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1 Overview
The purpose of the User Guide is to provide step-by-step instructions on how to perform various activities in the application. Each section contains a description of its use and the topics covered in the section. 

The Prisoner Re-Entry Initiative application suite includes the following features:
5 Home: The Home tab is the first tab that displays after logging into the application.

5 Cases:  The Cases tab, displays a list of all of the cases for which you are responsible.  (This information, of course, is available only after case records have been created.  When you log in for the first time, this list will be empty.)

5 Reports: The Reports tab allows users to immediately select the report they require then select filters and run the report.

5 Tools: The Tools tab displays reminders are records of important upcoming events for the grantee(s), which are displayed automatically in a timely manner.

5 Admin: The Admin tab consists of three functions, each one shown by hyperlinked text, located below the module tabs.
2 About PRI
The PRI System is a Web-based application that can be accessed by any PRI user with access to the Internet. 

The User Guide provides step-by-step details on how to perform various activities in the application. Each section contains a description of its use and the topics covered in the section. 

A link to the PRI User Guide is located on the PRI Home Page. The User Guide contains detailed information including page shots of various functions in the application.
3 Roles
To use the Prisoner Re-Entry Initiative System (PRI) application, you must first log in to the system. There are four basic user roles: Case Manager, Supervisor, Administrator and Grantee. 

5 Grantee: This is the ONLY role not displayed. This role is created by the Program Office. The Grantee role is a super user of the PRI system. They have the rights to create, update and view all cases and management reports contained under their grant number. In addition the Grantee role can perform all administrative functions and also is the ONLY user that has the authority to certify and submit the Narrative and Quarterly Performance Reports. This user role does not appear in the Roles section.
5 Sub- Grantee: The role of the sub-grantee has similar rights to the system as the Grantee; however, they cannot submit the Quarterly Performance Report (QPR).

5 Administrator: The role of the Administrator has similar rights to the system as the grantee; however, they cannot submit a Quarterly Performance Report (QPR). 
5 Supervisor:  The role of the supervisor is to manage the case managers assigned to them. They can view all participants assigned to them and all participant’s assigned to their Case Managers.

5 Case Manager: The role of the case manager is to create, update and maintain those cases assigned to them by the supervisor. 

4 Accessing PRI
In this section the user will learn how to gain access to the Prisoner Re-Entry system (PRI).

4.1 Grantee Login Instructions 
The following describes the grantee login process. Grantees will need to access the Grantee Reporting system (EBSS site). 

1. Open Internet Explorer and in the address bar enter the following: http://www.etareports.doleta.gov/CFDOCS/grantee_prod/reporting/pri

2. The EBSS system warning message will appear.

3. Click the Add button. The Grantee Reporting System will appear.

4. In the Password text box, enter the password that was supplied by the Program Office.
5. Click the Login [image: image2.png]Login



 button. The PRI Home page will appear. 

[image: image3.png]



Note: Users can view the Department of Labor’s Privacy and Security Statement, Accessibility Policy, Privacy Policy, Legal Statement, and Contact Information using the respective links located at the bottom of the page.
4.2  Additional Login Instructions 
The following describes the login process for all other users. Once a user has been created in the PRI system an email containing the URL, User ID, and Password will be sent to the user.
1. Open Internet Explorer and in the address bar enter the following:  The PRI Login page will appear.
2. In the Email Address text box, enter the Email address provided. http://www.etareports.doleta.gov/CFDOCS/grantee_prod/reporting/pri/index.cfm.
3. In the Password text box, enter the password provided.
4. Click the Login [image: image4.png]Login



 button. The PRI Home Page will appear.

Login Page
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4.2.1 Forgot Password

1. If you forgot your password, click on the Forgot Password?  [image: image6.png]Forgot password?



 link.  The Forgot your Password? page will appear.
Forgot your Password?  
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2. In the Email address text box, enter the Email address provided. 

3. Click on the Reset Password [image: image8.png]Reset Pasaword



 link. The new password will be emailed to you.
4.3 PRI Home Page
The PRI homepage contains a brief introduction and purpose of the system. 
The homepage is the first tab displayed after logging into the application. The Homepage contains the menu navigation, and content area. 

Homepage 
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5 Admin Tab
The Admin tab provides users with an interface to complete several Administrative functions. The Admin module consists of four module links: 
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5 User Management
5 Sub-Grantee Management
5 Case Load

5 Case Transfer Log 

5.1 User Management
The User Management page allows users the ability to create and update user profiles.

1. Click on the User Management [image: image11.png]User Management



 link. The Admin User Management page will appear.

ADMIN: USER MANAGEMENT Page
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5.1.1  Add New User
To Add a New User, click the Add New User link: The Add User page will appear, showing blank fields for data entry.
1. Click the Add New User [image: image13.png]| Add New User |



button. The Add User Form will appear. This form is used to enter information for a new user, as well modify information about an existing user. 

PRI ADMIN: ADD USER Page
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2. Enter the user information in the fields provided. (Note: The fields marked with asterisk (*) are required).

3. Enter the user's first name (required).

4. Enter the user's last name (required).

5. Enter the user's email address (required).

6. To assign the user to a Sub-Grantee, use the Sub-Grantee drop-down list to select the Sub-Grantee list.

7. Select the user's supervisor from the drop-down list.

8. Enter the user’s phone number, in MM/DD/YYYY format (required).

9. Enter the user’s extension, if necessary.

10. Select the user's role.  More than one role may be checked.

11. Click the Create User [image: image15.png]| create user



button to save the new record. 
5.1.2 Edit User

This page allows users to modify information to an existing user record.

1. To view or edit information for a particular user, click the yellow envelop [image: image16.png]


 beside the user name the user name. You will see the user information in editable fields. 
2. Enter the information you wish to update.
3. Click the Update User [image: image17.png]Update User



  button to save the changes
[image: image18.png]


Note: Fields for which an entry is required are marked with red asterisks (*).
Password must be at least 8 characters long, and include one letter, one number, and one special character.

5.2  Sub-Grantee Management
This page shows a list of sub-grantees, including the organization name, contact name, date added, number of users, and current status of each sub-grantee. This list will be empty until you create sub-grantee records
1. Click on the Sub-Grantee Management  [image: image19.png]Sub-Grantee Management



 link. The Sub-Grantee Management page will appear.
ADMIN: SUB-GRANTEE MANAGEMENT Page
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5.2.1 Add New Sub-Grantee
1. To Add a New Sub-Grantee, click the Add New Sub-Grantee [image: image21.png]| Add New Sub-Grantee



 button: The Add Sub-Grantee page will appear, showing blank fields for data entry. 
PRI ADMIN: ADD SUB- GRANTEE Page
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2. Enter the sub-grantee information in the blank fields.

3. Enter the name of the sub-grantee or the sub-grantees organization (required).

4. Enter the first name of a point-of-contact for the sub-grantee (required).

5. Enter the last name of a point-of-contact for the sub-grantee (required).

6. Enter the email address of a point-of-contact for the sub-grantee (required).

7. Enter the phone number of a point-of-contact for the sub-grantee, in MM/DD/YYYY format (required).

8. Click the Create Sub-Grantee [image: image23.png]Create Sub-Grantee |



button to save the new record. The sub-grantee list will be updated, to display the new record.
5.2.2 Edit Sub –Grantee Management
1. To view or edit information for a sub-Grantee record, click the contact user name link located under the Contact Name column. You will see the user information in editable fields. Fields for which an entry is required are marked with red asterisks ( * )

2. Enter the information you wish to update.

3. Click the Update Sub-Grantee  [image: image24.png]Update Sut

-Grantee



 button to save the updates. User will get a confirmation message: Your Sub-Grantee Information has been updated.

4. The sub-grantee list will be updated to include the new record. 
5.3  Case Load
This page allows you to examine the workload of PRI users. It shows a list of PRI users, along with the number of active cases (participants) currently assigned to each user. If the number of cases or open cases for a user is greater than zero, it will be hyperlinked to a list of participant names.

1. Click on the Case Load  [image: image25.png]Case Load



 link. The Case Loads page will appear.
PRI ADMIN – CASELOADS Page
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5.3.1  Show All Users
To select which user records to show in the list complete the following:

1. Select criteria from the drop-down menu just above the list. (Show all users is the default setting).

2. Click the user right- arrow “Go” [image: image27.png]


 button. The list will be refreshed, with the user selected.  The list will display the user selected from the drop-down list.
5.3.2  Edit User 

This page allows users to modify information to an existing user record.

1. To view or edit information for a particular user, click the yellow envelop [image: image28.png]


 beside the user name the user name. You will see the user information in editable fields. 
2. Enter the information you wish to update.
3. Click the Update User [image: image29.png]Update User



  button to save the changes
[image: image30.png]


Note: Fields for which an entry is required are marked with red asterisks (*).
Password must be at least 8 characters long, and include one letter, one number, and one special character.

5.3.3  All Cases
This page shows a list of all cases currently assigned to a user.  Cases are listed in a table showing the participant name, participation date, the date on which that participant's information was last updated, and the date of exit.
To view a list of all cases assigned to a user complete the following:

1. Click the hyperlink number of total cases for that user. You will see a list of participant names.
2. Click on a hyperlink name to view or edit detailed participant/case information. Each participant's name has a hyperlink.

3. To view or edit participant information, click on the hyperlink besides the participant's name.  You will be taken to the Case Details page for that participant.

5.3.4  Open Cases
This page shows a list of open cases currently assigned to a user.  Open cases are listed in a table showing the participant name, participation date, and the date on which that participant's information was last updated.

To view a list of the open cases assigned to a user complete the following:

1. Click the hyperlink number of open cases for that user. 
2. To view a list of all cases assigned to a user, click the hyperlink number of open cases for that user.  In either case, you will see a list of participant names. 
3. Click on a hyperlink name to view or edit detailed participant/case information. Each participant's name has a hyperlink by their name. 
4.  To view or edit a participant's information, click on the hyperlink participant's name.  You will be taken to the Case Details page for that participant.

 
5.3.5 View Cases
To view a list of all cases assigned to a user, click the hyperlink number of all cases for that user.  You will see a list of participant names. 
1. Click on a hyperlink name to view or edit detailed participant/case information. Each participant's name has a hyperlink.  
2. To view or edit participant information, Click on the hyperlink besides the participant's name.  You will be taken to the Case Details page for that participant.
For more information on the Case Details page, (see section 6.2). 
5.4  Case Transfer Log
This function shows a table listing all participants whose cases have been transferred from one case-manager to another.  Each item consists of the name of the participant being transferred, the case-manager from whom the case was transferred, case manager to whom the case was transferred, case manager who made the transfer, and the date of the transfer.

1. Click on the Case Transfer Log [image: image31.png]Case Transfer Log



link. The Case Transfer Log page will appear.
PRI ADMIN- CASE TRANSFER LOG Page
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6 Cases Overview
When you click on the Cases [image: image33.png]CASES.



 tab, you will see a list of all of the cases for which you are responsible, in a list of five columns: Individual, Enrollment Date, Case Started by, Last Service date and Program Status.
CASES: OVERVIEW
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Note: (This information, of course, is available only after participants have been created.  When you log in for the first time, this list will be empty.)
As a first timer user, enter the Participant's information and then click the right arrow [image: image36.png]


icon. The user's information will appear on the page.

6.1 Add New Case
This form is used to enter information for a new participant. 
1. To create a new case, click the Add New Case [image: image37.png]B Add New Case.



 link. The New Case page will appear showing blank fields for data entry.
NEW CASE Page
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2. This form is used to enter information for a new participant. 
3. Enter the participant's first name (required). 

4. Enter the participant's middle initial. 

5. Enter the participant's last name (required). 

6. Enter the first line of the participant's street address. 

7. Enter the second line of the participant's street address. 

8. Enter the participant's city. 

9. Select the participant's state from the drop-down list. 

10. Enter the participant's ZIP code. 

11. Enter the participant's phone number, in MM/DD/YYYY format. 

12. Enter alternative phone numbers for the participants if any, in MM/DD/YYYY format. 

13. Enter the participant's email address. 

14. Enter the participant's Social Security Number, in xxx-xx-xxxx format. 

15. Enter the participant's birth date in MM/DD/YYYY format (required).  
(Note: A person must be 18 years of age or older in order to participate in PRI.) 

16. Select the box for the participant's gender (required). 

17. Check whether the participant is Hispanic/Latino; leave this field unchecked is the participant does not disclose ethnicity (required). 
18. Check the box or boxes that describe the participant's race; if the participant does not disclose his/her race, check "Not Specified" (required).  (Note: More than one race can be checked.) 
19. Select the participant's eligible veteran status from the drop-down list (required).
20. Check whether the participant is disabled (required). 

21. Check whether the participant is a non-violent offender (required). 
22. Enter a personal contact for the participant. 
23. Enter a phone number for the participant's personal contact. 

24. Click the Save [image: image39.png]Save



 button to save the participant. User will see confirmation of information on the page.
6.2 Filter All Cases

You can select "View My Cases" or "View All Cases" from the drop-down menu toward the top-left of the page.  After making your selection, click the red circle-and-arrow to the right of the list and the list will be re-generated according to your choice.

1. To select which user records to show in the list, select a criteria from the drop-down menu just above the list. ("View All Cases” [image: image40.png][ View My Cases v



 is the default setting).

2. Click the right-arrow “Go” [image: image41.png]


button. The list will be refreshed, and those users with the selected criteria will appear.

6.3 Alerts
To view all your Alerts complete the following:

1. Click the Alerts [image: image42.png]Alerts



link. The Tools: Reminders page will appear, showing a list of your alerts.
TOOLS: REMINDERS
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6.4 Case Transfer 
Users with grantee, sub-grantee, or administrator privileges are allowed to transfer one or more cases at a time to another case manager.  Users with grantee, sub-grantee, or administrator privileges will see a column of check-boxes at the left side of the case list, a Check All button below the list, and a drop-down list of case managers below that.

To transfer cases from one case-manager to another:

1. Select the cases to be transferred by checking the box to the left of each participant you wish to transfer.

2. From the Reassign checked cases to drop-down list, select the recipient to whom you wish to transfer the cases to.

3. Click the Submit [image: image44.png]Submit |



button.  The cases will be transferred.  A record of the transfer action will be created in the Case Transfer Log, which can be viewed via the Case Transfer Log function in the Admin module.

[image: image45.png]


Note: Fields for which an entry is required are marked with red asterisks ( [image: image46.png]


)

6.5  Request Deletion
Users can request a participant’s case be deleted from the Case Overview page.

To submit a deletion request complete the following:

1. Click the Request Deletion   [image: image47.png]Reqguest Deletion



 button. The Delete Confirmation page will appear.

2. Enter the Requester First Name. 

3. Enter the Requester Last Name. 

4. Enter the Requester Date. 

5. Enter the Reason for Deletion.  

6. Click the Confirm Request [image: image48.png]


button. User will receive confirmation message: Your request for case deletion has been sent to the DOL National Office for approval. 

6.6 Case Details

This page contains all of the information about a participant. At the top of the page is the name and address of the participant, and the date the case record was last updated.

Next to the participant information is a link to alerts relating to that participant, and the number of current alerts.
[image: image49.png]


 Note: This information remains the same no matter what sub tab you are on

Click on any link from the Case Overview page, the Case Details page will appear.
These tabs appear on the Case Details page.

[image: image50.png]



6.6.1  Edit Participant Forms

This form is used to update information for an existing participant. 
1. Click the Edit  [image: image51.png](edit)



  link from the Case Details page; the Edit Participant Page will appear.  This form is used to edit and modify participant information about an existing participant.
CASE: EDIT PARTICIPANT
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2. Enter the information you wish to update.

3. Click the Save [image: image53.png]Save



 button to save the participant. User will be directed to the Case Details page.

6.6.2  Summary

The Summary tab contains an Upload Case Files button, which is used to upload files relevant to the participant's case. 

6.6.2.1 Upload Files 
Users can locate files from other sources relevant to a participant's case, and upload them into the PRI system so that they are linked to the participant's case record.

To Upload Case Files complete the following:

1. Click the Upload Case Files [image: image54.png]| UPLOAD CASEFILES 3



button. The Case: Upload Files page will appear.

CASE: UPLOAD FILES Page
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2. Click the Browse [image: image56.png]Browse.



 button.  The standard "Choose file" window will appear, showing all files in the default directory.

3. Locate and select the file you wish to upload.

4. Click the Open button.  The Choose file window will disappear, and the name of the file you selected will appear in the filename text box.

5. Click the Upload now [image: image57.png]Upload now



 button. User will get confirmation message: Your file was successfully uploaded.
6.6.3  Assessment & IDP
This tab displays additional information regarding the participant's background, and is divided into four parts: Assessment at Entry, Assessment at Six Months, Basic Skills and IDP.

The sections are displayed as links:

[image: image58.png]Assessment at Entr

Assessment at Six Months

Basic skills





1. To access the Assessment and IDP section, click on the Assessments & IDP [image: image59.png]Assessments & 1DP



  tab.  The Assessments Summary page will appear.

ASSESSMENTS: SUMMARY Page
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This tab is organized into the following four tabs: 

5 Assessment at Entry: This link displays information about the participant at the time of entry into PRI. Categories include: Employment; Family, Education and Other; and Criminal Justice Information displayed. 

5 Assessment at Six Months: This link displays information gathered regarding the participant's situation six months after enrollment in PRI. 

5 Basic Skills: This displays information regarding the participants Basic Skills pre-tests. This link also displays the participants Basic Skills post tests score. 

5 Individual Development Plan (IDP): This link displays information about employment, career or education goals developed for the participant. 

6.6.3.1 Assessment at Entry 
This page displays information about the participant' situation at time of entry into PRI. 
Examples of information gathered includes: Employment; Family, Education and Other; and Criminal Justice Information. This page shows information entered at the time a participant entered PRI, in editable Fields.

To assess a participants situation at time of entry complete the following: 

1. Click the Assessment at Entry [image: image61.png]Assessment at Entry.



 link. The Assessment at Entry page will appear. 

2. Fields shown against an orange background are optional; no entry is required.

ASSESSMENTS: ASSESMENTRY AT ENTRY Page
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Note: It is recommended that Assessment at Entry information be entered immediately after the participant's intake information has been entered.  A red asterisk (*) beside a data-entry field indicates that an entry is required in that field; the record will not be saved unless all required-entry fields are complete.

Note: A yellow diamond beside a data-entry field indicates that an entry is required within 14 days of the record being created. If these fields are not completed after 14 days, an email alert will be sent. Users will be unable to perform certain functions on that particular record, until valid data is entered in such fields.

The Assessment at Entry information form is divided into several sections:

Date of Enrollment 

To enter or edit the Assessments at Entry form, complete the following:
1. Enter/edit date of enrollment. Format: mm/dd/yyyy (required).  A case manager can assign the date of enrollment once, at the time an Assessment at Entry form created.  Later changes to this date can be made only by an administrator. 
[image: image64.png]



Note: Changes made to Date of Enrollment can adversely affect your QPR.

 Employment

1. Check the participant's employment status at time of enrollment (required within 14 days):

2. Select participant's occupation from the drop-down list (required if employed).

3. Enter an occupation title.

4. Enter the number of hours worked at enrollment per week (required if employed).

5. Enter hourly wage at time of enrollment. Format: xx.xx (required if employed).

6. Enter start date for job at enrollment. Format: mm/dd/yyyy (required if employed).

7. Check employment status at incarceration.
Additional Employment Information: 
8. Check whether the participant is a US citizen.

9. Check whether the participant is authorized to work in the US.

10. Select the primary source of the participant's income from the drop-down list.

11. If you selected "Other" as the primary source of income above, enter explanatory details in the free-form text box.  (Up to 4000 characters are allowed in this field; a counter just below the field will tell you how many characters you have left.)

12. Select participant's occupation prior to incarceration from the drop-down list.

13. Enter the number of hours worked per week.

14. Enter the hourly wage. Format: xx.xx.
15. Enter the total number of weeks worked.  (Note: There are 52 weeks in a year.)

16. Select occupation held by the participant for the longest time prior to incarceration.

17. Enter hourly wage. Format: xx.xx.

18. Enter total number of weeks worked.  (Note: There are 52 weeks in a year.)

Family, Education, and Other:
19. Select the participant's housing status at enrollment from the drop-down list (required within 14 days).

20. Select whether the participant abused drugs or alcohol prior to enrollment and/or prior to incarceration, from the drop-down list (required within 14 days).

Check the participant's marital status.

In the fields provided, enter the number of children, number of children living with participant, and number of other dependents living with participant.

Select the highest grade of school completed from the drop-down list.

Check whether the participant's English proficiency is limited.

Check whether the participant has significant health issues.

Additional Public Assistance Information: 
Select any other assistance the participant may be receiving at enrollment from the drop-down list.

Select medical benefits the participant is receiving at enrollment from the drop-down list.

Check whether participant is receiving mental-health treatment.

Enter the number of children for whom the participant is obligated to pay child-support.

Enter the amount (in whole dollars) of the participant's monthly child-support obligations at enrollment.

Select those programs the participant was receiving public assistance prior to incarceration.  To select multiple programs, hold down the “Ctrl” key while clicking your selections.

Enter any other government assistance the participant was receiving prior to incarceration, in the free-form text box.  (Up to 4000 characters are allowed in this field; a counter just below the field will tell you how many characters you have left.)

Enter the amount of public assistance the participant was receiving prior to incarceration.

Enter the duration of this public assistance, in number of months.

Select the medical benefits the participant was receiving prior to incarceration. To select multiple programs, hold down the Ctrl key while clicking your selections: 
 Check whether participant is receiving mental-health treatment.

Criminal Justice Information
1. Enter the participant's criminal justice system identifier, if applicable.
2. Select the type of criminal justice identifier from the drop-down list.
3. Enter other criminal justice identifier.

4. Enter the date of incarceration for the most recent crime prior to enrollment. Format: mm/dd/yyyy.

5. Enter the date of release for the most recent crime prior to enrollment. Format: mm/dd/yyyy (required).

6. Enter the name of the institution in which the participant was most recently incarcerated.

7. Check the type of institution.

8. Enter the total time incarcerated. Format: yy/mm (required within 14 days).

9. Select the post-release status from the drop-down list (required within 14 days).

10. Select the type of crime from one of four drop-down lists (property crimes, drug crimes, public order offenses, or other offenses), and enter specifics in the field below the list from which you selected.  (Entry in one of these categories is required.)

11. Check whether the participant received pre-release services (required within 14 days).

12. Check whether the participant had a pre-release contact.

13. Enter the referral source.

14. Check whether enrollment in PRI is mandated.

   Additional Criminal Justice Information

1. Select the distance between the incarcerating location and the PRI location from the drop-down list.

2. Enter the number of prior arrests.

3. Enter the number of felony arrests.

4. Enter the number of convictions.

5. Select the pre-release services received by participant.  To select multiple services, hold down the Ctrl key while clicking your selections.

6. Check whether the participant received a GED in the course of pre-release services.

7. Select release conditions from the drop-down list.

8. Enter any release conditions not mentioned in the list above.  (Up to 4000 characters are allowed in this field; a counter just below the field will tell you how many characters you have left.)

9. Click the Save [image: image65.png]Save



 button to save the information.

6.6.3.2 Assessment at Six Months
This form allows users to enter the assessment at six months after a participant has enrolled in PRI.  This function can only be accessed after six months have passed since the participant's date of enrollment in PRI.

To enter a Six Months Assessment, complete the following:
1. Click the Assessment at Six Months [image: image66.png]Assessment at Six Months



link. The Assessment at Six Months form will appear.
Assessments: Assessments at SIX MONTHS Form
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2. Select the participant's housing status at six months from the drop-down list.

3. Select the participant's alcohol and/or drug use at six months from the list.

4. Click the Save [image: image68.png]


 button to save the information.
6.6.3.3 Basic Skills

The Basic Skills page allows you to enter or edit basic skills pre/post test s taken by the participants.  A list of basic skills tests taken by the participant is displayed, showing the category, type, functional area, pre-test score, and a link by which you can edit the information.

6.6.3.3.1 Create a New Basic Skills Test

To create a New Basic Skill, complete the following:
Click the Basic Skills [image: image69.png]Basic Skills



 link. The Basic Skills page will appear. 
ASSESSMENTS: BASIC SKILLS Page
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Click Add New Basic Skills Test [image: image71.png]Add New Basic Skills Test



 button.  The New Basic Skills form will appear.
ASSESSMENTS: NEW BASIC SKILLS Form
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Check the category of assignment.

Select the Type of Assessment Test from the drop-down list.

Enter other assessment.

Select the functional area from the drop-down list.

Enter the date on which the pre-test was administered, in mm/dd/yyyy format.
Enter the Pre-Test Score, as a percentile.
Click the Save[image: image73.png]| Save



 button to save the information.

6.6.3.3.2  Edit Basic Skills Test 

To edit a Basic Skill Test, complete the following:
Click the Edit  [image: image74.png]


  link in the rightmost column next to the specified Basic Skills record.  The Edit Basic Skills form will appear.
From the Basic Skills page, users can edit all fields displayed.
Click the Save [image: image75.png]| Save



 button to save this information.

6.6.3.3.3  Add New Post Test
To Add New Post Test, complete the following:
1. Click the Add New Post Test[image: image76.png]Add New Post-Test



 link. The Add New Post Test Score form will appear.

   BASIC SKILLS: ADD POST- TEST SCORE
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2. Enter the date the Post Test was administered. Format: mm/dd/yyyy
3. Enter Post Test Score.

4. Click the Save button [image: image78.png]| Save



 to save this information. The New Basic Skills Test page will appear.
6.6.3.4 IDP
This page contains information on the Individual Development Plans (IDPs) designed to guide and track the performance of the participant in PRI.  Existing IDPs are listed (showing type, date to be attained, actual date attained and objective and service strategies). Below the existing IDP, is a form which a new IDP can be entered.
[image: image79.png]


 Note: IDPs cannot be entered for a participant until the Assessment at Entry form has been completed.
6.6.3.4.1 Create a New IPD

To create a New IDP, complete the following:

1. Click the IDP [image: image80.png]


 Link.  The Individual Development Plan page will appear.
ASSESSMENTS: INDIVIDUAL DEVELOPMENT PLAN Page
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2. To create a new IDP, simply enter the information in the blank fields under New Individual Development Plan section. Or click the Add New Goal.[image: image82.png]B Add new goal



 Link.  
Note: To edit an existing IDP, click the hyperlink Type.  Information about that IDP will appear in editable fields.

3. Select the Goal Type from the drop-down list.

4. Enter a specific Goal Description.

5. Enter the date on which the goal is to be attained. Format: mm/dd/yyyy 

6. Enter the date the goal was actually attained. Format: mm/dd/yyyy.

7. Enter a brief description of the evidence that proves the goal was attained.

8. Click Save new IDP [image: image83.png]Save new IDP



 button to save the information.

6.6.3.4.2  Add New Service Strategy

To Add a New Service Strategy to an existing goal, complete the following:
1. Click the Add New Service Strategy  [image: image84.png]B Add new service strateqy



  link, located above the IDP goal you wish to add the service strategy.  The IDP Objectives page will appear a form showing blank fields. 
ASSESSMENTS: IDP OBJECTIVES Page
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2. Enter the Objective and service strategy.

Existing Objective & Service and Strategies Form
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3. Enter the date by which this objective is to be attained. Format: mm/dd/yyyy 

4. Enter the date in which the objective was actually attained. Format: mm/dd/yyyy.
5. Enter a brief description of the evidence that the objective was attained.

6. Click Save new Objective  [image: image87.png]Save new Objective



 button to save the new strategy.

6.6.4  Services
This tab displays the services in which the participant has been or is participating, listed in a table.

Users will notice a table showing the following: Category, Service, Date Entered, Date of Last Service, Date Ended and Monthly Update. 
Note: When you have first entered a participant record, this list will be empty.
1. Click on the Services  [image: image88.png]Services



  tab, the Services Current Activities page will appear.  
SERVICES: CURRENT ACTIVITIES Page
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6.6.4.1 Add a New Activity
To enter a new activity, complete the following:

1. Click the Add New Service[image: image90.png]B 2dd new service.



 button.  The Add New Activities page will appear.
SERVICES: ADD NEW ACTIVITIES Page
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2. Choose Services from the drop-down list (required).

3. Enter the date participant entered the service, in MM/DD/YYYY format (required).

4. Choose the provider type (required).

5. Enter the date participant is expected to complete the service, in mm/dd/yyyy format.

6. Enter the name of the person/organization providing the service.

7. Enter the provider's point of contact (POC).

8. Enter the phone number of the provider's POC, in xxx-xxx-xxxx format.

9. Enter the fax number of the provider's POC, in xxx-xxx-xxxx format. 

10. Enter the email address of the provider's POC.

11. Click the Save [image: image92.png]| Save



  button to save the information.  User will be directed to the Services: Current Activities page.
Vocational/Occasional Skills

If "Vocational/ Occupational Skills Training Services" is selected in the "Choose Services" list, entry in the following fields is required.
1. Select the expected duration of the training from the drop-down list.

2. Enter the expected cost of training, in xxxx.xx formats.  (Note: You must enter a decimal-point and two digits to the right of the decimal-point, even if the dollar amount is in whole dollars.)

3. Click the Save [image: image93.png]| Save



  button to save the record.

6.6.4.2 Update Activities

To update an existing activity, complete the following:

1. Select the category of service from the list of activities displayed.

2. Click the Update  [image: image94.png]


  button for that service. The Services Update Activities page will appear.
SERVICES: UPDATE ACTIVITIES Page
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3. Enter the information you wish to update.

4. Click the Save [image: image96.png]| Save



  button to save the information.
6.6.4.3 Delete Activities
To Delete Services, complete the following:

	1. Click the Delete Selected Service [image: image97.png]Delete Selected Service




  button for that service. A confirmation message will appear in red: (** Please review the information carefully before you click the 'Confirm Delete' button **) If you wish to delete the service, then proceed to step 2. Otherwise, click the Cancel button to return to the service page. 
2. Enter the requester name (required).

3. Enter the request date (required).
4. Enter Delete Reason in the text box (required).

5. Click the Confirm Delete 
[image: image98.png]Confirm Delete



 button to delete this service.  A confirmation message will appear in red: (** DELETE Successful! Please PRINT this page for your records**)



	6.6.5  Outcomes Overview


	


This tab contains a record of the participant's performance subsequent to entering PRI. 

1. Click the Outcomes [image: image99.png]Outcomes |



 tab, the Outcomes Overview page will appear.

OUTCOMES: OVERVIEW Page
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The Outcome tab allows users the ability to crate, view and edit the following outcomes: 
5 Employment – The employment section allows you to add or edit data on a participant’s employment.
5 Re-Arrests – The Re-arrest section allow
5 Education – The education section allows you to record education and training for a participant enrolled in PRI.
5 Other Reasons  
5 Date Entered Follow-Up Service
6.6.5.1 Add Employment
To add or edit an employment outcome record, complete the following:
1. From the Outcome Overview page, click the Add New Job [image: image101.png][ Add New Job



 link The Add Employment page will appear.

OUTCOMES: ADD EMPLOYMENT
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2. Enter the Date of Placement (the date on which the participant started a job). Format: mm/dd/yyyy 

3. Select the occupation into which the participant was placed from the drop-down list.

4. Enter a job title (optional).
5. Enter the name of the employer.
6. Enter the name of a contact for the employer.
7. Enter the employer address; there are two lines available for this.  (Do not enter the city, state or zip-code in these fields; there are separate fields for each.)
8. Enter the employer city.
9. Select the employer state or other US jurisdiction from the drop-down list.  
Note: States, including the District of Columbia, are listed in alphabetical order; non-state US territories are listed in alphabetical order after the States.)
10. Enter a five-digit ZIP code.

11. Enter a phone number for the employer, in 999-999-9999 format.

12. If the participant has left this employer, enter his/her last date of employment. Format: mm/dd/yyyy.

13. Enter the hourly wage earned by the participant from this employer, in Format: xxx.xx
14. Enter the number of hours worked by the participant during his/her first full week of employment.

15. If the participant has left this employer, enter his/her reason for leaving.

16. Click the Save [image: image103.png]


 button to save the job. 

17. Click the Delete Selected Job  [image: image104.png]Delete Selected Job



 button to delete employment.

6.6.5.2  Add Re-Arrest
To add a Re-arrest record, complete the following:
1. From the Outcomes Overview page, click the Add New Re-arrest  [image: image105.png]B Add New Re-arrest



 link The Add Re-Arrest selection page will appear.
OUTCOMES: ADD RE-ARREST
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2. From the Re-arrest/Re-incarceration Selection page, select any of the choices listed below using the radio button.

3. Re-arrested within 12 months of release for a new crime
4. Re- arrested for a previous crime (Note: This option does not count towards the recidivism rate.);
5. Re-incarcerated for a revocation of the parole or probation order for violations of terms of sentence;
6. Otherwise violated the terms and condition of their sentence if the participant violates his/her parole or probation and is not re-incarcerated (Note: This option does not count towards the recidivism rate.);
7. Not Re-arrested.
6.6.5.3 Re-arrested within 12 months of release for a new crime 
If the participant has been re-arrested within twelve months of release from prison, complete the following:
1. Select the Re-arrested within 12 months of release for a new crime radio button.

2. Click the Continue [image: image107.png]


 button. The Add Re-Arrest page will appear.

Add Re-arrest Form
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3. Enter the date the participant was re-arrested. Mm/dd/yyyyy format (required).

4. Enter the date the case was dismissed or when charges were dropped.  mm/dd/yyyy format.

5. Select the most serious charge for the new crime from the drop-down list.

6. Check whether the participant was convicted of the new crime.

7. Enter the date of conviction. mm/dd/yyyy format.

8. Check whether the participant was incarcerated after the new conviction.

9. Enter the date of incarceration for the new crime. mm/dd/yyyy format.

10. Enter the date of release from incarceration for the new crime. mm/dd/yyyy format.
11. Click the Save [image: image109.png]


button to save the Re-arrest outcome record.

6.6.5.4 Re- arrested for a previous crime
If the participant has been re-arrested for a previous crime:
1. Select the Re-arrested for a previous crime. Radio button
2. Click the Continue [image: image110.png]


 button. The Add Re-Arrest form will appear. 

Add Re-arrest Form
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3. Enter the date the participant was re-incarcerated. mm/dd/yyyy format (required).

4. Select the most serious charge for the new crime from the drop-down list.

5. Check whether the participant was convicted previous crime.

6. Enter the date of incarceration after new conviction. mm/dd/yyyy format.

7. Enter the date of release from incarceration for the previous crime.  mm/dd/yyyy format.

8. Click the Save [image: image112.png]


button to save the Re-arrest outcome record.

6.6.5.5 Participant re-Incarcerated for revocation of parole
If the participant has been re-incarcerated for a revocation of the parole or probation order for violations of terms of sentence, compete the following:

1. Select the Re-incarcerated for a revocation of the parole or probation order for violations of terms of sentence radio button.
2. Click the Continue [image: image113.png]


 button. The Add Re-Arrest form will appear.

Add Re-arrest Form
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3. Enter the date the participant was re-incarcerated. mm/dd/yyyy format (required).

4. Select the most serious charge for the new crime from the drop-down list.

5. Check whether the participant was convicted of the new crime.

6. Enter the date of conviction. mm/dd/yyyy format.

7. Check whether the participant was incarcerated after the new conviction.

8. Enter the date of incarceration for the new crime. mm/dd/yyyy format.

9. Enter the date of release from incarceration for the new crime. Mm/dd/yyyy format.

10. Click the Save [image: image115.png]


button to save the Re-arrest outcome record.
6.6.5.6  Violation of the terms and condition of sentence
If the participant has been re-arrested for having otherwise violated the terms and

Conditions of his/her sentence; if the participant violates his/her parole or probation and is not re-incarcerated, complete the following:
1. Select the Otherwise violated the terms and condition of their sentence if the participant violates his/her parole or probation and is not re-incarcerated radio button. 
2. Click the Continue [image: image116.png]


 button. The Add Re-Arrest form will appear.
Add Re-arrest Form
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3. Enter the date of violation. Mm/dd/yyyy format (required).

4. Click Save [image: image118.png]


  button to save the Re-arrest outcome record.
[image: image119.png]


 Note: This option does not count towards the recidivism rate
.

6.6.5.7  Not Re-arrested
If the participant has not been re-arrested within 12 months after the Date of Release for the most recent crime prior to enrollment in PR, complete the following:  
1. Select the Not Re-arrested radio button.

2. Click the Save [image: image120.png]


 button to save the Re-arrest outcome record.
6.6.5.8 Add/Edit Education Degree or Certificate
This section allows you to record an education and training outcome record for a participant enrolled in PRI.
To enter an education/training outcome record, complete the following:

1. From the Outcomes Overview page, click the Add New Educational Outcome [image: image121.png]B dd New Educstions
Outcome.



link. The Add Education Degree or Certificate form will appear.
OUTCOMES: ADD EDUCATION DEGREE OR CERTIFICATE Form
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2. Enter the date the participant entered the education program. mm/dd/yyyy format.

3. Select what type of diploma or degree the participant received from the drop-down list.

4. Enter the date participant received the diploma or degree. mm/dd/yyyy format.

5. Enter the name of the diploma or degree.

6. Click the Save [image: image123.png]


  button to save the Educational outcome record. User will be directed to the Outcome Overview page.

6.6.5.9 Add Other Reason for Exit
The Add Other Reason for Exit function allows you to record reason for exit (health issues, deceased, or the need to care for family member criteria) not included in any of the other categories.
To enter a reason for exit, complete the following:
1. From the Outcomes Overview page, click the Add New Reason[image: image124] link. The Add Other Reason for Exit form will appear.
2. Select other reason for exit from the drop-down list.
3. Enter date of exit. Mm/dd/yyyy format.
4. Click the Save [image: image125.png]


  button to save the Other Reason for Exit.
[image: image126.png]



Note: Once an exit date has been entered, the participant is then exited from the program

6.6.5.10 Add Date Entered Follow-Up Service

The Add Date Entered Follow-up Service function allows you to enter the date in which a participant program entered follow-up services in PRI.
[image: image127.png]



Note: Until this date is entered, you will not be able to access any functions under the Follow-up tab for this participant.
To add/edit follow-up information:
1. Click the Add/Edit Date Entered Follow-Up Service [image: image128.png]dd Date Entered
Follov-un Sorice



link.  The Add Date Entered Follow-Up Service page will appear.
2. Enter the date of the follow-up service, in MM/DD/YYYY format (required).
3. Enter comments in free-form text box (up to 200 characters).
4. Click the Save [image: image129.png]


 button to save the date entered follow-up service record. User will be directed to the Outcomes: Overview page.

6.6.6  Follow- up Tab
PRI requires that three follow-ups be conducted on a participant who has exited PRI. The follow-up should be conducted during the first quarter after the quarter in which the participant exits in the second quarter after the exit quarter; and in the third quarter after the exit quarter.
To access the follow-up tab, complete the following: 
1. Click on the Follow-Up  [image: image130.png]Follow-up



 tab. The Follow-Up page will appear.
Users will notice three links located below the tab: 1st Quarter after Exit, 2nd Quarter after Exit Quarter, and 3rd Quarter after Exit.
Follow-up: 1st Quarter After Exit Page
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The 1st Quarter After Exit page initially appears, showing a list of follow-ups already performed for the participant.  This list shows the follow-up date, hours worked, hourly wage, whether participant was employed at the time of the follow-up, whether he/she was employed immediately after exit from PRI, and whether the follow-up was successful. 
[image: image132.png]



Note: In PRI, the term "quarter" refers to the program quarter. 
There is one follow-up form for each of the three quarters. All of these pages are nearly identical, with a few data fields in the second - quarter and third-quarter forms that are not present in the first-quarter form.
6.6.6.1 Add New Follow-up
To enter a new follow-up, complete the following:
1. Click Add New Follow-Up [image: image133.png]B add Neu Follow-Up.



link. The form will appear from the follow-up page.  
ADD FOLLOW UP Form
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Note: To view or edit an existing follow-up record, click the hyperlinked follow-up date from the Follow-up summary page. The information will be displayed on edit follow-up form editable fields. The add follow-up form will already be displayed, If there are no previous follow-up records.
2. Enter the date the follow-up was performed. Mm/dd/yyyy format.  (Note: if a date is entered outside the quarter in which the follow-up is required, the PRI system will respond with an error message.)
3. Check whether the follow-up was successful.  A follow-up is successful if the participant was contacted by a PRI case-user.
4. If the follow-up was successful, check whether or not the participant was employed.
5. Select the Mode of Contact from the drop-down list, for additional information.
6. Select weather participant received public assistant after exit from drop-down list.
7. Click the Save [image: image136.png]


 button to save the follow-up record. User will be directed to the Follow Up: Information Saved page.
6.6.6.2  2nd and 3rd quarters follow-up
To add follow-up record for the 2nd and 3rd quarters, complete the following:
1. From the Follow-up Summary page, click the 2nd quarter after exit or the 3rd quarter after exit links. 
2. Click the Add New Follow-up link. You will be directed to the Add Follow up form.

3. Enter the number of hours worked in the first full week of employment.

4. Enter date of participant's most recent contact with his/her probation officer. Mm/dd/yyyy format.

5. Select type of contact with the probation officer from the drop-down list.

6. Enter the name of the probation officer.

7. Enter the participant's reason for leaving his/her initial placement in unsubsidized employment.

8. Select the mode of contact (the means by which the participant was contacted) from the drop-down list.
9. Select which, if any, public assistance the participant received after exiting PRI. If the participant received no public assistance, select "No benefits".

10. Click the Save [image: image137.png]


 button to save the follow-up record.
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Note: After a follow-up record is created and saved, it will appear on the list of existing follow-ups.

6.6.7  Notes Tab
This tab allows you to add notes to the participant’s case for any miscellaneous information.  The system displays a list of existing notes, sorted by Effective Note date (starting with the most recent. You can also view all notes by clicking View Notes link from the Add New Note page.
To access the Notes tab, complete the following:

1. Click the Notes [image: image139.png]Notes



   tab. The Notes Display page will appear. 
NOTES: DISPLAY Page
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6.6.7.1 Notes Display
The Notes Display page contains the following functions:
· Search for a note

· Add /edit a note

· Delete a note
6.6.7.2 Search for a Note
To search for a note, complete the following:

1. Select a note type from the drop-down list.

2. Enter the date created. Mm/dd/yyyy format.

3. Enter the start effective Date. Mm/dd/yyyy format.

4. Enter the end effective date. Mm/dd/yyyy format.

5. Click the right-arrow [image: image141.png]


button.  The notes matching the criteria entered will be displayed below the second search fields.
6.6.7.3 Add New Note
To add a new note, complete the following:

1. Click Add New Note [image: image142.png]Add New Note



 link. The Add New Notes page will appear.
NOTES: ADD NEW Page
[image: image143.png]NOTES: ADD NEW

Aron Aaametry (edit) Barticipant Alsrts - O total
@ Wo curment lerts ( 2dd new )

4 brimah. carol@dol.goy
Case Last Updated : 09/03/2008

Summary Y| Assessments & 1DP  services J Outcomes ¥ Follow-up.

Add New Note

Type: [Prone sal Effactive Note Date; [0o0o2008

Grantee: Urban Youth Alliance Inte.
Grant No: PE152630660

Gen, No: Generation 1

Contact: Training 26 152-562-5632
Email

callshanconsults@eomesstnet

B dd New Caze

B 2dd new senice

View Notes





2. Select the type of communication from the drop-down list.

3. The Effective Note Date field will be pre-populated with today’s’ date. A future date cannot be entered. 
4. Enter the name in the large text field provided.

5. Click the Save new note [image: image144.png]


  button to save the note.  User will be directed to the Notes - New Note Added page.
6.6.7.4 Delete Selected Notes
  To Delete Selected Notes complete the following:
1. From the Notes Display page, select the note that you wish to delete using the action column. The Notes Display page will appear.
Notes: Display Page
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2. Click the Delete Selected Notes[image: image146.png]Delete Selected Notes



   button for that note.  User will be directed to the Notes Display page and the selected note will be deleted. 
6.6.7.5 Add/Edit a Note
To edit an existing note, complete the fooiwng:

1. From the Notes page, click the Edit [image: image147.png]Edit



 button. The Add New Note page will appear.
Add New Note Page
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2. Enter the information that you wish to update. 

3. Click the Update Note  [image: image149.png]Update Note



 button to update the note. User will be directed to the New Note Added page.
7 Reports Tab
The Reports tab allows you to query participants by a wide variety of parameters. These case manager, participant group, services received outcomes, and criminal-parameters include justice outcomes.  
To access the Reports [image: image150.png]REPORTS



  tab, click the Reports tab. The Reports page will appear. 

Reports Page
[image: image151.png]Reports

> Grantee Quarterly Performsnce Report
> Wansgement Reports
> BRLAd-Hoe Report Builder




You will see a menu containing three hyperlinks: 
5 Grantee Quarterly Performance Report (QPR)
5 Management Report 
5 PRI Ad-Hoc Report Builder.
7.1 Grantee Quarterly Performance Report (QPR)
The QPR allows you to query participants by a wide variety of parameters. These parameters include case manager, participant group; services received outcomes, and criminal-justice outcomes. 
To generate a QPR, complete the following:
1. Click the Grantee Quarterly Performance Report [image: image152.png]> Grantee Quarterly Performance Report



link. The QPR page will appear.
Submitted Reports Page
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2. Select the Case Manager and Program Year on which you wish to report from the drop-down list. 

3. Click the Submit [image: image154.png]


button.  The Submitted Reports page will display. This is the next step of the report. 
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Note: you cannot skip a quarter when creating QPRs. 

4. Click the Build Report [image: image157.png]Build Report




 button. The Build Report button will change to say Please wait - building report. [image: image158.png]Please wait - building repojrt



   When the report is complete, it will be appear on the page.
SAMPLE QPR REPORTS
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5. To generate the QPR in printable form, click the Printable Report [image: image160.png]Printable Report



 button.  The Build Report button will change to say Please wait - building report. [image: image161.png]



6. When the report is shown on the page, click your browser's Print button -or right-click anywhere within the page and choose Print -- to print the report.
7. After a QPR has been generated, at least one narrative file must be attached to it, and it must be certified and submitted.  These two actions can be performed only by Grantees.

8. To attach a narrative file to the report, click one of the Browse [image: image162.png]Browse.




 buttons, near the bottom of the report page.

9. Select a File Name from the file list. You must attach at least one narrative to a report, and can attach up to three. 

10. To certify a report after, enter your PIN at the bottom of the report page, and click the Certify. (Note: a report can only be certified after the end of the reporting period.) 

11. Once the report has been successfully certified, a confirmation will appear. The confirmation page will let you know if your report was submitted successfully.  The date and time is stamped onto the confirmation page. You can print this page for your records. If you do not receive the confirmation page, please go back and re-Certify your data (there could have been a communications error). 

12. An email notification will automatically be sent to the National Office, to let them know that the report has been officially certified and submitted. 

13. If a QPR has already been generated for the same quarter, a warning message will appear, asking whether you wish to overwrite the existing report; if you confirm that you do, your new report will be submitted to DOL, and the existing report will be overwritten by the report you certify.
7.2 Management Reports
The Reports Management allows you to query participants by a wide variety of parameters, including case manager, participant group; services received outcomes, and criminal-justice outcomes.  
To Create a Management Report, complete the following:
1. Click on the Reports [image: image163.png]REPORTS



tab. The Reports page will appear. 

2. Click on Management Reports[image: image164.png]= Management Repotts



 link.  The Management Reports page will appear.
Management Reports Page
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Note: Users will see a menu containing five hyperlinks: Participant Roster, Case Load Status Report, Ad-Hoc Report, Group Find Report and Service Report.
7.2.1  Participant Roster
This report allows you to generate lists of participants using such parameters as Case Manager, Status, Service Type, Outcomes, and date range.
To generate a Participant Roster Report:

1. Click on the Reports [image: image167.png]REPORTS



tab. The Reports page will appear. 
2. Click on Participant Roster [image: image168.png]Participant Roster



link.  The Participant Roster page will appear.
Participant Roster Page
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3. Select one or more parameters on which you wish to report from the drop-down lists (it is not necessary to select from all parameters; the default select for each one is "All"):

4. Select a Case Manager from the drop-down list.

5. Select a Status from the drop-down list.

6. Select a Service Type from the drop-down list.

7. Choose Outcomes from the drop-down list

8. Select a date-range on which to report, entering beginning and ending dates. Mm/dd/yyyy format.

9.  Click the Create Report [image: image170.png]Create Report



 button to create the report. The Standard Reports / Participant Roster will appear.

10. Click the Create PDF Report [image: image171.png]


 button to create the PDF.  The Standard Reports / Participant Roster will appear in PDF Format.
Standard Reports (PDF Format)
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11. Click the Create Excel Report   [image: image173.png]Create Excel Report



 button to create the Excel Report. The Standard Reports / Participant Roster will appear in Excel format.
Standard Reports (Excel Format)
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7.2.2  Case Load Status Report
This report shows the status of a selected manager's case load within a selected date range.  It shows the number of participants in various stages of participation in PRI, for the month, quarter-to-date, year-to-date, and program-to-date.  Summary data is also shown at the bottom of the report.
To generate a Case Load Status Report:, complete the following:
1. Click on the Reports [image: image175.png]REPORTS



 tab. The Reports page will display. 

2. Click on the Case Load Status Report. [image: image176.png]vxase Le




  link.  The Case Load Report page will appear.
Standard Reports – Case Load Report Page
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3. Select a Case Manager from the drop-down list.

4. Enter the beginning and ending dates of a date range. Mm/dd/yyyy format.

5. Click one of the Create Report [image: image178.png]Create Report



 button to create the report. The standard Reports – Case Load Status Report will appear.
Standard Reports – Case Load Status Report 
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7.2.3  Ad –Hoc Report
This report allows you to query participants by a wide variety of parameters, including case manager, participant group, services received, outcomes, and criminal-justice outcomes.  The report will show the name, address, phone, status, most recent service, service date, date of exit, and date entered follow-up.

To generate Ad-Hoc Report, complete the following:

1. Click on the Reports [image: image180.png]REPORTS



 tab. The Reports page will appear. 

2. Click on the Management Reports [image: image181.png]Management Reports



link. The Management Reports page will appear.
3. Click on the Ad-Hoc Report [image: image182.png]


link.  The Ad-Hoc Report page will appear.
Standard Reports – Ad – Hoc Report Page
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4. Select a Case Manager from the drop-down list.

5. Select a date range with the beginning and ending dates of a date range. Format: mm/dd/yyyy.
Select the parameters for your report.
6. Check the group of participants on whom you wish to report.
7. Check up to two kinds of services.

8. Select demographic criteria from the drop-down lists: gender, education, housing status, type of crime, race, age, health status, and post-release status.

9. Check up to three outcomes.

10. Check up to three criminal justice outcomes.

11. Click one of the Create Report  [image: image184.png]Create Report



 button to create the report. User will be directed to the Ad-Hoc Reports page. 
Standard Reports – Ad – Hoc Report Summary Page
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7.2.4  Group Find Report
This report allows you to select individual participants from a list, and generate a list showing personal and participation-history information for those participants.
1. Click on a letter to see a list of all participants whose last names begin with that letter; or click "All" to see the entire list.
To generate a Group Find report, complete the following

1. From the Repots page, click on the Reports [image: image186.png]REPORTS



 tab.  

2. Click on Group Find Report [image: image187.png]Group Find Report



link.  The Group Find Report page will appear.
Standard Reports – Group Find Report Page
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3. Select a Case Manager from the drop-down list.

	4. Click the Go  [image: image189.png]Go



 button. The second step to create the Standard Reports – Group Find Report will appear.

	


Second Step: Standard Reports – Group Find Report Page
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1. Check the box beside the name of each participant on which you wish to report.  Each time the page is refreshed, those names selected will appear under the heading "Currently Selected."

2. To uncheck all selections, click Clear.

3. Click the Create Report [image: image191.png]Create Report



 button to create the report. The Standard Reports – Group Find Report Summary page will appear.
Standard Reports – Group Find Report Summary Page
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7.2.5  Service Report
This Service Report allows you to query participants by a wide variety of parameters, including case manager, participant group, services received, outcomes, and criminal-justice outcomes.  
To create a Service Report, complete the following:
1. From the Reports page, click on the Reports [image: image193.png]REPORTS



 tab. 

2. Click on the Service Report [image: image194.png]Service Report



link.  The Service Report page will appear.
Standard Reports – Service Report Page
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3. Select a Case Manager from the drop-down list.

4. Enter the beginning and ending dates of a date range. Format:  mm/dd/yyyy.

5. Click one of the Create Report  [image: image196.png]Create Report



 button to create the report. The Standard Reports – Service Report Summary Report will appear.
Standard Reports – Service Report Summary Report Page
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8 Tools Tab
Reminders are records of important upcoming events for users, which are created by users or created automatically by the system. When you click on the Tools tab, a list of all the reminders that pertain to you will be displayed in a table showing three columns: Participant, Reminder and Due Date.
8.1 Search Reminders
To Search for Reminders, complete the following:

1. From the Tools Reminder page, click the Tools [image: image198.png]ToOLS



  tab.  The Tools Reminder page will appear.

Tools: Reminders
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2. In the field provided, select Case Manager from the drop-down list.

3.  In the field provided, select Participants from the drop-down list.

4. Enter the Reminder in the text box provided.

5. Enter the Due Date in the text box provided. Format: mm/dd/yyyy.
6. Click the Go [image: image200.png]


button.  The Reminders with the due date selected will appear.
8.2 Add New Reminder
To Add a New Reminder, complete the following:

1. Click the New Reminder [image: image201.png]New Reminder



ink. The Add Alert form will appear.
Add Alert Form
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2. Select the Case Manager and Participant's from the drop-down lists.

3. In the subject text box; enter a subject/title for the reminder.

4. In the Alert Date text box; enter the Alert date. Format: mm/dd/yyyy. 

5. In the Comments field; enter the body of the Alerts/Reminder.
6. Click the Submit [image: image203.png]


button to save the reminder. The reminder will appear in the reminder table.

8.3  Edit Alert
To Edit an Alert, complete the following:

1. From the Tools Reminder page, click the hyperlink reminder title under the Reminder column. The Edit Alert page will appear. 
Edit Alert Page
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2. In the subject text box; enter a subject/title for the alert.

3. In the Alert Date text box; enter the Alert date. Format: mm/dd/yyyy. 

4. In the Comments field; enter the body of the Alerts.
5. Click the Update [image: image205.png]


button to save the changes.

8.4  Delete Alerts
1. From the Tools Reminder page, click the Select All [image: image206.png]Select All



 button to select all reminders on the page.

2. Click the Deleted Selected Alerts [image: image207.png]


button to delete the selected alerts on the page. 
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