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Important Notes

e This document is dynamic; as changes are made new versions will be
posted to the website. Please check back periodically for updates.

¢ If you are using this manual to learn or practice using the Objective Arts
(OA) database, please be sure that you are logged into the OA Training
site.

o The color to identify the OA Training Site is Dark Orange.

9

Objective Arts Training

Please Login

o The color to identify the OA Production (live) Site is Blue.

0

San Bernardino CANS

Please Login

Home £ System Setun 333 Measrement Tooks  Jl Repots L Aamin. canecyl B Recent Rems. @) Help

« Objective Arts website addresses:
o Training: https:/training-shcans.oasmr.com.
o Production: https://sbcans.oasmr.com.

Screen shots in the document will be from the Production site as often as
possible so that you can get familiar with the site’s look; however, to
safeguard client information, some screen shots will be from our training
sites.
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Logging in to Objective Arts

1. Log on to Objective Arts at: https://sbcans.oasmr.com
e Your user hame is your SIMON number.

¢ You will be supplied with a password from your program’s designated OA super-user.

0 OA super users are the point persons for all OA related questions for your program’s staff.
Super users will help staff with logging in, entry issues, etc. Super users only are to contact
DBH with unresolved Objective Arts related questions and issues.

2. Passwords are case sensitive. Enter the password exactly as it was given to you.

- — il
B ok it e

0

San Bernardino CANS

€ o=

[

.o-a:_:'-f,- W Lokl g B

o e g

el

Flease Login

<::| Usar name isSIMOM

The password provided to
you iscase sansitive

After logging in, the following screen appears. This screen is referred to as the Home Screen. The options on

this screen will depend on your role in Objective Arts.

Objective Arts ToDo 75
CANS Workload
CANSAssessments MyWorkload
Reports Admin
AggregateReports ManageApplication

Change Password

DataEntry
InputData

Logout
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Changing your Password

The first time you login you will be required to change your password, but will not be prompted to do so. To
change your password, you will need to be at the Home screen.

1. Click on the Change Password link at the top right of the page.

Objective Arts

CANS
CANSAssessments

2. Enter your old password.

3. Next enter your new password

Workload
MyWorkload

ToDo 75 Logout

DataEntry
InputData

e Passwords must be at least seven characters in length, include at least one number and one capital

letter.
o Repeat the new password.

4. Click Save.

Change Password

Old Password

Old Password @

New Password

MNew Password

Repeat

Repeat New Password @

Cancel @
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To Do List

1. From the Home screen, click ToDo.

Objective Arts

CANS
CANS Assessments

Change Password  Logout

Data Portal
Input Data

Reports

Aggregate Reports

This screen functions as your OA inbox of notifications; making you aware of the clients and their
assessments that need to be completed, submitted, approved (if you are a clinical supervisor), or edited

for corrections.

To Do List

Incomplete

Returned 73

Desc

This CANS assessment for Kuhn, Freddie
has been in the Assigned State for over 733
days. Please complete and submit the
assessment as soon as possible.

This CANS assessment for Weimann, Troy
has been in the Assigned State for over 705
days. Please complete and submit the
assessment as soon as possible.

This CANS assessment for Tremblay,
Taylor has been in the Assigned State for
over 703 days. Please complete and submit
the assessment as soon as possible.

This CANS assessment for Wisoky, Darlene
has been in the Assigned State for over 705
days. Please complete and submit the
assessment as soon as possible.

Due Date

October 14,

2013

November
10, 2013

November
12,2013

November
11, 2013

Owner

Schuppe,
Brisa

Little, Maximus

Thompson,
Jammie

OKeefe,
Eugene

2. Click on aclient description (i.e., Desc) and the assessment will open.
You will then be able to create, edit, submit or approve the assessment.

ou

CCICMS

JCBHS - Healthy
Homes

CCICMS

JCBHS - Healthy
Homes
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Data Portal

Client List

1. From the Home screen, click Data Portal.

Data Portal

Input Data

After clicking on Data Portal, you will see the following:

Please Note: In the actual Production site the menu bar will be blue. While we will try to present screen shots from the
Production site for familiarity of the site, in order to show only de-identified information in this training manual, sometimes
the menu bars will show as orange or red, as they appear in our training site.

Home  Clenls »  Assessments »  @Help L Smith, Susie
CHEI’II:s LISt Start typing = tast name s
1dentitier 4 Name 4} Date of birth 1]
(] AU, sl May 23, 2005
O 1000015 Last0n0015, FIrst1000015 Movember 12, 1996
=) 1000260 Lasl 1000260, First1000260 December 18, 1994
[m] 1001477 Lastinniary, Firstinoarr Mary 11, 1994
[m] 1002098 Last1002090, First1002090 Septemoer 11, 1996

Depending on your browser settings, you may see the below popup bar at the bottom of the screen that states,
“Only secure content is displayed”. If so, and you are working on a non-public computer, click “Show all
content”.

Only secure content is displayed.  What's the risk? $ Show all content x

The Data Portal Toolbar

Home  Clients v  Assessmenis » ltemlists + @Help & Admin, Clinical

v Home: allows you to return to the Home screen.

¥ Clients: this drop-down menu offers a choice between viewing a client list and viewing client workload.

v’ Assessments: this drop-down menu is the way to navigate to a list of client assessments or to view
assessments in need of approval.

v Help: the help button will take you to the Objective Arts Wiki.

v Logout: after having entered the desired data, end the session by pressing this button on the top right of
the screen. In addition, close your browser after your OA session.
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Clients List and Assessments List
This screen is a list of the clients who have an active placement in the RU(s) assigned to you in OA (the list will

likely include more clients than your individual workload). This list may be sorted by three categories: Identifier
(Simon number or Medical Record Number), Nam (last, first), and their Date of Birth.

Clients List ST ECEITEE Y Show Filter S

Identifier 1T Name 1} Date of birth If
O null, null May 23, 2005
O null, null December 4, 1996
O 1000015 Last1000015, First1000015 November 12, 1996
| 1000260 Last1000260, First1000260 December 18, 1994

1. To sort the information, click on the category (or arrow next to it) to arrange the set by:
e By default, the list is sorted by Name (alphabetically A-Z)
e |dentifier (from lowest to highest OR highest to lowest).
e Name (alphabetically A-Z or Z-A).
e Date of birth (oldest to youngest OR youngest to oldest).

2. To view information for a client, click on the row where the client's information appears.

e You are now at the client's Assessment screen. The Assessments List shows the client’s
assessments, including: the assessment instrument, client name, assessor name, the program
name and RU the assessment was completed under, assessment dates, and the assessment
status (assigned, submitted or approved).

The Assessments List will appear as below:

Assessments List for Last1000015, First1000015 Starttyping 2 last name MSAALCE <
DIt Instrument 1t client Name 1t Date 13 status 11
[0 86693 CANS Last1000015, First1000015 November 14, 2014 Approved by WOLKENHAUER, DIANNE on 01/02/2015
Assessor. HARRIS, JENNIFER Reporting Unit: CCICMS (36811)
[ 81930 CANS Last1000015, First1000015 October 30, 2014 Approved by Wilkinson, Lysane on 11/10/2014
Assessor. Johnson, Gregory Reporting Unit: EVC - ChRIS (36B71)
O 74318 CANS Last1000015, First1000015 September 3, 2014 Approved by Wilkinson, Lysane on 10/03/2014
Assessor. Johnson, Gregory Reporting Unit: EVC - ChRIS (36B71)
0 71412 CANS Last1000015, First1000015 July 22, 2014 Approved by WOLKENHAUER, DIANNE on 10/09/2014
Assessor. HARRIS, JENNIFER Reporting Unit: CCICMS (36811)

By default, this list is sorted by Date, from most recent to oldest. You can sort the assessment list by clicking
on the arrows next to each column header.
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In addition to sorting the Clients and Assessments Lists, you can filter the lists if you know specific information
about the client. How to filter lists is covered below.

Clients

Filtering the Client List
1. Open your Client List.

2. To the far right of the words “Clients List”, on the top grey bar, you will see the following:

Y i £
Start typing a last name Y Show Filter =t

3. If you click the words “Start typing a last name”, and begin typing a last name, the list will
automatically narrow to include clients with only the last name you typed.

Or you can:

4. Click the blue Show Filter button at the top right of the screen.

The filter section will open and you can narrow the client list by entering any of the information requested:

Clients List SN E Y Hide Filter S

Identifier Date of Birth

First Name Last Name

Active Only O

Reporting Unit{s) Q Tag(s) Q

NOTE: It is NOT necessary to enter information in all of the search boxes. You may enter as much or as little
information as you wish to narrow the list.

v’ Identifier: to locate client if you know the client’s Identifier (SIMON or Medical Record Number"). Partial
Information may be used.

v Date of Birth: to locate client with a specific date of birth (e.g. “3/14/15)

v’ First Name: to locate clients by first name. Partial information may be used.

v’ Last Name: to locate clients by last name. Partial information may be used.

v Active Only: This box is checked by default and returns clients who are active to the RU(s) you are assigned to in
OA. Unchecking this box will return a list of clients who are currently inactive to your RU(s), but once had an active
case in your RU(S).

v’ Reporting Unit: to locate clients by one or more reporting units (RUs) assigned to you in OA (this is only useful if
you have more than one RU assigned to you.

To Filter by RU: Click the magnifying glass. Click and hold one of the RUs listed. Drag the RU over to the
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empty white box to the right of the RU list. When this box turns green, “drop” the RU selection into the box.
You can drag more than one RU into this box. An RU can be deleted from this box by clicking the “X” to the
right of the RU. Once you have the RU(s) you want to filter your client list by in this box, select Apply.

v’ Tags: Tags are not in use at this time.

5. Once you have entered parameters, click Filter, or press the Enter key on your keyboard and

your clients list will now be narrowed by your Filter selection(s).

Clients List

Identifier

First Name

Active Only

Reporting Unit(s)

identifier 1T

Date of Birth

Last Name

SCMS (36811) <:| Tagis)

Name

Q

Date of birth 1T

B T Hice Fner e

Additional key information about the filter function:

default settings.

Y Show Filter Y Hide Filter

Y Hide Filter Ji&;

Viewing and Adding a Client to Workload
Your workload is automatically populated based on the Primary Therapist field within Simon. However,

v You will know whether a filter is operating based on the color of the filter button. When the Clients List has been
filtered, the Show Filter and Hide Filter buttons will be Green (Blue = list not filtered; Green = list is filtered).

v To edit a filter, re-open the filter section and change the parameters. Click the blue Filter button on the bottom
right to apply the new filter criteria to your data.

v The Clear button (to the immediate left of the Filter button) removes all of the filters and returns your list back to the

v’ The refresh button in the upper right corner (immediately right of the Hide Filter button) adds to your list any new
data that may have uploaded to the system since your last search with similar parameters.

v’ For the identifier, first name, and last name search boxes, entries do not need to be complete ID numbers or
words. For example, a search can run using only the first three numbers in a client ID (e.g., "012") to yield a list of
clients with the numbers “012” somewhere in the client ID.

should you need to add a client to your workload:
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1. To view your workload click Clients on the top blue menu bar, and then Workload from the drop-
down items.

Clients ~ Assessments

Clients List Stat byping a st rame IMELCALLEE
Identifier 1t Name |} Date of birth I
O A0gLkA4S Abbott. Benjamin March 18, 2004
O vFryUonN Abbatt, Lisandro January §, 2005
O dedas_OH Abbott, Tessie June 14, 2012

2. To add a client to your workload, navigate to the Client List.

3. Inthe Client List, check the box(es) next to the Identifier of the client(s) you wish to add to your
workload. Click the Add to Workload button at the bottom right of the screen.

Clerts Lis o I -

p— 5, Igentitier 4T Hame |} Date of birth IT
( \IJI:\J.'/\Z'F Abbott, Benjamin March 16, 2004
= )r.-.w,--m Apbott, Lisanaro Lanuaey §, 2005
[ ‘iedas_OH Abtott, Tessie June 14,2012

GASt00! Abmatty, Keaton October 16, 2012
*¥BIOZYGE Aeinaiy, Makcoim sanuary 15, 2001
sqiBTgS Abemainy, Priscila Apil 7, 2000
WCQEPZA Ashire, Gertrude June 21,2003
I AsRIre, Lenna ity 4, 1996
PINPEGY Abrshire, Masian Aprl 11, 2006
NCVE08T3 Abshire, Maryjane March 15, 2006
GeRIWZE Adams, Katharing xtober 1, 2002
KAysBZLG Adams, Maya Octaber 71, 2003
Wakbowyal Alterwwerth, Elssa Octaber 18, 2012
n_Exgmat Anrwery n, Jules September 14, 1999
Allerwerth, Laurence October 28, 2011
Allerwerth, Royal December 18, 2009
Arderson, Agustin February 9 2010
Aninding, Chisty October §, 1559
13S0 Aninding, It August 2, 2000
I5hagas Aninding, Losine January 26, 3008
1aDRRAD Andosnding, Skylar Apl 17
SXyKRXET Armsirong, Beha
raAvetin Armstrang, Doughts June 30, 2002

1
{ [ a0d 1o wartdoa

Removing a Client from Workload
When the case is closed in Simon, it will be automatically removed from your OA workload. However,
should you need to manually remove a client from your workload:

1. Navigate to the Client List.

2. Onthetoolbar at the top, click Clients.

3. Then click Workload.

Clients ~ | Assessments

List Page 10 of 28
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4. Check the boxes next to the identifier of the client you are removing and then click the red
Remove from Workload button at the bottom right of your screen.

Clients List
Identifier |1 Name |3
] 1000260 Last1000260, First1000260
1002098 Last1002098, First1002098

Assessments

Adding an Assessment

1.

2.

From the Home screen, click Data Portal.

= ) ~
Start typing a last name Y Show Fiter {3

Date of birth |1
December 18, 1994

September 11, 1996

‘ = Remove from Workload ’

Click on the client name for which you would like to create a new assessment. Or filter for the

client and then click on the client’s name.

e You will navigate to the client's Assessments screen. This screen may contain assessment
information for the client, if there are assessments in OA for the client (see below). If there are no
assessments in OA for the client, this screen will be blank. The assessments are sorted by ID
number, the instrument, name, date, and status.

Home  Clients ~

Assessments ~ @ Help A Krahl, Karen

Assessments List for Last1234, First1234

D <l instrument 1< Client Name It <3

[0 95205
0 95203
] 95178
[ 95185
[0 95179
O 95170
Reports -

CANS Last1234, First1234
Assessor Smith, Susie Reporting Unit CCICMS (36811)
CANS Last1234, First1234
Assessor. Smith, Susie Reporting Unit CCICMS (36811)
CANS Last1234, First1234
Assessor. Smith, Susie Reporting Unit CCICMS (36811)
CANS Last1234, First1234
Assessor: Krahl, Karen Reporting Unit: CCICMS (36811)
CANS Last1234, First1234
Assessor: Smith, Susie Reporting Unit: CCICMS (36811)
CANS Last1234, First1234
Assessor. Krahl, Karen Reporting Unit: CCICMS (36311)

Date }i <71

April 9, 2015
April 7, 2015
March 16, 2015
March 16, 2015
March 10, 2015

March 9, 2015

Logout I

¥ : .
Start typing a last name Y Show Filter =

status It <=1

Assigned
Assigned
Approved by Smith, Susie on 04/07/2015
Submitted
Submitted

Approved by Krahl, Karen on 03/16/2015

+ New Assessment - | RGIIEEE
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3. Once on the assessments list, click the green New Assessment button at the bottom right of the
screen.
e The New Assessment button will not be available for use if the client is not active to the RU(S)
assigned to you in OA. If you hover over the New Assessment button, you will receive the following
message:

Mo open episode found for

Reporting Units you are
responsible for.

@ Delete

4. Upon clicking the New Assessment button, several assessment types will be listed.
e Assessment types will display, choose the assessment used in your program. Most users will
select CANS.
e The instructions below are for completing the CANS-SB.

EacE| O
Basa| g
ElBRIEF-P| O
Elcans| O
BEpavyc-z| g
EEcsl| O
ElrDMs-2| O
B PsI-sF| @
BEserm-P| O

TScyc| O

=4 New Assessment - @ Delete

After selecting CANS, you will navigate to the first page of the CANS (New) entry screen. Key information
about the client will display. This includes the client's ID number, name, date of birth, and gender.

El CANS (NEW) - Abbott, Benjamin

Client ID: 40gLkA4S Date of Birth: March 18, 2004

Client Name: Abbott, Benjamin Client Gender: MALE

Assessment ID: Assessment Date: 05/28/2015

Assessor: Hilpert, Maci Assessment Status:

Rpt Unit: ﬂ
Tags: none

Be sure that the Client ID, Date of Birth, Client Name, and Client Gender are correct for the client that is
being assessed.
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Assessment ID: The Assessment ID will auto-generate after the assessment is complete and has been
saved.

Assessment Date: The assessment date is the date that the assessment was performed, not the date that it is
entered. This field defaults to the current date. If the current day’s date is not the date of the client’s
assessment, be sure to change this date to the correct date of assessment.

1. To edit, click in the Assessment Date field and select the correct date.

Assessment Date: 05/28/2015 X

Assessment Status:
< May 2015 >

Sun Mon Tue Wed Thu Fri Sat
26 27 28 29 30 01 02

03 04 05 06 0OF 08 09
Assessment Information
0 11 12 13 14 15 16

1ortcut: “alt+right arrow™ or swipe right
17 18 19 20 21 22 23

24 25 26 2?29 30

31 01 02 03 04 O 06

M

o

Assessor: If the person entering the assessment information into OA is not the assessor who completed the
assessment with the client, the Assessor field will need to be edited.
1. Click on the name that is in the Assessor field. This will open the Edit assessor dialog box.

[ CANS (NEW) - ABUNDEZ, SEBASTIAN

Client ID: 2055639 Date of Birth: January 28, 2005
Client Name: ABUNDEZ, SEBASTIAN Client Gender: MALE
Assessmaent ID: m Assessment Date: BEMTE
Assessorn Admin, Clinical Assessment Status: Assigned
Rpt Unit: e

Edit Axpessor

thy Homes (36031) b

Tags:

€ empian

2. If the list of assessors shown is long, you can filter for the assessor you want by clicking Show
Filter and filtering by the available options. Otherwise, skip to step 4.

Edit assessor ]
-~
p— =
o 1T Last Name 1% First Name 1T
@ Abbott Jerrod
416 Abbott vwWillow
925 Abernathy Micheal
315 Abernathy va
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3. Thelist can be filtered by one or more fields of information about the assessor. Enter your filter
selection(s), then click Filter.

Assessors Y Hide Fiiter | iis]
o Assessor intemnal 1D Login Assessor Login
Last Assessor Last Name First Lura ‘
o It Last Name }} First Name I
174 Abbott Jerrod
416 Abbott Willow

4. Click on the row listing the assessor’s name.

Edit assessor

Assessors Y Show Filter  [Jis]

D 1t Last Name 1§ First Name 11

498 Bashirian Lura

Note the change in the assessor name:

[El CANS (NEW) - Abbott, Benjamin

Client ID: 40gLkA48 Date of Birth: March 18, 2004

Client Name: Abbott, Benjamin Client Gender: MALE

Assessment ID: Assessment Date: 05/28/2015

Assessor: Assessment Status:

Rpt Unit:
Tags: none

Rpt Unit: The Reporting Unit will pre-fill if the client is placed and open to only one RU. If the client is placed
and open to two or more RUs the Rpt Unit field will be blank. If this field is blank, the correct RU must be

selected.

1. Click in the empty Rpt Unit field.

[E CANS (NEW) - Abbott, Benjamin

Client ID: 40gLKA4E Date of Birth: March 18, 2004
Client Name: Abbott, Benjamin Client Gender: MALE
Assessment ID: Assessment Date: 05/28/2015
Assessor: Hilpert, Maci Assessment Status:

Rpt Unit:

. EMQFF - WRAP (36EH1)
Tags: CCICMS (36811)

< Fire Setting Module Assessment Information 3

Shortcut: "alt+left arrow" or swipe left Shortcut: “alt+right arrow” or swipe right

(Important: A reporting unit must be selected in order to save and submit the assessment for approval).
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2. Select the correct RU.

CANS (NEW) - Abbott, Benjamin

Client ID: 40gLkA48
Client Name: Abbott, Benjamin

Assessment ID:

Assessor: Bashirian, Lura
Rpt Unit: CCICMS (36811)
Tags: none

Assessment Data Entry

Date of Birth: March 18, 2004
Client Gender: MALE
AssessmentDate: ..,

Assessment Status:

All fields marked with an asterisk are mandatory and must be completed.

1. To navigate through the assessment, click on the blue routing buttons with white arrows in the

direction you wish to go.

¢ You can also navigate left or right by simultaneously holding down the alt and right/left arrow key on

the keyboard.

B Sani (NEW]) - LT T34, Firsn2ia

Eeann 10 ]

(ST E N et 12, Faret 12X
A a5

AnsLeor
Oirg e

Taps

==

Guane of B Al 1T, 15
L P = FERALE

Anzesnmans Dote:

s aren BT

2. To complete most fields in the assessment quickly, you can use the Pre-populate feature by
clicking the Pre-populate button on the bottom toolbar of your screen.

Assessment Status:

Assessment Information >
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o If there are approved assessments in OA for this client, a list of assessments will appear from which
you can choose to prepopulate your assessment. Note: the approved assessments listed for the
client may not be assessments completed by you or for your program. If this is the case, you can

dismiss this option by selecting the “x” in the top, right corner.

Pre-populate: select assessment

Date Org Unit

2015-03-02 VCSSWW - TAY
2015-01-08 VCSSWW - TAY
2014-12-15 VCS3VWW - TAY

Status
Approved
Approved

Approved

3. You also have the option to toggle “Quick data entry mode”. This option button is located at the

bottom left of each screen:

Quick data
entry mode

= OFF

If you choose to utilize “Quick data entry mode”, a screen will appear where each field can be seen on the
same page. In this mode, you will scroll down the page to complete the assessment fields, instead of
navigating through separate screens. Completing the assessment in “Quick data entry mode” will not

covered in this document.

E CANS (NEW) - Last1236, First1236

Client ID: 1236 Date of Birth:

Client Name: Last1236, First1236 Client Gender:
Assessment ID: Assessment Date:
Assessor: Assessment Status:
Org Unit: JCBHS - Healthy Homes (36D31)

Tﬂgs: none

¥ Assessment Information
Reason for assessment.

If reason for assessment is "Major Life Event", please specify

* Caregiver Section(s)

1. Caregiver section(s) does not apply at this time

+ Life Domain Functioning
2 Family ©
3. Living Situation *
4. Social Functioning *
5. Recreational

6. Developmental *

July 1, 2000
FEMALE

04/13/2015

Add Note

Add Note

Add Note

Add Note

Add Note

Add Note

Add Note

Add Note
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4. Turn off the “Quick data entry mode” by clicking the same button, which will now look like this:

5. To add an assessment (not in Quick data entry mode), click the Assessment Information button.

CANS (NEW) - Last1236, First1236

ClientID: 1236
Client Name: Last1236, First1236

Assessment ID:

Assessor: Krahl, Karen
Org Unit: JCBHS - Healthy Homes (36D31)
Tags: none

< Fire Setting Module

shoricut: “alt+Heft amow™ or swipe left

6. Enter a Reason for assessment.

| [E CANS [NEW) - Last1234, First1234
i

Assessment Information

Reason for assessment ™

It reason for assessment is "Major Lite Evenl”, please speciy

|
£ General Information

Date of Birth:
Client Gender:

Assessment Date:

Assessment Status:

July 1, 2000
FEMALE

04/13/2015

::> Assessment Information

Shortcut: "alt+right arrow" or swipe right

Itz

Updale
Planned :'.II.‘ul'.."I.'i.‘QF!
L.|I'I|'I|BI'|."'£‘:\.1 nl.‘i".h?_:ﬂﬂ

Add Mote

Add Nole

7. Click Caregiver Section(s). This section states, “The Caregiver Section(s) does not apply at this

time”.

¢ If you will be completing caregiver information for the assessment, leave this box unchecked.

Caregiver Section(s)

1. Caregiver section(s) does not apply at this time

Add Note

o If you will not be entering caregiver information for the assessment, check this box. If you do
not check this box, caregiver information WILL be required.

Caregiver Section(s)

1. Caregiver section(s) does not apply at this time

Add Note

Page 17 of 28



8. Add caregiver information by clicking the “Add caregiver section” button on the bottom toolbar.
Note: You can add this information at any time during the completion of the assessment.

OFF X Add caregiver section | <= X Cancel | X Sawe

A box displaying the current caregivers, if any have been previously entered into OA, will show.

Select caregiver

First Name Last Name Relationship

John Doe Adoptive Father

—= Edit
9. Press the Edit button at the bottom right, to add a new caregiver.
Select caregiver
First Name Last Name Relationship
John Doe Adoptive Father
—=> Edit

10. Add a new caregiver to the current list by selecting the Add New option.

If you select Add New, a new row will appear, allowing you to enter the First Name, Last Name, and
Relationship of the caregiver (as shown below).

Select caregiver

First Name Last Name Relationship
John Doe Adoptive Father a
NEW CAREGIVER Adoptive Mother a

Add New Cancel E — |

11. Multiple caregivers can be added. The Save button must be clicked after each caregiver entry
before a new caregiver can be added.

You can add as many caregivers as needed by repeating the above process.
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12. If you wish to exit the caregiver screen for any reason, click the “x” at the top, right of the
caregiver box, or click anywhere outside of the box.

Select caregiver

7
First Name Last Name Relationship
|Jonn | |Doe [Adoptive Father v|
(New |  [carecIvER [Adoptive Mother g

Add New Cancel m

13. Otherwise, once all caregivers have been added and saved, click the row of the caregiver you

want to enter assessment scores.

F
L g

F 5t ek

I Dt KPE
R b A

Ao Loy

14. The assessment Information screen for the selected caregiver will appear.
e Select the Caregiver Type from the drop down list.

o Complete the eleven (11) Caregiver Needs & Strength questions.

T —

L e o]

——

& CARIGRALE, MW (fdopten Mt

T —
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15. To add another caregiver, repeat the steps 13 and 14 above until you have added information for
all of your caregivers.

16. Click the blue Life Domain Functioning button.

[ cANS (NEW) - Last1236, First1236

Caregiver Section(s)

1. Caregiver seclion(s) does not apply al this ime Adal Mol
€ Assessment information ::> Life Domain Functioning 3

o Alist of 14 items numbered from 2 through 15 will appear

[ CANS (NEW) - Last2037948, First2037948

Life Domain Functioning

2. Family * 0010203 Add Note
3. Living Situation * O0e19263 Add Note
4. Social Functioning * D0E16263 Add Note

There are two options for entering the data:

v You can enter numbers 0,1,2,3 in the empty boxes from your keyboard. Press the tab key on your keyboard
to move to the next box to be filled.

¥ You can select one of the bubbles from the existing options of 0,1,2,3 for each category with the click of the
mouse.

v Notice in the screen shot below that scores requiring action generate background color-coding that matches
the severity of the score. (2 = yellow; 3 = red).

CANS (NEW) - Last1234, First1234

Life Domain Functioning

2. Family * 1 Oo0®1 0203 Add Note
3. Living Situation * 2 Q001 ®203 Add Note
4. Social Functioning * 3 000102 ®3 Add Note

5. Recreational OO0 @ O3 Add Note

17. Continue through the assessment completing all required sections and modules by pressing
the blue directional buttons.

18. If at any time, you would like to add a note to one of the items, click the Add Note button.

[ CANS (NEW) - Last1234, First1234

Aszeszment Information G
Major Lie Event

Reasan for as:

£ General information Caregiver Section(s) ¥
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19. A text box will open. Enter your note.

20. Click Apply.

Note for Reason for assessment:

e (D)

21. Once you have completed all required domain items and modules, click the Save button located
at the bottom right of the screen.

® Cancel X Save

22. Once you are satisfied that your assessment is complete, click Submit to send the assessment
to your supervisor for approval.

REpans «

Validation Errors

1. Assessments submitted with missing required information will receive a validation error

dialogue box.

¥ validation Errors

Reason for assessment:: Question .
Reason for assessment: has not been
answered but is required.

Recreational: Question 5.
Recreational has not been answered
but is required.

Developmental: Question 6.
Developmental has not been
answered but is required.

Job Functioning: Question 7. Job
Functioning has not been answered
but is required.

”

This is designed to ensure that all parts of the assessment have been completed before
submission.
The box, entitled Validation Errors, will list all of the items in the CANS-SB (giving the item number
and item name or full question) that must be completed.
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2. To complete required items, click an error message showing in the Validation Error box to move
the screen to that section of the assessment, and then click the paper and pencil icon located at
the top, right corner of that section.

* Lite Domain Functioning &
2 Famiy
3. Living Sihuation

4. Sotial Functioning 3

3. The section will open allowing for item completion.
¢ Notice that the Validation Error box has minimized to the right side of the screen. After entering
missing scores, click the arrow located around the middle of the Validation Error bar (see the red
arrow that is pointing to the left, below) to open the Validation Error box to select the next
section/item that must be completed.

Child/Youth Risk Behaviors
X val
45 Suicide Risk * 00010203 Add Note
46. Self-Mutilation * Q0010203 Add Noie
47 Other Self Harm ™ Q0010203 Add Note
48 Danger to Others * 00010203 Add Note
43, Sexual Aggression * 0010203 Add Note
50. Runaway * Q0010203 Add Note
51. Delinguency * Q0010208 Add Note
52 Judgment ® 00010203 Add Note
fn i - - - . N <
53. Fire Setling 0010203 Add Note o
N
Y
54. Social Behavior - Sanction Seeking * Q0010203 Add Note
< Childryouth Behavioral/Emotional Needs Ages 0 through 5/Earty Development Module 3

o Enter all missing scores and then click Save.

4. Click Submit to submit the assessment to your supervisor for approval.

A Submit G Edit @ Delete
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Assessment Toolbar

Once you open an existing assessment, or after a new assessment has been saved for the first time, you will
see a toolbar along the bottom of the screen. The options (buttons) shown below vary depending on your
Objective Arts role.

+ - Filter « Print « Reports « “ Submit + Submit & Apprave & Edit ® Delete

v +/- icons: the plus/minus icons on the far left of the bar allow you to expand or collapse the domains and modules in
the assessment. Selecting the plus will show each individual domain/module items. Selecting the minus will only
show the domain and module headings.

v’ Filter: allows you to filter by assessment scores. For example, you can filter to see assessment scores of "2s & 3s”
or for "3s only".

Y All
Y 25&3s

Filter Print «

v’ Print: The print options (shown below) allow you to print the assessment in various forms. You can print a complete
version that is color-coded or black and white that looks like the version shown after an assessment has been saved
in OA. The Summary print version is a shortened assessment report that shows only the domain and module names
color coded to the match the highest reported assessment score (2 = yellow, 3 = red). Algorithms Scores are not
available, this print options does not work. The Print CANS-SB is the most used option as this version looks very
much like the hardcopy CANS-SB score. NOTE: each document will open in a new window of your browser.

=} Complete

21 Complete B/W

=1 Complete w/Algorithm

#1 Complete B/W w/Algerithm
I =1 Summary

2 Summary w/Algorithm

24 Print CANS-SB

| Prints || Reports «

v’ Reports: The reports tab show 3 different reports based on the assessment data; however, currently the report
Algorithm Scores, is not available. The Actionable Items report shows only those items scores of a 2 or 3. The
Compare Previous in OU report is a report that compares the current assessment with any previous assessment
scores in OA for the client. NOTE: each report will open in a new window of your browser.

Wl Compare Previous in OU
i1 Actionable Items

Wl Algorithm Scores

Reports » |

v" Submit: The Submit option allows you to complete submit the assessment for review and approval of a supervisor. If
successful, you will see a confirmation that says that the assessment was successfully submitted. If not, you will
receive validation errors.

~» Submit J Assessment successfully submitted.
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v Submit and Approve: The Submit and Approve option (available only to those with the role of supervisor or above)
allows the assessment to be submitted and immediately approved in one click. If successful, you will see a
confirmation that says that the assessment was successfully submitted. If unsuccessful, you will receive validation

errors.

«” Submit & Approve q/ Assessment successfully approved.

v’ Edit: the Edit option allows you to change information in the assessment.

v’ Delete: the Delete option allows for the deletion of an assessment. Delete ability is determined by the level of
permissions assigned to an OA role. For example, Only a Domain Clinical Administrator can delete a CANS
assessment that has already been approved in the system.

Side Panel

When in an assessment, to the left side of the screen you will see a bar with an arrow.

EE| CANS (NEW) - Last1236, First1236

Client ID: 1236
Client Name: Last1236, First1236

Assessment ID:

Assessor: Smith, Susie
Org Unit: JCBHS - Healthy Homes (36031)
Tags: none
< Fire Setting Module
Shol t+ieft arow” or swipe left

1. This arrow can be clicked to expand the panel.
o The purpose of this side panel is two-fold: 1) it provides a summary level, color-coded view (by
actionable scores) of the domains and modules; and, 2) it allows you to advance to the assessment
domain or module of your choice instead of navigating through each screen.

This example is of
the panel before
assessment scores
have been entered.
Each section shows
that no questions
have been
answered.

Information
Information

This example is of
the panel once

Assessment Information (0/2)

Assessment Information (1/2)

Executive Functioning (0/3)

Executive Functioning (3/3) assessm ent
Cognitive Flexibllity Skills (0/2) Emotional Regulation Skilts (4/4) scores have been
Life Domain Functioning (0/10) entered'
Language (0/3) < <
Daily Functioning (0/5) Language (3/3)
Mental Health/Behavioral Emotional Sensory/Motor Skills (4/4)
Needs (0/13)

Risk Behaviours (0/13)

Educational Needs (0/8)

Youth Individual Strengths (0/11)
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Accessing an Assessment

1. From the Client List on the Menu Bar, select the client.

¢ Remember you can sort and/or filter the client results to help you find a specific client.

2. Once you find the client you are looking for, click on the row where the client's information

appears.

o After selecting a client you will navigate to that client's Assessments screen. If the client has
assessments entered into OA for him/her, there will be a list of those assessments. Note: when a
client is open to your program RU, you are allowed to see all of the client’'s assessments, even
those created in programs and agencies that you are not assigned to. This screen will show all of
these assessments. If there are no assessments in the system for the client, the screen will be

blank and state “No data found!” (see below).

Assessments Incidents

D It Instrument |1 Client Name 1 Date }; status |1

No data found!

Assessments List for Barrows, Aliya stantyping 2 iast name [MEACAICE

e The list of assessments, if any, can be sorted and/or filtered.

3. Oncethe correct assessment is located, click the row where the assessment information

appears.

¢ The assessment will open in the following format:

o Depending upon the status the assessment is in (assigned, submitted or approved) and your
permission levels, from this screen, you may be able to review, edit, submit, print, submit or delete
the assessment. You can also access the other functions on the toolbar along the bottom of your

screen.
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¢ Note: If an assessment has been approved, the header bar of the assessment will be green.
Assessments in the assigned or submitted status will have a blue header.

| CANS - Last1234, First1234 I

Client ID: 1234 Date of Birth: April 17, 1999
Client Name: Last234, First1234 Client Gender: FEMALE

Assessment ID: 95178 Afgg;smgn; Date: March 16 2015

Assessor: Smith, Susie Assessment Status: Approved by Smith, Susie on 04/07/2015 I
Org Unit: CCICMS (36811)

Tags: none

Creating Individual Assessment Reports

There are three reports that can be generated for a client from the clients Assessment List screen that is based
on the client’'s assessment data. Below are instructions for generating two of these reports. The third report
will be covered in a separate Objective Arts Reports Manual.

il Compare Selected
1 Individual Collaberative

«h Box Score

Reports ‘

1. Navigate to aclient’s Assessments List (as instructed above).

2. For the Compare Selected report, select the assessments you would like a comparison
report for by clicking the checkbox to the left of each row. Up to five (5) assessments can be

selected for comparison.

3. For the Individual Collaborative report, select only two assessments you would like a report
for by clicking the checkbox to the left of each row.
o Note: At least two assessments must be selected for the reports to generate.

Assessments List for Last1234, Firsti234 ) o

it Instrument §T Client Hame T Cate 4 seatus 4T

Apri 9 2015 Assigred

Matn 16, 2015 ApEeOVE Dy SR, Susse o QUTTI2015

Page 26 of 28



4. Select the report button on the bottom left of your screen to reveal the menu of report

options.

5. Click the name of the desired report.
e The report will open in a new window in your browser.

Sample Reports

This Compare Selected report is a
compares side by side comparison of
selected assessments to show client
score changes over time.

The Individual Collaborative report
graphically represents a
comparison of time one and time
two (e.g. Initial versus Update)
assessment scores.

Abbott, Benjamin
Client ID: 897
Date of Birth: 03/18/2004

# Question

Approved
Stoltenberg, Shakira
10-12-2012

1.0

Approved
Little, Maximus
05-16-2013
1.0

Approved
Gibson, Emanuel
07-31-2013
1.0

Assessment Information
Reason for assessment;

If reason for assessment is "Major
Life Event”, please specify:

Initial

Initial

Update

Caregiver Section(s)

1 Caregiver section(s) does not apply
at this time

Life Domain Functioning
2 Family

Living Situation

Social Functioning
Recreational
Developmental

@ W

D_‘|I|

2

2

Individual Collaborative Formulation
Client: Abbott, Benjamin (40gLkA48)

Assessment 1: Initial on 2012-10-12
Data Source: Transactional

Instrument: San Bemardino CANS

Assessment 2: Update on 2013-07-31

Domains: Life Domain Functioning

I
0 0
0

2
2

Life Domain Functioning

Physical

Sexuality

Sleep

School Behavior
Schoel Achievement
School Attendance

Family

Living Situation
Social Functioning
Recreational
Developmental

Legal

Medical

Q:

[ Time1

':|

0 1

Score

Bl Time 2
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Logging Out

Logout: after having entered the desired data, end the session.

o
e

Objective Arts ToDo 2921  Change Password  Logout

To log out, click the Logout at the top
right of your screen.

CANS ANSA Workload
CANS Assessments ANSA Assessments My Workload

Closeout: Close your browser after your OA session.

For assistance, please contact your agency’s Objective Arts super user. Super users are the point persons for
all OA related questions and will contact CYCS with Objective Arts questions and issues that they unable to
help you with.
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