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INTRODUCTION

Welcome to ETO!

ETO is a case management software for social services developed and maintained by the company
Social Solutions based in Baltimore, United States. ETO helps nonprofit organizations quickly and easily
track efforts (Staff and Client activities), outcomes (questionnaires and surveys), and the progress of
clients in their efforts.

To access the ETO database, type in the following address: http://cmhacalgary.etosoftware.ca

Your Username is your CMHA e-mail address (or if you don’t have one, use your personal e-mail address
that you provided to CMHA). Once you are given an initial password, the new password that you will set
up will be of your own choosing, but it has to have a minimum of 6 characters and include at least one
numeric character.

You have access to: the Programs you are working in, the Intake/Waitlist Program of your Program, as
well as the Peer Options and Leisure Recreation Programs as you will benefit from viewing your clients’
attendance in Peer Options and Leisure Recreation groups.

All your Programs have an Intake Program or a Waitlist Program. Clients are first ‘added’ (if new) or
‘enrolled’ (if already in another CMHA Program or previously in your Program) in the Intake/Waitlist
Program, then they are discharged (‘dismissed’) from the Intake Program, and then enrolled in your
actual Program. This is the process for Independent Living Support, Street Outreach and Stabilization,
and all Supportive Living. The main reason for having an Intake/Waitlist program is that we would like to
keep track of the number of referrals (referral forms) received for each Program as well as the number of
individuals eligible and not eligible (per reason for ineligibility) and the length of time individuals waited to
start receiving services. While in the Intake/Waitlist Program, clients receive minimal services such as
Staff contacts with professionals, writing letters, signing release of information etc. While in the Actual
Program, clients receive the full range of services provided by the Program (visits, groups, etc.)

There are a lot of common elements among your Programs, that is why only one Manual has been
developed for all your Programs. However, the differences between your Programs are taken into
consideration and are highlighted.

Please contact your ETO Administrator (CMHA Outcomes Measurement Coordinator or Director of Client
Services in the absence of the Outcomes Measurement Coordinator) if you have any questions regarding
ETO. You can also access the Help section in the database, or you can contact ETO customer support
at support@socialsolutions.com or at 1- 866.732.3560 extension 2

Best wishes for your successful use of ETO!



NAVIGATING ETO

There are a variety of ways to move through ETO Software.
1 My Dashboard
2 Quick Tab Navigation
3 Custom Home Page Links
4 Navigation Bar
It's up to you to decide which navigation method is the most comfortable based on your use of ETO. The ETO
Administrator may prefer a method or combination of methods and train you accordingly.
Follow the links below to learn more about each.

My Dashboard
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My Dashboard includes details of the work you have recently entered into ETO (Efforts, Assessments, Referrals).
It may also include My Caseload, a search feature, reports, etc.
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The green tabs across the top of the screen are referred to as Quick Tabs. Quick Search is the most frequently
used tab. Enter in a Participant's First or Last Name into the "Enter Search Term(s)" box and click the Search
button.



Click on a name in the search results to access a list of features to work on with that Participant.
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Links to features can be added to the Home Page by the ETO Administrator.



Navigation Bar

The green bar on the right side of the page is referred to as the Navigation Bar. Click on any of the headers (in
white font) to access features that fall in that section.

RECORDING A NEW CLIENT IN INTAKE/WAITLIST

Participant — Member of the target population, recipient of service. For CMHA: Participant = registered
client.

Participant in the context of ETO: “Most of our participants will go through the same process, beginning
with an intake and finishing with an exit interview.”

Search ETO first to avoid Duplicates!

Searching is probably the most frequently used functionality in ETO Software. Before a new Participant is
added to the system, it is recommended that the system is searched to avoid duplicate entries

Quick Search

Quick Search allows you to search for active Participants in the selected program, or those who are
active and dismissed across the entire site. Ensure that you select ‘CMHA Calgary Region’ when you
do the search.
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After you have searched ETO — CMHA-Calgary Region and did not find the client, you will have to Add
the participant.

Add = Entry of data that is not already existing in the database (e.g.: Add Participant, Add Referral, Add
Reliable Contact, Add Participant Match)

To add a Participant:
- Click on Go next to ‘Add Participant’ on the Intake/Waitlist Program’s Home Page, or
- Onyour Navigation Bar to the right, go to ‘Participants’ and then click on ‘Add New Participant’.

This page will appear.
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The Add New Participant screen is how a record is started for a participant within the selected program. After this
screen is submitted, additional types of data, such as Assessments, Efforts (Points of Service), and Referrals,
can be attached to the record.

The Demographics seen on this screen are a combination of Standard fields that come with the software, and
Custom fields that were set up based on our organization's needs. Custom Demographics can be edited by the
ETO Administrator; Standard Demographics are hard coded and cannot be modified.

Demographics may vary from program to program, although some fields (including all Standard Demographics
and all Custom Demographics built with the Scope of Site), will appear in all programs.

Data Entry:
e Use the tab key or the mouse/track pad to move from field to field
e Asterisks (and yellow) indicate which fields are required (when a field is required, you will not be able to
submit the record without completing the required information).
e Do not use the back button or enter keys

Understanding Demographic Fields:

o “Case Number” is automatically generated after the demographic page is submitted/saved.

e Phone numbers require 10 digits. Enter 10 digits, move to another field, and the number will auto-format
with parenthesis and a dash.

e Postal Code will auto-populate city and province after the page is submitted.

e The Standard Demographics Referral Source and Funding Source are both a special type of field called
Entity Cross Reference. New options can be added through the Add New Entity feature. Select the
corresponding Entity Type (Referral Source or Funding Source) based on the field you're populating. If
there are Entities in other programs in the site that should be listed in the current program, they can be
brought into the program through Enroll Entity.

e The Alert field (if enabled) will generate a pop-up with the data entered in that field when the participant is
accessed through View/Edit Participant, Participant Efforts and Enroll Participant.




Submitting the Add New Participant Page:

e Once you've completed all relevant demographic information on the first page, select the Participant’s
Program Start Date at the bottom of the page. This date should be the date when the Participant started
receiving services or completed an intake/referral form. The Program Start Date can be backdated as
necessary. Only the ETO Administrator can edit this date, please enter it carefully. This date default to
blank.

e The Enroll in Program check box must be checked to enroll the participant in the program. The box will
be automatically selected. If this box is not checked, the Participant will exist in ETO with no program
affiliation. You will then have to use the Enroll Participant feature to pull the participant into the selected
program. We would like to avoid this.

e Click Submit at the bottom of the page to save the record. A confirmation will appear to let you know that
the Participant has been successfully added to the Program. Click OK to move to the next screen, which
is defined by the ETO Administrator on a program by program basis.

Duplicate Alert

If you submit the new Participant’s name and it matches another Participant in the Software, you will get a
Resolve Potential Duplicates alert. It is very common for staff to be confused by this message, as it is not
expected!

A list of possible matches of existing records will appear. The Duplicate Alert includes the following options:

Add Participant: Resolve Potential Duplicates

You are attempting to add a new Participant.

Potential matches were found based on the following data points:
(Duplicate Check data points are selected on the Manage Demographics page.)

First Name: Priyva
Last Mame: Anju

SoM:
«/ NOT A DUPLICATE, PLEASE ADD W GO BACK

There are potential matches for this new Participant at the site-level:
Name SSN Doe
1. | Priya Anju 101-92-8220 1/2/1979 Current
1. If not a duplicate: Click on Not a duplicate, please add which will add the participant as a new record

2. If a duplicate: Click on Go Back to the demographics and edit the record you are trying to add so that it will no
longer match an existing record.

If a duplicate is already Enrolled in the program, the record will say Currently Enrolled in green.

If a duplicate is not Currently Enrolled in your program (but exists in the CMHA-Calgary Region site), click on the
enroll option: this will redirect you to the Enroll Participant feature, where you will need to search for the
Participant.



Last Name: Anju
First Name:

S55N:

Case Mumber:

Family Mame:

& SEARCH

Search Results

Below are all Participants matching "Anju' who are not currently enrolled in Service Plan Haven:

[] select Al
1. DAnju, Priva (DOB: 1/2/1979; S5N: 101-92-8220; Case Number; 7336)

If participant records are duplicated, it's not the end of the world! The records can be merged by the Site
Administrator with the Duplicated Participants feature.

After submitting the Add New Participant page, you will be directed to another page, based on how your ETO
Administrator has customized your system using either feature.

RECORDING CLIENT'S PERSONAL SUPPORTS

In ETO, clients’ personal supports are called reliable contacts. Reliable Contacts are for capturing information on
any individual supporting a Participant, such as family members and friends who may or may not also be
Emergency Contacts. You can add multiple Reliable Contacts for any Participant using this feature.

Feature to use: Add Reliable Contacts
- Click on Go next to ‘Add Reliable Contacts’ on the Intake/Waitlist Program’s Home Page, or
- For the other Programs (not Intake/Waitlist): - Click on ‘Participants’ and then on ‘Add Reliable Contacts’

on your Navigation Bar to the right.
This page will appear. Type in the last name of your client and click on Go.
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Select your client. And then this page will appear:
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- Only the name field (in yellow) is required. Type in the first name and last name of the Reliable Contact in this
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order (first name and then last name).

- Check the Emergency Contact box to identify that this is a person to contact in event of an emergency.

- Enter 10 digits for phone number and move to another field. The number will be auto-populated with parenthesis
and a dash.

- It is optional to enter the address of the reliable contact.

- Multiple reliable contacts can be added, one at a time, for the selected participant. However, the same reliable
contact may not be attached to multiple participants.

View/Editing/Deleting Reliable Contacts

Reliable Contacts can be viewed, edited or deleted.

On your Navigation Bar, Click on ‘Participants’ and then ‘View/Edit Reliable Contacts’.

Or: Click on ‘View/Edit Reliable Contacts’ on your client’s Dashboard. (Participant Dashboard).

If a participant has more than one reliable contact, the order can be changed on this page (click on ‘Change
Order).
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TIP: Reliable contacts appear on the Standard Reports Participant Profile and Participant Face Sheet.

RECORDING CLIENT'S PROFESSIONAL SUPPORTS

In ETO Professional Supports are called: Participant Matches. Professional Supports are installed in
ETO as Entities.

Entities — Typically a third party that somehow impacts Participants, such as Professionals, Employers,

Education Institutions, or other community based organizations where Participants are referred. Like
Participants, Entities can be tracked with assessments, efforts, and processes.
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Feature to use: Participant Match.

This functionality allows you to match a Participant with an Entity Contact (either an Individual Entity that
is categorized as a contact by default, or a contact associated with an Entity of another type).

Steps to making a match:

. Click on ‘Participants’ and then ‘Participant Match” on your Navigation Bar and then search for
the participant (client) to be matched.
o If there are no current matches for the participant, this is noted. Click Add New Contact.
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e Click Add Existing Contact to search for the Individual Entity/Entity Contact to match with the
participant. Contacts are added to ETO with the Add New Entity feature, and updated with the
View/Edit Entity feature.

e A pop-up box will appear so you can search for the contact using all or part of their last name.
When located, click Work with this contact to link them with the Participant.

13
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Aasen Les Work With this Contact

Aasen Marion Work With this Contact

Abdel-Keriem Mohamed Work With this Contact
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< | i | »

« You will note that the person you chose now appears under the Participant. Click Add Current Contact
to make the match in ETO.
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* More than one Entity Contact may be associated with a Participant, and vice versa. If a match is made
in error, it can be deleted from this page. Edits can be made to the start date of the contact, as well as
the end date and reason for match termination. This field is populated by the Site Administrator from the
Reasons for Dismissal feeder table.
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ADDING PROFESSIONAL SUPPORTS IF THEY ARE NOT ALREADY IN ETO

Feature to use: Add New Entity.

This function allows you to add an Entity to the selected program. As you remember, Professional
Supports are considered Entities in ETO.

To add an Entity: On your Navigation Bar, Go to ‘Entities’ and then click on ‘Add New Entity’. This page
will appear:
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Notes: P Hoppets.

~ IS — N

@ SocialSolutions  ® 2001-2012 Developed by Social Solutions, Inc. Al rights reserved ‘? Help with this page P Online Community P Training Calendar b Support

[ /" Trusted sites | Protected Mode: Off fp v ®100% -

Type in the Entity Name in this manner: First Name and Last Name. Do not put any title such as Dr.
For Entity Type: Always select: Individuals
The following Sub-Types are available:

Professional Supports- Addiction Counselor

Professional Supports — Clinical Support/Case Manager: e.g,: Psychologist, Nurse, etc.
Professional Supports — Community Support Worker. E.g. Social worker
Professional Supports — Dentist

Professional Supports-Financial Support Worker

Professional Supports-Guardian/Trustee

Professional Supports-Other

Professional Supports-Parole Officer

Professional Supports-Pharmacist

Professional Supports-Physician

Professional Supports-Probation Officer

Professional Supports-Psychiatrist

Professional Supports-Trustee

* After designating a Type and Sub-Type for the Entity, check the Is an Individual box, which will
automatically populate the contact information box for the Entity.

You may receive a Duplicate Warning if they attempt to add a new entity that already exists on the site

« After indicating whether or not you want the Entity to be a part of the program you are in, you will then
be asked in you wish to Manage the Entity. Managing the Entity consists of adding contact information to
the Entity. Click on Add New Contact and enter information.

* After contacts have been added to the system, you can add any number of phone numbers to each
individual contact by clicking on Edit Entity. Click Phone and add all new numbers. The Software will store
each of these numbers as Pending numbers until you click on Record Pending Phone Information
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When the page below appears, you will need to add the Professional to all Programs so that all Programs
can use this Professional Support in the future. To do this, click on ‘Program Information’ at the top right:

&« & &) hitps./secure etosomwareca/inae. O - @ B O X

-

File Edit View Favorites Tools Help

F

ETOSOFTWARE® PX‘

\Welcome Mora Habafy - CMHA. Calgary Region: Supportive Living Post-Discharge Transition (Change Program) Wednesday, Sep 5, 2012

To Do List My Dashboard
e e e

LogOff | HomePage | MyAccount | Change Sde | Help | Chat

View/Edit Entity TN > | Disable - View Abdul Rahman's Dashboard ngram Information Housing Checkin
Housing Check-Out

Added By Nora Habafy on 28/8/2012 4:37.00 PM Time (8 days ago). / Manage Rooms

Last Updated by Nora Habaty on 282012 45300 PM Time Manage Al Rooms
THouaSmur

Entity Mame: [ 500 o

* Contact:
S p— I
~ Entities

Entity Sub-Types: Professional Supports - Psychiatrist. Find Entity
Phone Number: 4019558344 Add New Enlity
1s an Individual: 7| ViewfEdit Entity
Manage Enfiies
Envoll Entity
Contact Info: Dismiss Entity
Manage Program Entities
1. Abdul Rahman  Office 1: 4039558344 (X) 1820 Richmond Road SW 2 [ Phone I [ l] Edit | | » i Dealete Record Entity Efforts
2nd floor RRDTC CAMHSS - “ﬂ" Ently Efforts

‘ m i it Elfenrten =

Enterprise Level: |

Sodi i T S 1+ ) LR LY
@5ocalSolutions & 20012012 D | Wicrosoft Offce PoerPaint 2003 | ¥ resenved P Online Community b Training Calendar b Support

Then this page will appear:

)l @) https fcccue etosontwarecarinae, O+ @ B G X
File Edit View Favorites Tools Help

&
ETOSOFTWARE® B LogOf | Home Page | MyAccount | Change Sie | Help | Chal
\Welcome Mora Habafy - CMHA. Calgary Region: Supportive Living Post-Discharge Transition (Change Program) Wednesday, Sep 5§ 2012
New To Do List ; Wy Favorites | [ My Dashboard. | | Reporiing Dastiboard
= e erEmTm em
P—— P — s B .
ActionDate: 5 v Sep v 2012 ¥ _ Housing Check-Out
i Manage Rooms
el progroms orFoke Consclor Currt Programs Asgned o Fake Counsellor | e o
| - Advocacy 3| Add | | No Programs Currently Assigned J Take a Survey
* Contacts
Find Entity 3
» Continuing Connections +— Addd New Enity 1
ViewEdit Entity
» Family Support (confidential) < Manage Entities
Envoll Entity
= ILS: Intake Program 3 I Add < Dismiss Entity
Manage Program Entities
& Independent Living Support > I Add <+ Record Entity Efforts
| | = Ml.inleEmr Efforts
4 m J + Eedoha Effenrten >
.Sm‘i.ll‘mlutinns € 20012012 Developed by Social Soltions, Inc. All rights reserved b Online Community # Training Calendar » Support

Click on ‘Add’ for each of the Programs you believe would benefit from having this Professional Support
available (one of the client in the program may have this Professional Support). You will have to do this
for each Program at a time.
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EDITING CLIENT INFORMATION
Feature to use: View/Edit Participant

View/Edit Participant is a program specific search; you can search for both active and dismissed
participants. When you have done the search, click on a Participant to view his demographics, and make
changes if necessary.

To View/Edit Client Information:

- Click on Go next to View/Edit Participant on your Program’s Home Page, or

- Click on ‘Participants’ and then ‘View/Edit Participant’ on your Navigation Bar.
View the information, Edit it if necessary, and then click on ‘Submit’

PARTICIPANT DASHBOARD FEATURE

The Participant Dashboard is a link to have quick access to your client’s file.
To access your client’'s Dashboard, do a quick search and then click on the client's name and then on the
client’s Dashboard:

2l ) hiips ) fsecure etosotwareca/inde. O~ @ B G X | @) cvHa - calgary

File Edit View Favorites Tools Help

Log OF | Home Page | MyAccouni | Change Sie | Helo | Chat

ETOSOFTWARE® P

Wekcome Nora Habaty - Cha-Caigary Region Independent Living Support (Change Program) Thursday, Sep. 6 2012
Hew ToDolList Messages My Favonies My Dasnboard  Repoming Dashboarm
e e
<]
Matches for: FName LNameK
T rakenoben — s
Bobers Fake's Dashboard
View / Edit "\
Record an Effort
View / Record Assessment
Review Efforts
FProgram History
Disrniss from program
@ o
& cvose
@SocalSolutions  © 2001-2012 Developed by Social Solutions, Inc. Al rights reserved b Online Community b Training Calendar b Suppert

This is a Participant Dashboard. Through this Dashboard, you can view your client’s basic demographic
information, as well as his/her recent activities/attendances (efforts), assessments, and referrals.
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(-’ &) s /Jsecue etosotwareca/inder. O« @ B & X | @) cvHA - Calgary
file Edit View Favorites Tools Help

ETOSOFTWARE® PBH =+ LoaOff | Home Page | MyAccouni | Change St | Helo | Cha
Welcome Nora Hapaty - ChHA-Caigary Region. Independent Living Support (Change Program) Thursday, Sep. 6 2012
ew ToDolit Messages  MyFavortes | MyDasnboara | Fepoing Dashboar
e R CmrEmen
“‘ T » Participants
oos: 12/04/1983 Date of et
3 = Take Action Point of Service Point of Service Program Contact + Record Efons
Age: £t Add Simiar  Track c with  Track = with  Independent Living  22/08/2012 ¥ My Wark
Marital Single client dlient ‘Support e
Status: Edit Add Similar  Track Attendance at Monty Matters Track Attendance at Meney Matters  Independent Living  06/08/2012 Sniaces
Contact: 123 45th Street W P ‘Wol op Support * Entities
NW Eclit Ackd Sienilar Track Attendance at Money Matters Track Attendance at Money Matters  Independent Living  05/08/2012 * Reports [
e 4 Calgary, AB T3C Workshop Workshop Support > ETo Repcrl
_— 3P7 Edit Add Similar  Track Contact with Collateral (family or  Track Contact with Collateral (family or  Independent Living  05/08/2012 lwdli.
(403) 456-6789 significant other) without dient significant other) without cient Support ¥ Efforts To Ouicomes
(Home) Edit add Similar  Track Contact with Collateral (family or  Track Contact with Collateral (family or  Independent Living  05/08/2012 * Quality Indicators
| ) significant other) with client significant other) with client support v outputs
Agonums @ - ? £T0 Anayics Beta)
* Wizards a
é’ Links A [EESESSsE e e
] Robert Fake's + Site Administration
» Enterprise |
Miew/Edit Paruigipant
Take Action Assessment Program Date Completed
Upload Files Edit Add Sienilar f (w/ Housing [tem) Living Support 14/08/2012
Edit Add Similar Gogl Attainment Scale Independent Living Support 01/08/2012
Edit Add Similar Goal Attainment Scale Independent Living Support 01/06/2012
[Edit Actd_Similar Goal Attainment Scale Independent Living Suppart 0170372012
Eclit Ackd Sienilar Gonl Altainment Scale Independent Living Suppart 0170172012
How -
@SocalSolutions  © 2001-2012 Devekped by Social Solutions, Inc. All righls reserved F Qnline Community b Training Calendar b Suppert

ENROLLING CLIENT IN A PROGRAM (Intake/Waitlist or Actual Program)

Enroll — To bring a participant that exists in ETO into the selected program and enter a program start
date.

Enroll in the context of ETO: Fred got services here three years ago and moved to Florida. When he
returned, rather than adding him as a new Participant in ETO, | enrolled him.
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Feature to use: Enroll Participant
The Enroll feature is typically used in one of two scenarios:

1. Intake/Waitlist Programs: A participant is (or has) been enrolled in another CMHA program, and
now needs to be enrolled in the Intake/Waitlist Program too.

2. Actual Programs: A participant is in the Intake/Waitlist program, and now needs to be enrolled in
the Actual program because he has been accepted or is eligible.

Go to ‘Participants’ and then click on ‘Enroll Participants’ on your Navigation Bar.

The search function allows you to search for Participants by Last Name, First Name, SSN, Case Number
or Family Name. To see a list of all Participants available for enroliment in the selected program, leave
the search boxes empty and click Go. Participant Results are grouped into sets of 50. Select the desired
participants (click Next 50 to advance to the next 50 results).

y -
’—E @) hps //secuie etosottwarecalinder. O + @ B & X || 4| Google. &) CMHA - Calgary »*
File Edit View Favorites Tools Help

ETOSOFTWARE® ﬁ LogOff | Home Page | MyAccount | Ghange Site | Help | Chat

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012

Mew ToDolist  Messages  MyFavonles My Dashboard  Heporhing Dashboard

e e en

[Enroll Participant = Eardicinaes =
Add Demo. by Group

Enroll Participant into SLA: Horizon West .

i = Duphcated Participants

Parbcipant Cases

Search for Participants in CMHA-Calgary Region by last name (partial), first name, Social Insurance Number, case number, or family name. To see all Find Participant (C ) -

Participants leave the boxes empty. To search for Participants by (partial) Last Name use the text box to the left. To further define your search use Find Participant

the text boxes below. Add New Participant

Add New Household (Beta)
Last Name: Fake ViewlEdit Participant
First Name: Envoll Participants
SIN: Dismiss Participanis
Case Number: L R
) Enroll Participants ( C )
Family Name:
Add Reliable Contacts
Search ViewlEdit Reliable Gontacts
AddEdit Families
Manage Groups
[ R PR
@ SocialSolutions € 2001-2012 Developed by Social Sohtions, Inc. All rights reserved b Online Community # Training Calendar » Support
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This page will appear. Put a checkmark in front of the participant's name.

tps//secure etosoftwareca/nce, O~ @ B & X ) CMHA - Calgary

Edit View Favorites Tools Help

Gasern bharie
ETOSOFTWARE® =
Welcome Nora Habafy - CMHA. Calgary Region: SLA: Horizon West (Change Program)
= To : — : o) iR

Below are all Participants matching 'Fake' who are not currently enrolled in SLA: Horizon West:

=]

Select All
L. T Fake, Alex (DOB: 1/1/1984; Case Number: 10241)

|

‘ m v

Enter Search Term(s)

Last Name: e

First Name: alex

SIN:

Case Number: |
Family Name:

LogOff | HomePage | MyAccount | ChangeSie | Help | Chat

Wadnesday, Sep 5, 2012

Find Participant ( C )

Find Participant

Al New Participant

Add New Household (Beta)
View/Edit Participant

Envoll Participants

Dismiss Participants
Dismiss Participants by Date
Enroll Participants ( C )
Add Reliable Contacts
ViewlEdit Reliable Contacts
AddEdit Famies

Manage Groups

@ SocialSolutions

€ 2001.2012 Developed by Social Soltions, Inc. All rights resened

‘7 Help with this page  p Online Community » Training Calendar p Support

Input the Program Start Date when this page appears, and then click on ‘Submit’. To view/edit the client’s
information, use the View/Edit Participant feature described in another section in this Manual (page 18).

<— ;‘ @) hitps//cecure etosoftwareca/inder. O - @ B ¢ X

File Edit View Favorites Tools Help

Enter Search Term(s)

Family Name:

Below are all Participants matching 'Fake' who are not currently enrolled in SLA: Horizon West:
¥ Select Al
1. EFak&, Alex (DOB: 1/1/1984; Case Number: 10241)

Program Start Date: -Day- + -Month- + -Yea- + (required)

LogOff | HomePage | MyAccount | ChangeSie | Help | Chat

Wadnesday, Sep 5, 2012

Find Participant ( C )

Find Participant

Add New Participant

Add New Household (Beta)
View/Edit Participant

Emroll Participants

Dismiss Participants
Dismiss Participants by Date
Enroll Participants ( C )
Add Reliable Contacts
View/Edit Reliable Contacts
Add/Edit Families

Manage Groups

@ SocialSolutions

€ 2001.2012 Developed by Social Soltions, Inc. All rights resened

PRINTING A FACESHEET OF YOUR CLIENT

Click on ‘Go’ next to ‘View/Edit Participant’ on your Program’s Home Page
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Search for the client you are interested in.
At the bottom of the demographic page click on ‘Participant Face Sheet’ and print the Face Sheet.

@ hips//secure etosoftwareca/inde, 0~ @ B G X |2
File Edit View Favorites Tools Help

| CMHA - Calgary »

ETOSOFTWARE® P4+ Log.Of | Home Page | MyAccounl | Change Sie | Helo | Chat
Welcome Nora Habaty - CMHA Calgary Region: SLG: Miner House (Change Program) Wednesday, Sep 5§, 2012
New | CQuick Se i TnDuL-st Messages My Favonles My Dashboard Rmu
Enter Search Term(s) WA Faricpant ~ I SLG: Miner House - I search |
Comment about Special Considerations: * | ReviewStaiToDo i
Alert: ViewlEdit Time Sheets
Other Identified Neads (explain): T
Medication Management: Independent l Add Existing Altnbutes
Assigned staff: Selact - Add Existing CxDema
Approve Assessments
> | Submit | Batch Upload (Bela)
Deiete Fakes
Dupiicate Enbties
Efforts: Participant History: Miscellaneous: Entity Contact Manager
» Participant Efforts » Participant Program History » View/Edit Reliable Contacts Manage Add Participant -
» Review Participant Efforts » Participant Face Sheet » Add Reliable Contacts Manage Aftribites
» Participant Assessment » Add In a Group » Add Referral Manage Dashboard Templates
/v » View/Edit Referral A e
» Dismiss Participants . NR€ LEMOAICS
» Participant Match - | Manage Feeder Tables
0 m 3 Manage Housing -
@ SocialSolutions € 2001-2012 Developed by Social Sohtions, Inc. All rights reserved b Online Community # Training Calendar » Support

DISMISSING A CLIENT FROM YOUR PROGRAM

Dismiss = Discharge, file closing.

Feature to use: Dismiss Participant

When a Participant is no longer being served by a selected program, it may be Dismissed from that
program using this feature. Dismissed participant records are not deleted; a dismissed Participant may be
re-enrolled with the Enroll Participant feature at any time. Enrollment and dismissal details are stored on
the Program History accessed via the button in the upper left of the View Edit or Find Participant pages.

Note: Every time the decision has been made as to whether a client is accepted/eligible, not
accepted/not eligible for a Program, you will need to dismiss them from the Intake/Waitlist
Program.

e Click on Go next to ‘Dismiss Participants’ on your Program’s Home Page. This page will appear:

22



&) hitps./secure etosofwareca/inde. O - @ B O X
File Edit View Favorites Tools Help

.|
ETOSOFTWARE® PA&

Weicome Nora Habaty - CMHA. Calgary Region: SLG: Miner House (Change Program) Wednesday, Sep 5 2/

LogOff | HomePage | MyAccount | Change Sie | Helo | €

Enter Search Term(s)

Dismiss a Participant from SLG: Miner House: Review Stafl To Do
ViewlEdit Time Sheets.
Search for Paf?idpnmsh SLG: Miner House by:
; {s?:mal] Last Name Add New Stat
3. Case # Add Existing Atiributes
4. Family Name Add Existing CxDemao
Approve Assessments
Last Name, SIN, Case #: | First Name: Batch Upload (Beta)
Family Name: Deete Faloes_ .
Dupiicate Entites.
Enity Contact Manager
@ SEARCH Manage Add Participant
+ To see all Participants leave the boxes empty. Manage Attributes
= To search for Participants by (partial) Last Name use the text box to the left. Manage Dashboard Templat
# To further define your search use the text box to the right. Manage Demographics
Manage Feeder Tables
Manage Housing
.Sm‘i.ll‘mlutinns € 20012012 Developed by Social Soltions, Inc. All rights reserved 7 Help with this page  p Online Community » Training Calendar » Suj

e Search by the (single or combined) full or partial last name and/or full or partial first name. This
page will appear:

@ https/secure etosoftwareca/inde, O~ @ B & X W &) CMHA - Calgary ®
File Edit View Favorites Tools Help

ETOSOFTWARE® P LosOf | Home Page | HyAccomt | Change S | 1
Weicome Nora Habaty - CMHA. Calgary Region: SLG: Miner House (Change Program) Wednesday, |

paiadah pns b ansst e Srerr s

Review Staff To Do
< SEARCH ViewlEdit Time She:
* To see all Participants leave the boxes empty. ‘Add New ST
» To search for Participants by (partial) Last Name use the text box to the left. - )
* To further define your search use the text box to the right. Add Existing Attribut
Add Existing CxDen
Approve Assessmer
Showing all Pariticpants matching 'fake’ who are currently enrolled in SLG: Miner House: Balch Upload (Beta)
Deiete Fakes
[ Select All Participants Dupiicate Enbties

- Entity Contact Ma
1. 7 Fake, Carolina (DOB: 18/1/1955; Case #: 10259) i N =

Manage Add Partici
/V } Manage Atributes
Manage Dashboard
& DISMISS (DIFEEFENT DATES + FEASON) ) DISMISS (SAME DATE + REASON) Manage Demograpt
_ Manage Feeder Tat
‘ / m ] v Manage Housing
.Sm‘i.ll‘mlutinns € 20012012 Developed by Social Soltions, Inc. All rights reserved ‘? Help with this page  p Online Community » Training Calenda

e Put a checkmark next to the client's name and click on Dismiss (Different Dates + Reasons).
This page will appear:
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Review Siall To Do
ViewlEdit Time Sheets
Fake, Carolina End Date Dismissal Reason Successiully
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@ SocialSolutions € 2001-2012 Developed by Social Sohtions, Inc. All rights reserved

‘? Help with this page  p Online Community b Training Calendar » Suppert

Input the End Date, select the dismissal reason, and put a checkmark in ‘Successfully completed’ if the
client successfully completed your Program. Then click on ‘Dismiss’.

These are the dismissal reasons:

- Completed Service, no follow-up: To be used when the client has successfully completed the
Program.

- Completed Service, client went to other Program: To be used when the client has successfully
completed your Program and is transferring to another CMHA Program or to another Program in
the community

- Client withdrew from Service: To be used when the client decides not to receive services
anymore or drop out from the Program.

- Transfer into the Program: ***This is only to be used by the Intake Program when an
individual is dismissed from the Intake Program, is eligible, and is moving into the Actual
Program***

- Client Moved: When client left the program because is moving to another city.

- Client Deceased

- Other

After dismissing a client, you will have to complete:
1) The Goal Attainment Scale — Discharge Report. This is a Participant Assessment — Refer
to the appropriate section in this Manual.
2) The Discharge Information Assessment (with housing item). This is a Participant
Assessment — Refer to the appropriate section in this Manual.

RECORDING YOUR TIME WITH AND ON BEHALF OF CLIENTS

Point of Service — This is where time and energy spent is tracked within ETO. We tried to set up Points
of Service so that time spent can be related to client progress (such as going from lack of engagement to
full engagement). Points of Service are entered by Recording Efforts.
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Point of Service in the context of ETO: “We used to enter case notes in Word documents and
attendance information in Excel. Now staff enter that information into Point of Service using the Record
Efforts features and the reporting options are great!”

Effort — Entry of Point of Service data, which is also known as recording efforts. There are several record
efforts features in ETO: Efforts can be recorded for Participants, Entities, or General. Efforts can be
recorded for one Participant (Entity) at a time, or Multiple Participants (Participants).

Most Point of Service elements are built with a field to capture time spent on contact. Time spent on
contact and number of contacts both track effort on behalf of staff entering their work. ETO has the
capacity for many efforts to be recorded for a given participant on the same day; effort data is typically
entered with more frequency than any other type.

Value — The data field that appears on Record Efforts pages where you provide a response to the Point
of Service name. Values may be presented as a drop box of choices (which can be edited by the ETO
Administrator), a Yes/No selection, or a blank box, which indicates that Numeric data be entered.

Value in the context of ETO: "When | went to record an effort in ETO | was on the fence as to whether
to select the value of Contemplation or Planning, but after speaking with my program manager about how
the values are defined, it was clear the Participant is in Planning, so that's the value | chose!"

These are the Points of Service for your Programs:

- Track Activities with client: Visits with clients, phone calls with clients

- Track Activities on behalf of client: Writing letters, faxing, reading client’s file, updating client’s file
in database, etc.

- No show without notice: Client did not come and did not notify you

- Track Professional Consultation with client: Meeting between client, professional, and you

- Track Professional consultation without client: Meeting or phone call with a professional without
the client present.

- Track contact with Collateral with client: Meeting between client, family member or significant
other, and you

- Track contact with Collateral without client: Meeting or phone with client’s family member or
significant other.

- Track No contact with Client; *** To be used only by Supportive Living Relief and Overnight Staff
when there is no contact with the client during the shift ****

Most of the Points of Service for your Programs are Composite Points of Service. A Composite Point of
Service allows you to enter data on more than one related Point of Service on the same screen.

Feature to use: Record Efforts
Efforts are used to enter Point of Service data. Points of Service allow for time spent with Participants to
be captured. Efforts are entered with more frequency than any other feature in ETO.

There are several ways to access the Participant Efforts feature:

1. Go to the Participant's Dashboard (through the Quick Search link, the link at the top of
the View/Edit Participant page, or from My Dashboard). Once on the Participant's
Dashboard, click the Participant Efforts link inside the Action Links ETO Part, or utilize
the appropriate link (Edit, Add Similar, New) within the Recent Efforts ETO Part.
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™ Ringo Starr

DEE:

Age:

Race:

Marilal Status:
Contact:

B/25/ 1955
55
Hispans
Married

M5 Chayy Drive
Bronx, NY 10453

I il.opm

{258} E57-TTRE (Home)
[256) SA7-2456 (Ceall)

. Ringo Starr's Recenl Efforts

Take Action  Point of Service Program
Daily atendance Frogram Area: After School
Daily szendance Program Ares: Afier Schoo
Diaily attandance Frogram é&rga: After Schoo
Daily atendance Frogram Arsa: Afjer School
Edis Add Siimlar Case managament: Baduce nurnber of barriers Program Ares: Case Managem
1

H Ringo Starr's Recent Assessments
Take Action Assessmeni Program
rerting Confid cal Program Area: Adolescent Reaproductive He
dantpne Fgrenting Configence Scal Program Area: Adclescent Reproductive He
Kard Fprgobog Confidgnos Boals  Program Area: Adclescent Aeproductive He
ane Farenting Confidence S Frogram Area: Adolescent Reproduciive He
aw

2. Perform a Quick Search within the selected program, click on the Participant, then click

Mew

Record an Effort:

To Do List

Mez=ages My Favorites My Dashboard ™M

tnrs Pogen 1]

Quick Search Results

Matches for: LName

1. W

Dismiss from program

A2 MoRE.

 Clarkwil i

will Clark's Dashboard NEW!
View [ Edit
Record an Effort €
view / Record Assessment
Review Efforts

Frogram History

3. Click the Navigation Bar feature, find ‘Record Efforts’, and click on ‘Participant Efforts’.
Search for the Participant and click on his name.
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Participant Efforts

Record Attendance

Record Hourz of Attendance
Hrs of Attendance Alternate
Muttiple Participant Effortz
Add Referral

Multiple Participant Referralz
View/Edit Referrals

View Pending Referrals
Wiew Multi-Attendance
General Azzezzments
General Effortz

Participant Efforts

Search for Participants in All Tools by (partial) Last Name, SSN or Case Number:

|5h|:|wAII Participants | & SEARCH

[ tnclude Dismis=zed Farticipants in results
To ==& all Participants |eave the box empty.

1. ©8o. Brown, Charlie 2/12f1987
2. Q@0 Butz, Steve {11981
3, ©ao Finlay, Sean unknown

4. Click on ‘Go’ next to ‘Record Efforts’ on your Program’ Home Page.

This page will appear:
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Participant's Name: Fake, Dolores

Selact Participant Point of Service Elamant: == Select Participant Pont of Service Eh e -

Mo Show without Notice (composite)

Track actnibes on behall of chent (Composite)

Track activities with client (Direct) (composite)

Track Contact with Collateral (family or significant othar) with chent (composite)
Track Contact with Collateral (family or significant other) without client (composite)
Track Consultabion with chent

Track without client

Track Attendance at Activity Groups

Track Attendance at Informational Groups

Track Attendance at Skil Development Groups

Track Chant Hospitakzations

Track Receipt of Signed Release and Waiver Form

Track Recept of Signed Consent for Release of Information Forms
Track Recept of Sgned Service Agreement Form | * Program Adi istratio

» Site Administration
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You will be presented with a drop box. To access the data entry screen, you must select the appropriate
Point of Service from the drop box, and click the Submit button. Note that if there is only one Participant
Point of Service in the selected program, this screen will flash by very quickly and you will be auto
directed to the data entry screen. Also, if you clicked the Add Similar link on the Recent Efforts ETO Part,
the drop box will not appear and the user will be auto directed to the data entry screen for that Point of
Service.

Click on Submit:

| hitps fsecue etosonwarecainder. O ~ @ B G X | @ cMHa- Calgay
File Edit View Favorites Tools Help

ETOSOFTWARE® P& LogOff | HomePage | MyAccount | Change Sile | Help | Chal

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012

Enter Search Term(s)

Record Participant Efforts
Participant's Name: Fake, Dolores

Salact Participant Point of Service Element:  Track actvites with chent (Direct) (composite) -

/

@ SocialSolutions € 2001-2012 Developed by Socal Sohtions, Inc All ights reserved 7 Help with this page b Online Community b Training Calendar b Support
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The top of the Participant Effort screen will include:

Name of selected Participant

Name of selected Point of Service

Contact Location/Method drop box - how or where was the service delivered?

Date of Last Contact - this will be None if no efforts have been recorded with the selected

Participant within the selected Point of Service

o Date of Contact - this is the date the service was rendered - note that the date cannot be in the
future

o Date of Next Contact - this date populates the To Do List - note that the day must be in the future.
Select a date from the calendar date picker, or enter a plus sign and the number of days until the
reminder (+7). If you do not enter a date of next contact, a reminder will pop up. You will have the
option to click a link to request this reminder not pop up in the future.

e If there is an ‘Effort Qualifier’ section such as in the Point of Service ‘Track Activities with client’,

select the appropriate options.

View Favorites Tools Help

ETOSOFTWARE® P4&++ Log.Of | Home Page | MyAccount | Change St | Help | |
Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep § 7
Mew ToDolist  Messages  MyFavonles My Dashboard  Heporhing Dashboard
Enter Search Term{s) Participant SLA: Horizon West
Date of Last Contact: None
* Date of Contact: [05/09/2012 |:|
Date of Next Contact: L=|'

/v Provided emational suppart and validation of feelings Assisted client with the alleviation of mental
to client in crisis situation illness symptoms

Problem-solved with client barriers that

L Reviewed progress on goals and tasks with clienk impeded progiess on goals

x D(-!snl:p;inn of Staff activities with Used techniques to motivated client to work on goals Re-evaluated goals and tasks with client
client:
! Provided information to client L Encouraged client to continue hisfher efforts

Coached client on some life/independent living
skills

fed referral to ¢ y resource to client

Attended an activity with client Other

@ SocialSolutions € 2001-2012 Developed by Socal Sohtions, Inc All ights reserved 7 Help with this page  p Online Community » Training Calendar p Su

o If there is a section that has ‘Value choices’, such as below in the Point of Service ‘Client
engagement’ within the composite Point of Service ‘Track activities with client’, select the
appropriate value choice.

e If there is a section that has the Values ‘Yes or No’, such as below in the Point of Service ‘Track
travel time’ within the composite Point of Service ‘Track activities with client’, select ‘Yes' if there
was travel time and select ‘No’ if there was no travel time. The same for ‘Track documentation of
activities with client’. If you select ‘No’, input ‘0’ for Time Spent.

e Time Spent: Is always in Minutes and always in 15 minutes increments: e.g. 15, 30, 45, 90,
120, 180, etc.
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@) hiips /Jsecue etosafwareca/inde. O ~ @ B G X || @ cvra- caigay
File Edit View Favorites Tools Help

ETOSOFTWARE® P&+ Log.Off | Home Page | MyAccount | Change Sie | Helo | |

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep § 7

» Participants
» Participant Hi
* Record Efforts
| - ct-- 3 * My Work E
Mo engagement with &a# 4 Col?t.act; F
B Track Cicnts work on tasks and| Not Applicoble » Entites
Not able to engage with Staff at this time » Reports
* Time Spent: Some engagemeant with Staff —
Significant engagement with Staff » ETO Reports
= value: \Initiates engagement with Staff - » Efforts To Outcomes

¥ Quality Indicators

e

[l * ETO Analytics (Beta)

® "
Time Spent: | » Wizards
* value: “ Yes O No * Program ﬁdmllﬂi’ﬂuﬂ
/ ol » Site Administration

B Track Documentation of Activity Gindirect)
* Time Spent: /I

.Snu'a]Sﬂlutinns € 2001.2012 Developed by Socal Solions, Inc. All rights reserved ‘? Help with this page  p Online Community b Training Calendar » Su

e Type in your case note in the Notes box that holds up to 7,250 characters. The box will expand
with a scroll bar on the right to accommodate text beyond what's visible. ETO doesn’t have an
integrated spell checker so some people prefer to write their notes in Word and then paste them.
Try to avoid using double quotation marks, because they can affect the appearance of certain
standard reports and query results.

@) hiips /jsecuve etosafwareca/inden, O ~ @ B G X || @ cvra- caigay
File Edit View Favorites Tools Help

ETOSOFTWARE® P&+ LogOf | Home Page | MyAccount | Ghange Sie | Help | |

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep § 7

Enter Search Term(s)

* Time Spent: |

* Value: % Yes O No

COl + Participants

* Time Spent: |

* Value: O Yes © No

Notes:
b te Administration
| » Entsrprise
4
» | Save Effort & Close | | Save Effort & Record Similar Effort | | Save Effort & View/Edit Participant |
@5ocialSolutions € 20012012 Developed by Social Sahtions, Inc. All ights reserved 7 Help with this page b Online Community b Training Calendar b Su

e Three save options:
0 Save Effort & Close
0 Save Effort & Record Similar Effort: This is to record data for the same Point of Service
for the same participant.
0 Save Effort & View/Edit Participant: This is if you want to update demographic data of the
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participant after you have entered a Point of Service.

| » | save Effort & Close | | Save Effort & Record Similar Effort | | Save Effort & View/Edit Participant |

If you have entered a Next Contact Date because you know when the next appointment with your
client is, then you can use the To Do List feature. You can use the To Do List feature to directly
record the effort that you had on that ‘Next Contact Date’.

To Do List

When recording a Point of Service/Effort, the Date of Next Contact can be entered with a plus sign
followed by the number of days (+14), typing a date directly into the box (using m/d/yyyy format) or by
using the date picker calendar.

File Edit View Favorites Tools Help

LogOff | Home Page | MyAccount | Change Sie | Helo | Chal
Wadnesday, Sep 5, 2012

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program)
New ToDolist  Messag

=]
PointofSenviceInformation
Participant: Fake, Dolores
Point of Service / Activity: Track activities with client (Direct)
* Contact Location / Method: Face-to-face onsite -
Date of Last Contact: None
* Date of Contact: 05/09/2012 :I
P Date of Next Contact: P TTTETE] ]
| ~ Effort Qualifiers |
U provided emotional support and validation of feelings ' Assisted client with the alleviation of mental
to client in crisis sltuation lliness symptoms

I Reviewed nmaress an anals and tasks with client ' Problanisolved wit it banias st 2

@ SocialSolutions € 2001-2012 Developed by Socal Sohtions, Inc All ights reserved 7 Help with this page b Online Community b Training Calendar b Support

The To Do List is accessed by clicking the To Do List tab at the top of the screen, or on Programs’ Home
Page.
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g ) hpsfeecure osotwarecaingen 0 - @ B & X | @) cvia - Caigary
File Edit View Favorites Tools Help

ETOSOFTWARE® yf“ LogOff | Home Page | MyAccount | Change Site | Hela | Chat

Weicome Nora Habaty - CMHA.-Calgary n SLG: Hunter House Wednesday, Sep 5§ 2012

Enter Search Term(s)

Participants
Participant History

o Do List

To Do Point of Service Element Al Dates

1 #  staff Meeting 1 0
2 & Track Receipt of Signed Release and Waiver Form 1 V]
3 & Track Recelpt of Signed Release and Walver Form 7 0
4 1 Track Recelpt of Signed Consent for Release of Information Forms 1 o
5 1 Track Recelpt of Signed Consent for Release of Information Forms 1 i}
6 & Track Receipt of Signed Consent for Release of Information Forms 1 0
7 & Track Receipt of Signed Consent for Release of Information Forms 7 0
8 & Track Recelpt of Signed Service Agreement Form 1 0
9 & Track Receipt of Signed Service Agreement Form 7 0
,ﬁ:m € 2001-2012 Developed by Social Sohdions, Inc Al rights resenved » Online Community ¥ Training Calendar b Support

Click the toggle (plus sign) on the left side of the Point of Service Element to expand the details. The
Take Action drop box includes: Record Effort, View Efforts History, View/Edit Participant, Change Due
Date, and for Program Managers and higher, Assign Effort to Staff.

hitps/secure etosofwareca/inaec. O~ @ B ¢ X &) CMHA - Calgary
File Edit View Favorites Tools Help

ETOSOFTWARE® P&+ Lag.Off | Home Page | MyAccount | Ghange Sie | Help | Chat

Weicome Nora Habaty - CMHA.-Calgary Region: SLG: Hunter House (Change Program Wednesday, Sep 5§ 2012

Enter Search Term(s)

| ~ E [ sire - L’ Participants
-zl Pointof Service HementName > DemsPastDue
1 ) sraff Meeting 1 o
Subject = Type Due Date Take Action
1 4  Independent Living Support General  28/9/2012  Record Effort Owmer Actians -
2 & Track Recelpt of Signed Release and Walver Form 1 (i}
3 & Track Recelpt of Signed Release and Walver Form 7 0
4 & Track Recelpt of Signed Consent for Release of Information Forms 1 0
P& Track Receipt of Signed Consent for Release of Information Forms l 1 0
6 (=] | Track Receipt of Signed Consent for Release of Information Forms 1 (i}
Subject = Type Due Date  Take Action
1 Fake, Dolores Participant  1/2/2013 Record Effort Other Actions -
7 & Track Recelpt of Signed Consent for Release of Information Forms 7 i}
8 & Track Recelpt of Signed Service Agreement Form 1 1]
9 & Track Recelpt of Signed Service Agreement Form 7 0 =
@SocialSolutions @ 20012012 Developed by Social Sohtions, Inc Allrights reserved } Online Community b Training Calendar » Support

Open the Show drop box to switch the To Do List view.
Point of Service Elemant

Participant
Entity
General

e Calendar
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The most popular view is the Calendar. You can determine which days should appear (5 work days
versus the full week), and can move through the calendar by using the arrows pointing to the left (past)
and right (future).

&~ "‘; &) hrtps/fcecure erosoftwareca/indtr. O - @ B & X || @) cMHA - Calgary
File Edit View Favorites Tools Help

ETOSOFTWARE® P&~ Log.Of | Home Page | MyAccout | Change Sie | Help | Chat

Weicome Nora Habaty - CMHA. Calgary Region: SLG: Hunter House [Change Program) Wednesday, Sep 5 2012

New ToDolist  Messages  MyFavonles  MyDashboard  Reporing Dashboard
Enter Search Term{s)

To Do Calendar » Participant History

|+ Record Efforts !

20/10/2012 30/10/2012 31/10/2012 1/11/2012
There Is nothing due for this perlod

l"’:‘"”“"’ e AToDaC aspe |y Social ,Inc All fights reserved b Online Community b Training Calendar b Support

If you have entered efforts in more than one program, all reminders can be combined in one list by
switching the Scope.

Site
Enterprise

Editing your records (efforts)

If you have made a mistake or did not finish entering a note, the Edit my Efforts feature will allow you to
go back and update the effort with changes.
On your Program’s Home Page, go to ‘Edit My Efforts’:
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' @) hitps//cecure etosoftwareca/inder. O - @ B G X &) CMHA - Calgary
File Edit View Favorites Tools Help

xw

ETOSOFTWARE® [ LogOff | FomePags | MyAccount | Ghange Site | Help | Ghat

Wadnesday, Sep 5, 2012

Last Login 492012 «  RTENELTEY
Fatled Attempts Since Last Login 07
Eck‘lngage

Canadian Mental SLG: Hunter House
Health Assoclation

:,__,A Mental health for all

View Pending
Referrals: Find and View/Edit Participant: Update
enroll participants < oo a current participants < GO
referred by another demographics
program
Record Effort: Track Record Assessment: b Bite Admii
time and paricipation in Complete the Goal Attainment » Entsrprise
addition to activities GO Scale, Critical Incident Report, 6o

| . related to the and Discharge Information I~

‘ m J

.imlSulmmns € 2001-2012 Developed by Socal Sohtions, Inc All rights reserved b Online Community ¥ Training Calendar b Support

Efforts can be found based on the Date of Contact (often different than the date recorded), or by the
Participant’s last name.

' &) s //secue etosotwareca/inder. O~ @ B & X | @) cvHA - Calgary
File Edit View Favorites Tools Help

ETOSOFTWARE® P&+ LogOff | HomePage | MyAccount | Change Sile | Help | Chal

Weicome Nora Habaty - CMHA.-Calgary Region: SLG: Hunter House (Change Program Wednesday, Sep 5§ 2012
Enter Search Term(s)

Edit My Efforts * Parficipants
» Participant
Record Efforts
. Select Date for the Recorded Effort: s = sep » 2002 = Illl ""I"l SASRO0
= Search by Partidpant: ke
» Quality Indicators. ]
. ; 8 g - Help with this page b Online Community » Training Calendar
CMHA - Calgary - Windows Intemet Explorer | loped by Social Soklons, Inc. Al rights reserved. ? is 4 ommunity ¥ Trai Calendar p Suppert
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Click the blue link to edit the record, or the red link to delete the record (note that deleted records are

File Edit View Favorites Tools Help

ETOSOFTWARE® PX‘

o LogOff | HomePage | MyAccount | Change Sile | Help | Chat
Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program)

Wadnesday, Sep 5, 2012

Mew ToDolist  Messages  MyFavontes My Dashboard  Reporing Dashboard
S e oo e

Select Date for the Recorded Effort: =« sep = 2002 =

B -mﬂ |
@ Search by Partidpant: fake

For participant Fake, Dolores

Participant Point of Service Elements

Track Receipt of Signed Consent for Release of Information Forms E
1. Fake, Dolores
Contact Location/Method: Face-to-faca offsite Value: Yes Edit record | Delete record
Date of Contact: 13/6/2012 Time Spent On Contact: b/a
Participant Point of Service Elements / \
T m i
@ SocialSolutions € 2001-2012 Developed by Socal Sohtions, Inc All ights reserved 7 Help with this page b Online Community b Training Calendar b Support

Make the changes and click Update Effort at the bottom right.

RECORDING CLIENT HOSPITALIZATIONS WHILE IN YOUR PROGRAM

This is a Point of Service and is recorded under ‘Record Efforts”. This Point of Service is used to record
non-psychiatric and psychiatric hospitalizations of your clients while they are in your Program.

@) hiipsfsecure etsoftwareca/indee. O~ @ B G X | @) v - caigayy »
File Edit View Favorites Tools Help

ETOSOFTWARE® PX

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program)

LogOff | HomePage | MyAccount | Change Sde | Help | Chat
Wadnesday, Sep 5, 2012

New ToDalist  Messages  MyFavonles My Dashboard  Reporhing Dashboard

e oo e

Record Participant Efforts

Participant's Name: Fake, Dolores

Select Participant Point of Service == Select Participant Point of Service Element=- -
--Select Participant Point of Service Element--
| Compasite Paint of Servdce Elements
Mo Show Without Notice {composite)
Track actnibes on behall of chent (Composite)
Track activities with client (Direct) (composite)
Track Contact with Collataral (Family or sigrificant othar) with chant (composite)

Track Contact with Collateral (family or significant other) without client (composite)
Track I Consultation wath chent

Track C without clhent

Palnt af Sandce Flamants

Track Attendance at Activity Groups

Track Attendance at Informational Groups
Track Attendance at Skl Development Groups
Track Chant Hospitalzations

Track Recept of Signed Release and Waiver Form
Track Recept of Signed Consent for Release of Information Forms
| Track Recept of Syned Service Agreement Form

.Sud.l&vlutitms € 20012012 Developed by Social Soltions, Inc. All rights reserved ‘7 Help with this page  p Online Community » Training Calendar p Support

Complete the information on the page. Always select ‘Yes’ for value. Click on ‘Save Effort and Close’.
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B | @) hipsfsccue erssommwarecarinoee. O ~ @ B G X | @) cuia- caigary

File Edit View Favorites Tools Help
L..........___________________________________________________________________}

ETOSOFTWARE® P&+ LogOff | HomePage | MyAccount | Change Sile | Help | Chal

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012

= I TR e

Enter Search Term(s)

» Participants

| Date of Next Contact: I;I

* Value: —p @ Yes O No
B Admitted Date: @ (=
i Reason for Hospitalization: & --Select-- = e
» Efforts To Outcomes
Psychiatric » Quality Indicators
_ Non-Psychiatric
Suicide Attempt RIS i
- » ETO Analytics (Bata)
* Wizards il
Notes: * Program Administration
¥ Site Administration
» Enterprise
4
| » | save Effort & Closs | | Save Effort & Record Similar Effort | | Save Effort & ey
@5ocalSolutions & 20012012 Developed by Social Sohtions, Inc. All ights reserved 7 Help with this page b Online Community b Training Calendar b Support

RECORDING SIGNED CONSENT FORMS

These are Points of Service and are recorded under ‘Record Efforts’. Each Consent Form has to be
entered separately. In the ‘Next Contact Date’, input the date the consent form expires and in the Notes
section, input the names of the individuals you have consent to exchange information with. Note that
since you will input the ‘Next Contact Date’, the reminders to have the consent forms signed again will
appear in your To Do List.

File Edit View Favorites Tools Help
L..........___________________________________________________________________}
Gasern bharie

ETOSOFTWARE® T LogOff | HomePage | MyAccount | Change Sile | Help | Chal

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012
s Toen o o
Enter Search Term(s)

» Participants

Record Participant Efforts
Participant's Name: Fake, Dolores

Select Participant Point of Service =-Sglect Participant Point of Service Element--
--Select Participant Point of Service Element--
Composite Paint of Seevice Elements
No Show Without Notice (composate)
Track actvibes on behalf of chent {compaosite)
Track activities with client (Direct) (composite)
Track Contact with Collataral (family or significant othar) with client (composite)
Track Contact with Collateral (family or significant other) without client {compasite)

Track - with chent e ——
Track without client » Efforts To Outconies

Polnt of Sarvice ts " . -

Track Attendance at Activity Groups Quality Indicators

Track Attendance at Infermational Groups » Outputs 1

Track Attendance at Skil Development Groups

Track Chan itakzations » ETO Analytics (Beta)

Track Rnces d Release and Waiver Form »
k Recept of Signed Consent for Release of Information Forms Earde —
rack Recept of Swyned Service Agreement Form ¥ Program Administration

¥ Site Administration
» Enterprise

@5ocalSolutions & 20012012 Developed by Social Sohtions, Inc. All ights reserved 7 Help with this page b Online Community b Training Calendar b Support
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REVIEWING YOUR CLIENT’S EFFORTS

Review Participant Efforts — The most popular report in ETO! It contains detailed data about a selected
participant within a date range, including efforts, referrals, assessments, etc. The original view shows
summary statistics. There is the option to drill down to see more details, such as case notes.

Review Participant Efforts in the context of ETO: “I run the Review Participant Efforts report to read
about the efforts my colleagues recorded for participants we serve, which helps me to feel in the loop.”

On your Program’s Home Page, click on ‘Review Client Efforts’.

&) htps//secure etosoftwarecafindex. O ~ @ B G X | @] CMHA - Calgary »
File Edit View Favorites Tools Help

ETOSOFTWARE® PX‘

Loo.Off | HomePags | MyAccoun! | Change Sile | Help | Chat

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012
Mew ToDolist  Messages  MyFavontes My Dashboard  Reporing Dashboard
T o ocresoem
Last Login 4/972012 -
©) Program Home Failed Aftempts Since Last Login' 0
Edil Page

Canadian Mantal SLA: Horizon West
Health Assoclation

L |
Do Li dit My Efforts Review My Efforts Review Clj Query Reports
Mental health for all ToDo List Edit My Efforts | Review My Effonts | Re ;éerf-m:uen: I

View/Edit Participant:
Update a current

| w GO
participants .
demographics.
Record Effort: Track Record Assessment
time and participation in Complete the Goal Attainment
addition to activities w GO Scale, Critical Incident Report, < GO
related to the and Discharge Information
participant Assessment -
tl . = LA i’
@ SocialSolutions € 2001-2012 Developed by Socal Sohtions, Inc All ights reserved b Online Community b Training Calendar b Support

Once you have selected the client and a date range, this page will appear:

The first section shows summary statistics
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i (— S| &) nps /cecure tosoftwarecafinder. O - @ B & X &) CMHA - Calgary
File Edit View Favorites Tools Help

L..........___________________________________________________________________}
vy [t
ETOSOFTWARE® e~ Log.Off | Home Page | MyAccount | Ghange Sie | Help | Chat
Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012
Enter Search Term(s)
» Participants

Number of Point of Service Elements: 2 » Participant Hi !
Nommbor of Efforts: 2 * Record Eforts
Total Time Spent (hh:mm): 00:15 » My Work E 3
Attendance: 0 » Contacts
Total Events Attended: 0 » Entities
Total Events Scheduled: [i] * Reports

: f applicable):  00:00 > ETO Reports S
Total Time Spent (hh:mm) (If applicable): ! e
Attendance %: N/A » Quality Indicators
Employment Placements: [i] * Qutputs B A
Education Placements: 0 ¥ ETO Analytics (Beta)
Attached Processes: o L * Wizards
Referrals: i} * Program Administration
Total Time Spent on Referrals (hh:mm): 00:00 b Site AdminietRIEE

» Enterprise

Assessments: 1
4 m |
@ SocialSolutions  © 2001.2012 Developed by Social Sohtians, Inc. All rights reserved b Online Community b Training Calendar b Suppert

The second section shows detailed statistics. Click on the plus (+) sign to see the details and to see the
notes.

i (— S| &) nps /cecure tosoftwarecafinder. O - @ B & X &) CMHA - Calgary
File Edit View Favorites Tools Help

ETOSOFTWARE® P{=~+ Lag.Off | Home Page | MyAccount | Ghange Sie | Help | Chat

Weicome Nora Habaty - CMHA.-Calgary Region: SLA: Horizon West (Chanae Program) Wednesday, Sep 5§ 2012

Enter Search Term(s)

T » Participants
Education Placements: 0 * Participant Hlnmy-
Attached Processes: 0 * Record Efforts
Referrals: i} » My Work
Total Time Spent on Referrals (hh:mm): 00:00 » Contacts
Assessments: 1 ¢ Entities

> Renoni

» ETG Ra
/v_ﬂ Participant Point of Service Elements
Composite Point of Service Elements (none)

3 Hours of Attendance Point of Service Elements (none)
_l> Participant Attendance Point of Service Elements (none)

5. Employment Placement (none)

6. Education Placement (none) *» Site Admlnl-hnm
—p/ Referrals (none) » Enterprise
__B".i'l Assessments e

. " i

@SocialSolutions € 2001-2012 Developed by Social Sahdions, Inc. All ights reserved } Online Community » Tralning Calendar b Support

RECORDING YOUR TIME NOT RELATED TO CLIENTS

Your time not related to clients is considered a ‘General Effort’.

General — Does not fit into the Participant or Entity category; both General Assessments and General
Points of Service can be built into ETO.
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General in the context of ETO: “I track my work as an ETO Administrator in a General effort so that |
can generate a report detailing how much time | spend working with the software.”

Feature to use: General Efforts.

Go to ‘Record Efforts’ on your Navigation Bar, and then click on ‘General Efforts’:

&) hps /et erosottwareca/indec. O - @ B O X | @) cMHA - Calgary

File Edit View Favorites Tools Help

ETOSOI IUUAREJJ “ : LegOff | HomeFPage | MyAccount | Change Sile | Help | Chat
L e Nora Habaty - CMH/ won: SLA: Horizon West (Chanae Program) Wednesday, Sep 5 2012
New ma:swm To Do List My Fi - My [ ; 1

IEnmrScarlecrmts] __JWiin] Pacpant ~ ifl] SLA Horzon West - I Search.

v Sretd Bl IR e
Health Association
Mental health for all

bLJ-\ HDFIZCII‘I WESI

Edit My Efforts | Review My Efforts Query Reports
Efforts

~ Record Efforts
Self Assessment
Participant Efforts

VIEWIEHI[ Pa n‘.lclpant

participant
d'51 ographics

Re cord Effort:

participant

Re cord As ses sment

Record Aftendance

Mutiple Participant Efforts
Add Referral

Multiple Parbcipant Relerralks
ViewEdit Referrals

View Pending Referrals
General Assecements
General Efforts

Housing Check-in
Housing Check-Out
Manage Rooms
L = Manage All Rooms

- ™ [ Take a Sirney =

Add Referrals: Refer a

@ SocialSolutions € 2001.2012 L Ty —

- —
1ights reserved
ft Office PowerPo 3[9

b Online Community b Training Calendar » Support

The General Efforts for your Programs are:

- Track Administrative Tasks: To be used to record non-client related work such as filling out your
timesheet, expenses, preparing your weekly schedule etc. Input your time for administrative
tasks on a daily, weekly, or monthly basis. To calculate your monthly time in administrative tasks
(which is the total time you worked — total time in client-related work), use the ‘Review My Efforts’
feature described below in this Manual. Always in minutes, so multiply your hours by 60.

- Staff Meeting: To be used to track your time in Team meetings or Agency Staff meeting.

- Track contacts with non-participants: To be used for tracking contacts with non-registered
individuals/clients (not registered in a CMHA Program e.g. individuals at the Clinics, individuals
living in your Apartment building).

- Program Presentations: To be used when you deliver a presentation about your Program to a
community agency.

- Track Outreach Activities: ***For the SOS Program only***

- Track Professional Development: To be used for tracking your attendance in workshops, training
courses, conferences, agency tours etc. for your professional development.

- Track travel time: To be used to track your travel time not related to client work.

- Group Preparation: To be used to capture the time you spend on preparing for your Program’s
groups, workshops. (Including preparation for house meetings and community meetings).
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@) hps //secuie etosottware.calinder. O~ @ B G X | @) cMHA - Calgary x
File Edit View Favorites Tools Help

ETOSOFTWARE® ﬁ : LooOff | HomePage | MyAccount | Change Site | Help | Chat
Welcome Mora Habafy - CMHA. Calgary Region: Street Outreach and Stabilization (Change Program) Wednesday, Sep 5§ 2012
Mew ToDolist  Messages  MyFavonles My Dashboard  Heporhing Dashboard

- e e e

Composite Point of Service Element/Activity Name: Track Administrative Tasks

Program: Street Outreach and Stabilization

* Contact Location/Method: --Select-- *

Date of Contact: 5 * Sep v W2 v il AR

Record Atiendance =
Date of Next Contact: sDay- *  sMonthe v svear- v 41 | #7 | 430 | +90 i -
s = 3 Mutiple Panicipant Efforis

1.MM Track administrative tasks i Add Referral

Last Value /A Multiple Parhapant Referrals

* New Value Yes @ No ViewEdit Referals

* Time Spent on Contact: View Pending Referals

2./ Track Travel Time General Assessments

Last Value N/A General Efforts

M = New Value Yes @ No Fotsing heccn

Housing Check-Out

M = Time Spent on Contact: Ma R
Motes: = Manage All Rooms:
J " E Take a Sirvev i
@ SocialSolutions € 2001-2012 Developed by Social Sohtions, Inc. All rights reserved b Online Community # Training Calendar » Support

e Select the appropriate Contact Location/Method, Date of Contact, Date of Next Contact if
desired (this will populate your To Do List for future contacts).

¢ Always click on “Yes’ if the activity (e.g.: administrative tasks, program presentation)
happened and click on ‘No’ if an activity (e.g. and in particular, travel time) did not
happen. If you select ‘No’, input 0 for ‘Time spent on Contact'.

e The notes box has a limit of 7,250 characters.

e Click Save Effort & Close to submit or Save & Record Similar Effort to submit and record
an additional effort with the same program.

REVIEWING YOUR TOTAL TIME AND WORK FOR A PARTICULAR DATE RANGE

The Review My Efforts functionality provides a viewable and printable record of all efforts that you have
recorded in ETO.

On your Program’s Home Page, click on ‘Review My Efforts’.

40



@) hiipsfecure etosoftwareca/indee. O~ @ B G X | @) v - caigayy
File Edit View Favorites Tools Help

ETOSOFTWARE® Fﬂ ki LogOff | HomePags | MyAccount | Ghange Sife | Help | Chat
Weicome Nora Habaty - CMHA. Calgary Region: Street Outreach and Stabilization (Change Program) Wednesday, Sep 5§ 2012
New ToDolist ~ Messages  MyFavonles  MyDashboard  Reporting Dashboard
Entar Search Term(s) Participant ~ | Street Outrsach and Stabilization ~ (| Search |
= . Last Login 492012 »  [ERZTI L] A z
Falled Al Smce Lt Log :
Edil Page
Canadian Mental Street Outreach and Stabilization o
Health Assoclation 8 B
: ToDo L Edit My Eff 1
— W\ Mental health for all R My Effort Muttiple Participant Efforts
Add Referral
Multiple Participant Referrals
Enroll Participant Seanch y
for a previously dismissed ViewlEdit Referrals |
participant, and re-gnsoll them if w Go View Pending Refemals
you are conducting another
intake appointment General Assessments
General Efforts
Add Participant: Add a View/Edit Participant: Housing Check-in
pucpobs e ogmy e acoren o0 oty ko
dermoaraphics. participant's demographics Manage Rooms
= Manage All Rooms:
J " E Take a Sirvev i
.Sud.lﬁnlutitms € 20012012 Developed by Social Soltions, Inc. All rights reserved b Online Community # Training Calendar » Support

To access ‘Review My Efforts’, simply type in a date range and Submit.

The first section is composed of summary statistics.

Program Summary: For the Program you mostly work in.
Site Summary: If you work in more than one Program.
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If you decide to enter your time in administrative tasks at the end of the month, at the end of the month,
you can add your ‘total time spent’ under ‘Participant point of service elements’ (which is your total time
for client-related work) and under ‘General Points of service elements’ (which is your time in group
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preparation for example), and then substract this amount from the total time your worked in the month to
find out your time in administrative tasks. Then enter a ‘General Effort’ : ‘“Track administrative tasks’ and
select the last date of the month.

The second section provides details of your work. To view all your work during the period selected, click
on ‘Select All details’ and then submit.
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Each of these sections allow you to Toggle Details for more information in any particular area, including
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"drilling down” to show the Participants with whom you worked, where the contact occurred, and full case
notes. Please note that you can also view the referrals and the assessments that you completed during
that period.
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If you would like to see your work in other Programs (not the main programs you work in), click on ‘View
Other Programs” at the top and select the Program.
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PRINTING THE NOTES FOR A PARTICULAR CLIENT FOR A PARTICULAR DATE
RANGE

On your Navigation Bar, go to Reports and then click on ‘Standard Reports’.
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This page will appear. Under the Section ‘Individual Participant History Reports’, click on the report
‘Participant Notes by Date and Outcome’ and then search for your client and input a date range and click
‘Run report’. The report will appear and you will be able to print it.
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RECORDING REFERRALS
Feature to use: Add Referral

This function allows you to capture the referral of a Participant to one of two destinations: Internal referral
to a CMHA Program and an external referral to an outside agency/entity.

On your Program’s Home Page, click on ‘Go’ next to ‘Add Referrals’.
Or on your Navigation Bar, go to ‘Record Efforts’ and then click on ‘Add Referral’.
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e Search for a participant in your program by full or partial last name (and first name), SSN or Case
Number.

e Select the participant you wish to refer by clicking on their name.
e After clicking on the participant, you will see a list of 2 options:
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- To Entity (service providers): is for an external referral to an outside agency/outside.

**CMHA groups such as Money Matters, Skills for Life, and Proactive You are found under
this category***

- To Program: is for an internal referral to a CMHA Program (not group).

Referrals to Entity (Service Providers)

« JE Al @) rips /cecure etosofwarecarindex. © - @ B & X | @) cMHA - Calgary
File Edit View Favorites Tools Help

ETOSOFTWARE® PX‘

o LogOff | Home Page | MyAccount | Change Side | Help | Chal
Weicome Nora Habaty - CMHA. Calgary Region: Street Outreach and Stabilization (Change Program) Wednesday, Sep 5§ 2012

New To Do List o : My Favorites My Dashboard Reporting Ds e
o T T
Participant Name: Robert Fake & Add Existing CxDemo a
Service Providers:  --selact-- v  OvEw, 0BT Approve Assessments
(You can refer people to entities designated as Service Providers) Batch Upload (Beta)
Reason for Referral:  --solo el
; --Salact- -
e Uuphcate Entbes
Referral Date: 5 - Sep + 2012 »  +1 | 47 | +30 | +90 Entity Contact Manager
Pending Drop Off Date: 5 =~ oct = 2002 = 41| 47| +30 | +90 & Manage Add Participant
Referral Status:  --Select-- = S Ry
. h . Manage Dashboard Templates
Participant = Manage Demographics
Date of Next Contact: 0o = oo = w41 | +7 | 430 | +90 Manage Feeder Tables
8 B
Time Spent on Contact: (minutes) Manage Housing
Mai Sile
Referral Notes: rege My
Manage Processes
( Manage Program Groups
Manage Programs
i — 0 = Manage Properties L
.Sm‘i.ll‘mlutinns € 20012012 Developed by Social Soltions, Inc. All rights reserved b Online Community # Training Calendar » Support

46



Select a Service Provider from the Drop-down list.

Select a Reason for Referral from the Drop-down list

The Referral Date defaults to today. Modify it as needed.

The Pending Drop Off Date defaults to a month from today. No need to change.

Select a Referral Status: Select ‘Referred’

Release Participant Information: If there is a signed consent for release of information form for the
service provider, put a checkmark, if not, leave blank.

Date of Next Contact: No need. Leave blank.

Time spent of contact: No need. Leave blank.

Referral Notes: optional

Dismiss from Program: No need. Leave blank

Click Submit. The following page contains a printer icon so that the referral information can be
printed if a hard copy is needed. There are also links to Add Another Referral.

In your client’s dashboard (Participant Dashboard feature) you can view and edit Referrals:
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Referrals to Program (CMHA Programs)

All CMHA Programs — Except the Peer Options Waitlist Program — are set up so that they
automatically accept the referral. For your information, the Peer Options Waitlist Program will use the
View Pending Referrals feature in their program and will either accept or not accept the referral. If they

opt not to accept the referral, the Reason for Dismissal feeder table populates options why.

All fields in the Add Referral page are the same for internal (program) and external (entity) referrals, with

this exception:

¢ Pending Drop Off Date: the referral will stay in Pending Referrals at the Peer Options program
until this date. The default for this field is 30 days from today’s date, but can be set to any date.

o Peer Options Waitlist Staff will receive an e-mail when a referral is made to their Program. The
Staff referring the client to the Peer Options Waitlist Program will receive an email message once

the referral is accepted or not accepted.
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ADDING SERVICE PROVIDERS NOT ALREADY IN ETO
Feature to use: Add New Entity.

This function allows you to add an Entity to the selected program. As you remember, Service Providers
are considered Entities in ETO.

To add an Entity: On your Navigation Bar, Go to Entities and then ‘Add New Entity’. But first make sure
that it is not already in ETO.

This page will appear:
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Type in the Entity Name which is the full name of the agency/entity. If it is an AHS Program, always start
with ‘AHS’.

For Entity Type: Always select: Service Providers.
The following Entity Sub-Types are available:

Access Mental Health

Addiction Program: e.g.

AHS Inpatient Services (hospitals)

AHS Mental Health and Addiction Outpatient Services (any AHS Program related to mental health and
addiction

Child and Youth Serving Agencies (e.g.: Hull Child and Family Services)
CMHA Program

Community Agency (e.g. Calgary Association of Self Help, Potential Place)
Emergency/Crisis Services

Family/Friend

Forensic Services

Government Services (provincial/municipal) (e.g. AISH, Alberta Works)
Housing Program (e.g. Pathways to Housing, The Alex)

Immigrant Services (e.g. Calgary Catholic Immigration Society)

Long-Term Care Facility (e.g. Fanning Care Centre)

Non-AHS Health Professional (e.g. Physician, psychiatrist not affiliated to AHS)
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Other AHS Professional (Any AHS Program not related to Mental Health and Addiction, e.g. Living well
with a chronic illness)

Other

Shelter, Homeless (e.g. The Mustard Seed)

Shelter, Other (e.g. Calgary Women'’s Emergency Shelter, YWCA Sherriff King Home, etc.)

* After designating a Type and Sub-Type for the Entity, input the phone number and the address in the
first section. There is no need to enter the second section.

* After indicating whether or not you want the Entity (service provider) to be a part of the program you are
in, you will then be asked in you wish to Manage the Entity. No need. Continue until the page below
appears.

You may receive a Duplicate Warning if you attempt to add a new entity that already exists on the site

» Add the service provider to all Programs so that all Programs can use this Service Provider in the future.
To do this, click on Program Information at the top right.
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Click on ‘Add’ for each of the Programs you believe will benefit from having this Service Provider (they
may refer to them in the future). You will have to do this for each Program at a time.
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RECORDING ASSESSMENTS LINKED TO A CLIENT (Participant Assessments)

Assessment - A data collection tool in ETO. It can be used as a continuation of demographic data, like
in an extensive intake form, or it can be used as a questionnaire that track knowledge, belief, attitude,
and/or behavior that is completed more than one time and allow for comparative analysis to determine the
impact of services.

For your Programs, the Participant Assessments are:
- Goal Attainment Scale
- Critical Incident Report
- Discharge Assessment with housing item form
- Exit questions for the SOS Program (SOS Program only).
- Independent Living Skills Survey (Roberts House only)
- HoNos (Hamilton House and Roberts House only)
- Brief Psychiatric Rating Scale (Roberts House only)
- Global Assessment of Functioning (Roberts House only)

Feature to use: Participant Assessment
This feature allows for Participant Assessments to be taken, updated, and reviewed. Additionally, individual participant
reporting options are available on this page.
There are three ways to access participant assessment:
- Inthe Program’s Home Page (Record Participant Assessment link)
- Inthe client’s file (using Participant Dashboard feature)
- Onyour Navigation Bar (‘Participant History’ and then 'Participant Assessment’)
e Search for a Participant by Last Name, SSN or Case Number and click on Go. Note that dismissed Participants
can be included in the search if the check box is clicked. Select the name of the Participant.
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e Select from the drop box of available Assessments and click Continue
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Enter the assessment date at top of screen.
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e Complete assessment elements as desired.
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o [f helpful, “Schedule Assessment Follow-up Alert”, which allows you to create an alert on your To Do List. Check
the box and complete the Alert Date, Alert Type and Alert Notes (optional). You can create a reminder to take a
new assessment or complete the current assessment. You can also create a reminder for another staff person to
complete the assessment. This is especially useful for the Goal Attainment Scale when you want to
schedule to take a Progress Report (which is a new assessment)
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e Click on “Submit” to save your information. We do not recommend you to ‘Save Draft’ because if you do not go
back to complete the assessment and submit it, the assessment data will not show up in aggregate reports.

o After submitting, the response review screen will generate, along with a confirmation that the assessment has
been submitted in the system. The next screen will allow for review of answers and a link to go back to make edits
if necessary. If a response needs to be modified, click “Edit” and you will be able to make those edits.

e Click Continue to return to the Participant Assessment screen, where a list of options appears in the Take Action
list.
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1. Review — shows a read only version of your assessment data. This is helpful if you are unable to run Crystal Reports on
your computer.

2. Response Report — a Crystal Report containing a print out of all assessment questions that were answered and the
answers to those questions.

3. Full Report — a Crystal Report containing all questions, choices, and selected answers in the assessment, including
those that were not answered.

4. Aggregate Report — a Crystal Report for assessments that have been completed multiple times for the selected
participant. The report aggregates the data entered into those assessments.

5. Condensed Report — a Crystal Report that is abbreviated because the large header only appears on page 1.
6. Update — allows edits to an existing assessment.

7. Delete — this option is only available to Site Administrators and deletes the entire selected individual assessment.

RECORDING SURVEYS / ASSESSMENTS NOT LINKED TO A CLIENT

For your Programs the Surveys/General Assessments are:

Independent Living Support:

- ILS exit questionnaire — ‘Take a Survey’

- ILS Follow-up phone questionnaire — ‘Take a Survey’
- Skills for Life survey - ‘Take a Survey’

Supportive Living Program:
- Supportive Living Client questionnaire - ‘Take a Survey’

Street Outreach and Stabilization Program:
e SOS Outreach Tracking Survey — General Assessment

There are two ways to access ‘Take a Survey’ or ‘General Assessments’
- On your Program’s Home Page: Click on Go next to ‘Take a Survey’ or next to “General Assessments’
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- On your Navigation Bar: Go to ‘Record Efforts’ and then click on ‘Take a Survey’ or “General Assessments’.

e For Surveys: Select the survey and then click on ‘Continue’

e For General Assessments: Click on Take New Assessment (this is because SOS Program has only one
General Assessment, thus there is no need to select one, it goes directly to the assessment)

e Input the survey/assessment date at top of screen

e Complete survey/assessment elements as desired.

e Schedule Assessment Follow-up Alert: N/A. This allows you to create an alert on your To Do List. Check
the box and complete the Alert Date, Alert Type and Alert Notes (optional). You can create a reminder to
take a new assessment or complete the current assessment. You can also create a reminder for another
staff person to complete the survey/assessment. But in the case of Surveys and General Assessments this
feature will not be used.

e Submit to save your information. We do not recommend you to ‘Save Draft’ because if you do not go back
to complete the survey/assessment and submit it, the survey/assessment data will not show up in
aggregate reports.

e After submitting, you will come to the response review screen. You will receive a confirmation that your
survey/assessment has been submitted in the system. The next screen will allow you to review your
answers and go back to make edits if necessary. If you need to edit a response, click Edit and you will be
able to make those edits.

Click Continue to move on to the next screen where you will have the following options:

1. Review - shows a read-only version of your assessment data. This is helpful if you are unable to run Crystal
Reports on your computer.

2. Update - allows you to go back and edit the assessment data. This option will not be available if the Site
Administrator has set up the assessment to prevent updates.

3. Report - a Crystal Report containing a print out of all assessment questions that were answered and the
answers to those questions.

4. Print - a Crystal Report containing all questions and answers in the assessment, including those that were
not answered.

5. Delete - this option is only available to Site Administrator and allows you to delete one individual
assessment response at a time.

ADDING NEW GROUPS AND REGISTERING CLIENTS IN YOUR PROGRAM'S
GROUPS

Feature to use: Manage Groups

A group is a defined subset of participants active in the selected program. A subset of participants who receive
services simultaneously. Basically, a roster. Groups can be set up to start and end on specific dates (such as
seasonally occurring activities/classes), or to be continually active (such as support groups), with participants rotating
in and out of the group.

The Manage Groups feature allows for the creation of rosters of individual participants that meet together regularly
over time. This is especially true if there is an expectation for each participant to show up to an activity, versus a drop-
in event. Creating groups makes tracking attendance and other point of service elements tracked for a group much
easier.

FOR MANAGER ONLY: To add a new group, follow these steps:

e Onyour Program’s Home Page, Click on ‘Manage group’ or on your Navigation Bar, go to ‘Participants’ and
then Manage groups
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e Click the Add button on the bottom of the Manage Groups page
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e Group Name: Enter a name for the group.
e Disabled: Select if this group is not yet active. This option is rarely used at the time of a group's creation.
Groups can easily be disabled and re-enabled once created.
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e Start Date: Note that ETO will prevent attendance data for the group from being entered prior to the group
start date. For this reason, it is important if the group started in the past, the start date is backdated.

e Set All Individual Members' Group Start Date Equal to Date Above: If this box is not checked, member start
dates will default to the date they are added to the group (today). Member group start date can be edited
individually if this box is checked. NOTE: If this box is checked for an existing group, the start date for the
current members will not change. Checking this box will only impact new members added to the group.

e End Date: The group will not be available for recording efforts after its end date (including for back data
entry).

e Group Description: Text will show up under the title of the group on the Manage Groups screen.

e Uses Scheduling: Not Applicable.

Adding Participant Members to a Group:

Once you've added a new group, click on 0 Members where you can add active participants in the selected Program.
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Use the search bar to search for specific participants’ names or click Go to view a list of all available participants in
your program.

Click Add next to the desired participant(s). (If a participant is already a member of another group, you will see their
Existing Groups below their name)

Each participant's start date in the group appears next to his name. This start date may or may not match the group
start date, depending on the setting on the Add New Group page, and whether the date has been edited.

57



Click Edit next to the client’'s name in the group to change the Start Date, Termination Date, or Termination Reason.
Take Action Participant Name Group Start Date
4kdit Remove Fake, Robert 06/06/2012
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RECORDING AND EDITING GROUP ATTENDANCE OF REGISTERED CLIENTS

This is for:
Independent Living Support:
- Money Matters CMHA clients
- Proactive You CMHA clients
- Skills for Life CMHA clients
Supportive Living:
- Group homes house meetings and other groups such a skill development and leisure groups
- Apartments community meetings and other groups such as skill development and leisure groups

Feature to use: Multiple Participant Efforts

This feature is most often used to track attendance, or services provided to more than one Participant simultaneously. For
example, workshops, meetings for residents of the house or of the apartment building, group activities, etc.

On your Navigation Bar, go to Record Efforts and then Multiple Participant Efforts

Once the Multiple Participant Efforts feature is selected, you will be prompted to select Group/Family or Participant:
Select the Group/Family option, then click Submit to be prompted to enter data for one:
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e Group - for the Independent Living Support Program
e Housing Unit — for all Supportive Living Programs.
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Select the appropriate Point of Service and click ‘Submit’.
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e Contact Location/Method. This field is meant to capture how or where a service was provided
e Date of Contact should be the date when you actually worked with the participants, including those contacts that
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occurred in the past. Note that Date of Contact cannot be recorded for the future.

e No need to enter ‘Date of Next Contact'.

e Time Spent on Contact is entered in minutes. The user account that records a Multiple Participant Effort will be
credited once for the time entered for the entire group.

e If participant is present: put a checkmark, if participant is absent: leave blank.

e The notes field has a limitation of 7,250 characters. The notes field box will grow and a scroll bar will appear to
accommodate notes.

e To prevent duplication of efforts, a pop-up message will appear if you submit an Attendance Point of Service for the
same Participant(s) on the same date. You will then have the option to bypass the message and submit the effort,
or to forego submitting the effort to avoid entering a duplicate effort.

Edit My Efforts — Refer to the relevant section in this Manual regarding how to access the ‘Edit

My Efforts’ feature (hint: It is on your Program’s Home Page!)

If you have made a mistake or did not finish entering a note, the Edit my Efforts feature will allow you to go back and update
the effort with changes.

Efforts can be found based on the Date of Contact (often different than the date recorded), or by the Participants last name.
For Multiple Participant Efforts, Date of Contact is probably the better option.

Click the blue link to edit the group record, or the red link that reads "Delete Group Record" to delete the group record.
There is also a red "Delete record" link so that each participant's individual record can be deleted in case they were
included in the effort inadvertently. Note that deleted records are completely erased from ETO.

Make any needed changes and click Update Effort.

RECORDING GROUP ATTENDANCE OF ANONYMOUS INDIVIDUALS

This is for the Independent Living Support Program: Money Matters, Proactive You, and Skills for
Life groups that have anonymous individuals (not registered in a CMHA Program). Supportive
Living groups do not have anonymous individuals.

This is done by using the ‘General Efforts feature’. Access the General Efforts Feature through the ILS
Program Home Page or though your Navigation Bar (Record Efforts and then General Efforts).

These are the Points of Service in the General Efforts feature:
-Track anonymous participants at Money Matters workshop
-Track anonymous participants at Proactive You workshop
-Track anonymous participants at Skills for Life workshop
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UN-REGISTERING CLIENTS IN GROUPS

This is for when one or multiple participants leave the group.

Go to Manage Groups on your Home Page or on your Navigation Bar (‘Participants’ and then ‘Manage
groups’).

Click on “x Members’ under ‘Active Members'.
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Enter Search Term(s)

e
& Dismiss Participants by Date
~a e

= = View'Edit Reliable Contacts Al
Take Action Group Name Group Status Start Date End Date Last Modified Active Members

) AddEdit Families
Edit Disable 1 Eake Money Matters group Enabled - 01/04/2012 14/08/2012 1 Members mem
Participant Match 5
* Participant History
Self Assessment
Participant Efforts
Record Attendance
Mutiple Participant Efforts
Add Referral
Mutiple Participant Referrals
ViewEdit Referals
View Pending Referrals -

Manage Groups (classic)
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Click on ‘Remove’ next to each participant's name:
Take Action Participant Name Group Start Date
Edit Regove Fake, Robert 06/06/2012

This page will appear:
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S o cocesem

T3 | DismissParicioants by Daie I
Envoll Participants ( C )

Remove Robert Fake from Fake Money Mattersgrovp Add Reliable Contacts
Permanently Delete From Group: i View'Edit Reliable Contacts
Termination Date: = AV Fambes
Manage Groups
Termination Reason: --Belect-- = Participant Match L
Completed service, no follow-up i Eariiol et
| Completed servige, client went to other program I ~ Record Efforts
Client withdrew from service
Client moved Sefl Assessment
gltlﬁnt deceased Participant Efforts
er
Transfer into the program Record Afiendance
I Completed Group Multiple Participant Efforts
Dropped Out from Group E coa
Not accepted because Inappropriate for Program Add Referral
Mot accepted because Not group ready " -
| Not accepted because Needs further skill bullding LRI
View(Edit Referrals
Wiew Pending Referrals -
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- Input the ‘Termination Date’

- For Termination Reason: *** Only use the options ‘Completed Group’, ‘Dropped out from Group’
and ‘Other’ because all the other options do not apply to Groups (Indeed, the other options are for
discharge from a Program or not accepted into Peer Options Program)***

- Click on ‘Save’

HOUSING CHECK-IN

The rooms have been configured in ETO in your program, meaning that there is a room number for each
room in your house and an apartment number for each apartment in your apartment building. If you can
not find the apartment number or if an apartment number is no longer available in your building (since
apartment numbers change), please notify the ETO Administrator as soon as possible so that they can
modify this.

On your Navigation Bar, go to ‘Record Efforts’ and then ‘Housing Check-In’. This page will appear:
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Click on the Plus (+) sign to expand. This page will appear.
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\Welcome Mora Habafy - CMHA. Calgary Region: Supportive Living Post-Discharge Transition (Change Program) Wednesday, Sep 5§ 2012
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Enter Search Term(s) i Supportive Living Post-Discharge Transition =

Housing Check-In
E—

Room Participant Case # pop Sex  Notes Take Action

Koom 1 Add Participant to Room 1 /A Managa Room

Room 2 Add Participant to Room 2 Fake, Beth 10242 1/1/1960 Manage Room

Room 3 Add Participant to Room 3 NfA Manage Room

Room 4 Add Participant to Room 4 N/A Manage Room

Room 5 Add Participant to Room 5 NfA Manage Room

Room & Add Participant to Room & N/A Manage Room =
Room 7 Add Participant to Room 7 NfA Manage Room

Room & Add Participant to Room 8 N/A Manage Room
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Click Add Participant to Room x to utilize the quick and easy housing check in. Search for a participant
using “last name, first name” format. A list of matches will generate. Select the participant, and determine
the occupancy start date and click on ‘Save’.
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Housing Chickin
Participant Housing Check-Out
Fake, Beth 10242 1/1/1960 Manage Rooms
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Eake, Martin 10244 26/8/1984

Notes:

Occupancy Start Date: 5/9/2012 |
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HOUSING CHECK-OUT

On your Navigation Bar, go to ‘Record Efforts’ and then ‘Housing Check-Out’. This page will appear:
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Enter Search Term(s) ic Supportive Living Post-Discharge Transiion  ~

General Efforts
4 | ousingChackin

ChedeOuPartidpants e

Manage Rooms
[z Oceyl Unit Room Start Date —
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| | | | il
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Check the participant(s) who needs to be checked out of a room/Apt., determine the check out date(s),
and click save.

LOGGING OFF
To log off, click on the link in the upper right corner of the software. You should click on this link before

closing your browser to ensure the data remains as secure as possible.
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