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Office Assistants, Supervisors and Administrative Staff will see this screen with 

the Navigation drop downs (located at the top) when logged in: System 

Setup, Measurement Tools, Reports and Analytics, Staff Member Log In and 
Recent Items.   2 



The Inbox is where you will receive notifications on CANS assessments.  

Notifications may be regarding returned assessments, incomplete assessments, 

rejected assessments, assessments that need approval, etc.  As a monitoring 

tool, you will see these notifications for all staff in your program. 3 



The System Setup drop down is what you will click to get to the administrative 

sections of Objective Arts.  This is where you will go to complete tasks such as 

adding user accounts (your staff) to the OA system or removing staff from your 

program in the system. 4 



Adding a user to the OA system as staff in your program is a two-step process.  

First, click Staff under the Administration tab.   
5 



You will see in the Administer Staff section (the left bottom section) a list of staff 

currently assigned to your program.  This list defaults to show only “placed” 

users.  If you wish to see “unplaced” users you must go to the filter and under 

Placement Status, check Show “Not Placed”.  Unplaced users are users no 

longer placed in a specific program. 

 

6 



When you click Staff under the Administration bar, an Add Staff Member box 
will appear.  Fill in the box using the person’s SIMON number as their Login and 
creating a generic password.  The password must be at least 6 characters in 
length, contain at least 1 uppercase letter and at least 1 number.  Once the 
box in filled in correctly, click Save. 

7 



Once you click Save, you will go back to this screen which lists all staff in your 

program. The user account you just created is in an “unplaced” state.  If you 

do not see them, be sure your Placement Status in the filter is checked to Show 

“Not Placed” staff.   8 



 
Locate the user’s name that was just saved and double-click on the name.  A 
Basic Information section will appear to the right of the list of names, this section 
shows the information you just entered.  Check the Active box to activate the 
user.  Click the Assigned Role tab and assign the role by clicking on the role 
and selecting Add Selected.  
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After adding the role, select the Placement tab to view the program(s) you 
have permissions to.  Place the user in the appropriate program(s) by clicking 
on the program and then selecting the Add Placement button (you can also 
drag and drop the program in the area to the right).  You may need to click 
the white arrow located directly in front of the agency name in order to see 
the program. Click Save after you have added all of the programs for this user.  
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The second step to adding a user to the OA system is adding the user’s 
Responsibilities.  Under the Administrator tab Responsibilities section, locate your 
staff member and double-click on their name.  The section to the right of the list 
of names will open showing three tabs.  Select the Rpt Unit tab to see the 
programs you have permissions to view.  Add the program as the user’s 
responsibility by clicking on the program and then selecting the Add RU 
Responsibility button (you can also drag and drop the program in the area to 
the right).  Click Save after you have added all of the programs for this user.  
You have now added a new Staff. 11 
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12 



If you have the role of Clinical staff, this is what you will see when you log in.  

Under the Navigation bar, you will have Measurement Tools, Reports and 

Analytics, Staff Member Log In and a Recent Items tab. 13 



Under the Measurement Tools tab, select CANS Assessment to see: 
Search clients, View Clients, View All CANS, and View Latest CANS.   

14 



You can search for a client under Search Client or View Clients.  Both are 

essentially the same page.  Search Clients (screen shown above) just has the 

Filter field open for you to conduct a filter search.  You can filter for clients by 

name, Client ID (Medical Record/SIMON number), or by selecting (double-

clicking) the client row. 15 



Once you select a Client, their Assessment History screen will open.  Note the 

client’s name, ID and birthdate appear at the top of the screen. If the client 

you select has no CANS assessments this screen will be blank.  The client in this 

image has four (4) assessment; 2 with no caregiver information, and 2 with 

caregiver information.  To create a CANS assessment, select “New CANS 

Assessment”. 16 



Once you click the “New CANS Assessment” tab, a drop down will appear as 

shown above.  Select CANS from the list. 17 



This is the blank CANS assessment that you will complete for the client.  Expand 

the double arrows located at the top right-hand corner to view client 

information if it is not automatically expanded. 18 



Need a reminder of what an item means?  Put your pointer on the item name 

(e.g. Family) until you see the ?.  Left click the item name and the Help box will 

appear. Click OK to remove the Help box.  Once you have completed the 

assessment, save it by selecting “Save” located on the bottom right corner of 

the screen.  (Completing the Caregiver section is reviewed on slide 22) 19 



Once your CANS assessment has been saved and you are ready to submit, 
click the submit button on the bottom right. 20 



If you have forgotten to complete a section, the system will let you know in the 

Form Error box.  The box will tell you what needs to be completed to 

successfully submit the assessment.  You can choose to X out of the Error box 

and scroll down to view the errors which will have an exclamation mark in a 

red circle or go to each number indicated.  Click the “Edit” button at the 

bottom right corner to fix the errors. 21 



To add a caregiver, click “Add Caregiver Section” located at the bottom left 

corner; and, “Add New Caregiver” located in the “Select, create or edit a 

Caregiver” box that appears. Enter the caregiver’s first and last names and 

use the drop-down menu to select a “Relationship to Client”.   Click SAVE. 
22 



 
After you have created a caregiver, select the caregiver by clicking the box 
located before the name, and then select “Open Selected”.  A section to 
enter the assessment information will appear to the left, as shown.  Complete 
the assessment for the caregiver, then click “Stop Editing”, then SAVE. 23 



Upon successful submission, this is the screen that you will see.  Notice the 

Assessor’s name under the “Assessor” column. 

 

To view a client’s CANS assessments, select the check-box next to the client 

and click “Open Selected”. 24 



 

To approve assessments, you can either select the CANS assessment from the 

client’s assessment history and click “Open Selected”, or select “Approve 
CANS” in the drop down( Measurement ToolsCANS AssessmentApprove 

CANS), select the assessment and click “Open Selected”.   25 



In the Approve CANS screen, the Sequential Approval button is automatically 

highlighted (clicking on it will remove this sequential approval), if you choose to 

use this approval method, open the first assessment on the screen and after 

approving or rejecting it, the very next assessment in this list will open up for 

review.  You may filter these assessments by assessor or client before opening 

an assessment if you wish to limit you list. 
26 



If using Sequential Approval to approve CANS assessments, this is the screen 

that will be seen. 27 



Selecting the “+” symbol located on the top blue bar will open the assessment 

items for review. 

 

To “Approve” or “Reject” the CANS assessment, select the appropriate button 

located at the bottom, right corner. 28 



Once approved, this is the screen that will be shown.  Notice the approver 

name and date of approval shows under the “Status” column. 29 



Another way to approve assessments is through the Batch Approve method. 
30 



This is the Batch Approve view.  This version of the assessment looks like the hardcopy form 

but it has a Previous Values (PV) column to show the clients change in score from their 

previously completed assessment (where no PV is shown means there was no change in 

score).  In this view you can click skip or next to move through the assessments.  Before 

selecting Batch Approve, you can filter the assessments by assessor, etc. to limit your list.  

To get out of this view, select Done. 
31 


