot Assigned E
Primary Language Not Assigned | | Legal Status Not Assigned v
Disabled®*®® Mot Assigned [~ | Ethnicity 3¢ | Nt Assigned [v]
Health Insurance®s8% [ Mone [ Private v [ Medicare [ Medicaid ] other
Insurance Provider Mot Assigned Other Insurance Provider
Client Characteristics
<- Select All ~
Elderly (60 +)

Capé0 Lite

Add Existing Staff Member as a Client

Add Existing Front Desk as a Client

Support
Governance
Tasks/Calendar

Add Existing \Volunteer Member as & Client

Site Visit

Grandparent Raising Grandchildren

| mEE

Unemployed (Exhausted Benzfts)

In the previous versions of CAP60, the Add Client Links appeared separately and we required
that the Head of Household information be added at the same time as the Household address and
demographic information. The difference between the long and short forms was just the number of
fields that were collected.

Furthermore, assuming that the first person to be added was the applicant or HOH was causing
issues for agencies with programs such as Youth or Domestic Violence.
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4¢ Agency Printable Documents
Foster Care Search
Search Client
Add Client - CSBG Express
Add Client - Long
Add Client - Short
Quick Service
Search Kiosk Client
Add Client - Domestic Violence

Education*“*8¢
Disabled==*=

Health Insurance® %%

[ adaict
[ aids Positive
] Banned from the Agency

[ pisanled
O Eligible for WIC or SMAP

First Name*
Middle Name

Last Name™
Relaticnship to HOH

Education**5¢
Disabled====

Health Insurance®*®®

[ addict
[ aids Positive

[ Banned from the Agency

O child B years old & younger

[ Disabled

—

Favorites
Site Visit

Tasks/Calendar

Mot Assigned

[<]

-

.

Cap60 Lite Farming
Front Desk
. B
Family Member L]
| Save ‘ | Save & New | | Cancel ‘
Family Member 1
Information
First Name* Gender*=*=
Middle Name Birth Date
Last Name* 55N
Relationship to HOH Not Assigned

Demographics

Check for Duplicates

O child & years old & younger

Not Assigned | Race*EE Mot Assigned ™
Mot Assigned [ | Ethnicity=== | Mot Assigned v
[ none [ private Clva [ Medicare [ medicaid [ other

[T Given Eviction Notice
[ Has IEP

[ Has Red Hair

O Hearing Impaired

D Homeless

[ hou sing

Characteristics

O Injury &t Agency
[ interested in Adoption
[ Limited English

O Long Term Suspension
[ migrant Farm Worker
O higrant Worker

Family Member 2
Information

Gender*==*=

Birth Date

| ssn

Not Assigned

emographics

] out of traditional School System
[ seasonal Farmworker

[ see case Worker

[ sexual Offender

[ warking Poor

Mot Assigned

Check for Duplicates

Not Assigned | Race=C%8C Mot Assigned ™
Mot Assigned [« | Ethnicity=:== | Mot Assigned v
[ Nons [ private Clva [ Medicare [ Medicsid [ Other

[ Given Eviction Notice
[ Has IEP

[ Has Red Hair

O Hearing Impaired

[ Homeless

—

O Injury &t Agency

[ interested in Adoption
[ Limited English

O Long Term Suspension
O Migrant Farm Worker

—

[[] out of traditional School System
[ seasonal Farmworker

[ see Case Worker

[ Sexual Offender

O Working Poor

The long form collected most all of the family fields but it did omit some HOH fields while the

short form was missing many family and HOH fields. Therefore we had received requests from many
agencies to add additional fields to the pages such as “Secondary Language”, “Religion”, Contact
Information, etc. The lack of those fields caused issues due to the fact that one would need to complete

adding the Household then proceed to edit the Members to collect all of the information required by

their agency.
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Add Household Pages > New Version > Add Clients

o Search
= Add Household

* Add Client

* Add Client - CSBG Express
* Add Client - Domestic Viclence
* Add Client - LIHEAP AR Only
* Add Staff Member as Client
* Add Volunteer as Client

* Add Client from Front Desk

* Add Client - Youth

Quick Service

¢ Agency Printable Documents

SuperAdmin

Add Household Member

In Kind

Capb

Session Data

Governance Site Vis

Basic Information

Agency*
Center*
County™

Sample
Select One
Select One

Household Member Information

[<J<]<]

First Name*
Middle Name
Last Name*
Other Names
ID No.

Relationghip to HOH

Birth Date

55N Check for Duplicates

Gender*

Gender Identification
Contact Information

Mot Assigned
=]

|

Select One
Mot Assigned

Primary Phone
Time To Call From

Personal Email

Education*®38¢
Race*C5E8

Health Insurance®®&®
Insurance Provider

Nationality

Legal Status
Primary Language
Tertiary Language

Secondary Phone

Time To Call To

[ Place on Email list

Mot Assigned Disabled®*® Mot Assigned v
Mot Assigned Ethnicity==== Mot Assigned
| [ Hone [ Private [wa L] Medi [ Medicaid [ other

Mot Assigned s | Other Insurance Provider

A Dthe

Mot Assigned E| Country Citizenship

Mot Assigned v| Religion Mot Assigned v
Mot Assigned E|-‘ dary | Mot Assigned E
Mot Assigned E| Marital Status Single E

Veteran“=:=
Service Start Date
Veteran Disability

Mot Assigned

Veteran Information
El Eligible Spouse

% Service End Date

Mot Assigned

ER

] Receiving Service Connected Disabilty Compensation

ey 7

Disability Percentage

In v1.91 we have separated the Add Household pages so that only Household OR Person
information is collected on each page while presenting all of the fields normally available on the CAP

Family pages.

The first page when adding a household collects Person Information (with the exception of

Agency, Center, and County as highlighted above) and we addressed the issues of assuming the first
member is the HOH by adding a relationship field to the page.
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4+ Agency Printable Documents

4 Search Household Details =

= Add Household

* Add Client

* Add Client - CSBG Express [Family IDiNo. |Head of Household [Family Eiligibility Income  [No. in Household [No. of Families |

* Add Client - Domestic Violence [1em34 | No HOH Selected [ A K K |

* Add Client - LIHEAP AR Only

* Add Staff Member as Client

* Add Volunteer as Client Application Date

* Add Client from Front Degk Date in County

* Add Client - Youth
Quick Service

Household Information
4142015 m Family No.
 lowensu

CSBG Demographics

Household Size*C*8¢ 1 El Note: May change based on Administrative seffings
Family Type+S%8% Mot Assigned ~| No. in Family @
Housing*“*8% Mot Assigned »#| Housing (If Other)

Residence Information

Physical Address

Check Address Gity* Edit | Not Assigned (v State cA Zip Code

Residence Type* Edit | mot Assigned E Residence Code |

School District Mot Assigned E

Homeless ‘ [ Certificstion of Homelessness I [ self Ceriified | Date "-”-‘“ﬂ‘:

Homeless Type Edit Mot Assigned E

Contact Information

Mailing Same as Physical Address '] |Clear Mailing Address O
Address | unit #

Check Address city  Edit | Not Assigned | State CA Zip Code

Primary Phone Secondary Phone |

Additional Phone Edit Mot Assigned | Additional Phone

Family Needs

|:| Cash Assistance |:| LIHEAP D youth programs

The second page collects all of the Household information other than the exceptions mentioned
above. We have added a note regarding “Household Size” to various pages in the system where it can
be changed that says, “Note: May change based on Administrative settings.” A pre-existing setting in the
admin section (which will be discussed later) controls whether the system automatically changes the
Household size to the number of family member records attached to that family or lets the case workers
set it to a value other than what exists. If the setting to automatically count is set, the number the case
worker selects here may change based on what they do later in regards to adding and removing
household members.



4r Agency Printable Documents
4k Search
= Add Household

* Add Client

* Add Client - CSBG Express

* Add Client - Domestic Viclence
* Add Client - LIHEAP AR Only
* Add Staff Member as Client

* Add Velunteer as Glient

* Add Client from Front Desk

* Add Client - Youth

Quick Service

Family Member = %

| Save | ‘ Save & New | | Cancel |
[Family 1DiNo. [Head of Housenola [Family Eitigibility Income  [No. in Househoid [No. of Families
| 16834 | No HOH Selected

|N-‘A |1 ‘1

heck for Duplicates

Last Modified

First Name*® Relationship to HOH Not Assigned
Middle Name Birth Date =7+
Last Name* SSN |
Other Names Gender* Select One
ID No. Gender Identification Not Assigned

Contact Information
Primary Phone Secondary Phone

Time To Call From

| Time To Call To

Personal Email

[ Piace on Email list

BG Demograp
Education*"*6¢ Mot Assigned Disabled®*% Mot Assigned v
Race*C3Ee Mot Assigned Ethnicity=== | Mot Assigned v
Health Insurance©%2® | [ Mone [ private wva [ Medi [ Medicaid [ Cther
Insurance Provider Mot Assigned w | Other Insurance Provider

A Dthe

Naticnality Mot Assigned El Country Citizenship
Legal Status Mot Assigned | | Religion Mot Assigned [v|
Primary Language Mot Aszsigned El Secondary Language Mot Assigned E
Tertiary Language Mot Assigned El Marital Status Single E

Veteran Information

Veteran-=== Mot Assigned

»| Eligible Spouse Mot Assigned

Service Start Date [

=] Service End Date \

En

Veteran Disability

] Receving Senvice Connected Disabilty Compensation

Comment

Characteristics/Eligibility

Disability Percentage

[1um off warnings for this household member ] Deceased

Following the “Household Details” page will be the typical add “Family Member” page as seen
when adding members to an existing household. This page replaced the old page in the “Add
Household” process that allowed the adding of four members simultaneously but with a limited number
of fields. You may click “Save and New” as many times as needed to add all of the household members.
Clicking Save or Cancel will take you to the “Family Information” summary page from previous updates.
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Add Household Pages > Previous Versions > Migrating Existing Members

4r Agency Printable Documents
Search Client
Add Client - CSBG Express
Add Client - Long
Add Client - Short
Quick Service
Search Kiosk Client
Add Client - Domestic Violence

Cap60 Lite

HR
Family

Add Existing Staff Member 55 3 Client

In Kind
Education

Add Existing Front Desk as a Client

Resources
Front Desk

Support

Governance
Tasks/Calendar

Add Existing Volunteer Member as & Client

Site Visit

X
4

Application Date 411062015

Agency* Select One
Center* Select One
County of residence Select One

Client Information

[Ieels

Household Size*“*=® 1 Family No.
First Name* Other Names Used
Middle Name Driver's License No.
Last Name* 55N Check for Duplicates
Gender==8¢ Select One ace®s0C “ Mot Assigned
Birth Date* = w1 Nationality Edit Not Agsigned
T e ——
Physical Address Unit #
Check Address Gty EOIL | ot assigned | State MN Zip Code
Mailing Same as Physical Address O Clear Mailing Address O
Address Unit #
Check Address Gty EGIt | Not Assigned state MN Zip Code
EMail [ Place on Email list
Primary Phone Secondary Phone
Additional Phone Edit ot Assigned |\ | Additional Phone
Residence Type Edit | Not Assigned T Residence Code
Date in County -’h‘: Date in State Rt e
Demograp
Education®®® Mot Assigned | | Marital status Mot Assigned [v]
Primary Language Mot Assigned | Legal Status Mot Assigned ™
Disabled®*®®® ot Assigned [ | Ethnicity®88 |Not Assigned v
Health Insurance®*2® [ none [ Private Clva [ mecticare [ medicaid [ other
Insurance Provi Mot Assigned Other Insurance Provider
Client Characteristics
<- Select All ~
Elderly (60 +)

Grandparent Raising Grandchildren

mmE=

Unemployed (Exhausted Benefits)

In the previous version of CAP60, adding a Staff Member, Volunteer, or Front Desk record to the

Live Client listing was done by going to the “Add Client” page then selecting the appropriate link from

the top.
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Add Staff Member as Client

Agency

Center Name

Status

First Name
Last Name

Sample
All

Active

Ir
<

Filter

[<I<ll<]

Export To EEE=SeL PR

PersonlD First Name Last Name
Select 1006860 test HR 040872015 Male
Select 100896 sac hr 040872015 Mal=
Select 1006887 third hr 040872015 Male
Select 100692 fourth hr 040372015 Male
Select 100892 fifith hr 040872015 Female
Select 100700 sixth hr 040872015 Female
Select 1006862 test hr2 040872015 Female
Select 100864 test hr2 040872015 Mal=
Select 1006869 test hrs 040852015 Male
Select 100670 test hri 040872015 Male
Select 100671 test hr? 040872015 Mal=
Select 1006932 test HR7T 040872015 Male
Select 100694 test HRZ 040372015 Female
Select 100250 ryan Olinger fu=liuiely fcele] Mal=
Select 100452 Robert Robert D101 72000 Male
Select 100054 Yogita Sakharkar 01272000 Male
Select 100204 Maira Shriwer 05/05/1866 Female
Select 1006895 first staff 040872015 Male

From there you would be taken to a page where you could search for the person, select them,

then be taken back to a similar looking page to “Add Client” but some of the fields such as Name,

Gender, and Birthday would be pre-populated. Since it used the same or similar pages as the regular
“Add Client” workflow, it suffered from many of the same issues.
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Add Household Pages > New Version > Migrating Existing Members

o rom e —
=F Family Printable Documents
=k Agency Printable Documents

oF Search

= Add Household Agency Sample hd
* Add Client Center Central Center >
* Add Client - CSBG Express First Name test Last Name hrs
* Add Client - Domestic \iolence Gender Male « | Birth Date AIEI2015

* Add Client - LIHEAP AR Only
* Add Staff Member as Client
* Add Volunteer as Client
* Add Client from Front Desk
* Add Client - Youth

Quick Service

In the new version we have moved those links over to the side bar navigation pane. This has the
advantage of being able to control user access to these links while also adding room for potential
growth. Clicking one of the links will take you to the same page as pictured on page 17 above. Selecting
a person from one of those lists will take you to a similar confirmation page from previous versions
pictured directly above.

The main difference here is that saving the selected member no longer takes you back to the
“Add Client” page which would then follow through to the “Add Family Members” page which omitted
many of the person fields an agency may want to collect. Once “Save” is clicked, you will be taken to the
typical “Family Information” summary page as the Family for the person selected already exists, it just
needed to be set to be visible as a “Client”. The caseworker can now edit the family, family member, or
add members as needed in the classic fashion.
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Add Household Pages > Intake Required Field Validation

4+ CAP - - o

M-
=r Agency Printable Documents

& Search |Fami\y IDiNo. ‘Head of Household |Family Eiligibility Income |No. in Household ‘No. of Families |
= Add Household | 18578 ‘ hrS, test | MA | 1 ‘ 1 |
* Add Client ~ -

& e CEERETES Adioin Families Form Warnings Family Warnings Person Warnings Add Family Member

* Add Client - Domestic Violence Disigin Family /w Add New Address

* Add Client - LIHEAP AR Only Edit Family Information b Address History

* Add Staff Member as Client

Charscteristics Meeds
* Add Volunteer as Client

* Add Client from Front Desk Family Information

* Add Client - Youth Agency Sample Center Mot Assigned
Quick Service Application Date [ | Housenold 1D [790s09 |
Adjoined Families [raa No. in Family 1
Family Type Mot Assigned z Date in State | |
Housing Mot Assigned d Number in Family with Health Insurance o
Housing (If Other) Characteristic Warnings are turned Off No
Reside e 0 0

Physical Address Unit # ﬁ#
Physical City | State Select One Zip Code e
County of Residence Select One School District Mot Assigned
Residence Type Mot Assigned Residence Code

Contact Information

Mailing Address

Mailing City Encino | State CA Zip Code
Primary Phone | Secondary Phone |
Additional Phone Mot Assigned Additional Phone

Click the "Edic Family Information" link above to zdd comments or make other ch

to Family Informaticn

There have been some changes to “Warning” labels on the “Family Information” summary page
and the “Case Summary” page due to the fact that legacy clients in the system may not have data in all
of the “Agency Required Intake Fields” (a classic setting that will be discussed further below). This could
happen in several ways such as the agency has set additional fields as required since the legacy client
intake occurred, or they added a staff member as a client that was also missing some fields.

Previously the Family and Person Warning labels would only turn red if there were characteristic
warnings set off. The labels will now also fire if the Family or Person records are missing any of the
agency required fields as well. As before, you may click on the warning label to be jumped to the
family/person causing the issue. Once on the appropriate page, the classic red asterisks and field
validation will ensure that all required fields are collected. Please note that the required fields take
precedence over characteristic warnings, therefore if a family has both warnings, clicking the link will

take you to “Edit” page to collect the required fields before taking you to the page to turn off
characteristic warnings.

Family Characteristics

Family IDiNo. Head of Household Family Eiligibility Income No. in Household No. of Families
16570 Thorton, Billy MIA 1 1

E. Check here to turn off the alert for this family
Characteristics

M abusive Household
M ALERT!

[ cash Assisstance for Housing

O Working Poor
O Energy Burden
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Add Household Pages > Intake Required Field Validation > Admin

SuperAdmin Capé0 Lite Session Data

In Kind Resources Governance

Child Family Education Front Desk Tasks/Calendar

Head Start " - -
4 Agency Management .Y Intake Required Fields -

A Authorization

4k Child Assessments Intake Required Fields Export To =3
=k Child Visit Type Column Required Default Value(if applicable)
4 Delete [ Transfer Records ? Houszhald Family Type es
& Developmental ? Houszhald Housing Yes
Drop Down Designer
& Eligibility ? Houszhold Physical Address Mo
£k Family Assessment ? Houszhold Physical Addrass City Wes
& Health ? Houszhald Physical Address State Mo
4 House Keeping
& HR ? Houszhold Physical Address Zip Mo
4k Incident ? Houszhold Primary Phone Mo
oF InKind T
ype Yes
4k Resources ?
P Disabils M
- ? arson isability o
<k Year End Preparation ? Person Education “es
& CAP P Farson Family Member Ralstonship Mo
=F Agency Management
a Person Heslth Insurance No
= Agency Setup Links ?
* Agency Setiings ? Parson Legal Status No
* Intake Required Fields ? e Warial Statoe o
* Poverty Guidelines _
. ) ? Parson Primary Langusge No
* Mon-Service Poverty Guidelines
* Program Category ? Parzon Race es
* Programs ? Parson SEN No
* Services

The page above can be found by going to Admin > Agency Setup Links > Intake Required Fields.
There have been no major changes to this page other than we have detailed where the intake field
applies to as well as adding a “Disability” option for persons. For the warning labels or page validations
to fire, items in this section must be set to “Yes”.
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- | -
4k Agency Management ~ Agenc‘r SE'I'IIII'IQS = =
< Authorization

<k Child Assessments

<k Child Visit
<F Developmental bl
Drop Down Designer Automatically calculate number in household based on household members in the CAPBO system [~
=r Eligibility Minimum allowable age for HOH on the add Client pages (0: OFF) o
4k Family Assessment Today's date should not be automatically entered for application date when adding a client O
+ Health Festrict system to add client with SSH when client with no ss=n and same first Isst, gender and birth date exist. =]
“ House Keeping Do Mot Allow Activities to be added when a Housshold is Missing Intake Required Fislds i)
& HR_ Selecting a family on the Search page opens the family psge (default is case page but can be overridden by the Requird Fields option) | []
: ::;:Zm 2. Editing Lock (NOTE: 0 is OFF)
& Resources Lock access to edit and delete case notes after "X’ amount of days ]
Staff Lock access to edit and delete case Services after X' amount of days i}
&F Year End Preparation 3. Dates
&8 CAP Agency Time Zone Pacific (POT) Time Zone
= Agency Management MNumber of months back Household Page case listing should look back to show cases and HS applications 24
= AT SR Have Year Dropdown default to CSBG Year on Client based pages (Adding goals, referrals, efc.) i)
: Y Seni_n;s Display Year list in dropdewns from Current year to oldest [~
) Intake RBql?III'E.d Fields e
* EZ:Z‘(:;E::;Z; Guidelines Do not use the Interval as a multiplier to calculate Income amount on the Houssheld Information Page O
* Program Category Consider an empty family and service as 'No income information obtsined' rather than '$0 00 income’ [~
* Programs Automatically set incomes older than the number of days specified to Inactive when “iewing Family Eligibility Income (0: OFF) o
* Services 5. Family Expenses
: Funding Agency |Defau|t family expenses verified to yes I O |

The page above can be found by going to Admin > Agency Setup Links > Agency Settings. There
have been no major changes to this page other than reordering a few of the items and the addition of
an extra option, “Do Not Allow Activities to be added when a Household is Missing Intake Required
Fields.” This option works in conjunction with the “Intake Required Fields” mentioned earlier as well as
the warning labels which are the visual representation of the required fields.

This option is designed to allow an agency to FORCE its caseworkers to capture required data for
those legacy clients, migrated clients, or any other type of client that may not have a value for all of the
required fields set by the agency. The main reason for this would likely be the demographic reports in
the system but agencies that have customizations throughout the system may also rely on some “Intake
Required Fields.”



SuperAdmin Capé0 Lite Session Data

Admin 2 In Kind Resources Govemance

Child Family Education Front Desk Tasks/Calendar
= CAP B

_ . [N
> el (T Family Information L
<k Family Printable Documents
% Agency Printable Documents [Family IDiNo. |Head of Household |Family Eiligibility Income  [No. in Household [No. of Families |
&b Search | 845 | Halpert. James ‘ 515882.00 | 1z | 1 |
=4 Add Household ) . ) X

Quick Service Adicin Families Form Warnings Family Warnings Person Warnings Add Family Member

7 N
Digioin Family Y i Add New Address
Edit Family Information |\ i I |\ i I Address History
Characteristics Meeds

Family Information

Agency Sample ﬂ Center Central Center ﬂ

Application Date 111122013 Household ID |?9022i |

Adjoined Families MNIA No. in Family 3 ﬂ

Family Type Other « | Date in State |

Housing Homeless T Number in Family with Health Insurance 2

Housing (If Other) ) Characteristic Warnings are turned Off es ﬂ
Recidence Info 0

Physical Address Unit # &

Physical City Bearden ‘ State Select One ﬂ Zip Code "

County of Residence CA - Loz Angeles ﬂ School District Not Assigned ﬂ

Residence Type Apartment ﬂ Residence Code

Contact Information

When the “Do Not Allow Activities to be added when a Household is Missing Intake Required
Fields” is turned on and a household or its members do not have complete data as set by the required
fields, all of the activity links for the family will be removed. As you can see in the picture above, the only
link available for the Family is the “Family Information” link. This means a case cannot be added, a
referral created, a goal set, or any other type of activity that would cause this family or its members to
appear in the demographics reports.

To gain access to the links, the caseworker will need to fill in the missing information, which as
mentioned above is most easily accomplished by clicking on the red buttons to jump to the issue. The
information can also be completed in the traditional methods of clicking the “Edit Family Information”
link or editing the Household Members by clicking the links at the bottom of the page.

This setting can help solve many of the issues facing agencies in regards to demographic data
but please be aware that this is obviously very restrictive and if there is a field set to required that a
caseworker does not have the means to complete, it may make it impossible for them to serve the
client. That being said, most of the CSBG demographic fields contain an “Unspecified” option which will
allow the caseworker to move forward even if they don’t have the information required.

Lastly, the setting on the “Agency Settings” page, “Selecting a family on the Search page opens
the family page (default is case page but can be overridden by the Required Fields option)” has had its
wording slightly altered because it interacts with the locking a Family due to missing fields option. If the
default jump to page from the “Search” page is the “Case Summary” but the household is missing
required fields, the system will still take the caseworker to the “Family Information” summary regardless
of the option preference to ensure the fields are collected before adding any cases.
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ERSEA Changes

ERSEA Changes > Form Changes

Application - =
| save |
Name D FDS Gender Birth Date | Age Caregiver Fam. ID
Applicant, Secondary 3324 Male | 04082011 |4 yr, 0mn, 0 dy No Guardian 1319
APPLICATION
Application Date |a/812015 = w|Application # 54321 |
Tracking Status Not Assigned i]
School Year* 2014-2015 v
PREFERRED PROGRAM INFORMATION
—Eraterred fgency el
—_—
—Preferred Center 1 vl
v
vl
2zl
—
vl
—
(- Gl 3
— L J
Elementary To Attend ABC Elementary :J Hours Per Day 70 v
Fundi M
"o Souees M AcF Llcep L] Funaraising ¥ Private
[_] church Donations [ opp [] Generic Co
ELIGIBILITY CRITERIA
Yearly Income $ 0 Disability Status None v
Engibiiity Status [] Foster Child [ Homeless W ssi W TANF

The changes in ERSEA begin with the application. As you can see the preferred program
Information section has been trimmed down to the preferred agency field, the preferred program model
and funding sources. You will notice the preferred program center, option, session and hours options
are missing on the page but the session and option will be entered later. Application information,
Eligibility and USDA sections remain.
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Application - ™
f Save

Name /io FDS Gender |Birth Date | Age Caregiver Fam. ID

Applicant, Primary | 100702 Male | 040872012 3yr, 0mn, 0 dy Client, Primary 1741
APPLICATION

Appilication Date * 47812015 Application # 12345

Tracking Status Not Assugnea

School Year*

Preferred Agency Good Agency vl

Preferred Program Model Head Start v

Funding sources

ELIGIBILITY CRITERIA

No. in Family 2 v
ncome 3 10000 |Disability Status Certilied IEP ~]
Eligibility Status | L Foster Chilg L] Homeless W ssi & TANF

Once the initial applicant information is completed, you are directed to the ERSEA application.
This was the previous page we have been familiar with in completing. The biggest change to this page
and ERSEA is the addition of the number in family field. Having this information directly in the
application will ensure “time of enroliment” eligibility regardless of changes in the family information
pages found in both the HS and CAP components.
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ERSEA Changes > Workflow Changes

ERSEA = ™
Name D FDS Gender| Birth Date [Agn Caregiver Fam. ID ]
Applicant, Secondary 3324 Male 040872011 4 yr, 0 mn, 0 dy No Guardian 1319 |

Program Information
Wait Listed
20142015
Head Start

L Total - 0

Enroliment History

In the previous version of ERSEA pictured above, we had the red, highlighted hyperlinks which

one would follow to complete the ERSEA workflow.

The new ERSEA pictured below retains the Application checklist link along with the archive and
rollover links. Unlike the previous version we now have two links, edit and delete. The "edit" link
replaces the application link. You will click on the edit link to enter additional enrollment information
such as the program option or modify the application. The delete link will delete the application itself.

|Gender | Birth Date Age Caregiver Fam. ID
Male 0470872012 3yr, 0 mn, 0 dy Chent, Primary 1741

Applicant, Primary 100702

Enrcliment History
Application d Enroliment Records Enroliment
DAlOBI 2015 54 NrolMe! |

|| Edi
Lelete

Once the application has been completed, you then proceed with the application checklist. The

application checklist remains unchanged.



Add Enrollment Record

[e
i

save | | Cancel |
[name [ |Fos |cender|sitn Date  |Age |caregiver [Fam.i0 |
Applicant, Primary 100702 Male |04/D82012 3yr. 0 mn, O dy | Client, Primary 1741

ADD ENROLLMENT RECORD
Date Wait Listed 482015 L1
Program Year 2015 1]
Agency Good Agency o~
Center Best Center |
Classroom Class HS1 ~
Program Model Head Start o~
Program Option Head Starn 1]
Session Full Day ~

Once that has been completed, the next step is to “add enrollment record” by clicking on the
link. Here you will select the waitlist information for the applicant and save.

**Previously, a classroom was not entered for waitlist information. The addition of classroom field into

the waitlist record will populate the Waiting List-Class Based report. Waiting List report link has been
removed***

Name ID
Applicant, Primary 100702

FDS GenderlBith Date

Male [omsfzmz

Age
3yr, 0mn, 1 dy

Caregiver Fam. ID

1741

Application Checklist Archive Applicant Rollover Applicant |

Client, Primary

Enroliment History
Application Enroliment Records

Enroliment
04/0872015 rolime 2Ol ted: 04/08/20
Edit 243“ | Wait Listed 0470872015 Wan Listed - EPG Points : 0 Acce icant
I— Do e
ea
Best Center Detete Record
Class HS1

Once the wait list information is saved we have 3 links appear under the enrollment column and
the delete link disappears from under the application column. Clicking on the delete record link will

delete the enrollment history row. Clicking on the edit record link will take you to the wait list
information page.
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Enroliment Record

|Save||CanoeI|

-

Name ID FDS G.I'Id.rlBll‘ll'l Date |Age Caregiver Fam. ID
Applicant, Primary 100702 Male  |04/082012  |3yr, Omn, 1dy Client, Primary 1741
ENROLLMENT RECORD _
Date Wait Listed 47812015 m
% Date Accepted -
Program Year 2015 [v]
Center Best Center ﬂ
Classroom Class HS1 l]
Program Model Head Start [v]
Program Option Head Start [v]
Session Full Day [v]

COMMENT

In keeping with the ERSEA steps, you will accept the applicant by entering the date accepted.

Name 1D FDS Gender |Birth Date  |Age Caregiver Fam. ID
Applicant, Primary 100702 Male 04/0872012 3yr, 0 mn, 1dy Client, Primary 1741
lication Checklist Archive Applicant Rollover Applicant
Add Application
Application |Id Enroliment Records Enroliment
04/0872015 | 494 nrolimen - Based on Application Dated; 04/08/2015
Edit 248 | Wait Listed 15 Ji Accepted Enroll Applicant
Accepted 04/0972015 Nl 2015 ST Y I—
= Head Start Delete Record
Best Center R el
Class H51

We now see a record with the status dates, accepted status and the enroll applicant link. The
edit record and delete record action can be used during any stage of the enroliment.
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Enroliment Record

Tr
A

| save | | Cancel |
Name ID FDS Gender |Birth Date  |Age Caregiver Fam. ID
Applicant, Primary 100702 Male  [04/08/2012  [3yr, 0 mn, 1dy Client, Primary 1741
ENROLLMENT RECORD

Date Wait Listed 4/8/2015 =
Date Accepted 4/9/2015 BiEZ
Date Enrolled 4/9/2015 =
Start Date 4/10/2015 =
Program Year 2015
Center Best Center M
Classroom Class HS1
Program Model Head Start [v]
Program Option Head Start M
Session Full Day [v]

To continue the enrollment, click on the enroll applicant link and enter the date enrolled and

start date.

Name ID FDS Gender Birth Date  |Age Caregiver Fam. ID
Applicant, Primary 100702 |04/10/2015 Male 04/08/2012 3yr, 0mn, 1 dy Client, Primary 1741
lication Checklist Archive licant Rollover licant

Enroliment History

Enroliment Records

Edit 248  Date Enrolled
Start Date

04/09/2015 |} Enrolled
04/1072015 | § 2015

Head Start
Class HS1

Add Enroliment Record - Based on Application Dated: 04/08/2015

Best Center

The wait list and accepted dates are replaced by date enrolled and start date information. The
enrollment status has changed to enrolled. The links under the enrollment column are now replaced
with the traditional transfer, terminate and correct record links.
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ERSEA Changes > Workflow Changes > Wait-listing for the Upcoming Year

To the agencies that wish to place a currently enrolled applicant on the wait list for the
upcoming school year, you will follow these steps.

Application _Enroliment Records Enroliment
04/08/2015 494 Add Enroliment Record - Based on Application Dated: 04/08/2015 I
Edit 248 | Date Enrolled | 04/09/2015 ENPBIEY Transfer
Start Date 04/10/2015 | 2015 Terminate
Head Start Correct Record
Best Center
Class HS1

Click the Add Application Link and enter the information in the application page.

Application - ™

|Save||CanceI|

Name D FDS Gender |Birth Date  |Age Caregiver Fam. ID

Applicant, Primary 100702 |04/10/2015 |Male  |04/0872012  |3yr,Omn, 1dy Client, Primary 1741

Agency Test Agency v

Application Date |4,'9;2015 [=""]| Application # |

School Year 2016 '\ | Family Worker admin, admin v

Program Model Head Start '\ | Program Option Head Start vl
USDA CRITERIA

USDA does not Apply ¥/ Not Applicable

USDA Income l ‘LISDA Certification Date -

USDA Status Select One ﬂ USDA Expiration Date

ELIGIBILITY CRITERIA

No. in Family 2 v
Yearly Income $ 12000 |Federa| Eligibility Not Assigned ll
Poverty Guideline Not Assigned XJ State Eligibility Not Assigned ﬂ
Overwrite Poverty Guideline Not Assigned z| ( Overwrite Applies only if Policy is Enabled )

Disability Status None ‘v | EPC Points [

Eligibility Status [ Foster child [ Homeless M ssi M TANF

Enter the application information for the upcoming school year and save.
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Add Application

Enroliment History
Appliontionsid EnsolimentRosonds Enrolimont
04/0972015 495
Edit
Delete
ST Ay ROd ENrolment Record - Base . - L Lo ) o
Edit 248 | Date Enrolled 04/09/2015 | Enrolled Transfer
Start Date 04/1072015 | 2015 Terminate
Head Start Correct Record
Best Center
Class H51

You will now see a new enrollment row. Proceed to wait list the applicant by clicking on the Add
Enrollment Record link from the new enrollment row.

Name D FDS Gender Birth Date  |Age Caregiver IFam D
Applicant, Primary 100702 04/08/2012 3yr, 0mn, 1dy Client, Primary 1741
Add lication

Enroliment History

Enroliment Records

Add Enroliment Record - Based on Application Dated: 04/09/2015
Wait Listed - EPC Points : 0

2016

Head Start

Real Center

Room

Edit 248 | Date Enrolled 04/09/2015 | Enrolled Transfer
Start Date 04/102015 | 2015 Terminate

Head Start
Bast Center Correct Record
Class HS1

Once the current enrollment is terminated, you can proceed to accept and/or enroll the
applicant for the new school year by following the appropriate links.
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ERSEA Changes > Additional Information

1. The archive applicant link/ action will pertain only to the terminated enrollment. The wait listed
record will not be affected.
2. The rollover applicant link/action will pertain to applicants with only an enrollment record. Only
use this link if you do not add a wait list record to a currently enrolled applicant.
a. Ex:If the applicant has an enrollment record and a wait list record, do not use the
rollover link. Proceed with the ERSEA enrollment steps listed previously.
b. Ex: If the applicant only has an enrollment record, proceed with rolling over an
applicant.
3. The “Transfer”, “Terminate” and “Correct” record links apply only in the respective enroliment
record.

*** It must be made clear that this wait list functionality in ERSEA is not to be confused with having the
ability/functionality to enroll an applicant into two programs simultaneously***

Example: an agency will enroll a child into Head Start/Part Day program and then enroll them into Child
Care because the first part of the day they will be in HS and in the afternoon they will be is in child care.

Proceeding with this type of data entry will cause issues with your database in terms of attendance,
health due dates, PIR and other reporting.
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Self Sufficiency Matrix

Self Sufficiency Matrix > Adding a New Household

When adding a new client you will see the Opening Matrix Questions added to the Intake
process to ensure the questions are asked and answered. When clicking the “Add Client” links, near the
bottom of the page you will see a “Matrix Questions” section (pictured below). Any questions answered
here will follow through to new matrices opened for the household to help reduce the risk of improperly
answered matrix questions. It is important that the questions be answered accurately as CSBG NPI’s may

populate based on the answers provided.

E

m 1 FT' G
B
Add Household = =
Save

< Agency Printable Documents
+ Search

= Add Household

* Add Client

* Add Client- CSBG Express

* Add Client- Domestic Violence =
| e LIERP A orh
™ Add Staff Member as Client
* Add Volunteer as Client

* add Glient from Front Desk ™ Gash Assistance ™ LIHEAP I~ youth programs
* Add Client- Youth
Quick Service
™ Food Assistance ™ shefter

Matrix Questions - CORE MATRIX Questions

I matrix questions have been asked and the answers, if applicable, have been indicated helove
I Do not have Gooling
™ Do not hawe heat

Family Characteristics

I agusive Household ™ cash Assisstance for Housing rWUrking Poor

I aLERT ™ Energy Burden

By default, the Opening Matrix questions will not appear on the intake in the CAP60 system as
some agencies do not use matrices but once a Matrix is set to appear on the Intake page, answering the
questions will become required by your case workers.



It is not required that any of the questions be answered with a check because some household
may have a negative response to all questions but it is required that the checkbox affirming that the
“questions have been asked” is checked. If the checkbox is not checked, you will receive a validation at
the top of the page that will not let you proceed until it is checked.

Please confirm that Matrix questions have been asked and the answers, if applicable, have been indicated above
. 1
Add Client -—
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Self Sufficiency Matrix > Editing a Household

The same fields are visible when editing a family as well (pictured below). After clicking the “Edit

Family Information” link, the Matrix Question checkboxes are again located at the bottom of the screen.

As with adding a new household, you will not be able to save your changes unless the “questions have

been asked” checkbox is checked.

-

-

-

-

-

-

-

-

-

-

-

-

-

-

-

CAP

Case Information
Family Information
Family Eligibility Income
Self Sufficiency Matrix
Emergency Contacts
ENO05 Form

Housing Information
Medical History

Family Expenses
Financial Information
Family Notes

Signed Authorization Ferms
Shared Assessment
Family Geals

Program Goals

= CAP

* Case Information

* Family Information

* Family Eligibility Income
* Self Sufficiency Matrix
* Emergency Contacts
* ENDOS Form

* Housing Information
* Medical History

* Family Expenses
Financial Information
* Family Notes

* Signed Authorization Forms
*

*

Shared Assessment
* Family Goals

* Program Goals

* Referrals

< Family Printable Documents
4k Agency Printable Documents

Search Client

Add Client - CSBG Express
Add Client - Long

Add Client - Short

Quick Service

Search Kiosk Client

Add Client - Domestic Violence

Family Information & ™

| Family IDiNo.
| 103711

‘Head of Household |Hnusehold Income |No. in Household ‘No. of Families |
| SSM, Test [s0m [ |1 |

Form Warnings

Family Warnings

Person Warnings
v

Add Family Member
Add New Address

Address History

Adjoin Families
Disioin Family
Edit Family Information

County of residence GRAHAM Household 1D 92660 [
Physical Address | Unit# .
Physical City | state Az Zip Code

Adjoined Families MiA

Contact Information

Mailing Address

Mailing City Edit Not Assigned | State AZ
Primary Phone Secondary Phone
Additional Phone Mot Assigned “/ | Additional Phone

[ Tumn off warnings for this family

[ PARENTING NEEDS
] PRENATAL NEEDS

[JFoop NeeDS
[] HOUSEHOLD BUDGETING NEEDS

[J cHILD CARE NEEDS

] cOMMUNITY INVOLVEMENT NEEDS
[ TRANSPORTATION NEEDS
[Jumiumes NEEDS

[IHousiNG NEEDS
[[lincomE NEEDS

[J DRUG/ALGOHOL NEEDS
[ EDUCATIONAL NEEDS
[JEMPLOYMENT NEEDS [JLEGAL NEEDS

[ FAMILY SUPPORT NEEDS ] MEDICAL COVERAGE NEEDS

Matrix Questions - Check if any are applicable

4 Unemployed and seeking earned income
Oz Employed and seeking to reduce barriers to maintain earned income
3. Are employed and seeking increased earned income andfor income employment benefits

have been indi above

[ Matrix guestions have been asked and the answers, if

Again, any questions answered here with a checkbox will follow through to any new matrices
created for this household.
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Self Sufficiency Matrix > Admin Options

The opening questions that appear on the Intake are controlled within the Admin Module > Self
Sufficiency Matrix.

Head Start
< Agency Management
# Authorization
€+ Child Assessments

= Child Visit
% Delete / Transfer Records Matrix Date From Date To Checkbox ::I‘t':::r oo
< Developmental ? i et t Opening Areas XK
Drop Down Designer Questions
% Eligibility & B vz %&pq Areas X
::am::nssessmem ? il CORE Matix 06/26/2014 0B/26/2015 ouigzi"nu gﬂs Areas o
eal Questions
% House Keeping ? i Maticz 010112015 03142015 Ogening Areas ¥
+ HR Questions
= Incident
<+ InKind
= Resources
Staff
=F Year End Preparation
= CAP

< Agency Management

4F Agency Setup Links

< CSBG

< Process Management
DropDown Designer

< Funding

< Front Desk

= InKind

= Weatherization Dropdown Designer

<+ Roll Over
Self Sufficiency Matrix

< HR

£+ Delete / Transfer Records

gh Aidharizatine

36



Here you can control which Matrix questions will appear on intake, the text of the questions, as
well as the label that appears above the questions.

Name = ™

Save | Cancel |

Matrix CORE hiatrix

Date From Br2652014 |-3".ﬁi-§;" Date To |EIQEIED1 g |-3".11{-§§"
Status

¥ Guestions for this Matrix should appear on the Intake ! Family forms

If questions for this Matrix appears ¢n the Intake form, please provide the Header for the questions.
CORE MATRIX Questions

. . B
Matrix Gluestions [

Add | cancel |

CORE Matrix

Matrix Questions

Opening Question

? B Do not have heat
J E Do not have Cooling

In this same section, the order the areas within a Matrix appear to caseworkers can be

controlled. This will be clearer below once a Matrix is added but changing the order is achieved by
clicking the up and down arrows next to the name of the area in the “Move” column.

q B

Add | cancel |

CORE Matrix

Matriz Area

Export To [ERMEII DL —

Filter
e Mo e
Goals
1 YW Comfort

5 Scores Qutcomes X

5 Scores Qutcomes X

& o
é? ﬂ z AN Faying Bills
& o

3 .Y Future Bills c Scores Outcornes X

37



Front Dy

Head Start -
=7 Agency Management Agency Settings
5 Authorization Save |
<k Child Assessments
& Child Visit Agency Time Zone Pacific (PDT) Time Zone -
& Delete / Transfer Records Murnber of months back Household Page case listing should look back to show cases and HS applications 24
&b Developmental Have Year Dropdovwn defaultto CEBG Year on Client based pages (Adding goals, referrals, efc.) v
Drop Down Designer Display Year list in dropdowns from Current year to aldest Icd
=0 Eligibility 4. Incomes
o° Family Assessment Do notuse the Interval as a multiplier to calculate Income amount on the Househald Information Page [
= Health Consider an empty farnily and sewvice as 'No incore information obtained' rather than '$0.00 incore" Icd
5F House Keeping Automatically set incomes older than the number of days specified to Inactive when Viewing Family Eligibility Income (0: OFF) 0 |
s HR 5. Family Expenses
< Incident |Default family expenses verified to yes Il_ ‘
o G 6. Front Desk and Referrals
P e Count Front Desk Contacts as Referrals on the CSBG I
Staft i Count Referral Services in the CSBG Enrolled Colurnn if they are not achieved r
4F Year End Preparation -
o Em Make referals auto achieved when added from the Front Desk I
< pgency Management Make referals auto achieved when added from the CAP module -
= Agency Setup Links 7. Quick Senvice
* agency Settings Allow Quick Service to serve a client more than once a week ||_ ‘
* Intake Required Fields 8. Add Client
* Poverly Guidelines Minirnurn allowable age for HOH on the add Client pages (0: OFF) 0 |
* Mon-Service Povery Guidelines Today's date should not he automatically entered for application date when adding a client I ‘
* Program Category Restrict system to add clientwith 85N when clientwith no ssn and same first last, gender and hirth date exist. - ‘
* Prograrms 9, Redirect to Family Information
* Serices Selecting a family on the CAP Search page opens the family page idefault is case page) Il_ ‘
* Funding Agency 10. Self Sufficiency Matrix
: Funding - Display Self Suficiency Matrix Additional Actions I
o Cl.le.m.Charactenst.lcs Fogilive response fo any Opening Self Sufficiency Matrix Questions for a Family where no Self Sufficiency Matrix exists will cause a Form
Eligihility and Priority Warmning
* Program Definition |-
° g DS [y FEgE It a Form Wiarning for the reason above exists, do not allow the addition of Gases to the Family (]
* Client Meeds 11. Staff Goal Access
 EramrEm Famms |Cnnswder ermpty goal access as "Mo Goal Access” rather than unlimited goal access (backwards compatible) |l' ‘
* Farm Templates 12. Goal Objectives

You can control the settings of Opening Matrix questions by going to Admin > Agency Setup
Links > Agency Settings. There are three options available:

a) Display Self Sufficiency Matrix Additional Actions — this controls whether case workers
have access to the detailed Score page, Planning, Contact, and Notes sections of the Self
Sufficiency Matrix. Below are two snapshots, one with Additional Actions available and the
other without.

Self Sufficiency Matrix - Quick View & = Self Sufficiency Matrix - Quick View
Famity ID/No. Head of Household Family Eiligibility Income No. in Household No. of F2 Family IDNo. Headl of Household Famity Eiligibility Income No. in Household No. of Fal
Select Matrix Select One =l Select Matrix Select One =
Filter Al Filter Al
Matrix
Description Actions Add Type  Mowve Quick Add Housing  General Assistance Description Actions Add Type Mowe Quick Add Housing  General Assistance
Matrix: Matrix 1 Interim Matrizc: bfatrizg 1 Interim
o s oo e Lo
206 | Add !ﬁ Open 04/04/2015 205 !ﬁ Open 04/0472015
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b) Positive response to any Opening Self Sufficiency Matrix Questions for a Family where no
Self Sufficiency Matrix exists will cause a Form Warning — this option will cause a warning
on the Family and Case pages when one or more Opening Questions were answered
positively but a Matrix is not open for the family. This option is for agencies that want to
warn caseworkers to complete a Matrix for vulnerable clients.

q q -
Family Information -
Family ID/No. Head of Household Family Eiligibility Income Ho. in Household Mo. of Families
1123 BROWKN, SHERR™Y Hra z 1
adioin Families Form Warnings Family Warnings Person Warnings add Family Mamber
Disjoin Family r’«\;\\// Add Mew Address

Edit Family Infarmation
Characteristics Meeds

Address History

Family Infermation

Agency Sarnple j Center Central Center j

Application Date 31142014 Household ID 506 |

Adjoined Families A No. in Family 2 j

Family Type Mot Azsigned j Date in State |

Housing Cin j Number in Family with Health Insurance 0

Housing {if Other) Characteristic Warnings are turned Off Mo j
Residence Information

Physical Address 25101 COUNTY ROAD 33 LOT 4 Unit # i’

Physical City |state wo x| Zie Code 56467 - AR

County of Residence CA- Los Angeles _=| school District Mot Assigned =l

Residence Type Apartment j Residence Code

Contact Information

Mailing Address

Mailing City State Mot Assig = | Zie Cade
Primary Phone Secondary Phone

Additional Phone Mot Assigned j Additional Phone

Comments

Click the "Edit Family Information”™ link abowe to add comments or make other changes to Family Information.

Matrix Questions - CORE MATRIX Questions

¥ Do not have Cooling

Once a matrix of the type that was set as the Intake Matrix is open, the warning will go away. At
this time there is not enforcement on what scores must be added to the matrix.
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c) If a Form Warning for the reason above exists, do not allow the addition of Cases to the Family
— this option will actually stop caseworkers from being able to add cases and services when one
or more Opening Questions were answered positively but a Matrix is not open for the family.
This option is for agencies that want to force caseworkers to complete a Matrix for vulnerable

clients.

This is considered a sub option to the one above, because it may become confusing to case workers
if they cannot add a case but are not seeing a warning. It is recommended that this be used in
conjunction with the option above. When the “Add Case” warning does appear, they will be redirected

to the Self Sufficiency Matrix page.

g Bl
Case Information -
Family IDMo. Head of Household Family Eiligibility Income Ho. in Household Mo. of Families
1133 BROWH, SHERRT Hia z 1
- f1id Case Form Warnings Family Warnings Person Warnings
Case History
Elinibility
Program All j
Household Cazes (Lazt 24 months) Family Cazes - Shown: 1/Total: 1
. . Program
Case No. Date Applied Year Name No. in Household Income Services Case Worker Status
817 12TI2013 2014 SHERRY BRIOUWN 2 MHia Gehneral Assistance Mo Wader Assigned  Approved

Self Sufficiency Matrix Warning

You cah hot Add Case as Matriz/Scores have not been added since the family matrix questions were answered
positively. Please check the family Self Sufficiency Matrix
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Self Sufficiency Matrix > Adding a New Matrix

To add a matrix to a household, click the “Self Sufficiency Matrix” link in the navigation bar on
the left. You will be taken to the “Matrix — Quick View” page which will list all matrices and their scores
for the family selected. Depending on the existence of other matrices, you will be provided a link with
the appropriate action (“Add New Matrix”, “Add Interim Matrix”, “Add Close Matrix”).

= CAP

* Case Information

Self Sufficiency Matrix - Quick View

Family Information

Family ID/MNo. Head of Household Household Income MNo. in Household MNo. of Families
Family Eligibility Income

24978 55M, Test N/A 1 1

Self Sufficiency Matrix
Emergency Contacts
ENOO5 Form

Housing Information | Add New Matrix |

Medical History

-
-
-
"
"
"
"
-

After clicking the “Add New Matrix” link, you will be taken to the open matrix page (pictured
below). Here the questions will be pulled from the family you are in if adding the Matrix that appears on
Intake but you may change them if needed. A “Family Member” must be selected as well as the “Date”
the matrix is opened. Date is important as any NPIls mapped to scores will be based on this date.
“Program” is not required but is used as a filter on some matrix reports.

- B
Open Matrix - .
| Save | | Cancel |
Family ID/No. Head of Household Household Income No. in Household MNo. of Families
24978 S5M, Test M/ A 1 1

Date 1172572014 Name Unified Matrix v
Program Mot Assigned ﬂ Family Member Select One ﬂ
Comment

Matrix Questions

[11. unemployed and seeking earned income
2. Employed and seeking to reduce barriers to maintain earned income
3. Are employed and seeking increased earned income and/or income employment benefits
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Self Sufficiency Matrix > Adding Scores

After clicking “Save” you will be taken to the “Add Progress” page (pictured below). Here the
first area will be automatically selected for you and displayed in the red label as set in the Admin section
described earlier. Select the score that represents the family situation, the note is optional, and click

“Next Area”. This sequence of steps will progress through all of the Matrix areas, eventually looping
back to the first area.

Add Progress = -

‘ Next Area | | Quick View ‘

Family ID/No. Head of Household Household Income Mo. in Household Mo. of Families

24978 SEM, Test N/A 1 1

Opening Questions

2. Employed and seeking to reduce barriers to maintain earned income

3. Are employed and seeking increased earned income andfor income employment benefits

Food 3 Score

Transportation 4 3. Relies to a significant degree on other sources of free or low-cost food. Unaware of available ﬂ
Child or other dependent |7 Assessment Note

care

Housing &8

Employment g

Income 6

Healthcare 5

Adult Education /Training |3

Matrix IOrder
1D
Food | Transportation | Child or Housing | Employment | Income| Healthcare| Adult
other Education/Training
dependent
care
184508 | Open| 1 11/25/2014| 3 4 7 [ ] [ 5 3

As you add scores you will see them appear below in the “Matrix Group” listing. Scores in red
are below the prevention line while those in green are at or above the prevention line. You may jump
between areas within a matrix by clicking the area name in the Area navigation listing on the left side of

the page. If a score exists in a jumped to area, that score will be displayed, otherwise you will have to
select a score before being able to click “Next Area”.



Some agencies have defined score specific goal lists for caseworkers to choose from or prefer to
add additional details to a score beside a Comment. This can still be done by clicking the “Detailed Add”
link or the “Add” link on the left side of the “Quick View” page.

Add Matrix Progress

Save and Next Area | Back |

(-]

Family ID/No. Head of Household Family Eiligibility Incorme No. in Household No. of Families
1133 BROWN, SHERRT & H 1
Matrix Family Member Program Date Questions
b atric 1 SHERRY BROWN [ 044042015 Negative
Owenview Contact Case Motes Planning Dietailed Add | Wiew |
Housing Score
generalAssmtance Gelect One d
; Comment
5 -
g
7
8
el
10 I
il =l .
Description Add | Move Guick Add  Housing  General = 4 5 & 7 8 3 10 N 12
Type #ssistance
214 Open 04r04/2015
215 Interim 04i05/2015

Self Sufficiency Matrix - Quick View

Family ID/No. Head of Household Family Eiligibility Income Ho. in Household Ho.
1133 EROWMN, SHERRY His 2 1
Select Matriz Select One j

Filter Al

Description

Matriz: b atriz 1

Person: SHERRY BROWWN
Frogram: Mos

Ouestions Response: Hegative
Comrnent: NAA

214 | Add

215 | Add

Actions

Drwe e
Contact
Motes
Elanning

L
i

Add Type Mowe Quick Add

Ihterimm Housing  General Assistance
Close

Open 04/04/2015

Interim 04/05:2015
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Clicking that link will take you to a similar page to versions prior to 191 pictured below. Much
like the regular score Add page, clicking “Save and New” will automatically cycle through the Matrix
areas in the order set by the Administrator. Moreover, as scores are added to each area, the list of areas
will not include those already added to the current matrix because a given matrix can now only hold one
score per area.

Add Matrix Progress = =
save | Save &New | cancel |
Family ID/Mo. Head of Household Family Eiligibility Income Mo. in Household Mo. of Families
1133 BROWN, SHERRY iy 2 1
Matrix Famity Member Program Date Questions
CORE Matrix SHERRY BROWN 7 040442015 Affirm ative
Area Carmfart j
Score 1. Am able to sleep and do daily activities j

Matrix Area Goals Requiring Case Worker Approval

[T <-Select all
I_ 2014 - G4 Obtained non-emergency LIHEAP energy assistance

Situation = I

Qutlook =

Comment =

You can edit or view the details of a score by using the “Detailed View” link pointed out earlier
or the “Overview” link. The “Overview” has not changed from the previous version and will not be
discussed here but it will continue to show the first and most recent scores per area.
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Self Sufficiency Matrix > Adding Matrices to a Group

We have replaced the Score “Time” with matrix groups to make entry easier for caseworkers.
The order that a matrix appears within a group tells us the “timing” and order of the scores within the
group. Matrices are considered in a group as long as the matrix is not closed. To add additional matrices

to the group, you may select “Interim” or “Close” on the “Quick View” page. Closing a matrix will end
the group.

Self Sufficiency Matrix - Quick View

Family ID/No. Head of Household Family Eiligibility Income Mo. in Household No.
1132 BROWN, SHERRY His 2 1
Select Matrix Select One =l
Filter All
Description Actions Add Type  Move Guick Add
Mtrise: Matrise 1 Querview  Interim Housing  General Assistance
Person: SHERRY BROWH Contact Close
Program: N/& Notes I
Guestions Response: Negative Planni
Commerit: HA Llanning
214 | Add ?ﬁ Open 04i04/2015
215 | Add ?ﬁ Interim 04405/2015

When adding an “Interim” or “Close” matrix, only the Date is required (pictured below). Again
you will be taken to the “Add Progress” screen with the current matrix highlighted in yellow. It is
important that more than one matrix be in a group for NPI reporting purposes because it takes at least

one score to enroll someone in an NPl and at least one more score to achieve them in the NPI based on
your NPI to score mapping.

Self Sufficiency Matrix

‘ Save ‘ | Cancel ‘
Family ID/No. Head of Household Household Income Mo. in Household Mo. of Families
24978 55M, Test N/& 1 1
Add Matrix
Date 11/25/2014 M
Comment
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Self Sufficiency Matrix - Quick View

Family IDiNo. Head of Household Family Eiligibility Income Mo. in Household No. of Families
133 BROUN, SHERRY i, 1
Select Matrix Select One j
Filter All
Matrix

Description Actions £dd Type Move Guick Add Comfart
Matrix: CORE Matrix Overview
Person: SHERRY BROWN Contact
Program: Mis
Questions Response: Affimative r;llntes_
Commert: NiA IAEWTRTG|

202 | Add (?ii Epen 04i0472015

200 | Add €’ﬁ- Interim W 04052015

210 | Add é?ii Interim Y 04082015

211 | Add !E Interim # 040752015

242 | Add Jﬁ Close 0471 02015

Paying Bills

Future Bills

TOTAL

The order of the matrices within a group can be changed by clicking the up and down arrows in

the matrix listing. Only “Interim” matrices can be moved and within the same group, opening and

closing matrices cannot be moved.

You may only have one unclosed matrix of each type at a time, if you would like to create a new
open matrix for a family with an already unclosed matrix of the same type, you must close it first. There
is no limit to the number of interim matrices you can add to a matrix group but it is recommended that a

new matrix be added at least once a fiscal year as the NPIs associated with the matrix scores may

change from year to year.
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Self Sufficiency Matrix > Moving between Matrices in a Household

If a family already has existing matrices you may view or edit them in two ways. When viewing
the “Quick View” page, you will see all of the matrices that exist of this family. The matrix groups are
separated by color, either light yellow or blue, for easier navigation. Simply click on the Matrix Date you
would like to view or edit to jump into both that matrix as well as the matrix group.

. n (e 01 B
Self Sufficiency Matrix - Quick Yiew =

Family IDNo. Head of Household Family Eiligibility Income Mo. in Household No. of Families

1133 BROWN, SHERRY Nk, 2 1

Select Matrix Select One =

Fitter All

Description Actions Add Type  Move Guick Add TOTAL

Matrisc: Matrix 1 Owerview  Interim Housing General Assistance 3 4 & B 7 ) a 10 1 12

Parson: SHERRY BROWN Comtact  Clase

Frogram: Ni# —

Questions Response: Negative E‘J‘utes

Camment: NiA Flanning
214 | Add ?E Open 04/04/2015 o
215 | Add. ?ﬁ Interim 040512015 o

Mztrizx: CORE Matrix Cwerview Comfort | Paying ills Future Billz

Person: SHERRY BROWN Cortact

Program: Ni#

Questions Response: Afiimative g‘mes_

Camment: NiA Flanning
208 | Add ?ﬁ Open 04/04/2015 [*)
200 | Add ?ﬁ. Interim L¥ 4 04/0562015 0
zoiadd Qg neim AN 04/06i2015 0
211 | Add ?ﬁ. Interim gy 04/0742015 o
212 | Add. ?E Close 0401012015 0

After the matrix is selected, you will once again be taken to the “Add Progress” page with the
first area selected (pictured below). At the bottom of the page you will see all of the matrices within that
group with the current matrix highlighted in yellow. You may also move to other matrices within the
group by selecting the Matrix ID. If you would like to move to a different group, click the “Quick View”
button at the top of the page.

Add Progress = b1

‘ Next Area ‘ | Quick View |
‘Family ID/No. |Head of b hold ; hold Income |No. in Household |ND. of Families |
| 24578 | ssm, Test /A [1 [1 |

Food 7 Score

Transportation 7 7. Household is not on foed stamps and with income is able to meet basic food needs with occa ﬂ
Child or other dependent |6 Note

care

Housing 7

Employment 2

Income 7

Healthcare [ |

Adult Education/Training |3 |

Matrix forder
Food| Transportation| Child or | Housing| Employment| Income| Healthcare| Adult
other Education/Training
dependent
care
184508 |Open [1  |11/25/2014[3 |4 7 5 3 [ 5
184500 |Interim|2 | 11/25/2014|7 |7 6 7 2 7 10
184510 Close [3  [1w/z7/2014]2 |5 8 5 2 5 8 4
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Self Sufficiency Matrix > Older/Custom Matrices

When entering a family that had matrices prior to the v191 release, you will still be able to view
and edit the matrix as before.

]“gm" Order
CHILD COMMUNITY DRUG / ALCOHOL COUNSELING ADULT EMPLOYMENT | FAMILY FOOD | HOUSEHOLD
CARE INVOLVEMENT EDUCATION/TRAINING SUPPORT BUDGETING

56 Open |1 0&/06/2014 3 =

25 Interim | 2 0&me/2014 E

376 Interim | 3 08/06/2014

377 | Interim | 4 oen32014 |7

373 Interim | 5 0&/M3/2014 E] 5

379 Close |6 081372014

Previously the matrix scores required a time to determine the order of the scores which were
used to populate various NPIs as multiple scores per area could be added to a single matrix. Due to the
fact that the new matrix no longer uses time because you can only add one score per area per matrix,
we migrated those old scores into new matrices based on the times that were saved on the scores.

In the image above, you can see some scores were places in the same matrix while others were
not. This is due to the time that was saved on those scores. Although it looks like the scores are
scattered, this has no effect on the actual progress or reporting of the matrix as the order was
maintained and now in several interim matrices which have their own order.
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CSBG

Changes

CSBG Changes > Filtering

CSBG = =

Add
Year All
Program All

Onhy Show the Last Opened Report Yes

iewDownload CSBG Documentation

Id Actions Name Narrative
a3 HName: CSBG 20142015 Goal 1
Edit Outcome Ye?r $ 2014 Goal 2
el Update Required: ves Goal 3
eletg —
“fear Filter: Al Goal 4
Date Range: Goal §
100012013 - 0302015 Goal &
Center: an Custom Goal
County: a1
City: Apache Junction, Akadelphia, Exports
Bakerstield, Bearden, Benton, Burbank, C3BG Repart

Cabot, Camden, Casa Grande, Cha &
rmorea....

Program: ceAR, bemo Unit test, Fast
Track, Foster Care, General Assistance,
HEAF, HMIS, Housing Assistance, M &
more....

Service: Base Uility Payment, cash
assisstance , Cash Assistance, Cash
Azzistance eHEAT, Food Stamp , Genera
& ornore. ..

Case Status: appliced, Applied 2,
Approved, Approwed 2, Completed,
Completad 2, Denied, Expirad, New 2,
Fending, P & more....

Semvice Status: None

Funding: Nore

Reason for visit: None

Include HS: Nore

CERG Lite

CERGLite SectG

=Gl Select One -

Update Sections
Update All

IS Report

1. Enroliment (Requires Update)

2. Follow-Ups (Requires Update)

3. Bervices (Reguires Update)

4. Referrals (Reguires Update)

5. Reportilast Updated 03297201451

Dermographics

B. Activities (Last Updated 02729720153

T ncomes (Last Updated 03729201 5)

8. Fed Poverty Percentages (Last Updated 03728720153
8. Persons (Last Updated 03/28/2015)

10. Families (Last Updated 0329520145}

Total =1

Sections

Section D
Section E
Section F
Section G
Goal 1
Goal 2
Goal 3
Goal 4
Goal s
Goal g
Custom
Goals
Serice
Areas

The first thing you will notice when viewing or creating a CSBG report are the new filtering

options. The CSBG report can now be filtered like the demographics report update in v1.90. The report

now allows you to choose more than one of many of the options such as Programs, Services, Funding

Sources

, etc.

By clicking one of the blue links, such as the “Service Status” dropdown, you will be taken to a

page like the below where multiple options can be selected.

Report Filters Edit -

Save Cancel

Approved
Completed

Denisd

-
=
=
=
B

Pending

Lelele




E

b

Save | Cancel I

Description of CSBG | ‘

Outcome Year 2014 j

MPI Fitter {will also filter demographics)  Not Assigned j

From L2 wiTo ek

Agency All j

Activity Year Al [

Min Zip Code | |Max Zip Code |

Report Filters Option [ Add the other Report Filters as “aAl"

Section E originates from Select One i

Include activities from Case Mgmt, Referrals, Followups & Projects {Ho is Services Only) fes j

Include all family members of those included through Case Management Mo L'

Include Persons in the Demographics report if they have enrolled in a Goal but not achieved it Mo j
Head Start

Include all famity members of an Applicant Mo

Enroliment From = "w| Enroliment To

Comment

Other Changes to the CSBG filters:

1) Outcome Year: You must now select an outcome year for the report. This was added for
multiple year reports which will be discussed later. The outcome year refers to which set of
NPIs you would like to see on the report from the Admin > CSBG pages. Moreover, “Date
From” and “Date To” are now required while the “Activity Year” can be used in conjunction
with the dates for additional filtering.

2) NPI Filter: There is now an option to filter the report down to a single NPI. While this
doesn’t make for an entirely different NPI report, other than only that one goal will appear,
it does filter the demographics of the report. This allows you to view the Section G for the
clients that achieved a specific NPI.

3) Add the other Report Filters as "All”: Like the demographics report, this will automatically
add all of the programs, funding sources, services, etc. to the report. You can always add
and/or remove options after a report is created, but this option makes most reports a bit
faster to create. Notice that many of the filters previously seen on the “Add CSBG” page are
now gone as they have been replaced with the links on the “CSBG List” Page.

4) Include activities from Case Mgmt, Referrals, Follow-ups’ & Projects (No is Services Only):
This dropdown replaces the older, “Include Persons from Case Management with no
Services in Section G” option. The previous dropdown terminology seemed confusing in the
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way it interacted with other filters like Service Type or Funding Source. If those filters were
being used then activities from Case Mgmt, Referrals, and Follow-ups would be omitted
because they are not part of that Service Type or Funding Source as we don’t collect that
information on those activities.

This is no longer the case, if this option is set to “Yes”, the report will pull those activities
into the report even if there are other filters which would contradict the option. Therefore if
you are looking to see activities within a specific set of parameters, you can set this option
”NO”.

CSBG Changes > Filtering > Program Access

Many of the reports have program filters which can be set to “All”. Previously this meant that if
a user had access to those reports they could view activities from programs they do not have access to
add/edit/or delete within the CAP module. Now many of the reports in CAP60 system have been
updated to reflect program access meaning that when “All” is selected, they will only see the activities
from the programs they have access to.

As mentioned above, the CSBG report has an “All” option when creating a new one. When “All”
is selected, only the programs the user has access to will be added to the list. When editing the program
list, only those they have access to will appear in the program list for adding and removing.
Furthermore, the “CSBG List” is now filtered by program access as well. If a CSBG exists with a program
the user does not have access to, it will not appear in the list. This is still true if the user has access to all
but one of the programs selected for the report.

51



CSBG Changes > Filtering > Multiple Years

As mentioned above, the CSBG can now report across multiple NPl and Fiscal years. In previous
versions the CSBG could only report across two NPI years, the one CSBG Year the date range ended in
and the year before. All of this was transparent to the user, but the new “Outcome Year” filter makes it
visible to the user which NPIs are going to appear in the report.

This is beneficial mostly for agencies that have fiscal years ahead of the CSBG fiscal year (very
rare) but also adds the nice option of reporting on activities over a large time period. This is why the

date filters have become mandatory along with the “Outcome Year” dropdown.

Adrmin
Child

Head Start 1= i
e T e CSBG Guestion
=R Authorization Acld
<k Child Assessments
= Child Visit EED [a0t5 e
=~ Delete / Transfer Records Goal No. 1 j
+ Developmental Copy CSBG Questions, Mapped Goals, and Mapped Service Goals to & Mew Year
Drop Down Designer
5F Fligibility CSEG Questions
et Id  Goal No. Subltem QOutcome Previous
5 Health Year
=" House Keeping Eat| Delete | &27% 1 e bnr;:r;:‘;ots::;;::-D:f:‘gad;mj:;vad and maintained a job for at least 90 days v
& HR Edit Delete 8380 A 18 Employed and maintained a job for at least 80 days 7
=k Incident Edit Delete 8381 A 1c Employed and obtained an inereass in employment income and/or benzfits v
4= InKind Edit Delete 2382 1 10 Achieved "living wage" emplayment andfor benefits v
4k Resources Edit Delete 2383 1 2. Obtained sill¥sompetencies required far employmeant v
Staff Edit Delete 2384 1 2B Completed ABE/GED and recaived cartificate of diplema v
4k ear End Preparation Edlit Delete 2385 1 zc Completed posksacondary education program and obtained cerifieate or diplama v
4 CAP Edit Delete 388 1 2D Enrolled childien in before of after schoal programs v
4k Agency Management Edit Delete 387 1 2E Obtained care for child and other dependant v
4 Agency Setup Links Edit Delete 8388 A 2F Dbtained access to reliable transportation andfor drivers license v
= C5BG Edit Delete 8389 A 2.6 Obtained health care services for themselves or family member v
* CSBG Questions Edit Delete 2300 1 2H Obtained andfor maintained safe and afferdable hausing v
* CSBEG Projection & Mapping Edit Delete 2381 1 2.1 Obtained food assistance {
* Goal Access Edit Delete 230z 1 2.4 Obtained non-amergency LIMEAP anergy assistance v

As with previous versions, this is accomplished via the “Previous Year” mapping under Admin >
CSBG > CSBG Questions page. On the list page you will notice most of the questions have a previous year
mapping as designated by the checkmark. Typically the CSBG does not get too many new outcomes
from year to year, but if one was created, it would not have a previous year mapping.

In general the previous year mapping is done automatically for you when the CSBG rollover
occurs. The outcome will be mapped to the outcome that created it when the rollover happens. If you
like, you can change the mapping by going to the edit page and selecting a different goal. When this
happens you will see “Mapped To: ...” underneath the outcome to designate it is not mapped to the
same goal from the previous year.
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CSBG Question = =

Save | Cancel |

Year 2015 [

Goal No. 1 - | Subltem 1.5

Need =
.

Outcome Tnemployed and obtained a job | =
.

Outcome Display in Obtained a job =

Checkboxes

Previous Year Mapping -

2014-1.1 .8 Employed and maintained a joh for at least 90 days

Required for pulling CSEG reparts across multiple program years.

In the image above you can see that 2015:1.1.A is mapped to 2014:1.1.B. This is unusual for
standard NPIs but if your agency creates any custom outcomes this may be useful. What this means is
that if | created a report that is to show 2015 “Outcome Year” NPIs and spanned a date range to include
2014 outcomes, people that achieved 2014:1.1.B would also be counted in the 2015.1.1.A outcome.

Therefore you can see that as your date range increases to include more years, backwards or
forwards ( you can run a 2015 Outcome Report for activities in 2016), the previous year mapping is very
important. We recommend you take a minute to ensure your goals are mapped to previous years by
checking to see that a checkmark exists next to the goals you plan on reporting as well as ensuring the
“Mapped To: ...” does not appear unexpectedly.
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CSBG Changes > New Reporting Percentage Mapping

In the previous CAP60 version we introduced service income and program definition poverty
guidelines to replace the saved/static poverty percentage levels. This allowed us to generate income
percentages in real time between a combination of service, funding source, date and guideline. While
this greatly enhanced reporting of poverty levels for services, we continued to use saved/static
percentage levels for activities such as case management and referrals. Generally this is not an issue
unless an agency changes its setup after activities have been created.

Front

Head Start -
9F figency Management
57 Authorization
< Child Assessments
=r Child Visit
=R Delete [ Transfer Records Applies To Date From Date To Poverty Guideline Percent Type
< Developmental Case 01012010 12/21/2016 Default 2014 Federal PG Both

Drop Down Designer
=" Eligibility

&
&
57 Family Assessment é’
&
&

Follow-Ups 04042010 A2/312016 Default 2014 Federal P& Both
Refermrals 01012010 1282172016 Cefault 2014 Federal PG Both

&5 Health Case Mgmt Goals 01042010 20212016 Default 2014 Federal P& Both

=F House Keeping
== HR
7 Incident
<F InKind
57 Resources
Staff
4k Year End Preparation
o7 CAP
= Agency Management
= Agency Setup Links

Feneric 04042010 A2/312016 Default 2014 Federal PG Both

goEEe®

* Agency Seftings

* Intake Required Fields

* Poverty Guidelines

* Mon-Service Poverly Guidelines
* Program Categary

* Programs

In version 1.91 we are extending that flexibility to other activities as shown above. This is mostly
made possible by moving the income from the service to the case which will be described in detail later.
Setting up these options are similar to setting up the “Program Definition” guidelines in that you can
choose the guidelines, date range, and whether this guideline will be used for “Federal Percentages”,
“Program Year Percentages” or “Both”.

MNon-Service Poverty Guidelines

Save Cancel |

Applies To Case j
Percent Type T Federal © Program ‘Year # Both |
Date From 1112010 |-m: ﬁ Date To 1203102016 i

Poverty Guideline Default 2014 Federal PG j
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By default we have added rows for each type of “Non-Service Poverty Guideline” and tied it to
the 2014 FPL because that was the last guideline we added for you automatically. If this guideline was
removed from your system you will need to add the types yourself and tie it to the appropriate
guideline. Additionally you may want different guidelines for Federal and Program Year amounts so feel
free to change them.

Primarily these are used for demographic reporting. If a client has a case but no service, we can
still generate a percentage for them where we previously had to rely on a saved value. The same can be
said of a client that has only has a referral that achieved some goal but no other activities.

The “Generic” option is for items such as the “Dashboard” or “Client Listing Report” where we
are using live “Family Eligibility Income” rather than case income. It may also be expanded to Case
Forms and other purposes in the future.
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CSBG Changes > Update

Id Actions Name

a3 WName: CSBG 20142015
Edit Outcome Year : 2014
Update Required: “res

‘ear Filter: All

Dzte Range:

0142013 - 0943052015
Center: 4l

County: 211

City: Apache Junction, Akadelphia,
Bakersfield, Bearden, Benton, Burbank,
Cabot, Camden, Casa Grande, Cha &
mare....

Program: cEAP, Demo Unit test, Fast
Track, Foster Care, General Aszzistanca,
HEAF, HMIS, Housing Assistance, b &
mare....

Service: Base Utility Payment, cash
assisstance , Cash Assistance, Cash

Assistance eHEAT, Food Stamp , Genera

& rore. ..

Case Status: applied, Applied 2,
Approved, Approved 2, Completad,
Completed 2, Denied, Expired, Hew 2,
Fending, P & more....

Service Status: Hone
Funding: Hore
Reason for visit: Hone
Include HS: Hone
CEBG Lite

CSBGLte Sectis

Harrative

Goal 1
Goal 2
Goal 3
Goal 4
Goals
Goal B
Custom Goal

Exports
CSBG Report

AN Select One -

Update Sections
Update All

15 Report

1. Enrollment (Requires Update)

2. Follow-Ups (Reguires Update)

3. Berices (Reguires Update)

4. Referrals (Reguires Update)

5. Report (Last Updated 032902015

Demographics

6. Activities (Last Updated 03729/2015)

7. Incomes (Last Updated 035295201 53

8. Fed Poverty Fercentages (Last Updated 035295201 83

4. Persons (Last Updated 0352905015)
10. Families (Last Updated 03/29/2015)

Tatal

Sections

Section O

Section E
Section F

Section G

Goall
Goal 2
Goal 3
Goal 4
Goala
Goal A
Custom
Goals
Service
Areas

=1

The CSBG update links have been updated due to the new percentages that are calculated in

real time as well as trying to reduce the timeouts experienced by users. Generally timeouts are

experienced when updating incomes or percentage levels.

For this reason we have broken up the sections into sub sections. Clicking the “Incomes” link will

take you to a page that looks like the below.

Select Income Section

-

Modified By |alan

|Modified Date

|414I2IJ15 32220 PM

Last Updated Income Section

Section
Case

Semvice

Follow-\Jps & Referrals

Case Mgmit

|Case




. B
Update Income Section -
Save | Cancel |
Modified By [alan |Modified Date 40412015 3:22:20 PM
Last Updated Income Section |Case
Updating |Senfice

Clicking the sections will take you to a “Save” page where the report will be updated. This page
tells you the last section updated and the section you are currently updating to help with navigation.

L
Update Federal Poverty Percentages -
Cancel |
Modified By [imse |Modified Date 31292015 12:00:01 AM

Last Updated Percentage Section |Federa| Case Mgmt

Section
Case

Service
Fallow-Ups
Eeferrals

Case hgmt

The percentage pages look very similar. You will notice we have the traditional service
percentages plus the new Non-Service percentage levels. As before, the report will report a household

in the bracket that their lowest income percentage resides in. Please ensure you update all report
sections before viewing it.



CSBG Changes > Update > Auto Update

B
Update CSBG -
Save | Cancel |
Modified By admin
Modified Date 322015121117 PM

Please note that you may experience timeout issues when trying to update a large CSBG report.

This link is intended for small date ranges or reports specific to a program, funding source, etc.

If you experience atimeout, please use the individual links below this one oh the previous page to update the
report.

If you still experience timeouts, the system is set to run the unfinished reports every other hour.
Report status is denoted in the reportlisting in the "Update Required” description.
Please come back and check the report at a later time.

The “Update All” link still exists which will automatically run through all of the update sections
for you. As before, it is likely we may experience timeouts when running reports with large numbers of
clients. We had some clients that were experiencing timeouts even when updating the report by

sections so we have added an auto-update feature to the system.

Total = 1

Id Actions Name Marrative Update Sections Sections
az Hame: CSBG 20142015 Goal 1 Update All Section D
Edit Outcome Vear @ 2014 Goal 2 Section E
Updsate Required: Tesz Goal 3 1S Report i Section F
Delete ————— Goal 4 1. Enrallment (Reguires Update) Section G
vesr Filter: Al Goal & 2. Follow-Ups (Requires Update) Goal 1
Dzte Rangs: n A
DR - CREREDIE Goal B 3 Senvices (Requires Update) Goal 2
Center: Al Custom Goal 4. Referrals (Requires Update) Goal 3
TR 5. Report (Last Updated 03/29/2015) Goal 4
City 2pache Junction, Akadelphia, (= gpieineS Goals
Bakersfield, Bearden, Benton, Burbank, CSBG Report Demographics Goal B
Fabol, bamden, Cas Grande, Cha & B Activities dLast Undated 03/20/2015) CAVETIiT
DIOULAINE CEAP. Deme Unit test, Fast 7_Incames (L ast Updated 03/28/2015) goals
T Fosin Coe, G A Eee, 8. Fed Poverty Percentanes (Last Updated 03/29/2015) ife“’a':e

HEAF, HWMIS, Housing Assistance, M &
mare....

SEenice: Baze Utility Payment, cash
assisstance , Cash Assistance, Cash
Assistance eHEAT, Food Stamp , Genera
& mare....

Case Status: applied, Applied 2,
Approved, Approved 2, Completed,
Completed 2, Denied, Expired, New 2,
FPending, P & mare....

Service Status: Nore

Funding: More

Reason for wisit: None

Include HS: Hone

CSBG Lite

CEBRGLite SectG

9. Persons (Last Updated 03/29/2014)
10. Families (Last Updated 03/292015)

Whenever a CSBG is created or edited, the “Update Required” will be set to “Yes”. The system

will automatically update those reports every other hour. When a report is updated either via the
“Update All”, update links, or auto-update, “Update Required” will be changed to “No”.
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CSBG Changes > Export

You may have noticed a new link under the “IS Report” update links, “5. Report”. This link serves

several purposes including: making the report view run faster, enabling easier debugging of the report

when tickets are sent in, but it primarily exists for the “CSBG Export” functionality which has been

added.

Export CSBG

Qutcome

Enrolled

Enrolled

Source

Source
1D

Date
Enrolled

Achieved

Achieved

Source

Source
1D

Amount

Saved

idPerson

Eirst Name

<< < 5of16 > >>

Last Name

Gender |Hi

ic| Race

Education

Level

Disabled

Veteran

Health
Insurance

1.2.5 Completed
ABE/GED and
received
certificate or
diploms

Cass
Mgmt

320

01/14/2015

Case
gmt

3ze

1880

Primary

Chent

Mot
Assigned

Not
Assigned

Not
Assigned

8158

1.2.5: Complated
ABE/GED and
received
certificate or
diploms

Cass
Mgmt

031072015

Case
Mgt

355

1881

Child

Mot
Assigned

Not
Assigned

Not
Assigned

5158

1.2.5: Complated
ABE/GED and
received
certificate or

diploms

Casa
Mgmt

03/30/2015

Casze
Mgt

1828

ELIJAH

ANDERSON

Male

White

High
school
Grad

Mot
Assigned

Unspecifiad

8158

1.2.5: Complated
ABE/GED snd
received
certificate or
diploma

Referral
Servicas

264

061272014

Referral
Servicas

264

08122014

1875

James

Halpart

Male

Black or
African
American

Tord
yesrs
College
Graduste

8158

1.2.5: Complated
ABEIGED snd
received
certificats or
diploms

Referral
Services

51

05/08/2014

Referral
Services

51

08/08/2014

2060

NICOLE

AMBUEHL

Female

White

High
school
Grad

Mot
Assigned

B157

1.2.C: Completed
post-secondary
educstion
program and
abtsined
certificate or
diploms

Case
Ngmt

011472018

Case
Mgmt

1800

Primary

Client

Mot
Assigned

Not
Assigned

Mot
Assigned

B157

1.2.C: Completed
post-secondary
education
program and
abtsined
certificate or
diplams

Case
Mgmt

03/10/2015

Case
Mgmt

353

1881

Child

Mot
Assigned

Not
Assigned

Not
Assigned

RART

17 - Camnleted

NAANPMA

Case

1070

FILIAH

ANMFRSON

Male

White

Hink

lInsnanified

We had received several different requests that an agency be able to do some data mining on
their activities in to be able to determine things such as, “How many Latina Females Age 24-34 achieved

Goals 1.1.A and 6.2.B?” It would not make sense nor would it be possible for us to create filters for every
type of filters imaginable, being able to export the report to excel will allow the agencies to data mine
the report and answer questions like the above.

The export will show the goal the person was enrolled in, how they were enrolled, and how/if

they achieved it. Also included are all of the person’s family and personal reportable characteristics. Due

to the fact that a client can be enrolled in a goal multiple times and also achieve it in multiple ways

multiple times, you will likely see duplicate family members in the listing. While we are working on

adding ad-hoc reporting to the system in a future update, we hope this feature will assist agencies in

answering some of those questions that assist with long term planning.



CSBG Changes > Audit Information

p q B
Case Audit Information -

Cancel |

Client Hame No. in Household Income Case No. Year Program Date Applied Status

Halper . Jamas 12 $15.802.00 33 2014 e atherization 017242014 Applied 2
-
-

Case Information Filter 2014 - Mum In HH: 12 @ §15892.00 - Update Audit Information

Household Information

. - . . No. in
Physical Address Mailing Address Family Type Housing Household
‘? 2561 Marion Court Glendale , CA D055 2561 Marion Court Glendale , CA Q0056 Single ParentiFemale 12

Household Members Add Household Members
" - Health - Marital Lenal - o =
Mame Gender Birth Date Disabled Veteran Education . .  Race ceqal Relationship SSN —
Insurance Status Status
? ﬁ James Halpert Male Q8221978 Yes / Na GEDR Married Black ar African Head of o0e0ecGT 89
American Household
? ﬁ Famela Halpert Female 0716979 No ( Nao 12+ Some Post Married ihite Citizen iife 0o H266
Secondary
? a Ryan Olingers Male 09/19/2012  Nao x No High =school Mhite Son woorr0or0542
rad
? E Michelle Halpert Female 08/26/1933 HNo X No Mative Hawaiian or hlother 300004446
Other Pacific Islander —
(? E “varon Halpert Male 031341888 Mot x No Brother
Assigned
(? E Jane Halpert Female OBDO1/1888 Mot x Na
Assigned
(? E Tommy Haledigger  Male  OFME/M879  Hot x
Assigned ;I
Household Income Add Income f Eligiblity Income
Household Member Type Income Source Amount  Interval Date Received Verified Date Verified
? E James Halpert Employment Payched(s) 15628.00 One Time 05212014 Ho 0122014
? E James Halpert Employment Interest 44.00 Bi-hanthhy Ho

One of the changes that has been slowly making its way into the system and is now fully
implemented is Case Audit Information. While the details of how the audit works and its advantages will
be further discussed directly below, it is worth mentioning here because of how it affects the CSBG.

Mentioned earlier was that income has moved from the service to the Case as well as additional
percentage calculations such as referrals or case management goals. Changing the location of the
income records within a case now allows us to report the percentage of all the activities within a case
because the income there relates to all activities within that case.

The audit for some time has been storing all of the data needed for the demographics reports
but has now been enhanced with more fields and the ability to edit those fields directly. This allows us
to report on the exact demographic data for a person/household at any point in time in history since the
audits began (approximately 2 years ago). Previously the demographics were based on whatever was
seen in the “Family Information” section, meaning we reported on whatever the current field values are.

For obvious reasons, being able to accurately report on the demographics at the time of the activity is
preferable to live data.

That being said, when viewing the demographics reports we must only show one value for a
particular field per person/family. A person may not be disabled within their first case for a given time
period but then disabled in their last case within a period. The report is set to use the data from the last
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case added within the date range as we assume the last case added contains the most recent data. The
advantage here is if you run a report for last year, you will see the most recent demographics of the
person within that date range as opposed to what they currently have. It was already mentioned earlier
that the Percentage a household is reported in is the lowest within a date range, not the most recent
like the other demographics.
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Audit Information

. B
Case Information -
Family IDMo. Head of Household Family Eiligibility Income Ho. in Household Mo. of Families
TG CHRISTIANSEM, CHERYL H ] 1
Add Case Form Warnings Family Warnings Person Warnings
2 2, o
Case Histo . . .
Eligitility
Program Al j
Household Cases (Last 24 months)

Family Cases - Shown: 2/Total: 2

. . Program

Case No. Date Applied Year Name No. in Household Income _Q_ Case Worker Status
{Services)

a0 1172172013 2014 CHERYL CHRISTIANSEM 2 F2E00.00  General Assistance MNo Warker Assigned  Approved

141 06272013 2014 CHERYL CHRISTIANSEH 2 $6.000.00  |Hijlity Assisstance admin, admin Applied

You will notice a few changes to the case listing page and the “Add Case” process. Firstly, the
case listing now shows the “No. in Household” as well as the income attached to the case audit. This is
to help caseworkers quickly find the case they would like to update with activities.

In all likelihood it will be the case at the top of the listing when filtered by program (a new filter)
as the cases are ordered by “Date Applied” in descending order. Usually the most recent case will have

the current household audit information. Clicking the “No. in Household” link will jump you immediately
to the Case Audit page for further investigation.
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Case Information = X
Save | Cancel |
Family ID/No. Head of Household Family Eiligibility Income Mo. in Household Mo. of Families
687 BLOCK, JASON F4744.00 & z
Date Applied 414§2014 rmitnfddhay Case No.
Program Name Select One j
Case Waorker R, alan | status Select One =
Family Member JASCON BLOCK (HOH) j View Eligibili

Additional Information

Center Mot Assigned
Denial Reason Mot Assigned

EN KR

Comments

Applicable Household Members (Applicant will be Automatically Added)

- Name Gender Birth Date Apge  Disabled 55N Relationship

I- JAEYLEN BLOCK Male Q022000 14 Na sooroes 0064

I_ KOBEY BLOCK Male 00012002 11 Mo xooro-6559

I— admin admin Adjoined Family Female 0ZM7TH925 20 Tes Head of Household
I— Test Demag Adjoined Family Male 0762012 2 Mo oo 6463 Son

|_ jane Doe Adjoined Family Female 02152015 a Mo

I_ Mike Joe Adjoined Family Male 0252015 a ez

I_ test one Adjoined Family Male 02M52015 a ez

I- hdichael Scott Adjoined Family Female 04014240 75 Tes Husband

I- test bwo Adjoined Family hale 0ZM52015 a Mo

Clicking the “Add Case” link will take you to the same page in previous versions except the listing
on the bottom has replaced NPIs with household members. Here the case worker should select all
members that should be reported on when reporting activities within the case. Generally this will be all
family members but there may be exceptions such as Domestic Violence where the abuser may live in
the household but will not be served by the agency.
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Case Related Income - Quick Add = =

Save | Skip to Case |

Client Name Mo. in Household  Income ﬁzse Year Program Date Applied Status

Halpert, Jane 7 MIA 2228 2014 Lemao Unit test 04042015 Approved

Current Household Eligibility Income

r Family Member Type Source of Income Amount Interval Date Receved
I_ James Halpert Employment Faychedi (s) F15623.00 One Time 05/21/2014
I— James Halpert Employment Interest F44.00 Bi- M onthly

Clicking “Save” will take you to the “Case Related Income” page. This page looks and functions
much like the older Service Income page by allowing you to quickly copy income from the “Family
Eligibility Income” section to the case. If no income is applicable you may select “Skip to Case”,
otherwise select the incomes the Household currently received and click “Save”.

The advantage of having the income on the case, other than reporting as mentioned above, is
that this only needs to be done once. All activities, including services, will share this income and will not
need to be added again. Just like service income in the previous version, only Program Definition >
Countable Incomes will be counted towards service percentages and income amounts. Other activities

such as follow-ups and case management are not connected to a funding source and therefore will not
be filtered by Program Definition > Countable Incomes.
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Audit Information > Editing and Updating

Case Summary & =

Case Information w
Client Hame Ho. in Household Income Case No. Year Program Date Applied Status
Halpert, Jane r HiA 2228 2014 Demo Unit test 04042015 Approved
A B B -
Case Audit Information =
Cancel |
Client Name No. in Household Income Case No. Year Program Date Applied Status
Halpert, Jane 7 §15,892.00 2228 2014 Deme Unit test 0442015 Approved
-
-
Case Information Filter 2014 - Num In HH: 7 i@ $15892.00 - Delete the Rollaver Case Update Audit Infarmation
Household Information
- - . - No. in
Physical Address Mailing Address Family Type Housing Household
J 2561 Marion Coutt Glendale , CA 90056 2561 Marion Coutt Eloy , CA 90056 Single ParentFemale 7

Household Members Add Household Members

hame Gender BirthDate Disabled HE3MM veteran  Education  MAMAl  pace Letal  porationshin  SSN
Insurance Status Status
? ﬁ Jane Halpert Female 060171983 HNot x Mo
Assigned
? ﬁ Greg Halpert Male  DB/26/M072 Mot X
Assigned
? E James Halpert hale Q622878 Yes ‘/ Unspecified 2 ordyears Married Black ar African Head of ooeooGTEe
College American Household
Graduate —
J E Michelle Halpert Female 08/26/M933 Mo x Mo Mative Hawaiian or tother P L )
Other Pacific
Islander
? E Famela Halpert Femala 07/16/M97Q Mo { Mo 12+ Some Post Married Wihite Citizen Wife weooosD2EE
Secondany
? E “raron Halpert Male 037131938 Mot X Mo Brother

Household Income Add Income 5 dib cotme

Household Member Type Income Source Amount Interval Date Received Verified Date Verified
? E James Halpert Employment Payched(s) 15628.00 One Time 05/21/2014 Hao oi24iz019
? E James Halpert Employment  Interest 44.00 Bi-honthhy Mo

After the case is created you will land on the same case information page as before. The “View
Audit Information” link is in the same place. Clicking it will take you to the Audit page pictured above.
The main difference here between the previous versions is the amount of data now stored within the
audit as well as the ability to edit the rows in case a mistake was made.

In regards to adding Household members, you will not be able to add duplicates in the audit nor
will you be able to delete a Household member that received some activity within the case. There are no
such restrictions on the income section and both options are provided here, adding a new income or
copying from the “Family Eligibility Income.”
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The “Update Audit Information” functions much like before in that it will copy all current
Household Members, Income, demographic, and Address information from the live data to the Case

Audit. This can be useful if a large amount of data is incorrect in the audit but editing the audit should be
used whenever possible rather than a full update for cases more than a few days old as major household

changes may have occurred.

Audit Information > Other Advantages

Besides improving reporting accuracy there are other advantages to having a complete and

accurate snapshot of the household at the time of application.

Add Service & =

save | Save&New | cancel |

. A Case i
Client Name No.inHousehold  Income Year Program Date Applied Status
Halpart , Jane $15,802.00 2223 2014 Dema Unit test 04042015 Approved

Regquired Information

Service Supplement WHility Payment J
‘Year 2014 - Num In HH: 7 @ $15882.00 ~ | Status Approved j
Title Date [a14i2015 [mmigany |
Quantity Unit Edit | ot Assigned j
Start Time End Time [ |
Client Contributed § Amount Saved

Additional Information

Funding Source Select One j
Service contributes to Client Employment Supports=> Mo j
Service contributes to Client Family Supports=+ Mo j
Please select & Date and Funding Source |
Provided By Provided To
Mot Assigned ;] I <- Select Al
Additional Household Members
Resource Mot Assigned j [T JamesHzlpet
Center NotAsswgned _J [~ Pamela Halpett
Code [~ FRyan Olingers
Name [~ Michelle Halpert
Phone [~ ranHalpet
Twpe Mot Assigned _'J [T Tommy Holedigger
Tax ID [T AKINS PATRICIA
Address Line 1 [T AKINS PATRICIA e
Address Line 2 |— AKING PATRICIA
City, State, Zip Mot Assigne vI ND[AEEIgnEdJ AKINS PATRICIS j

The first one is accurately serving clients that were part of the application. Notice the “Provided
To” list in the image above. Previously this was populated by the current household member where it is

now populated by the audit data. This way, caseworkers will not accidentally serve someone new that

has arrived in the household but has not yet been deemed eligible.
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PSE Information Form

\
} Cancel

Halpert, Jane 7

Client Name No. in Household  Income

#15,882.00 238 2014 Demo Unit test 04/m4i2015 Approved

& m

ﬁ:se Year Program Date Applied Status

Primary Account Holder
Applicant Name on Bill
Cert. Date

Primary Heat Source
Used Surrogate Data
Annual Electric Cost
Annual Gas Cost

Application Information

Select One ~ | Secondary Applicant Mot Assigned =l
Select One d Household Eligibility Amt

Select One jBackupEAP Cost Used Select One j
Sslett One = | shetter Cost Per Manth
[ |LIHEAP Heat Cost

‘Tmal Energy Use

™ SPOUSE OF APPLICANT

Mailing

Residence

Phone

Housing Type
Employer

r AT LEAST 18 YEARS OF AGE OR EMANCIPATED

™ RECEIVED LIHEAP THIS YEAR

Household Information

r STILL LIVING AT RESIDENGE
™ DECEASED SPOUSE OF APPLICANT
™ INTERESTED IN FREE WEATH

Street 2561 Marian Court Unit

City Eloy j State A | 7ip code 20056

Street 2561 Marion Court Unit

City Glendale jBlate CA jzwp code 90056
County Los Angeles = Date at Residence E
(2135552074 Msg. Phone l
[ selectone = | Housing Status [selectone =l

|Emplayer Phone

The major advantage will be the reduction of double data entry and improved custom case
forms. Many agencies have case forms like the one pictured above that need to store the Address or

other relevant data to their custom reports so they can report on the data at the time of application. In

the v1.91 update this is no longer required as we can get this information from the audit.

There are numerous custom service vouchers, printables, and case worksheets that currently

look at live client data. While this is fine in most cases as most activities happen on a single day, it makes

going back and seeing what the data was at the time of application impossible. This means that a service

voucher printed from a case a year ago and printed today may not match as live data has changed. We

recommend all agencies that use such items to request their previous customizations take advantage of

the new audit data where applicable.
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Audit Information > Creating New Cases

Having the snapshot of the household attached to the case has many advantages but will
require caseworkers to manage how activities are attached to cases in more detail. For truly accurate
reporting a new case should be created every time the household information changes before adding an
activity to it. This was foreshadowed earlier when we mentioned that the Case Listing page now has the
case income, number in household, and link to quickly check the case audit information. If this is done
then a caseworker can likely assume the most recent case is the one to work with or create a new one if
necessary. We feel that a new case with the current member and income data can be created almost as
fast as adding a service with income data as the CAP60 1.90 version required. Many programs that serve
a client only once a year will be unaffected. There is no negative affect to reporting by having a large
number of cases for a person/household, the only negative affect would be viewing the case listing

page.

The primary concerns with creating new cases would be num in household and income as that is
how we calculate percentages. Something like an address change may or may not require a new case if
your agency doesn’t use any case forms, vouchers, worksheets, etc. that rely on that information.
Additionally, instead of creating a new case, one could update an older case audit with current data
without any negative affect other than losing the ability to accurately report on that time period.
Therefore some programs may need to create new cases more often than others; we recommend your
agency have internal discussions on when and why you may want to use an older but currently
inaccurate audit data or update an older audit data as opposed to creating a new case.

In the last update letter we mentioned that this change like this would be coming. This change
has many advantages but we do realize that the some agencies will not like or take advantage of them
because they simply do not like the way the case listing page will look with many programs being listed
several times in a year. That being said, we plan in the future to remove the connection between
program and case, meaning that once a snapshot is created, all types of services can be added to the
case without creating a new one. The only time a new case would need to be created is if the household
information changes.
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Audit Information > Migration

All of the above information regarding creating new cases means that old cases need to be
updated to match the new structure. During the update we automatically broke up cases based on
Number in Household and Income Amounts that were attached to services within the case because two
different income snapshots can no longer exist within the same case.

q 1=
Case Informatien - =
Family ID/No. Head of Household Famiby Eiligibility Income Mo. in Household Mo. of Families
G645 Halper, James F15802.00 7 1
Add Case Form Warnings Family Warnings Person Warnings
Case History f\v/- 4
Eligibility
Program General Assistance j
Household Cases (Last 24 months) Family Cases - Shown: 2/Total: 2
Case Date Ho. in Program
e — Year Mame Income n Case Worker Status
No. Applied — Household ——  (Senvices) - =
1640 012852014 2014 James Halpert 1" F15.89200 General Assistance Murrin, Thomas Applied
34 o1szaiz2014 2014 James Halpert 12 F15.20200 General Assistance burrin, ThOMas Applied

In the picture above you can see a case that was split by the system after the update, the reason
being that the number in household changed although the income amount was the same. The
percentage would be different between the services within the original case so we maintained those
percentages by splitting the case. If a case had 10 services with different income sets or number in
household, it would be split into 10 cases. We tried to minimize the splitting as much as possible and

again, the case listed on top would be the most recent one as it was generated by the last set of services
attached within the original case.

Thank you for taking the time to read through our v.1.91 changes document. We feel these
changes will prove extremely useful to users of the system and we hope you find this to be true as well.
If you have any questions, comments, or concerns please contact yourCAP60 support account manager.

818.386.1081

support@cap60.com

Sincerely,

CAP60
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