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Quick Steps

*  From the top menu bar, click Cases/Clients and select Cases

* Make sure the ‘Show Closed’ box in the Search Options section is checked

* Type in Case ID or a Portion of the Family’s Last and/or First Name

* Press Enter or Click Search

* Select the case and Click Update

* Clear the Close Date field and Click Save

*  From the Right Hand Menu Bar, Click on the Provider/Program Statuses link
* Select Add Status

* Case Provider Action:

- Select a Provider

- Enter Action Dt

- Enter Referral Source
- Enter Reason

* Click Save

* Close the Program Enrollment screen

*  From the Right Hand Menu Bar, Click on the Assignments link

* Click the Add button

* Use the magnifying glass to identify the staff member who will be assigned to the case
* Enter the staff role, activity level, and date the home visitor was assigned to the case

e Click Save

Click Close to Exit

Detailed Steps:

1. After logging into the database, the Staff window appears and the system identifies your name on

the staff list.

rInformation for:

Data Team, Member (090025) =
As of (1/21/2018) No New Tasks have been Added i
There are No Open Tasks ;I
Staff Information
‘:i Open Name Id Supervisor's Name Supervises EndDt &
“| Tasks
1. \ \ J | o | |
e

Data Team, Member %0025 O l

Page 1
Last Update 1/22/2018



cyfd Ind)

THE UNIVERSITY OF

Case re-enrollment/transition NEW MEXICO.

2. From the top menu bar, click Cases/Clients, then select Cases.

Cases|Clients

Cases
Clients

3. Typein Case ID or a portion of the Family’s Last and/or First Name. Press Enter or click Search.

4. From the Cases screen, highlight the case and click Update.

= B
Search | Case List
CIFALTS Case It <Blarks M Cloced Cases
O Primary Language: <Blank> M Closed Members:
- —
‘Case Name FACTS Case Id Provider Staff Name Open Dt Close Dt Void Di. Create Dt Update Dt Last Last Case Related
: Case ID Name Audit Audit
Status iddessas
It Assigrments
p— Coracts
B Test Infant 1160007
Prowider/Progiam Statuses
Tasks
Wiew Assesements/Screens
Wiew Treatmenk Goal
Phases
Wiew Services
Chent Related
=
Reg Types
Role in Case:
Rel to Clhent
Guardianshp
Resticed Access
Languages
Reasons.
o |

>lelslgl r‘ Hogo o Case | [_Upine ]

Dischge Cae |

1 Casels) 1 Selected [2Memberis) 0 Selected [

5. The close date field needs to be cleared. Highlight the entry and press delete or backspace to
clear it. Alternatively, you can also use the dropdown arrow and then click Clear. A note may be
added to indicate why the family re-opened. Click Save.

6. To re-open the program status, click on the Provider/Program Status link from the right hand
menu bar.
Caze Related

b3

Addresses

Azzignments

Contacts

Frovider/Program Statuzes
— P Tasks

Wiew Aszessments/Screens
Wiew Treatment Goal
Phases

Wiew Services
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7. The Case Program Enrollment Statuses screen will appear. Click on Add Status.

ez Case Program Enrollment Statuses

rProvider Status [nformation for Case:
Case |

Filter By

Test, Infant (1160007) Open Date: 11/23/2017 Close Date: 4 || | 2 Fravider: (MHT 10)
[ Status: [Discharged)

;l [ Mame: (Test, Infant]
—1}

']

Shio

[ Woided J

[ Open Dt: [11/23/2017)

Case Provider Statuses Information

£ Prg. ID |Program |Status

» IMHT 10

|0pen Dt

|Cluse dt

|## Days |Admit Id

Slglglal e |
L J
Client Provider Action Information
5§|Actiun |Begin Date|End Date |## Days |Reasun
» 29 7 4/25/2018
|Discharge 4/25/2018 Move out of service area
T | ]
rAction Note
-
—
élﬁlgl Update Action | LCloze |
1 of 1 Statusies) |1 selected |2 of 2 Action(s) |1 selected [ v

8. The Case Provider Action screen will appear. Select the Provider (i.e. IMH, PIP, PIP Foster) by

clicking on the magnifying glass.

%+ Case Provider Action
rCaze/Client |nformatiorr

I [=1ES

Case 1160007 | Testinfamt
Cient I— &) I
r&ction Informatiors ——
Provider I
Action I-‘bﬂ:ll'ﬂit LI Action Dt I:l

9. Next, enter the Action Date, Referral source and Reason. Click Save.
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T
i % Case Provider Action =] 4

rCase/Client Informatiorr

Case 1160007 | Testnfant
Clent I | I
AN

rAction Informatiors

Pravider 1160002
Action IAdmit hd l Action Dt A3/2M9

rReferral Infarmatiors

N\
Ref.Sre. 1d Lo st ez ]

AN

rReason/Dispositiors \‘

Reason e e el ecoeie

Mo

=

[ Transfer FROM' an External Agency

.

Save |

10. Click Close to exit the Case Program Enrollment Services screen.

11. To re-open the case assignment, click on the Assignments link from the right hand menu bar.

b2

Case Related

Addresses
———Plasignments

Contacts

Provider/Program Statuzes
Tasks

Wiew Szzessments/Screens
View Treatment Goal
Phazes

Wiew Services

12. The Staff Assignments screen will appear. Click the Add button.

—— add | Updete |
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13. The Staff Assignment Information screen will appear. Use the magnifying glass to select the
staff member who will be assigned to the case. Select the provider, staff role and activity level.
Enter the Open Date (date the home visitor is assigned to the case). Click Save.

%> Staff Assignment Information |_ O] x
rStaff Informatiorr )
— o | o NEEE

rProvider Informatior ‘

Croi oo | o e

rAssignment Infe

[osionenr " @ [Sehmes e

D&
St Aok
—> suifhde @ HemewsGR I
—> aciviglel |2 @] e
Note
[ =l
Assi Dates
— Open Date 11/29/2016 = Close Date !:] ,

—> ] |

14. Click Close to exit. The case will now show on the home visitor’s case list.
If you need further assistance please contact the ECSC Database Services Team:
ecscdata@unm.edu

Local: 505-277-0469
Toll Free: 855-663-2821
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