














%i Chari.tyTTaCker Requests / Referrals

Now let’s take a look at what
happens when we click the
Add Requested Assistance
button.

Status: Approved

1 Changed status from Pending to Approved
Updated by Jane Dough at Helping Hands — 5/7/2012 at 9:39 p.m.
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Update Statu or Add Requested Assistance

Add Requested Assistance In the window that opens, the an,nognt is automatically entered.
We can fill out any other field we'd like.

Be sure to verify this is the correct case for John
Public using a form of identification.

Finally, we'll click the Add button.

Amount * Unit
50.00 Dolars -
Category Manage Categories
Partial Payment j
Description

VA
Edit Date/Time — Tue, May 8 at 3:12 p.m.
Edit Funding Source — Unspecified
| Browse... |
Visible to = All Agencies -l &

( @ Add Cancel

When we click the Add button
the record is created and
appears in the blue box.

The request is now complete.



%i CharityTraCker Groups

The Groups feature allows agents from different agencies to join together to share sensitive informa-
tion. Assistance Records and Notes can be made private for a specific group. Let’s take a look.

The procedure is the same for both Assis-
tance Records and Notes. There is a pink
section at the bottom of the window.

Description *

/ Once you enter all pertinent information,
you can select who should be allowed to
see the record.

When you click the Add button, only
agents who belong to the group will be
allowed to see the record.

Agencies
[l All Agencies A

q My Agency I

Groups
Advocacy for Children Group

Z Safe Support for Women Group

Visible to ' All Agencies jr =

: © Add Note ; Cancel

m My Agency “ Admin
I Notes for John Public John Q Public

Show notes for... & John QPublic @ Living with @ Related 123 Anystreet Ave
Anydity, AS 12345

123-555-1234 (Cell)

Bill Smith

Charitable Organization Tue, May8at8:19pm. | & EDIT | ¥ DELETE DOB — Nov 16, 1975
C
o » SSN — ###-##-4444
PRIVATE — Advocacy for Children Group [RLIEEEE SN i Case # — C0D012

MNote added for John Public Personal Info

Rill Smith




@€ CharityTracker

Outcomes

With the Outcomes feature, you can keep track of specific goals in your client’s life, and you can
collaborate with other agencies to monitor goal completion. To start the Outcomes process for a
client, open their case and select the Outcomes tab. Then click the Start link.

m My Agency m Admin

John Q Public

123 Anystreet Ave
Anydty, AS 12345

123-555-1234 (Cell)

Start the outcomes process for this case

The outcomes fed

track the progress
of a case through a defined set of goals. Agents can view and mark the
status of each goal, add comments, view a modification history and

generafte a case report including outcomes progress.

DOB — Nov 16, 1975
SSN — it si-#dt-a4444
Case # — C0012

Personal Info

Choose Outcome Goals

This list is managed by the network administrater because it is shared for all cases. You
can suggest a goal anytime by contacting your administrator

Education

GOALS INCLUDE
Apply for Job Skills Training O
Certification for Specific Skill Set ]
Complete High School O

English as a Second Language 0
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In the window that opens, you can
select each goal that applies to your
client’s case.

When you click the Save Changes
button, you are ready to start keep-
ing track of your client’s goal comple-
tion.



% CharityTracker Outcomes

As an example, let’s say we've selected that our client wants to get their GED and a health screening.

m My Agency m Admin

J'i ": John Q Public

J:. 123 Anystreet Ave
_ Anydty, AS 12345

123-555-1234 (Cell)
DOB — Nov 16, 1975

SSN — #4# #-#it-4444
Case # — C0012

Education

GOALS STATUS
( cmo

Assistance

G4 ADD COMMENT

Relationships

Health 2 o Notes

3 GOALS STATUS
} Health Screening ) None

G4 ADD COMMENT

Outcomes

& EDIT CASE

And now let’s say some time has passed and our client has completed his GED. We'll click the edit link
for the Education category (highlighted by the square in the image above).

In the window that opens, we'll select the drop-

Update Outcome Goals
down for GED and select the “Complete” status.

Education
ot 2 When we click the Save Changes button, the new
Apply forjob Skl Traring Notippicatle ] status will be recorded, and the progress bar will
Certfication for Specific SkillSet Not Appicable reflect the pecentage of completed goals (see the
Complete High School Not Appiicable fO||OWing imaQE).

English as a Second Language

GED

Life Skills (Clothing, Housekeeping, Cooking, Personal
Hygiene)

Parenting Classes

Volunteer Activities

@ Save Changes X Cancel

12



@€ CharityTracker

Outcomes for John Public

Education
COALS

GEB

SHOW (1) MODIFICATION AND {0) COMMENTS

Health

GOALS

Health Screening

Outcomes

m My Agency m Admin

John Q Public

123 Anystreet Ave
Anydty, AS 12345

123 555-1234 (Cell)

DOB — Nov 16, 1975
SSN — it #-# #-4444

STATUS
C3 ADD COMMENT

MNotes

& Emx
STATUS
None

Outcomes
Ca ADD COMMENT

# EDIT CASE

Finally, you can set a date for a follow-up meeting with your client. Start by clicking the Edit link for the
follow-up (highlighted by the square in the image above).

Change Followup Date

Followup Date (MM-DD-YYYY)

Followup Description

@ save Changes ¥ cancel

In the window that opens, you can set a date and give a
description for the follow-up.

When you click the Save Changes button, the follow-up
date is recorded.




