THEO Data System Manual

Tracking Home Visiting Effectiveness in Oregon

You can get this document in other languages, large print, braille or a format you prefer.
Contact the Oregon Health Authority at 971-673-1222 or email
theo.support@dhsoha.state.or.us. We accept all relay calls or you can dial 711.

All client names and personal identifies contained in this document and associated
screenshot images are fictitious and created for instructional purposes. No association with
a real person identified by these example names and/or example identifiers exists.
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1.0 Getting Started and Password Maintenance

1.1 THEO Application Support

This manual was created to help you learn how to use the THEO data system. For questions or to give
feedback, please contact THEO Application Support.

Email: theo.support@dhsoha.state.or.us
Hours: 8:00 am — 5:00 pm, Monday through Friday
Website: healthoregon.org/theo

When to contact application support:

e Whenever you cannot do something in THEO that you need to do

o When you are not able to log in on your own

¢ When you have not logged in for over 60 days, and you see a message that says your account
is locked

¢ When you make five unsuccessful attempts to log in and you see a message that says your
account is locked

e Whenever you have unanswered questions about THEO

o Whenever you have feedback about THEO

1.2 Requirements for using THEO

To use the THEO system, you will need a computer, internet access, an internet browser that is
compatible with THEO, and a login. Training resources are available on the THEO website.

Internet browsers that are compatible with THEO include recent versions of these browsers:

o Microsoft Edge
e Mozilla Firefox
e Google Chrome
o Apple Safari

e Opera

Microsoft has ended support for the browser Internet Explorer, so this browser is not recommended for
use with THEO. Users who work in a Windows environment should use recent versions of Microsoft
Edge, Mozilla Firefox, or Google Chrome. Users who work on Apple devices should use recent
versions of Apple Safari, Opera, Google Chrome, or Mozilla Firefox.

THEO cannot be used offline. You must have access to the internet to use THEO.

1.3 Log in to your account

After you have signed a user agreement, and your supervisor or super user has signed and submitted
your login request form, THEO will email you an invitation to log in to your account.
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The steps that follow in Section 1.3.1 describe how to activate your account and log in to THEO for the
first time. The steps in Section 1.3.2 describe how to log in to THEO after you have signed in to THEO

for the first time.

1.3.1 Activate your THEO account and log in for the first time

THEO requires you to activate your account the first time you log in. You will receive an email
notification at your work e-mail address that contains a link to the website where you will log in (Figure

1),

THEQO Account Notification
€ Reply | % ReplyAll | —> Forward

noreply@vistalogic.net
To @ Zukowski Laura A Mon 2,

Think twice before clicking on links or opening attachments. This email came from outside our organization and might not be safe. If you are not expecting an attachment, contact the sender before opening it.

Dear Laura Zukowski,
An account has been reserved for you for TEST.

To login to your account and access the system please go to: https://clara-oregon.vistalogic.net/User/Login.

Your username is the email address where you received this message.

THIS INVITATION WILL EXPIRE IN 72 HOURS.

If you do not remember your password, you will need to reset it before logging in. Please retain this password in a secure location.
If you have any questions regarding your account, please contact your account manager: THEQ Support.

For other questions, please contact theo.support@state.or.us.

Thank you.

Figure 1: THEO Account Notification email

e Click on the link in the e-mail, and the THEO Login screen opens in your default browser (Figure
2).

Warning: The row of browser icons at the bottom of the login screen are the internet browsers
that are compatible with THEO (Figure 2). If you use a browser that is not compatible with
THEO, parts of your screen may be missing or may not work correctly. Mouse over each icon to
see a label with the name of each internet browser. Recent versions of these internet browsers
are compatible with THEO:

Microsoft Edge
Mozilla Firefox
Google Chrome
Apple Safari
Opera

O O O O O

Microsoft Internet Explorer is obsolete and no longer works with THEO. (Microsoft Edge is the
free default browser in current versions of Windows.)
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¢ Click on the orange Activate Account link on the THEO Login screen (Figure 2).

Yclara

Welcome. Please login.

Email Address
Password

[1 Remember Email Address

First time logging i

Forgot password? Reset PasSWwo

This site is designed to work with most modern browsers.
If you are using an elder browser and you experience page layout problems, please
upgrade.

veo oo (umm

Figure 2: THEO Login screen

o The Activate Your Account screen opens (Figure 3).
e Enter:

o your work Email address, and
o a Password that includes at least 9 characters and one special character, for example (!, @, #, $,
%, ", *). Upper case and lower case letters, numbers, and special characters are allowed.

e Confirm your password, by typing your password again.
e Click on the orange Activate Account button at the bottom of the screen.

7 Activate Your Account

Use the form below to activate your account.

must be a minil of 9 in length and contain at least one special character (including !@#$%).

Email
Password

Confirm password

Figure 3: Activate Your Account screen
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e THEO login page opens (Figure 4).
e Enter your work Email address and your new Password.
e Click on the Remember Email Address checkbox and the orange Login button.

Yclara

Welcome. Please login.

Email Address

Remember Email Address
Login

First time logging in? Activate Account
Forgot password? Reset Password

This site is designed to work with most modern browsers.
If you are using an older browser and you experience page layout problems, please
upgrade.

©Oe®oeo

Figure 4: THEO Login page

e The THEO dashboard opens (Figure 5). You are now in the THEO database.

THEO  TEST & HOME VISITOR, EXAMPLE ¥ & v @ 2]

= CARE MENU @ HOME VISITOR, EXAMPLE

~ RECORDS e

' 9 ACTIVE CARE PLANS WORK ITEMS
&3 Contacts -
. Service Requests - Pending Review
: - TEST-0000203 : Acosta Testing, Adele = 0
@ Clients Q Home Visitor, W00 Service Requests - Pending Approval
Example
[3 Applications Q Service Requests - Pending Completion
TEST-0000202 : Acosta Testing, Anna = 0 y -
THEO 01/15/2022 Referrals - Pending Review
Client Identifiers TEST
Referrals - Pending Approval
By Enrollment Status TEST-0000206 : Brown, Angelo =0 Referrals - Pending Completion
01/10/2022
® Referrals Applications - Submitted o
@ CLIENTS Enrollments - Expiring
© Service Requests TEST-0000204 : Brown, Danielle = 0
1 2 06/30/2021
9® Care Plans
TEST-0000217 : Client, Caregiver = 0
== Cases == CASES 09/01/2021
I Enrollments 8
TEST-0000218 : FakeClient, Mama = 0
03/21/2020

Figure 5: THEO dashboard
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1.3.2 Log in to THEO after your account is activated
o After your login is activated, you can log in to THEO at any time by opening your browser and
going to the website for the THEO Login Page —
https://clara-oregon.vistalogic.net/ Bookmark the page or save a desktop link.

e The THEO Login screen opens. Enter your work Email Address and your Password (Figure 1).
e Click on the Remember Email Address checkbox to check it. Click on orange Login button

¥clara /
Welcome. Please login.

Email Address
Password

[] Remember Email Address

First time ? Activate Account
Forgot password? assword

This site is designed to work with most modern browsers.

If you are using an older browser and you experience page layout problems, please
upgrade.

e eo

Figure 1: THEO Login screen

e  Your THEO dashboard opens (Figure 2). You are now in the THEO database.

THEO  TEST & ZUKOWSKI, LAURA v

=CARE MENU @ ZUKOWSHI, LAURA

¥ RECORD!
S € ACTIVE CARE PLANS WORK ITEMS
[ Contacts
R Service Requests - Pending Review
_ . TEST-0000203 : Acosta Testing, Adele =i ]
@ Clients Zukowski, e co Service Requests - Pending Approval
Laura
B Applications Service Requests - Pending Completion
TEST-0000202 : Acosta Testing, Anna = 0 - .
THED 01/15/2022 Referrals - Pending Review
Client Identifiers TEST
Referrals - Pending Approval
I, Enrollment Status TEST-0000206 : Brown, Angelo >0 Referrals - Pending Completion
01/10/2022
® Referrals Applications - Submitted °
@ CLIENTS Enrollments - Expiring @)
@ Service Requests TEST-0000204 : Brown, Danielle = 0
1 2 06/30/2021
%® Care Plans
TEST-0000217 : Client, Caregiver = i ]
B Cases [} oS 09/01/2021
Iy Enrollments 8

TEST-0000218 : FakeClient, Mama =i ]

Figure 2: THEO dashboard
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1.4 Password maintenance

You can change your password yourself, without having to contact application support. In this section,
you will learn how to reset your password when you forget it (Section 1.4.1 and what to do when THEO
shows you a message that says it’s time for you to reset your password (Section 1.4.2).

1.4.1 Reset your password when you forget your password
If you forget your password, you can reset your password from the login screen.

o Open your compatible web browser and go to the THEO Login page —
https://clara-oregon.vistalogic.net

e The THEO Login screen opens (Figure 1).

clara

Welcome. Please login.

Email Address
Password

[] Remember Email Address

=3

First time logging in?
Forgot password?

This site is designed to work with most modern browsers.

If you are using an elder browser and y rience page layout problems, please

Figure 1: THEO Login screen
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e Click on the orange Reset Password link (Figure 2).

Yclara

Welcome. Please login.

Email Address
Password

[1 Remember Email Address

First time LogQing e t
Forgot passwigd? Reset Password

This site is designed to work with most modern browsers.
If you are using an elder browser and you experience page layout problems, please
upgrade.

oeveo

Figure 2: THEO Login screen — Reset Password link

e The Reset Your Password screen opens (Figure 3).
e Enter your work Email Address and click on the orange Reset Password button.

QQ Reset Your Password

Use the form below to reset the password for your account.

Please enter the email address for the account for which to reset the password.

Email Address /
‘ Reset Password

Figure 3: Reset Your Password screen
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¢ The Forgot Password Confirmation screen opens and tells you to check your work email Inbox
for a message to reset your password (Figure 4).

q& Forgot Password Confirmation

Please check your email to reset your password.
Figure 4: Forgot Password Confirmation screen

¢ Click on the Reset my account link in the email (Figure 5).

noreply@vistalogic.net laura.azukowski @state.or.us 11:52 AM

Password Reset v

Think twice before clicking on links or opening attachments. This email came from outside our organization and might not be safe. If you are not expecting an attachment, contact the sender before

opening it.
Dear Laura Zukowski,

Email’Address: Laura.A.Zukowski@state.or.us

The Reset link will expire ONE HOUR from the time the reset was requested.

If you have any questions, or if you need help at any time, do not hesitate to contact customer support.

Thank you.

Figure 5: Password Reset email

o The Reset Your Password screen opens (Figure 6).
e Enter:
o your work Email address,
o a Password that you have not used in THEO already and that includes at least 9 total
characters and at least one special character, for example (!, @, #, $, %, #, *), and

e Enter your password a second time in the Confirm password field.
¢ Click on the orange Reset Password button.

q& Reset Your Password

Use the form below to reset the password for your account.
Please enter the email address for the account for which to reset the password.

Email

Password

Confirm password {

‘ Reset Password ’

Figure 6: Reset Your Password screen
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o The Reset Password Confirmation screen opens (Figure 7). Click on the orange click here to log
in link.

GQ Reset Password Copfi

Your password has been reset. Pleage click here to log in

Figure 7: Reset Password Confirmation

e The THEO login screen opens (Figure 8).
e Enter your:

o work Email address
o new Password

e Click on the Remember Email Address checkbox to check it.
e Click on the orange Login button.

¥clara

Welcome. Please login.

Email Address

Password

Y

First time logging in? Activate Account
Forgot password? Reset Password

This site is designed to work with most modern browsers.
If you are using an older browser and you experience page layout problems, please
upgrade.

oeoveo

Figure 8: THEO Login screen
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o After resetting your password, you are required to verify your identity. The Send 2-step
Verification Code screen opens (Figure 9). Click on the orange Submit button.

“clara
Send 2-step Verification Code

2-step verification is enabled for this account. A 6-digit verification
code will be sent to you via the method specified below.
Select Two-Factor Auth, tion Provider:

Email Code

p—

-

This site is designed te work with most modern browsers.
If you are using an older browser and you experience page layout problems, please

upgrade.

Figure 9: Send 2-step Verification Code screen

¢ The Enter 2-step Verification Code screen opens with a message that a 6-digit verification code
has been sent to your work email address (Figure 10).

“clara
Enter 2-step Verification Code

An email with a 6-digit verification code was just sent to your email

address. Please enter the code below.

Code

[0 Remember this browser?

This site is designed to work with mast modern browsers.
If you are using an older browser and you experience page layout problems, please

upgrade.

Figure 10: Enter 2-step Verification Code screen
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¢ As soon as possible, go to your work email account and open an email from
Noreply@yvistalogic.net with the Subject, “Security Code.”

o NOTE: The code expires after three minutes. If you enter the verification code into
THEO after three minutes, you will get a message saying, “invalid code” and you will
need to click the orange Submit button again to send a new verification code to your
email account (Figure 9, above).

e Copy the 6-digit security code in the email (Figure 11). If the email doesn’t show up within a
minute, check your email account’s Junk and Spam folders.

g 4 = Security Code - Message (HTML)

File Message Q Tell me what you want to do

-~ o -~ 7 ~
Bl x = - E_\q 3 B2 Mesting Data © To Manager Vo i Rules- E 3 =“ > 5;}) P Find C)\
e | e o (|- . ')d =3 Team Email  Done Mo omeote  — T [ Related -

s elete Archive el el Orwari ove ssign arl ategorize Follow ranslate oom

LT ply Reply Efi More ~ . i - > g q
&g Jun| Al [ More €L Reply & Delete ¥ Create New 5 - [P Actions - Palicy + Unread : e - [ Select~

Delete Respond Quick Steps [F] Move Tags [F] Editing Zoom

Fri 9/21/2018 4:36 PM

N noreply @vistalogic.net

Security Code
To louise.a.mobley@state.or.us
Your security code

Figure 11: Security Code email

¢ Inthe Code field on the Enter 2-step Verification Code screen (Figure 12), type or paste the 6-
digit security code from your email message.

e Click on the Remember this browser? to select it. This will stop THEO from making you repeat
the verification steps every time you log in.

e Click on the orange Submit button.

¥clara

Enter 2-step Verification Code
An email with a 6-digit verification code was just sent to your email
address. Please enter the code below.

Code
504516

B Remember this browser?

f you are using an clder browser and you experience p,

upgrade.

Figure 12: 2-step Verification Code
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e The THEO dashboard opens (Figure 13). You are now in THEO.

THEO  TEST & HOME VISITOR, EXAMPLE ¥ & v Q (2]

= CARE MENU & HOME VISITOR, EXAMPLE

~ RECORDS

9 ACTIVE CARE PLANS WORKITEMS

[&3 Contacts
. Service Requests - Pending Review
: - TEST-0000203 : Acosta Testing, Adele = 6
@ Clients Q Home Visitor, W00 Service Requests - Pending Approval
Example
[@ Applications Q Service Requests - Pending Completion
TEST-0000202 : Acosta Testing, A =
THEO 01/15/2022 o R Al o Referrals - Pending Review
Client Identifiers TEST
Referrals - Pending Approval
B Enrollment Status TEST-0000206 : Brown, Angelo =0 Referrals - Pending Completion
01/10/2022
® Referrals Applications - Submitted o
@ CLIENTS Enroliments - Expiring
@ Service Requests TEST-0000204 : Brown, Danielle = 0
1 2 06/30/2021
9® Care Plans
TEST-0000217 : Client, Caregiver =2 }
& Cases Q == CASES 09/01/2021
B Enrollments Q 8
TEST-0000218 : FakeClient, Mama = 0

03/21/2020

Figure 13: THEO dashboard

1.4.2 Change your password every 60 days

THEO requires that you log in at least once every 60 days and that you change your password every
60 days. Keep your account active by logging in regularly and by resetting your password when THEO
shows a notice onscreen that says your password will expire soon.

If your account locks or deactivates, your super user or supervisor will need to give permission before
your account will be reactivated. Contact THEO Application Support if you need help logging in.

Email: theo.support@dhsoha.state.or.us

Hours: 8:00 am — 5:00 pm, Monday through Friday
Website: healthoregon.org/theo
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the top right area of the Title bar (Figure 1).

To change your password when you are already logged in to THEO, mouse over your name in

THEO DEMO EHS PRACTICE AREA

= CARE MENU - =

¥ RECORDS

@5 Contacts

@ Clients

@ client Identifiers
[ Applications

IR Enrollment Status
K2 Case Visits

% Care Plans

& Cases

CARE DASHBOARD

Visitor2, Home

TENANT
THEO Demo

AREA
EHS Practice Area

@ CLIENTS

0

& CASES

0

BAAPR 4 - 8,2019

FRI

05

THU

04

“® ACTIVE CARE PLANS

No items.

SUN

07

06

WORK ITEMS

Applications - Submitted

Figure 1: THEO dashboard

A drop-down menu opens. Click on “Change Password” in the drop-down menu (Figure 2).

THEO DEMO EHS PRACTICE AREA

= CARE MENU «
¥ RECORDS

[ Contacts

@ Clients

[@ Client Identifiers

[B Applications

I Enrollment Status

& Case Visits

& Care Plans

& Cases

CARE DASHBOARD

Visitor2, Home

TENANT
THEO Demo

AREA
EHS Practice Area

@ CLIENTS

0

&8 CASES

0

BAAPR4 - 8,2019

FRI

05

THU

04

%® ACTIVE CARE PLANS

No items.

& VISITOR2, HOME ¥

= Switch Accounts

{ & Change Password

hvs  NEXT5DAYS »
® Log umr

06

WORK ITEMS

Applications - Submitted

Figure 2: Change Password

THEO Data System — Babies First! / CaCoon

6/21/2022 8:01 AM

page 13




¢ The Change Password screen opens (Figure 3).
e Enter:

o your current password
o anew password (The password must include at least 9 total characters and at least one

special character, for example, !, @, #, $, %, *, or *.)
e Enter your new password a second time in the Confirm password field.

THEO EHS TEST AREA & \ISITOR 1, HOME v

QQ Change Password

Use the form below to create a new password for your account.

P: i must be a mini of 9 characters in length and contain at least one special character (including !@#$%).
If your account was reset, then enter the temporary password you recelved via email In the "Current Password” field.

Current password

MNew password

Confirm new password

‘ @ Change Password

Figure 3: Change Password screen

e The THEO dashboard opens with a message at the top saying the password has been changed

successfully and will expire in 60 days (Figure 4).
¢ Some people who use THEO infrequently set reminders on their work calendar to help them
remember to change their THEO password every 60 days to avoid lockouts.

THEO EHS TEST AREA &VSTORLHOME v & B ©

_ [ne password i been changed successiuly (Spires in 60 cays). _

= CARE MENU € = (AREDASHBOARD
~ RECORDS
BAMAR 29 - APR2, 2019 «PREVSDAS  NEXTSDAYS »
& Contacts Q ' PRI sar sun MoN TUE
@ Clients Q Visitor 1, Home
@ Client Identifiers THRALT
THEO
@ Referrals
anea
Applicati
(Sl Sbulietons EHS Test Area
I Enrollment Status
€ ACTIVE CARE PLANS WORK ITEMS
@ Service Requests
@ CLENTS S Errmonngl 56 A Service Requests - Pending Review €@

@ Care Plans

0172472019 Service Requests - Pending Approval @
B Cases 1 1 - Service Requests - Pending Completion @

0000544 : Cruz,Maria =@ Referrals - Pending Review €3

01/24/2019

- s Referrals - Pending Approval €@
Referrals - Pending Completion @)

0000651 : Garcia,

Maricelta =0 Applications - Submitted €3

127152019

]

0000503 : Johnson, s

Henry =

o1/0972015

v

Figure 4: Dashboard with password message
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1.5 Logout notice

THEO shows you a warning Logout Notice (Figure 1) when you are logged in to THEO, but you have
not been working in it for 27 minutes.

Logout Notice

Due to a lack of activity, your session will expire soon. Please press
the Refresh Session button before your authentication expires to

refresh your session.

3 minute(s) left until your session expires.

Refresh Session

Figure 1: Logout Notice

Click on the orange Refresh Session button, in the lower right corner, to return to the screen where you
were working most recently (Figure 2).

Logout Notice

Due to a lack of activity, your session will expire soon. Please press
the Refresh Session button before your authentication expires to

refresh your session.

3 minute(s) left until your session expires.

e —

@ reteshsession )

Figure 2: Logout Notice screen

If you do not click on the orange Refresh Session button, THEO will log you out of the system. The
Logout Notice will close, and the login screen will appear. You will need to log in again if you wish to
continue using the system.

THEO Data System — Babies First! / CaCoon 6/21/2022 8:01 AM page 15



1.6 Log off (Log out)
You can log off (log out) of THEO from anywhere in the system.

¢ Mouse over your name in the top right area of the Title bar (Figure 1).

THEO DEMO EHS PRACTICE AREA

= CARE MENU = CAREDASHBOARD

~ RECORDS

. FAAPR L -8,2019 A NEXT 5DAYS »

[ Contacts THU FRI SaT SUN
ot 04 05 06 07

@ Clients Q Visitor2, Home

[@] Client Identifiers TENANT

THEO Demo

[2 Applications
AREA
Enroll it Stat
I, Enroliment Status EHS Practice Area
K Case Visits
“® ACTIVE CARE PLANS WORK ITEMS

< Care Plans

@ CLIENTS No items. Applications - Submitted
& Cases 0

&5 CASES

0

Figure 1: THEO Dashboard — Link to log off (log out)

e A drop-down menu opens. Click on “Log Off” (Figure 2).

THEO DEMO EHS PRACTICE AREA & VISITOR2, HOME ¥

= CARE MENU 4 = (AREDASHBOARD = Switch Accounts

& Change Password
. EBAAPR4 - 8,2019 hvs  NEXTSDAYS »

[#5] Contacts (o} THU FRI SAT
- 04 05 06

¥ RECORDS

@ Clients Q Visitor2, Home

[@ Client Identifiers TENANT

THEO Demo

B Applications

AREA

I Enrollment Status S

B (ase Visits
%® ACTIVE CARE PLANS WORK ITEMS

% Care Plans
@ CLEENTS Noitems. Applications - Submitted

& Cases 0

&8 CASES

0

Figure 2: Log off (log out) of THEO
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e The THEO application closes, and the THEO Login screen opens (Figure 3).
¢ You are logged out of THEO.

Welcome. Please login.

Email Address
Password

[] Remember Email Address

First time logging in?

Forgot password?

Figure 3: THEO Login screen

1.7 Security best practices

1.7.1 Unique login and secure password

Everyone who uses THEO must read and sign a copy of the End User Agreement — Individual User
form and agree to follow the terms of this agreement. These terms include updating your password
every 60 days and keeping your password secret.

You will receive a unique login that is connected to your work e-mail address. THEO will require you to
update the password for your login at least once every 60 days. The designated super user or manager
of your local program will collect a signed user agreement from you and grant permission before you
receive your THEO login.

1.7.2 Do not share your login

Never share your login with anyone (not even with your manager or THEO Application Support staff!).
Always keep your password secret. Any actions performed in THEO under your login are linked to you
personally. You are responsible for the actions done under your login.
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1.7.3 Confidentiality and security requirements

THEO contains personally identifiable data about home visiting clients and the services they have
received. Information collected about home visiting clients includes sensitive health data and private
details about their lives. Federal and state laws, and your program’s rules limit when you can share
data from THEO without a signed release of information from the client or the client’s guardian. Clients
have a right to privacy and a reasonable expectation that their information will be protected. The trust of
your clients depends on your protection of their information.

1.7.4 Electronic footprint and security auditing

Everything that you do in THEO, such as looking up a client, saving data, downloading data, or deleting
data, leaves an electronic footprint in THEO. Whatever you do while you are logged in is captured in a
security audit log, which records the history of the database. You are responsible for the actions
recorded under your login.
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2.0 THEO Dashboard and Care Menu

Section 2.0 provides an orientation to the THEO dashboard, Care Menu, and icons.

2.1 THEO Dashboard

Your THEO dashboard opens after you log in to THEO. What your dashboard looks like depends on
whether you are a home visitor or have another type of job role, such as supervisor, super user, or data
specialist. The arrangement of items on your screen also may vary depending on your screen settings
and the size of the monitor you are using.

Figure 1 shows a home visitor’s dashboard on a full-sized monitor. Note the list of clients currently
assigned to Home Visitor (the “Active Care Plans”). Number of total clients and families (cases) display
to the left of the Active Care Plans.

& VISITOR, HOME +

~ RECORDS

® ACTIVE CARE PLANS WORK ITEMS
Contacts
= Service Requests - Pending Review
o TEST-0000203 : Acosta Testing, Adele = e
@ clients Q Visitor, Home oas/2022 Service Requests - Pending Approval
icati Service Requests - Pending Completion
[3 Applications Q THEQ ! : D
TEST Iff:ﬁff”z“ :Acosta Testing, Anna =0 Referrals - Pending Review
Client Identifiers G
Referrals - Pending Approval

B, Enrollment Status TEST-0000268 : Alone, Baby P ) Referrals - Pending Completion

06/01/2022
® Referrals Applications - Submitted (@)

Enrollments - Expiring

@ Service Requests TEST-0000210 : Anderson, Justin =i }

03/05/2022

@ CLENTS

€ Care Plans

TEST-0000273 : Baby, Newbom = e
& Cases Q 06/05/2022
I Enroliments

TEST-0000206 : Brown, Angelo [=2; ]

0171072022

& CASES

TEST-0000204 : Brown, Danielle =0

06/30/2021

TEST-0000217 : Client, Caregiver (=3 ]

09/01/2021

TEST-0000269 : Enrolled Mom, Prenatal = } -

Figure 1: Dashboard for a home visitor — Full-sized monitor displaying Active Care Plans
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Figure 2 shows a dashboard for a user who is a supervisor, super user, or data entry specialist. Click
on the orange icon to the right of “RECORDS” on your screen. This will open a list of nurse case
managers at your agency, who are assigned Babies First! and/or CaCoon clients currently.

& SUPERVISOR, SUPER USER ~ 8 - Q (-]

~ RECORDS

WORK ITEMS
Contacts Q @
Service Requests - Pending Review

@ Clients TEST Service Requests - Pending Approval

[ Applications Service Requests - Pending Completion
Referrals - Pending Review

Client Identifiers

Referrals - Pending Approval

B Enrollment Status Referrals - Pending Completion

® Referrals Applications - Submitted ()
Enrollments - Expiring

@ Service Requests

€ Care Plans

B Cases

B Enroliments

Figure 2: Dashboard for a supervisor, super user, or data specialist - Full-sized monitor

A new panel opens on your screen with links to the dashboard for each case manager at your agency.
Counts of assigned clients and cases (i.e., families) display to the right of each home visitor's name
(Figure 3).

& SUPERVISOR, SUPER USER v & - Q @

= @®TEST
~ RECORDS
& L Hast L WORK ITEMS
[ Contacts Q ASSIGNMENTS @ = =l
2 wv Service Requests - Pending Review
Mot Assigned 21 =~
@ Clients Cochrane, Mallory n 4 Service Requests - Pending Approval
Visitor1, Home 32 Service R it P 6 leti
et ervice Requests - Pending Completion
[® Applications Visitorz, Home o 8 . A ampy
Zukowsid, Laura n B Referrals - Pending Review
Client |dentifiers
Referrals - Pending Approval
I Enrollment Status Referrals - Pending Completion

@ Referrals Applications - Submitted (@)

Enrollments - Expiring
@ Service Requests

% Care Plans

B CGases

I Enroliments

Figure 3: Links to the dashboard for each home visitor at your agency - Full-sized monitor
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Clicking on a case manager’s name will make a list of their current assigned clients display, along with
links to each client’s dashboard, which THEO calls a Care Plan (Figure 4).

w THEO  TEST & SUPERVISOR, SUPER USER + - @ -]

€% NCTIVE CARE PLANS WORK ITEMS

TEST-0000203 : Acosta Testing, Adele

TEST-0000202 : Acosta Testing, Anna
TEST-0000268 : Alone, Baby

TEST-0000210 : Anderson, Justin

Figure 3: Home visitor's assigned caseload - Full-sized monitor

2.2 Icons and moving around in THEO

Icons are the little symbols or pictures that appear throughout THEO. Clicking on an icon opens another
screen or window in THEO. The icons allow you to move around in THEO more easily.
Holding your cursor over an icon (or “mousing over” an icon) will change your cursor into a pointing

hand {b , and the name of the icon will appear near it. As icons appear in each section of this
manual, we will describe them.

On the THEO Title Bar, the parts and icons that appear, from left to right, are described in Table B
(below).

Table B: THEO Title Bar Parts and Icons

Icon Name Description
Orange The orange Butterfly appears on every screen in THEO and
Butterfly | will return you to the main dashboard you see when you log
in to THEO.

IEETEI TR EETSE | Area within | Shows the program and location where you work. Area refers
THEO to a home visiting program at a specific agency location.
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Icon

& ZUKOWSKI, LAURA ~

= Switch Accounts

@, Change Password

@ Log Off

Name

Description

User
Account

Displays the name of the user who is logged in to THEO.

Mouse over your name to open this menu, which has three
options:

1. Switch Accounts allows you to access data in another
Area in THEO. Note: Babies First! and CaCoon data are
collected in separate Areas, and you can move back and
forth between the Areas without having to log in again.

2. Change Password takes you to the screen where you can
reset your password.

3. Log Off logs you out of THEO and returns you to the login
screen.

Resource
Library

Links you to commonly used documents and websites. You
can download, save, and print documents from the Resource
Library. All surveys are available in the Resource Library.

Files

Takes you to a directory of documents that you have
uploaded or downloaded in THEO. You can upload PDFs of
signed consent forms or release-of-information forms,
completed screenings, etc.

Files that you download from THEO also appear on the Files
page.

- O
B
Cl

Help &
Support

Displays email address for THEO Application Support
(theo.support@dhsoha.state.or.us). Please request a
secure email if you need to send confidential client
information to the support team.

Icons and links on the THEO Navigation Bar vary depending on the screen where you are working in
THEO, but an important icon that always appears on the Navigation Bar is the Toggle Main

Menu icon ( ) and the Close Care Menu icon ( ), which open and close the Care Menu

from any screen.

Figure 1 shows the Toggle Main Menu icon with the Care Menu closed. Figure 2 shows the Toggle
Main Menu with the Care Menu open. Try the following steps to practice opening and closing the Care

Menu.
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mailto:theo.support@dhsoha.state.or.us

e Click on the Toggle Main Menu icon to open the Care Menu (Figure 1).

THEO DEMO HFA PRACTICE AREA

B HFA PRACTICE AREA

& SUPERVISOR, MARIA ~

HFA Practice Area

WORK ITEMS

Applications - Submitted (€

Enrollments - Expiring

Figure 1: Toggle Main Menu icon (Care Menu closed)
e When the Care Menu is open (Figure 2), either click on the Toggle Main Menu icon

-

) or click on the Close Care Menu icon (

) to close the Care Menu.

THEO DEMO HFA PRACTICE AREA

= CARE MENU

& HFA PRACTICE AREA

& SUPERVISOR, MARIA ~

RECORD!
R WORK ITEMS

[&3 Contacts

@

A Practice Area

Applications - Submitted (€

@ Clients Enrollments - Expiring

Applications

Figure 2: Toggle Main Menu icon and the Close Care Menu icon

e The Care Menu closes, and your dashboard fills the screen (Figure 3).

THEOQ DEMO HFA PRACTICE AREA & SUPERVISOR, MARIA ~

@ HFA PRACTICE AREA

i WORK ITEMS

@@

HFA Practice Area

Applications - Submitted (€

Enrollments - Expiring

Figure 3: Dashboard with closed Care Menu
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2.3 Care Menu

The Care Menu, on the left side of your screen, includes links to other screens in THEO (Figure 1):
Contacts; Clients; Applications; Client Identifiers; Enroliment Status; Care Plans; Cases; Enroliments.
When you click on any item or icon listed on the Care Menu, a screen will open where you can search
for (and sometimes add) new records of that type.

THEO  TEST & VISITOR, HOME ~ [l Q (2]
= CARE MENU
HECRES W] ¥ % ACTIVE CARE PLANS WORK ITEMS
83 Contacts Q ASSIGNMENTS @ = =
B ?r = Service Requests - Pending Review
. Not Assigned 21 o TEST-0000203 : Acosta Testing, Adele = ]
@ Clients Cochrane, Mallory 0 4 _I D1715/2022 Service Requests - Pending Approval
% o
B Applications ek z A 3 Service Requests - Pending Completion
i, Hui w7 o .
— - 1.557-0000202 : Acosta Testing, Anna (=3: ] Referrals - Pending Review
Client Identifiers yiogéen, Fooagy 01/15/2022
Patterson, Derrick 6 4 Referrals - Pending Approval
Pitney, Matth u 1w
I Enrollment Status ) ?Ey e TEST-0000268 : Alone, Baby 5 e Referrals - Pending Completion
Visitor, Home % 1 -
® Referrals Applications - Submitted ()
Enrollments - Expiring
@ Service Requests TEST-0000210 : Anderson, Justin (=0 ]
03/05/2022
% Care Plans
TEST-0000273 : Baby, Newborn = ]
& Cases Q + 06/05/2022
B Enroliments
TEST-0000206 : Brown, Angelo = ]
01/10/2022
TEST-0000204 : Brown, Danielle = ]
06/30/2021

Figure 1: THEO dashboard — Care Menu
The icons that appear in the Care Menu, from top to bottom, are described in Table C below.

Table C: Care Menu Icons
Icon Name Description
Find Takes you to a search screen where you can find
(Magnifying glass) records.

New (Add New) Adds a new record.

Contacts Takes you to a list of all Contacts, where you can
search, filter, sort, and download the records.

Clients Takes you to a list of all Clients, where you can
search, filter, sort, and download the records.

@R+l o
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Icon

Name

Description

Client Identifiers

Takes you to the Search Client Identifiers screen,
where you can add identifiers to a client’s record and
search using these alternative identifiers. The
purpose of this screen is to allow more detailed
searching of client records.

Examples of other identifiers include driver’s license
number, medical record number, and identifiers from
other databases used by local agencies.

Applications

Takes you to a list of all Applications, where you can
search and filter the records.

Enrollment Status

Takes you to a list of all clients in THEO with
summary information about their enrollments and
applications. The Enroliment Status screen lists the
client ID and name, program ID, area, current
enrollment status, start and end dates of enrollments,
screening result, screening ID, screening date, and
application ID.

Note: This screen allows you to view information
about enroliments and applications by all programs
and agencies around the state. This allows you to
determine whether someone is enrolled currently in
another home visiting program to avoid duplication of
services.

Care Plans

Takes you to a search screen, where you can find all
Care Plans for clients enrolled at your agency.

Cases

Takes you to a search screen, where you can find all
Cases at your agency.

Note: A “case” refers to all people in a household or
family who are enrolled together in the same home
visiting program.

Enrollments

Takes you to a list of all Enroliments at your agency,
including current enroliments and past enroliments.
You can search and filter the records.
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3.0 Enrolling Clients with THEO’s Application

THEO enrolls clients using the Application process, which guides you through a series of steps. At the
end of the Application process, THEO creates a Case for each family, and a Care Plan for each client

in the Case. All members of a family or household who are enrolled together in one program are called
a “Case” in THEO.

Below are instructions for different types of client enroliments.

3.1 Babies First! or CaCoon infant, child, or youth enrolls alone: page 27

3.2 Prenatal Babies First! caregiver enrolls alone: page 31

3.3  More than one client enrolls together, in the same program and at the same time: page 35
3.4  Client enrolls AFTER another family member has already enrolled (Add Member): page 40

3.5 Final steps of enroliment: page 45

3.1 Babies First! or CaCoon infant, child, or youth enrolls alone: Add New
Application

Sometimes an infant, child, or youth may enroll in Babies First! or CaCoon alone. No one else in the
family is enrolled in the program.

1. Add New Application

e From your THEO dashboard, click on the New (+) icon to the right of Applications on the Care
Menu (Figure 1).

THEO  TEST & HOME VISITOR, EXAMPLE v & v Q (>}

= CARE MENU @ HOME VISITOR, EXAMPLE

> REC
R ® ACTIVE CARE PLANS WORK ITEMS

&3] Contacts
Service Requests - Pending Review

: o TEST-0000203 : Acosta Testing, Adele =i }
@ Clients Q Home Visitor, 01/15/2022 Service Requests - Pending Approval
Example
B Applications Q Service Requests - Pending Completion
. ‘;’515;-2(‘1)230202 : Acosta Testing, Anna =2 ] ReFarralsBeniiing Raview
Client Identifiers =
Referrals - Pending Approval
B Enrollment Status TEST-0000206 : Brown, Angelo = e Referrals - Pending Completion
01/10/2022
@ Referrals Applications - Submitted ()
@ CLIENTS Enrollments - Expiring
@ Service Requests TEST-0000204 : Brown, Danielle =i }
1 2 06/30/2021
& Care Plans
TEST-0000217 : Client, Caregiver =i }
& Cases Q S cnoes 09/01/2021
I Enrollments (s} 8
TEST-0000218 : FakeClient, Mama "= ]

03/21/2020

[ Microsoft SQL Server Management Studio 18 | -

Figure 1: THEO Dashboard — Add New Application
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2. Add New Client Information screen opens (Figure 2).
e Enter client’s data in all required fields, which are marked with an orange left border
¢ Also enter Local Client ID and Primary Spoken Language.
e Click on the orange Save & Continue button.

© CLIENT

@ Add New Client Information

Alone

Baby

Middle Name

Also Known As /

Figure 2: Add New Client Information screen

Data Entry Tips

o Fields marked with orange on the left border are required, which means you
must enter data in these fields before THEO will allow you to save the
record.

¢ A required field that is left blank (empty) will cause an error message when
you try to save. Enter data in the required field and then save. The error
message disappears, and the entry is saved.

¢ |f you do not know the client’s address, phone, and/or email, click on the
checkbox to the left of the item to remove the checkmark in the checkbox
(Figure 3). Removing the checkmark turns off the field and allows you to
leave the field blank when you save your data entry.
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3. Turn off contact information fields if preferred (Figure 3).

e (Optional step) Uncheck Addresses, Phone, and Email to make these fields not required.
e Click on the orange Save & Continue button

© PROGRA © CLIENT

@ Add New Client Information o

O

O Addresses

O Phone

) Email

‘

'
| |

Figure 3: Turn off data fields in the Addresses, Phone, and Email sections (optional)

4. Client summary opens and shows client on application (Figure 4).
e Click on the orange Continue button.

© PROGRA © CLIENT
@ Alone, Baby 4 Female | DOB: 06/20/2021 | TEST-0000268

Iy CaCoon (Care Coordination)

Alone, Baby

Ve
==

Figure 4: Client summary
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5. Eligibility screen opens and lists client who is enrolling (Figure 5).

e Click on the orange Save & Continue button.

CLIENT INTAKE © PROGRAM > @ CLIENT > © ELIGIBILITY > } N e

® Alone, Bab\/ 4 Female | DOB: 06/20/2021 | TEST-0000268

3

I CaCoon (Care Coordination)

é Alone, Baby € % Decline

€

& Save & Continue =

Figure 5: Eligibility screen

6. Enrollment screen opens (Figure 6).
o Enter Enrollment Start Date. Select the correct nurse case manager in the Assigned To field.

e Click on green Approve & Enroll button.

& PROGRAM & CLIENT © ELIGIBILITY > © ENROLLMENT

@ Alone, Baby 4 Female | DOB: 06/20/2021 | TEST-0000268

I CaCoon (Care Coordination)

é Alone, Baby & %  Submitted @Deny X Cancel
PROGRAM SCREENING DATE

CaCoon (Care Coordination)

Enrollment Start Date

| 6/1/2022 &

Assigned To
Home Visitor, Example : TEST - @

© Approve & Enroll & © Skip Enrollment

Figure 6: Enrollment Start Date and Assigned To fields
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7. Completed application displays (Figure 7).
e Client has an Open Care Plan button and a green Enrolled badge to the right of their name.
¢ Click on the client’'s Open Care Plan button. Go to Section 3.5.1, page 45, to enter the client’s 3
surveys and complete the final steps of enroliment.

© PROGRAM & CLIENT © ELIGIBILITY > © ENROLLMENT

@ Alone, Baby 4 Female | DOB: 06/20/2021 | TEST-0000268

Iy CaCoon (Care Coordination) /

é Alone, Baby & %® Open Care Plan ]

6/1/2022 - Home Visitor, Example: TEST

@ Close Client Intake ¥ &+ New Client Intake [2 Open Application ‘ ’ B2 Open Case

Figure 7: Completed application

3.2 Prenatal Babies First! caregiver enrolls alone: Add New Application

Some families enter the program before the child is born. In these families, a prenatal Babies First!
caregiver enrolls alone. The infant enrolls after birth. Note: CaCoon does not enroll prenatal caregivers.

1. From your THEO dashboard, click on the New (+) icon to the right of Applications (Figure 1).

THEQ  TEST &HOME VISITOR, EXAMPLE v & v
=CARE MENU @ HOME VISITOR, EXAMPLE
RS % ACTIVE CARE PLANS WORK ITEMS
Contacts
. = Service Requests - Pending Review
8 . TEST-0000203 : Acosta Testing, Adele =3 )
@ Clients Q Home Visitor, Example 01152022 Service Requests - Pending Approval
i Service Requests - Pending Completion
@ Applications g ) q g p
TEST TS 10000202  AcastaTusting- Anind = e Referrals - Pending Review
Client Identifiers o
Referrals - Pending Approval
I Enrollment Status TEST-0000268 : Alone, Baby = e Referrals - Pending Completion
06/01/2022
© Referrals Applications - Submitted (@)
Enroliments - Expiring
@ Service Requests TEST-0000206 : Brown, Angelo =3 )
01/10/2022
< Care Plans @ CLENTS
TEST-0000204 : Brown, Danielle =3 )
B Cases a 1 2 063072021
IR Enroliments Qa
TEST-0000217 : Client, Caregiver =i ]
09/01/2021
& CASES
TEST-0000218 : FakeClient, Mama =0
8 03/214/2020
TEST-0000220 : Family0d, Index Parent (= @

Figure 1: Add New Application
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2. Add New Client Information screen opens (Figure 2)
e Enter caregiver’s data in all required fields, which are marked with an orange left border.
¢ Also enter Local Client ID and Primary Spoken Language.
e Click on the orange Save & Continue button.

© CLIENT

@ Add New Client Information

Last Name
First Name
Middle Name
Prefix

Suffix

Also Known As

Birth Date

Gender
-
Primary Spoken Language

Figure 2: Add New Client Information

3. Turn off contact information fields if preferred (Figure 3)
o (Optional step) Uncheck Addresses, Phone, and Email to make these fields not required.
e Click on the orange Save & Continue button (Figure 3).

© PROGR © CLIENT

@ Add New Client Information  or

Figure 3: Turn off required data fields in the Addresses, Phone, and Email sections (optional)
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4. Client summary opens and shows the client’s name (Figure 4).

e Click on the orange Continue button.
© PROGRAM O CLIEENT ELIG T k.
@ Enrolled Mom, Prenatal # Female | DOB: 01/04/1992 | TEST-000026

Iy Babies First!

Enrolled Mom, Prenatal

N |

Figure 4: Client summary

(=

5. Pregnancy Information screen opens (Figure 5).
Check the checkbox if the Index Parent is pregnant. Enter the Due Date and Number of Babies

[ ]
Expected.
¢ Click on the orange Save & Continue button.
& PROGRA © CLIENT BILIT: b
@ Enrolied Mom, Prenatal 4 Female | DOB: 01/04/1992 | TEST 269
Pregnancy Information
Please indicate pregnancy status
6/30/2022 i
1
Figure 5: Pregnancy Information
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6. Eligibility screen opens (Figure 6).
e Click orange Save & Continue button.

| © PROGRAM © CLIENT © ELIGIBILITY
@ Enrolled Mom, Prenatal 4 Female | DOB: 01/04/1992 | TEST-0000269
I Babies First! Priority CHRE T R -
Enrolled Mom, Prenatal & (v appty ) % Dectine

Figure 6: Eligibility screen

7. Enroliment screen opens (Figure 7).
¢ Enter the Enroliment Start Date. Select the correct nurse case manager in the Assigned To field.
e Click on the green Approve & Enroll button.

‘ © PROGRAM © CLIENT © ELIGIBILITY © ENROLLMENT

@ Enrolled Mom, Prenatal 4 Female | DOB: 01/04/1992 | TEST-0000269

Iy Babies First!

Enrolled Mom, Prenatal & m (Cwenoll ) @Deny % Cancel
Babies First! /
Enrollment Start Date
[
s}
Assigned To

Home Visitor, Example : TEST ~ | @

N |

| o o>

Figure 7: Enroliment Start Date and Assigned To fields
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8. Application is completed (Figure 8). Click on the client’'s Open Care Plan button and follow the
instructions in Section 3.5.1, page 45, to enter the 3 surveys that complete the client’s enroliment.

S S > S > S > —

@ Enrolled Mom, Prenatal

©  Enrolled

4 Female | DOB: 01/04/1992 | TEST-0000269

Y Babies First!

4‘ Enrolled Mom, Prenatal @

6/30/2022 = Home Visitor, Example: TEST

[3 Open Application ‘ l & Open Case

@ Close Client Intake ¥ &+ New Client Intake

Figure 8: Completed Application

3.3 More than one client enrolls together in the same program: Add New
Application

Sometimes two siblings or a caregiver and child enroll together in the same program.

1. From your THEO dashboard, click on New (+) icon to the right of Applications on the Care Menu
(Figure 1).

THEO  TEST

& VISITOR, HOME = & - Q

= CARE MENU @ VISITOR, HOME

~ RECORDS

4 ACTIVE CARE PLANS WORK ITEMS

4
@ Contacts Q [

@ Clients Q Visitor, Home

[® Applications

TEST-0000203 : Acosta Testing, Adele
01/15/2022

TEST-0000202 : Acosta Testing, Anna

& Service Requests - Pending Review

Service Requests - Pending Approval

Service Requests - Pending Completion

TEST iy Referrals - Pending Review
Client Identifiers .
Referrals - Pending Approval
I Enroliment Status TEST-0000268 : Alone, Baby Referrals - Pending Completion
06/01/2022 o .
@ Referrals Applications - Submitted (@)
Enrollments - Expiring
@ Service Requests TEST-0000210 : Anderson, Justin
03/05/2022
@ CLENTS

% Care Plans

B Cases Q 1 6

B Enroliments

TEST-0000273 : Baby, Newborn
06/05/2022

TEST-0000206 : Brown, Angelo
01/10/2022

Figure 1: Add New Application
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2. Add New Client Information screen opens (Figure 2).
e Enter client’s data in all required fields, which are marked with an orange left border.
¢ Also enter Local Client ID and Primary Spoken Language.
e Click on the orange Save & Continue button.

© CLIENT

@ Add New Client Information

Last Name
First Name
Middle Name
Prefix

Suffix

Also Known As

Birth Date

Gender

Primary Spoken Language

Figure 2: Add information about first client

3. Turn off contact information fields if preferred (Figure 3).
o (Optional steps) Uncheck Addresses, Phone, and Email to make these fields not required.
e Click on the orange Save & Continue button.

@ PROG © CLIENT

@ Add New Client Information

0 0
g "
o ‘j’
o ]

'

Figure 3: Turn off required data fields in the Addresses, Phone, and Email sections (optional)
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4. Client summary opens and shows the client’'s name (Figure 4).
e Click on + Add Another Client.

[} A © CLIENT

@ Brothers, Twin 1 #Male | DOE

I Babies First!

Brothers, Twin 1 /

Figure 4: + Add Another Client

5. Add New Client Information screen opens (Figure 5).
o Enter client’s data in all required fields, which are marked with an orange left border.
¢ Also enter Local Client ID and Primary Spoken Language.
e (Optional steps) Turn off contact information fields if preferred. Uncheck Addresses, Phone, and
Email to make these fields not required.
e Click on the orange Save & Continue button.

© PROG © CLIENT
@ Add New Client Information

Last Name

First Name

Middle Name

Prefix

Gender

-
Primary Spoken Language /

| "0 s scomr >

Figure 5: Add information for second client
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6. Relationships screen opens (Figure 6).
¢ Click on the Relationships field to open the drop-down list.
e Select the relationship between the two clients on the Application.
e Click on the orange Save & Continue button.
A ]

© PROGRAM © CLENT

@ Brothers, Twin 1

Relationships /

Twin 2 Brothers is ¥ | toTwin 1 Brothers

Primary Contact for Twin 2 Brothers

B

Figure 6: Relationships screen

7. Summary screen displays all clients on the application with their relationships between one another

(Figure 7).
¢ Click on the orange Continue button.

© PROGRA O CLIENT

TEST-0000274

@ Brothers, Twin 1 # Male | DOB: 06/05/2022

I Babies First!
Brothers, Twin 1
Brother of Brothers, Twin 2

Brothers, Twin 2

N

=]

THEO Data System — Babies First! / CaCoon 6/21/2022 8:01 AM
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8. Enroliment screen opens (Figure 8).
e Enter the Enrollment Start Date.

¢ Enter the correct nurse case manager being assigned to the family in the Assigned To field.
e Click on the green Approve & Enroll button.

-
| © PROGRAM © CLIENT © ELIGIBILITY © ENROLLMENT ‘

@ Brothers, Twin 1

# Male | DOB: 06/05/2022 | TEST-0000274

I Babies First!

Brothers, Twin 1 & ( wEnou ) @peny % cCancel
Brother —
Babies First!
Brothers, Twin 2 @
Brother Enrollment Start Date
;]
Assigned To
Visitor, Home : TEST v

N

s

Figure 8: Enrolliment Start Date and Assigned To fields

9. Completed application (Figure 9).

¢ All clients who enrolled have Open Care Plan buttons and green Enrolled badges to the right of
their names.

¢ Click on either client’'s Open Care Plan button. Go to Section 3.5, page 45, to enter the
caregiver’s 3 surveys and complete the final steps of enrollment for the pregnant caregiver.

| @ PROGRAM @ CLIENT @ ELIGIBILITY © ENROLLMENT

@ Brothers, Twin 1 # Male | DOB: 06/05/2022 | TEST-0000274

I Babies First!

Brothers, Twin 1 €

Brothers, Twin 2 @ * Open Care Plan |
Brother :

| o

Figure 9: Completed application
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3.4 Client enrolls AFTER another family member is enrolled: Add Member

Once someone in a family is enrolled in a program, anyone else from the same family or household
who enrolls, can be added from another family member’s active Care Plan.

A common reason for adding a new client to a family’s Case is enrolling a newborn after a mother’s
prenatal enroliment. Other common reasons to add a new family member to a Case include changing
the caregiver in a Case or enrolling additional children.

1. Open a client’s Care Plan from the home visitor dashboard by clicking on the Open icon (Figure 1).

THED  TEST SHOMEVSTOREGMPLE + B+« K ©
= CARE MENU € = @ HOME VISITOR, EXAMPLE
~ RECORD!
i 9 ACTIVE CARE PLANS WORK ITEMS
Contacts
Service Requests - Pending Review
) . TEST-0000203 : Acosta Testing, Adele =)
@ Clients Q Home Visitor, Example 01152022 Service Requests - Pending Approval
B Applications Service Requests - Pending Completion
THED
TEST ;Ef;—zg?;nmz :Acosta Testing, Anna =8 Referrals - Pending Review
Client Identifiers e
Referrals - Pending Approval
I, Enroliment Status TEST-0000268 : Alone, Baby =0 Referrals - Pending Completion
106/01/2022
© Referrals Applications - Submitted (@)
Enrollments - Expiring
@ Service Requests TEST-0000206 : Brown, Angelo =)
01/10/2022
9 Care Plans @ CLENTS
TEST-0000204 : Brown, Danielle =3}
& Cases Q 1 3 06/30/2021
I Enroliments Q
TEST-0000217 : Client, Caregiver = : }
090172021
& CASES
TEST-0000269 : Enrolled Mom, Prenatal.
9 e
TEST-0000218 : FakeClient, Mama =)
0372172020
TEST-0000220 : Family01, Index Parent > &
10/01/2021

Figure 1: Open Care Plan from a home visitor's dashboard

2. Care Plan opens (Figure 2).
e Mouse over the Gear/Daisy icon in the upper right corner to open the Actions menu.
e Click on “Add Member”.

THEO  TEST & HOME VISITOR, EXAMPLE *

€ CAREPLAN  TEST-0000269 : ENROLLED MOM, PRENATAL - 03/31/2022

D History
L CarePlan @& oOVERVIEW % ACTION PLAN G P 8 Bprint
& & Download
Boss =
wso @) ey e
—— ® » 6583838 B —]
Enrolled Mom, Prenatal -4
TesT-o mAR31 ° & Client Survey aam -
ok m chp Z‘ B, ENROLLMENT = » Babies First! and CaCoon - Every Visit Survey SURVEY DATE 03/31/2022 &
30 year od Female
sarToATe
» oaties et " =
0373172022 v maR31 ° & Client Survey Bt &
» Babies First! and CaCoon - Caregiver Survey SURVEY DATE 03/31/2022 &
PREGNANCES (= 4
AT @ _— mar31 ° & Client Survey ©  Compicte &
»asesess s CHIEEIED © » Babis Fist1 and Cacoon-Clent Emliment sweoEosIAT £
Survey
CLIENT @®
® CLUENTISSUES = + MaR31 a B Enrollment o
CONTACT = [ » Bables Firstt START DATE 03/31/2022
a

& cusnTsTRENGTHS = 4

CASE

No clent strengihs
0 wENTRISKS = +

Figure 2: Add Member on the Actions menu
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3. The Application process opens. The client who enrolled earlier appears at the top (Figure 3).
e Enter the new client’s information.
e Click on the orange Save & Continue button.

© CLIENT © ELIGELIT
4 Female | DOB: 01/04/1992 | TEST-0000269

@ Enrolled Mom, Prenatal

@ Add New Client Information o

Last Name

Baby

First Name
Newborn
Middle Name
Prefix
Suffix

Also Known As

Birth Date

6/5/2022 &8

Gender
Male 5.

Figure 3: Add New Client Information screen

4. Relationships screen opens (Figure 4).
o Select the relationship between the new client and the already enrolled client.
e Click on the orange Save & Continue button.

© CLIENT © ELIGIBILITY © ENROLLMENT

@ Enrolled Mom, Prenatal & Female | DOB: 01/04/1992

Relationships /
Please define relationships for Newborn Bab

Newborn Baby is Child ¥ | to Prenatal Enrolled Mom

Primary Contact for Newborn Baby
(@ Prenatal Enrolled Mom

v

I o o |

Figure 4: Relationships
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5. Client summary opens (Figure 5).
e Client (“Enrolled Mom, Prenatal”’) who enrolled earlier shows an “Enrolled” status.
e New client (“Newborn, Baby”) is listed without an “Enrolled” status.
e Click on the orange Continue button.

© CLIENT

@ Enrolled Mom, Prenatal

I Babies First

Enrolled Mom, Prenatal

Baby, Newborn

6. Pregnancy Information screen opens (Figure 6).
¢ Do NOT check that the caregiver is pregnant. This application is enrolling the newborn.
e Click on the orange Save & Continue button.

© CLIENT

Figure 5: Client summary

@ Enrolled Mom, Prenatal % Female
Pregnancy Information

Please indicate pregnancy status

N

Figure 6: Pregnancy Information
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7. Eligibility screen opens (Figure 7).
e The caregiver who enrolled earlier shows an “Enrolled” status. The new client shows as
applying to enroll.
e Click on the orange Save & Continue button.

m R > e > - . .

@ Enrolled Mom, Prenatal # Female | DOB: 01/04/1992 | TEST-0000269
E Babies First! Priority 1 2 3 4 5
Enrolled Mom, Prenatal @ ENROLLED ON 3/31/2022
Mother
Baby, Newborn @ su N i
|i’ e BMITTED ON 6/6/2022 % Decline

© Save & Continue %

Figure 7: Eligibility screen

8. Enrollment screen opens (Figure 8).
e Enter the Enrollment Start Date.
® (Click on the green Approve & Enroll button.

EUE"T l"TAKE S S > R

@ Enrolled Mom, Prenatal 4 Female | DOB: 01/04/1992 | TEST-0000269

I Babies First!

Enrolled Mom, Prenatal €& ‘ * Open Care Plan m @ De X Cancel
* Mother [ gk an - ny
. ; e PROGRAM SCREENING DATE
3/31/2022 - Home Visitor, Example: TEST Babies First!
Enrollment Start Date
St 0 | &
Son

N .

@ Approve & Enroll © Skip Enrollment

Figure 8: Enrolliment screen
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9. Application is completed (Figure 9).

¢ Click on the newborn’s Open Care Plan button and follow the instructions in Section 3.5.1, page
45, to enter the 3 surveys that complete each client’s enrollment.

m © CLIENT > © ELIGIBILITY > © ENROLLMENT (<]

@ Enrolled Mom, Prenatal 4 Female | DOB: 01/04/1992 | TEST-0000269

I Babies First!

* Enrolled Mom, Prenatal @ % Open Care Plan ©  Enmlled
Mother

3/51/2022 - Home Visitor, Exampjidg

f Ewnesn@ @ Open Gare Plar
Son e ——)

6/5/2022 - Home Visitor, Example: TEST

@ Close Client Intake ¥ &+ New Client Intake [ Open Application ‘ ‘ £ Open Case

Figure 9: Completed Application
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3.5 Final Steps of Enroliment

To complete each client’s enroliment:

e Add 3 surveys to the Care Plan for each client with a new enroliment;
1. Babies First! and CaCoon - Client Enroliment Survey
2. Babies First! and CaCoon - Every Visit Survey

3. Babies First! and CaCoon - Caregiver Survey
or Babies First! and CaCoon - Infant and Child Survey (for the child)
or CaCoon - Child or Youth Survey
e Update the pregnancy record for any caregiver whose pregnancy has ended. When a pregnant
caregiver enrolls alone, and then the child is born and enrolls, update the postpartum
caregiver’s pregnancy record with the child’s birth.

3.5.1 Three surveys complete each new client’s enrollment

1. Add new surveys to each client’s Care Plan (Figure 1).
e From a client’s Care Plan, mouse over the (+) Add New icon. Menu opens.
e Click on Client Surveys.

L4 Livd Care Plan & ¥
&= cases =
w
Washington, Aretha » 6500769 [= &
TEST-0000211 (il
Born 1/15/2000
22 year old Female
A ALERTS =
i & |
CARE PLAN L =it
p ® CLIENTISSUES [=] = E )
CLIENT ()
o
CONTACT L=} & CLIENTSTRENGTHS [S] + =
CASE ] 0

© CLENTRISKS [=) +

Washington, Aretha

€ NURSING DIAGNOSES [= +

Figure 1: Client's Care Plan
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2. Select Survey screen opens (Figure 2).
e Click on Babies First! and CaCoon — Client Enrollment Survey. Every client at enroliment has an
enrollment survey added to their Care Plan.
e Click on orange Save & Continue button.

]
© CLIENT © SELECT SURVEY
@ Washington, Aretha 4 Female | DOB: 01/15/2000 | TEST-0000211
Select Survey
QO Bab
O Bab
@ Babies First! and CaCoon - Client Enrollment Survey
QO Babies First! and CaCoon - Every Visit Survey
Figure 2: Client Enroliment Survey
3. Edit Existing Client Survey Information (Figure 3).
o Enter the enrollment start date in the Survey Date field.
e Select the staff who completed the survey form in the Completed By field.
¢ Click on the orange Save & Continue button.
© CLIENT © SELECT SURVE © CLIENT SURVEY ™
@ Washmgton, Aretha 4 Female | DOB: 01/15/2000 | TEST-0000211

Edit Existing Client Survey Information

Survey Type

Babies First! and CaCoon - Client Enrollment Survey
Survey Date

8/3/2021 i

Status

Pending

Status Date

3/9/2022

Completed By
Zukowski, Laura : TEST v Q

Area
Oregon Health Authority
-

Figure 3: Client Survey
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4. Next screen, with survey questions, opens (Figure 4).
¢ Scroll down the window and complete every question that is appropriate for the specific client
enrolling. For example, some questions are only for prenatal or postpartum caregivers, and
some questions are for clients at specific ages.
¢ Click on orange Save & Continue button(s) until you are finished entering all survey data.

\ \ = 2N
m — i} R : B R

@ Washington, Aretha 4 Female | DOB: 01/15/2000 | TEST-0000211

© Babies First! and CaCoon - Client Enroliment Survey 1of1

Babies First! and CaCoon - Client Enroliment Survey

I

Complete at: Enrollment for each client

1.Which role best describes this client?
O Pregnant Person

O Postpartum Person

Q Infant, Child, or Youth

O Caregiver (e.g., other person caring for enrolled infant or child)

2. Client’s current health insurance status?
Please check all that apply:
[ CAWEM/CAWEM Plus

D Indian Health Service

[ oHP / Medicaid
|:| Private or employer’s insurance -
naliciiniiti e m

Figure 4: Client survey questions

5. Survey closes after last page is saved, and client’s Care Plan opens (Figure 5).
e Completed enroliment survey displays in the Activity Timeline

% CAREPLAN  TEST-0000211: WASHINGTON, ARETHA - 08/03/2021

» Care Plan & OVERVIEW ¥ ACTION PLAN LGN (o & o @ & -
= cnses [
hd N AUGO3 ° & Client Survey ©  Complete =
» 6500769 [= los *» Babies First! and CaCoon - SURVEY DATE 08/03/2021 ¢
. o) i Client Enrollment Survey
Washington, Aretha
TEST-0000211
Born 1/15/2000 A MERTS =
22 year old Female iz
No alerts.
CARE PLAN ) @ @ CLENTISSUES = +
No client issues.
CLIENT
& CLENTSTRENGTHS [= +
ﬁ No client strengths.

© CUENTRISKS = +

No client risks.

Iy Babies First! - 08/03/2021
=5 Washington, Aretha

€ NURSINGDIAGNOSES = +

No nursing diagnoses.

Figure 5: Completed Client Enrollment Survey for caregiver
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6. Repeat Steps 1 through 5, starting on page 45, to enter a Visit survey and a Caregiver survey for the

caregiver’s enrollment visit.

o Enter the first visit date (same as the enrollment start date) in the Survey Date fields of the Visit
Survey and the Caregiver Survey.

o There will be 3 total surveys on the Activity Timeline for the caregiver’s enroliment (Figure 6).

= P CAREPLAN TEST-0000211: WASHINGTON, ARETHA - 08/03/2022

) @ CaePan @ % G & & o @ -
-
& CnsEs )
% ° & Client Survey &
Washington, Aretha » 6503843 [= (:) » Babies First! and SURVEY DATE 08/03/2022  &°
CaCoon - Caregiver
TEST-0000211 Gl Survey
Born 1/15/2000
22 year old Female
A ALERTS = AUG 03 ° & Client Survey =
= No alerts. » Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Every Visit
CARE PLAN L] Survey
@ CLENTISSUES [= +
2
CLIENT No client ssues AUGO3 ° & Client Survey =
» Babies First! and SURVEY DATE 08/03/2022  4*
CaCoon - Client
CONTACT & CLIENTSTRENGTHS [= + Enrollment Survey
No client strengths. —
CASE ﬂ

© CLENTRISKS = +

No client risks.

Washington, Aretha

Figure 6: The 3 surveys that record the enroliment visit for the caregiver

3.5.2 Go to another family member’s Care Plan

You can open another family member’s Care Plan without leaving the family’s Case or having to
search, which can take more time. Continue from the end of Step 3.5.1 (above).

1. From a client’s Care Plan, click on the Case tab (Figure 1).

= <P CAREPLAN TEST-0000211:WASHINGTON, ARETHA - 08/03/2022

o @ CacePan @& % G R e W @ -
= cases
s AUG 03 ° & Client Survey =]
Washington, Aretha » 6503843 [= (:) » Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Caregiver
TEST-0000211 Lot Survey
Born 1/15/2000
22 year old Female
A nierts = AUG 03 ° & Client Survey =]
S No alerts » Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Every Visit
CARE PLAN L Survey
@ CLENTISSUES = +
2

%

CONTACT CLIENTSTRENGTHS [ Enroliment Survey

b e AUG 03 ° & Client Survey ©  Complete =3
» Babies First! and SURVEY DATE 08/03/2022
CaCoon - Client.
&

No client strengths.
CASE = O
© CLENTRISKS = +

No client risks.

Washington, Aretha

Figure 1: Case tab on the client's Care Plan
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2. Client’s Case tab opens and lists all enrollments for a family over time in the Care Plans section
(Figure 2).

e The blue “Active” badges on both Care Plans indicate the clients are still enrolled. (A green
“Complete” badge is not shown below, but it would indicate a client who was enrolled in the past
and is disenrolled now.)

Click on the open icon to the right of the other family member’s name.

THEO  TEST & ZUKOWSKI, LAURA v &~ Q (2]

€® CAREPLAN  TEST-0000211: WASHINGTON, ARETHA - 08/03/2022 M- B~ Q

- » Start Date 08/03/2022 [=,
&o

& CASEASSIGNMENTS [=) +

Washington, Aretha

TEST-0000211 ,‘,'p » Zukowski, Laura : TEST  Is Primary =
Born 1/15/2000

22 year old Female
@ ©® CAREPLANS [=
CARE PLAN * i START DATE
of » TEST.0000212 :Washington, Alanna @ -
CLIENT @ START DATE
_ ossos202: CHED
CONTACT &g (¢

CASE =

=
8 Washington, Aretha

» TEST-0000211 : Washington, Aretha [,

Figure 2: Open the other client’'s Care Plan

3. Care Plan opens for the other enrolled family member in the Case (Figure 3).
Repeat Steps 1 through 6 in section 3.5.1. (page 45) to enter 3 surveys to complete the other client’s
enrollment:
o Babies First! and CaCoon - Client Enrollment Survey
o Babies First! and CaCoon - Every Visit Survey
e Babies First! and CaCoon — Caregiver Survey
or Babies First! and CaCoon - Infant and Child Survey
or CaCoon — Child and Youth Survey

THEQ  TEST & HOME VISITOR, EXAMPLE ~ a8 - Q e

= PCAREPLAN  TEST-0000212 : WASHINGTON, ALANNA - 08/03/2022 Sy & Q

[ Care Plan  @» OVERVIEW ¥ ACTIONPLAN @ P & 6 @ + -
© SERVICEREQUESTS [ 4
B s (@) 1 el axzme
o service requesi. » Baties Fist B —
Washington, Alanna @ =
= msEes =
“TEST-0000212
Bome/30/2021
@ pest o ote > oo B ®
(6] 0 enroLMENT =

—— ooy, D ©

CARE PLAN

CLIENT

CONTACT

® CLENTISSUES = 4

«
@

No client issues.

& CLENTSTRENGTHS 1= +

CASE No client strengths

0 weNTRISS = +

No client risks.

Figure 3: Care Plan for the other family member
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4. After you have entered the 3 surveys for the enroliment, the Care Plan shows the 3 surveys in the

2

@

Washington,

b

Alanna

o

TEST-0000212
Born 6/30/2021
0 year old Male

CARE PLAN

Q

N B

CLIENT

®

CONTACT

&

CASE

Activities Timeline (Figure 4).

= 9 CAREPLAN TEST-0000212 : WASHINGTON, ALANNA - 08/03/2022

Care Plan @ ¥
— -
& cases
» 6503843 = [}

A ALERTS

No alerts.

@ CLIENTISSUES

No client issues.

& CLIENTSTRENGTHS

No client strengths.

+

=2 +

B Ciirinasiee | -

AUGO3 °
AUGO3 °
AUGO3 °

G P E 8 -

& Client Survey
» Babies First! and

CaCoon - Infant and
Child Survey

=T -

SURVEY DATE 08/03/2022  &*

& Client Survey

» Babies First! and
CaCoon - Every Visit

o=z -

SURVEY DATE 08/03/2022 &

Survey
& Client Survey ©  Complete (=
» Babies First! and SURVEY DATE 08/03/2022 ¢

CaCoon - Client
Enrollment Survey

Figure 4: The 3 surveys that complete the enroliment for the other client

3.5.3 Update the postpartum caregiver’s pregnancy record when enrolling the newborn

Always update a caregiver’s pregnancy record after the pregnancy ends. Enter the pregnancy outcome
information when you enroll a postpartum caregiver’'s newborn.

1. Open the Care Plan of a client who enrolled prenatally.

THEQ TEST

= CARE MENU

~ RECORDS

Contacts

@ Clients

Applications
Client Identifiers

I} Enrollment Status

@® Referrals

@ Service Requests

& Care Plans

= Cases

I Enroliments

Visitor, Home

THED
TEST

@ CLENTS

15

& cases

10

e From your THEO dashboard, click on the Open icon to the right of the client’s name (Figure 1).

® ACTIVE CARE PLANS

TEST-0000203 : Acosta Testing, Adele =3 ]
01/15/2022
TEST-0000202 : Acosta Testing, Anna =2 |
01/15/2022
TEST-0000268 : Alone, Baby =3 i ]
06/01/2022
TEST-0000273 : Baby, Newborn =3 ]
06/05/2022
TEST-0000206 : Brown, Angelo =N ]
01/10/2022
TEST-0000204 : Brown, Danielle = ]

06/30/2021

TEST-0000217 : Client, Caregiver
09/01/2021

TEST-0000269 : Enrolled Mom, Prenatal e E
03/31/2022

TEST-0000218 : FakeClient, Mama =0 =

SVISTORHOME + &+ B @

WORK ITEMS

Service Requests - Pending Review
Service Requests - Pending Approval
Service Requests - Pending Completion
Referrals - Pending Review

Referrals - Pending Approval

Referrals - Pending Completion
Applications - Submitted (@)

Enrollments - Expiring

Tuesday, June 7, 2022

Figure 1: Open a client's Care Plan
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2. Client’s Care Plan opens (Figure 2).
¢ Click on the Update Pregnancy icon, either in the Activities Timeline, in the top right of the

screen, or in the Pregnancies section, near the center of the screen.
8 -

THEQ  TEST & VISITOR, HOME = B @

% CAREPLAN  TEST-0000269 : ENROLLED MOM, PRENATAL - 03/31/2022 -

#- Q

L) CarePlan @ OVERVIEW % ACTIONPLAN G @ g w @ + -
= casess =5 -
o s @) pregroney um@
» 653866 [ o » 6583834 DUE DATE 06/30/2022
Enrolled Mom, Prenatal @
TEST-0000269 % MAY 31 ° & Client Survey _ Complete
Bomn 1/4/1992 ENROLLMENT = » Babies First! and CaCx ~Ever SURVEY DAT
30 year old Female Visi:';m‘m & g~ Every. SURVEY DATE 05/31/2022 &
S s, CECTEED ©
6 MAY 08 ° & Client Survey famers &
» Babies First! and CaCoon - SURVEY DATE 05/08/2022 &
PREGNANCIES = 4 Caregives Soavey
CARE PLAN *
ouE AT : C
3.irasi PO 5 ctive 0 MAY 08 ° & Client Survey ©  Complete =]
CLIENT » Babies First! and CaCoon - Every SURVEY DATE 05/08/2022 &
Visit Survey

® CLENTISSUES = 4
CONTACT APR 15 ° & Client Survey

No client issues.

°
E
[\

» Babies First! and CaCoon - Every SURVEY DATE 04/15/2022 &
CASE Visit Survey
& CLENTSTRENGTHS = +4
R nans @) ciient sunvey =
» Babies First! and CaCoon - Every SURVEY DATE 03/31/2022 &
Visit Survey
O CLENTRISKS = 4
Iy Babies First! - 03/31/2022
Enralled Mom, Prenatal Mo clitaces MAR31 ° & Client Survey — Complete =3

Figure 2: Update Pregnancy icons in the Pregnancies section and the Activities Timeline

3. Pregnancy record opens (Figure 3).
e Enter the Birth Outcome and the Birth / End Date
e Click on the orange Update & Close button.

Pregnancy

6583834 -06/30/2022
PERSON Fo

ERSO REGHANCY DUE DATE UMEES CTED BIRTH OUTCOME E
Enrolled Mom, Prenatal : 6583824 @ 6583834 6/30/2022 1 = =

1 REQUIRED FIELDS

Due Date

| 6/30/2022 o]

Number of Babies Expected
|1

Birth Qutcome

Birth/End Date

]

Date pregnancy ends. The input of this date requires that an Qutcome be entered.

N

I ) Update & Close ¥ m # Edit (7]

Figure 3: Pregnancy record
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4. Pregnancy record closes and you are back on the caregiver’s Care Plan (Figure 4).
e The Pregnancy record shows “Complete” status in both the Activities Timeline and in the
Pregnancies section.

¢ Pregnancy Outcome has been created and displays in both the Activities Timeline and in the
Pregnancies section.

THEO  TEST & VISITOR, HOME ~

7]

€ CAREPLAN  TEST-0000269 : ENROLLED MOM, PRENATAL - 03/31/2022 prI

#- Q

L] CarePlan & OVERVIEW ¥ ACTIONPLAN G P & w & + -
= oasEs = %
¥ Juno7 ° Pregnancy Outcome Live Birth @
» 6583866 [, & b 6583834 1 BIRTH/END DATE 06/07/2022
Enrolled Mom, Prenatal @
TEST-0000262 shisd ° pregﬂan[v S = ‘:J
Bom 1/4/1992 I ENROLLMENT =) » 6583834  Live Birth BIRTH/END DATE 06,/07/2022
30 year old Female. @
» Baves i oo CHIEEEED
: ° v @ © clentsrey &
'e) ¥ Babies First! and CaCoon - Every SURVEY DATE 05/51/2022 &
Visit Survey
PREGNANCIES = 4
CARE PLAN
» {RTH/END DATE MY 08 ° & Client Survey S Complete =
» 6583834 Live Birth PR PIYS ©  Compicte ©
» Babies First! and CaCoon - SURVEY DATE 05/08/2022 4
CLENT @ Caregiver Survey
PREGNANCY OUTCOMES
CONTACT 5] m v s ° @ Client Survey ©  ompite &
BIRTH/END DATE g » Babies First! and CaCoon - Every SURVEY DATE 05/08/2022 &
" osesEs 1 06/07/2022 K Visit Survey )
CASE
APR 1S ° & Client Survey O Gomplete &
CLIENT ISSUES
@ =+ ¥ Babies First! and CaCoon - Every SURVEY DATE 04/15/2022
No client issues. bk
I, Babies Firsti - 03/31/2022 MAR31 ° & S Complet
B Enrolled Mom, Prenatal o CLENTATRENGT: (W i . i
3 » Babies First! and CaCoon - Every SURVEY DATE 03/31/2022 ¢
NO client strengths. Visit Survey
0 CLENTRSKS = 4 MAR31 ° & Client Survey ©  Complete =3
e » Babies First! and CaCoon - SURVEY DATE 03/51/2022 &
s Caregiver Survey

v

MaRr31 a & Client Survev

Figure 4: Pregnancies and Pregnancy Outcomes
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4.0 Disenrollment

THEO records disenroliment data separately for each client who leaves the program. Disenroliment
includes either 2 or 3 steps in THEO for each client, depending on whether the client had a
disenrollment visit.

Disenrollment steps for each client in THEO:

¢ Add Babies First! and CaCoon - Client Closure Survey
e Add Babies First! and CaCoon - Every Visit Survey (if a disenrollment visit occurred)
e Enter Disenroliment End Date on the Enrollment record

4.1 Clients surveys for disenroliment

Repeat Steps 1 through 6 in section 3.5.1. (page 45) to enter 1 or 2 surveys for each client who
disenrolls.

e Babies First! and CaCoon - Client Closure Survey is required for all clients at disenroliment.
e Also enter a Babies First! and CaCoon - Every Visit Survey if a disenrollment visit occurred.

4.2 Enrollment End Date

Update each client’s enroliment record with the Enroliment End Date.

e From a home visitor's dashboard, click on the Open icon to the right of a client’s name in the list
of Active Care Plans (Figure 1).

& VISITOR, HOME ¥ - B ©

= @ VISITOR, HOME
~ RE
£ORTS % ACTIVE CARE PLANS WORK ITEMS
Contacts
= Service Requests - Pending Review
. L TEST-0000203 : Acosta Testing, Adele =0
@ clients Visitor, Home 01/15/2022 Service Requests - Pending Approval
[3 Applications Q o Service Requests - Pending Completion
TEST :;Eis;r;ggfmﬂz NcasEa Ty, Alia & e Referrals - Pending Review
Client Identifiers o
Referrals - Pending Approval
1B, Enroliment Status TEST-0000268 : Alone, Baby > e Referrals - Pending Completion
06/01/2022
@ Referrals Applications - Submitted (@)
Enrollments - Expiring
@ Service Requests TEST-0000210 : Anderson, Justin =0 ]
03/05/2022
CLIENTS
& Care Plans ®
TEST-0000208 : Anderson, M'Chelle @ L
B Cases Q 09/05/2021
B Enroliments Q
TEST-0000273 : Baby, Newborn = ]
06/05/2022
&8 (ASES
TEST-0000206 : Brown, Angelo =i ]
01/10/2022
TEST-0000204 : Brown, Danielle =2 ]
06/30/2021
TEST-0000217 : Client, Caregiver =i ] =

Figure 1: Home visitor dashboard - Open a client’s Care Plan
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Client’s Care Plan opens (Figure 2).
¢ In the Enrollment section, click on the Update Enrollment icon.

THEO  TEST & VISITOR, HOME ~ 8 -

= % CAREPLAN TEST-0000208 : ANDERSON, M'CHELLE - 09/05/2021

-

O~

S  complete

SURVEY DATE 03/10/2022

@ CarePlan & OVERVIEW % ACTIONPLAN @ P F W @
= ses =
x4 MAR 10 & Client Survey
» 6498768 B o ’ xﬁ;?"ﬂmﬁyﬂ and CaCoon - Every
Anderson, M'Chelle -

TEST-0000208
Bom 1/1/1990 I ENROLLMENT =
32 year old Female

& Client Survey

¥ Babies First! and CaCoon - Client
Closure Survey

@

START DATE

¥ Babies First! 09/05/2021

& Client Survey

» Babies First! and CaCoon -

PREGNANCIES = 4 Caregiver Survey

CARE PLAN >

& Client Survey

¥ Babies First! and CaCoon - Every
Visit Survey

i § alRTH/END DATE o
B506310; LBt 02/15/2022 s maRos
CLENT ]
© CUENTISSUES =) 4
c =
_ No client issues FEB15

& CLENTSTRENGTHS = +
No dlient strengths ianos ° & Client Survey

» Babies First! and CaCoon - Every
Visit Survey

&
£
O 0 0 0 ©

Pregnancy

» 6508310 Live Birth

© CUENTRISKS = +
Iy Babies First! - 09/05/2021
No client risks
[ Anderson, MChelle NOV 05 ° & Client Survey

» Bables First! and CaCoon - Every
Visit Survey

0cTos ° & Client Survey

» Babies First! and CaCoon - Every

S Complete

SURVEY DATE 03/10/2022

L

{

SURVEY DATE 03/05/2022

S  complete

SURVEY DATE 03/05/2022

L]

{

BIRTH/END DATE 02/15/2022

1

g
3
S
-1
g
s
g
IS
IS

<

{

SURVEY DATE 11/05/2021

L

i

e

SURVEY DATE 10/05/2021

B ©

o}

& -

aa _ 5t E— =
Figure 2: Update Enrollment icon
Enroliment record opens (Figure 3).
o Enter the Enroliment End Date
e Click on the orange Update & Close button.
I Enroliment
Babies First! - 09/05/2021
i_E;i;jDUOUZUS Anderson, M'Chelle @ i‘lis i ;ZDI:S:F'\ISL! ;:-’;:;;;1 E_\"C o \-«’T-:lmr,HDTr:;we STEST '_riE_S_r

End Date
& '

& TEST Visitor, Home

I ) Update & Close ¥ m # Edit ] (7]

Figure 3: Enrolliment record
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Caregiver’s enrollment record closes (Figure 4).
¢ Enroliment End Date and green badge with “Complete” status display on the enrollment record.
B

THED  TEST & VISITOR, HOME ~

-4

e

= S CAREPLAN TEST-0000208 : ANDERSON, M'CHELLE - 09/05/2021 & o8- Q

L CarePlan & OVERVIEW % ACTIONPLAN G P g w @ + -
= ses 5 -
= - wnos @) envtment o

b 6498768 [ ) » Babies First! END DATE 06/05/2022

Anderson, M'Chelle =2

& Client Survey ©  Complete =}

TEST-0000208
Bom 1/1/1990 Iy ENROLLMENT [=

» Babies First! and CaCoon - Every SURVEY DATE 03/10/2022 &

32 year old Female @ Visit Survey

ge— = ‘o

6 MAR 10 ° & Client Survey ampls &
» Babies First! and CaCoon - Client SURVEY DATE 03/10/2022 &
PREGNANCIES = + el
CARE PLAN >
BIRTH/END DATE
» 6508310 Live Birth cz[;s/;uzn [#] MAR 05 ° & Client Survey ©  Complete =3
¥ Babies First! and CaCoon - SURVEY DATE 03/05/2022  #°
Caregiver Survey
@ CLIENTISSUES [ +4
MAROS ° & Client Survey O Complete =3
No client issues
» Babies First! and CaCoon - Every SURVEY DATE 03/05/2022 &
Visit Survey
& CLENTSTRENGTHS (=] +
No client strengths. LR ° Pregnancy ek e @
» 6508510  Live Birth BIRTH/END DATE 02/15/2022
O CLENTRISKS [= +
I Babies First! - 09/05/2021 R AN OS ° & Client Survey ©  Complete =3
I3 Anderson, MChelle h B iec Fi
» Babies First! and CaCoon - Every SURVEY DATE 01/05/2022 &
Visit Survey
v @) @ Cert iy e
» Babies First! and CaCoon - Every SURVEY DATE 11/05/2021 &
Visit Survey
© Complete
‘Adobe Acrobat DC k ocros @ & Cliont Surveu CETER - -

Figure 4: Updated enrollment record with a “Complete” status

Return to your THEO dashboard.
o Click on the orange Butterfly in the top left of your screen (Figure 5).

THEO  TEST & VISITOR, HOME ~ & -

® (EPLAN TEST-0000208 : ANDERSON, M'CHELLE - 09/05/2021 mr -

(] o CarePlan @ OVERVIEW % ACTION PLAN o P & W + -
“ = CASES = a
o = s @) B srcten o
» 6498768 [ o » Babies First! END DATE 06/05/2022
Anderson, M'Chelle 2
TEST-0000208 o MaR 10 ° © Client Survey ©  Complete =3
Bomn 1/1/1990 ENROLLMENT = » Babies First! and CaC - Eves SURVI AT
32 year old Female visifssunlmy ! oy SIRVEX DIE 3102022
¥ Babies First! ;:3;;;;012 ©  Complete (]
. wnro @) clent survey &
» Babies First! and CaCoon - Client SURVEY DATE 03/10/2022 &
PREGNANCIES = 4 Casime Sy
CARE PLAN L
il © ] MAROS ° & Client Survey O  Compiete (=1

¥ 6508310  Live Birth 02/15/2022 Kaspiche
CLIENT @ b Babies First! and CaCoon - SURVEY DATE 03/05/2022 &
Caregiver Survey

© CLENTISSUES = +

CON = MAR 05 ° & Client Survey S
No client issues.
» Babies First! and CaCoon - Every SURVEY DATE 03/05/2022 &

CASE Visit Survey

& CLENTSTRENGTHS = 4

{

T rars (@) proguancy @
FES0REAN.. [NERiE BIRTH/END DATE 02/15/2022

© CLENTRISKS = +

sti - 09/05/:
Iy Babies First! - 09/05/2021 e JANOS ° & Cclient Survey ©  Compiete =3
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» Babies First: and CaCoon - Every SURVEY DATE 01/05/2022 &
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Figure 5: Orange butterfly returns you to your THEO dashboard
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All clients with End Dates entered on their enrollment record no longer appear on the case manager’s

list of assigned clients or Active Care Plans.

o The (fictitious) “Anderson, M’'Chelle” caregiver no longer appears in the home visitor’s list of
Active Care Plans (Figure 6). Note: List is alphabetized by last name.

e Repeat Steps 1-5 (page 53) for any other enrolled family members who are disenrolling.

THEQ  TEST &VISITOR.HOME + &~ B @

= CARE MENU = @ VISITOR, HOME

~ RECORDS
2 ﬁ P ACTIVE CARE PLANS WORK ITEMS

Contacts Q B

5 - TEST-0000203 : Acosta Testing, Adele =0}
@ Clients Visitor, Home 01/15/2022

Service Requests - Pending Review
Service Requests - Pending Approval

Applications aa Service Requests - Pending Completion

TEST :iEis;[-;le;JDIDZ tAcasta Testing, Annd = 0 Referrals - Pending Review
Client Identifiers e

Referrals - Pending Approval

I Enrollment Status TEST-0000268 : Alone, Baby =1 Referrals - Pending Completion

06/01/2022

® Referrals Applications - Submitted ()
Enrollments - Expiring

@ Service Requests TEST-0000210 : Anderson, Justin = 0

03/05/2022

@ CLENTS
€ Care Plans
TEST-0000273 : Baby, Newborn =0
B Cases Q 06/05/2022

I Enrollments

TEST-0000206 : Brown, Angelo =0
01/10/2022
& CAsES

TEST-0000204 : Brown, Danielle = 0
06/30/2021

TEST-0000217 : Client, Caregiver =0
03/01,/2021

TEST-0000269 : Enrolled Mom, Prenatal =0 -

Figure 6: Disenrolled clients disappear from the home visitor’s list of Active Care Plans
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5.0 Error Messages and Fixing Data Entry

¢ 5.1 Recognize simple error messages and resolve them: See page 57
o 5.2 Edit a survey to finish entering data on it or to correct the data on the survey: See page 62
o 5.3 Delete a survey: See page 66

5.1 Error messages

Error messages occur when data is missing from required fields or when data is entered incorrectly.
These types of errors are usually easy to fix.

Error message below a required field

Required fields that do not have data entered in them will stop THEO from being able to save. (Note: A
required field has an orange border on the left side of the field.) THEO will display an error message
below the required field to describe what is wrong.

Fields with an orange border on the left side require data entry.
e Birth Date and Gender fields do not have data entered in them (Figure 1).
e THEO will not save if you click on the orange Save & Open button.

&VISITOR,HOME + & ~ L7}

New Client
| REQUIRED FIELDS

Last Name

ICLiEnt

First Name

I New

Middle Name

Gender

| -

Primary Spoken Language

Figure 1: THEO will not save this record until all required fields have data entered in them
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The record for the New Client does not save.
e Orange error messages appear below Birth Date and Gender fields: “The Birth Date field is
required” and “The Gender field is required”.
¢ Another error message appears along the bottom of the New Client screen: “Unable to submit.
Please check form for errors” (Figure 2).

THEO EHSTEST AREA

=
Eadl

New Client

i {

Primary Spoken Language

-Q

Sacardary Spoken Lanquags
-a

Prafarred Written Language
-Q

Requires Intarpretive Services

Alternata Written Materials Fommat

© Save & Open ¥ ~ 10 Unable to submit. Please check form for errars.

Figure 2: Error messages when required fields have no entry

Enter data in the required fields and then click on the orange Save & Open button (Figure 3).

THEDQ EHS TEST AREA

New Client

Birth Date
fsxsﬂoou _
Gender

Frimary Spoken Language

- @
Secondary Spoken Language

- @
Preferred Written Lsnguage

- @

Requires Interpretive Services

Allemate Written Materials Format

Site Client ID

‘ © Save & Open ¥

Figure 3: Required fields with data entered in them
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THEO saves your data entry on the survey and closes the window (Figure 4).

()] Client & OVERVIEW 4] E L i - & o @ o + -
W CLIENT IDENTIFIERS [ 4 ]
Mo el idanifiers.
¥ CAREPLENS T @
& nents = No Timeline Activity
CERSoSEEHEYTA
55 PRIMORY CONTRCT = ﬁ
* Aawdrews, Undy =
o
¥ ADORESS = 4
b
8 PaNacTUTES =
L PHONE = 4
=

Figure 4: Record saved

If you see error messages that you do not understand or you are
stopped from being able to save your data, please contact
THEO App Support, theo.support@dhsoha.state.or.us.
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Common error message related to a date

THEO checks the logic of certain dates when you try to save them and will stop your save if the date is
illogical in some way. Below is an example of a common error message related to the field that collects
the client’s date of birth.

1. The New Client screen includes the field Birth Date for each client (Figure 1).

Figure 1: New Client screen

o THEO will stop you from saving a birth date that is in the future (after today). If you enter a
future birth date and try to save, you will see an error message (Figure 3) and the Client record
will not save.

o Entering a date in the Birth Date field that is for today or a date that occurred before today will
make the error message disappear.

Birth Date

6/7/2030 [

Figure 3: Birth Date field — Error message about future dates
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Invalid format error message
The Phone Number field requires 10 digits in a specific format: either ###-#HHt-##HH# or (HHHE) HHE-HHHE

(Figure 4).
Trying to save 10 digits without one of the required formats causes THEO to display an error

message and stop the save.
o Error message, “Invalid Format”, appears below the Phone Number field.

[] Enter second phone number
PRIMARY PHONE
Phone Number

1234567890

Figure 4: Phone Number field — Invalid format error message

Formatting the 10 digits as ###-###-tHHHE or (HiH) #HHE-H#HH makes the error message

disappear (Figure 5).
e THEO will save this entry.

[] Enter second phone nugaber
PRIMARY PHOME

Phone Number
123-456-7890

Phone Type

OK to Contact by Phone /
Ml b | mmnem hlere— -
C==D L=

Figure 5: Client screen — Correct phone number format
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5.2 Edit a survey

Sometimes you will need to open a survey to edit it. You might have entered partial data on a survey
and need to reopen the survey to finish it. Or you may need to correct some data on the survey. THEO
will allow you to change the data in one or more fields or delete the entire survey. Follow the steps
below to edit a survey.

1. From your THEO dashboard, click on the Find icon to the right of Care Plans on the Care Menu
(Figure 1).

THEO  TEST & ZUKOWSKI, LAURA v &8 ~ @ (2]

= CARE MENU & ZUKOWSKI, LAURA

¥ RECORDS BAMAR 18 - 22, 2022 3 « PREVSDAYS  NEXT5DAYS »

[&3 Contacts li' J FRI SAT SUN MON TUE

_ - 18 152 20 21 22
@ Clients Zukowski,
Laura
B Applications

THED
[ Client Identifiers TEST

B Enrollment Status

® Referrals
9 ACTIVE CARE PLANS WORKITEMS
k& CLIENTS

@ Service Requests

5 Service Requests - Pending Review
TEST-0000203 : Acosta, Adele = 0
€® Care Plans 01/15/2022 i & i
Service Requests - Pending Approval

Figure 1: Care Menu — Find Care Plans icon

2. The Search Care Plans screen opens (Figure 2).
¢ Enter the name of the client in the Client search field.
e Click on the orange Search button at the bottom of the screen.

THEO  TEST S7UKOWSKLLALRA v B+ K @
= % CAREPLANS
Q SEARCH CARE PLANS € Q % CarePlans
CLIENT CASE PROGRAM ENROLLMENT ASSIGNED TO AREA
‘ @  TEST-0000214: 6506315 @  Babies First! 6506354 Pitney, Matthew : ~ TEST
TestPregnant, TEST
‘ ‘ TwinsChild1
e ©  TEST-0000213: 6506315 @  Babies First! 6506314 Pitney,Matthew :  TEST
=Py TestPregnancy, TEST
Twinsintake

Enrollment
= Open i TEST-0000212 : 6503843 @  Babies First! 6503842 Zukowski, Laura : TEST

‘Washington, Alanna TEST
Assigned To

‘Washington, Aretha TEST

Area
> Open il TEST-0000210 : 6498768 @  Babies First! 6498888 Zukowski, Laura : TEST

Anderson, Justin TEST

@ CARERLANEL A0 DB & 4 PAGE |1 OF9 » » 20 PER PAGE

Figure 2: Search Care Plans — Clients search field

5 o TEST-0000211 : 6503843 @  Babies First! 6503840 Zukowski, Laura :  TEST

v
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3. Care plans for clients that match your search appear in the search results on the right side of the
screen (Figure 3).
e Click on the orange Open button to the left of your client’'s name to open the client’s Care Plan.

THEO  TEST & ZUKOWSKI, LAURA *
= % CARE PLANS
QseARCH e LS © Q % CarePlans
Client CLIENT CASE PROGRAM ENROLLMENT ASSIGNED TO AREA
aretha washingtcd ‘ C]
[“‘“‘_ TEST-0000211 : Washington, 6503843 @ Babies 6503840 Zukowski, Laura : TEST
Cace Aretha First! TEST
Program
v
Enrollment
Assigned To
M
Area
v
(  Q search ’ C' Reset CAREPLANS1-10F 1 20 PER PAGE

Figure 3: Search Care Plans screen — Open button

4. Client’s Care Plan opens (Figure 4).
¢ Find the survey you need to edit in the client’s Activity Timeline.
o Click on the Edit Survey (pencil) icon

THEO  TEST & ZUKOWSKI, LAURA v &~ @ 12}

= 9P CAREPLAN  TEST-0000211:WASHINGTON, ARETHA - 08/03/2022 m - Q O

o @ CaePlan @& & 3 0 & W 2 -
= cAsEs
% woos @) @ clentsuey (=
\Nashington, Aretha » 6503843 [ [ » Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Caregiver
TEST-0000211 G Survery
Born 1/15/2000
22 year old Female
A uems = woos (@) © clentsumey (=4
i) Noalerts » Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Every Visit
CARE PLAN * Snﬂ
) @ CLIENT ISSUES e
CLIENT @ Noiclientisies. AUG03 ° & Client Survey =
» Babies First! and SURVEY DATE 08/03/2022  &*
CaCoon - Client
CONTACT &= & CLENTSTRENGTHS = + Enrollment Survey

&

No client strengths.
CASE =
© CLENTRISKS [=
) Washington, Aretha b EGLTRE

Figure 4: Edit Client Survey (pencil) icon
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5. Survey opens (Figure 5).
e Locate the question to edit, make the changes, and click on the orange Save & Continue button.

CLIENT SURVEY @ CLIENT > @ SELECT SURVEY > © CLIENT SURVEY > © INFORMATION (€]

@ Washington, Aretha 4 Female | DOB: 01/15/2000 | TEST-0000211

@ Babies First! and CaCoon - Client Enrollment Survey 10f1

Babies First! and CaCoon - Client Enrollment Survey

@] Caregiver (other person caring for enrolled infant or child)

2. Client’s current health insurance status?
Please check all that apply:

CAWEM / CAWEM Plus

1 Indian Health Service

[ oHP / Medicaid

[ Private or employer’s insurance

] TRICARE or other military health care

[ Not insured

[ Other:

N

Figure 5: Survey with new edit

6. Survey window closes. You're returned to the client’s Care Plan (Figure 6).
e Survey includes the changes you saved.
THEO  TEST & ZUKOWSKI, LAURA &8~ @ (2]

Q ©

“® CAREPLAN  TEST-0000211 : WASHINGTON, ARETHA - 08/03/2022 sy O~

@ (arePlan @& % G P e o -
= cases =
pcd AUG 03 ° & Client Survey =]
Washington, Aretha > 6503843 [ 1¥] b Baees Festtand SUREVDAEQR/022002; o
CaCoon - Caregiver
TEST-0000211 G Survey
Born 1/15/2000
22 year old Female
A ALERTS AUGO3 ° & Client Survey =]
= Noalerts. » Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Every Visit
CARE PLAN L Survey
@® CLENTISSUES = +
2 )
CLIENT No client isstes. AUG 03 ° & Client Survey =
» Babies First! and SURVEY DATE 08/03/2022 &
CaCoon - Client
CONTACT & CLIENT STRENGTHS [= =+ Enrollment Survey
No client strengths.
CASE .ﬁ

© CLENTRISKS = +

No client risks.

&5 Washington, Aretha

Figure 6: Client Survey in the Activity Timeline
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Note: If you need to edit the Survey Date or the Completed By field, click on the step “Client Survey” in
the workflow at the top of the window.
This will open the earlier step and allow you edit the data you entered on that step (Figure 7).

[ ]
e Click on the orange Save & Continue button and save each window that opens until you reach
the end of the survey, and the survey window closes.
CLIE @& SELECT SURVE © CLIENT SURVEY b

Edit Existing Client Survey Information

Survey Number

Survey Type

Survey Date

8/3/2018 el

Status

Status Date

Completed By

Area

=

Figure 7: Client Survey summary screen
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5.3 Delete a survey

THEO allows you to delete a survey when you have entered it in error. Follow the steps below to delete
a survey from a client’s Care Plan.

From your THEO dashboard, click on the Find icon to the right of Care Plans on the Care Menu (Figure

1).
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@ Clients Q Zukowski,
Laura

[2) Applications

THED
[@ Client Identifiers TEST
I Enrollment Status
@ Referrals

€ ACTIVE CARE PLANS WORKITEMS
@ CLIENTS
@ Service Requests
Service R ts - Pending Revi

8 TEST-0000203 : Acosta, Adele >0 CVRERS IS EEingeaew.

® Care Plans 01/15/2022

Service Requests - Pending Approval

B Cases Service Requests - Pending Completion

= CASES
TEST-0000202 : Acosta, Anna =2 }

Referrals - Pending Review
B Enrollments q 01/15/2022 a

Figure 1: Find Care Plans icon

Search for client’s Care Plan
¢ Enter the client ID, first name and/or last name in the Client search field. Click on the orange
Search button in the lower left (Figure 2).

THEOQ  TEST szukowsk,LAURA + &+ K @
= <P CAREPLANS
Q, SEARCH CARE PLANS €& Q % CarePlans
Client CLIENT ¥ CASE PROGRAM ENROLLMENT ASSIGNED TO AREA
Brown o .
& Open i) TEST-0000214 : 6506315 @  Babies First! 6506354 Pitney, Matthew : TEST
- TestPregnant, TEST
TwinsChild1
Pt ERNl ©  TEST0000213 6506315 @  Babies First! 6506314 Pitney,Matthew :  TEST
-l TestPregnancy, TEST
Twinsintake
Enrollment
@  TEST-0000212 : 6503843 @  Babies First! 6503842 Zukowski, Laura:  TEST
Washington, Alanna TEST
Assigned To
©  TEST-0000211 : 6503843 @  Babies First! 6503840 Zukowski, Laura:  TEST
| & .
Washington, Aretha TEST
Area
©®  TEST-0000210: 6498768 @  Babies First! 6498888 Zukowski, Laura:  TEST
- Q "
Anderson, Justin TEST
I Q Search | CARE PLANS 1-20 OF 178 < 4 PAGE 1 OF9 » » 20 PER PAGE

Figure 2: Search for a client’'s Care Plan
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Search results appear on right
e Care plans for any client whose name or ID matches your search fields will appear in the results

on the right side of your screen.
¢ Click on the Open icon to the left of the client’s name to open the client’s Care Plan (Figure 3).

THEO  TEST &zukowsk,LAURA + @+ K @
= % CAREPLANS & -
Q SEARCH CARE PLANS € Q 9 CarePlans
Client CLIENT CASE PROGRAM ENROLLMENT ASSIGNED TO AREA
Brown #

i TEST-0000206 : Brown, 6485464 @  Babies First! 6486587 Zukowski, Laura : TEST
Case Angelo TEST
©®  TEST-0000204 :Brown, 6485464 @  Babies First! 6485463 Zukowski, Laura - TEST
Program Danielle TEST
.
a2 @  TEST-0000201 :Brown, 6466670 @  CaCoon (Care 6466669 Zukowski, Laura : TEST
Enrollment Buster Coordination) TEST
Assigned To
v Q
Area
v a

Figure 3: Open a client’s Care Plan from the search results

4. Open the survey you want to delete from the client’'s Care Plan

e Click on the Open icon for the survey (Figure 4).

THEO  TEST & ZUKOWSKI, LAURA v & v Q) (2]

€9 CAREPLAN  TEST-0000206 : BROWN, ANGELO - 01/10/2022 M- - Q 6

@ @ CarePlan @& ¥ @ 0 g5 o 2 + -
&= CASES
g MAR 15 ° & Client Survey
Brown, I—\ngelo » 6485464 [ & » giesFirEst!au: N SURVEY DATE 03/15/2022 &'
oon - Every Visi
TEST-0000206 Gl Sarvey,
Born 1/1/2022
0 year old Male
A A ALerTs = FEBOB ° & Client Survey
= No alerts. » Babies First! and
CARE PLAN @ Catoon=Evay ik
Survey
2 @ CLIENTISSUES +
CLIENT @ Noclientissies. JAN 10 ° & Client Survey ©  Complete =
» Babies First! and SURVEY DATE 01/10/2022 &
CaCoon - Infant and
CONTACT L5 & CLIENT STRENGTHS + Child Survey
. No client strengths.
CASE = & JAN 10 ° & Client Survey ©  Complete =]
© CLENTRISKS = + 4 5:2:::—“:::;\%5! SURVEY DATE 01/10/2022 &
I Babies First! - 01/10/2022 No et aies Survey
[ Brown, Danielle
JAN 10 ° & Client Survey ©  Complete =
» Babies First! and SURVEY DATE 01/10/2022 &
. CaCoon - Client
% Active Enrollment Survey

Figure 4: Open survey from the timeline on the client's Care Plan
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5. Select Delete Client Survey from the Actions menu (gear icon)
® Mouse over the Gear/Daisy icon. Actions menu opens.
e Click on Delete Client Survey (Figure 5).

TEST

THEO

= © CLENTSURVEY BABIES FIRST! AND CACOON - EVERY VISIT SURVEY - 03/15/2022 &

@

Brown, Angelo

Client Survey

SURVEY MEASUREMENTS
CLIENT

TEST-0000206 : Brown,Angelo @ No survey measurements.

SURVEY NUMBE

6509413
RVEY TYPE SURVEYDATE  STATUS

3/15/2022 Complete

Babies First! and CaCoon - Every Visit Survey CLIENT SURVEY OUTPUTS

TEST-0000206

Bomn 1/1/2022 I R .

0year old Male ST DAE.  COMELETEDEY ARER No client st ftputs.
¥ 3/16/2022  Zukowski,Laura :TEST  TEST A

CLIENT SURVEY T4

CLIENT (]

[ Brown, Danielle
& Brown, Danielle : 6485410 -

Parent

© Complete

& ZUKOWSKI, LAURA v

£ e

& v

© Delete Client Survey _

"D History
S Print
& Download

3 Launch Survey

Figure 5: Select Delete Client Survey on the Actions menu

6. THEO asks you to verify you wish to delete the survey

® Click on red Delete button to delete the survey. Or click Cancel to close the window without

deleting the survey (Figure 6).

& Delete Client Survey

Babies First! and CaCoon - Every Visit Survey - 03/15/2022

SURVEY NUMBER CLIENT SURVEY TYPE

6509413 TEST-0000206 : Brown,Angelo @ Babies First! and CaCoon - Every Visit Survey
SURVEY DATE STATUS STATUS DATE COMPLETED BY AREA
3/15/2022 Complete  3/16/2022 Zukowski, Laura : TEST ~ TEST

A Are you sure you want to delete this record?

KXZ3 i 0

Figure 6: Verify you wish to delete the survey by clicking the Delete button
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7. Survey deletes and no longer appears in client’s timeline (Figure 7).

THEOQ  TEST

%" CAREPLAN  TEST-0000206 : BROWN, ANGELO - 01/10/2022

Brown, Angelo

TEST-0000206
Born 1/1/2022

0 year old Male

CARE PLAN

Q

CLIENT

CONTACT

CASE

IRy Babies First! - 01/10/2022
2 Brown, Danielle

@ VW B B = 4

&

Care Plan @ ¥

= cases =

» 6485464 [= (v}
A ALERTS =
No alerts.

@ CLENTISSUES = +

No client issues.

& CLIENTSTRENGTHS [=] <+

No client strengths.

© CLENTRISKS = +

No client risks.

FEBOB

JAN 10

JAN 10

JAN 10

& ZUKOWSKI, LAURA + 8 -

e &0 & & @

™ Client Survey

» Babies First! and
CaCoon - Every Visit
Survey

& Client Survey

» Babies First! and
CaCoon - Infant and
Child Survey

& Client Survey

» Babies First! and
CaCoon - Every Visit
Survey

& Client Survey

» Babies First! and
CaCoon - Client
Enrollment Survey

@ e
m - Q O

+ -
©  Complete =
SURVEY DATE 02/08/2022 4"
©  Complete =
SURVEY DATE 01/10/2022 &'
©  Complete '=7
SURVEY DATE 01/10/2022 &
©  Complete =3
SURVEY DATE 01/10/2022 &

Figure 7: Survey with survey date 3/15/2022 has been deleted from the client’s timeline
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6.0 Data Reporting

This section describes how to search for data records, sort search results, and save or print data files to
use for reporting.

Tips for using the list views to work with data

o Every list view has a search panel on the left side of the screen. Search fields on
the panel allow you to search the database for records.

e Remember to click the grey Reset button after each search to clear out the
search fields.

¢ Some search fields for dates include two fields, so that you can find records for a
single date or records for a time period.

e Searchabile list views in THEO (and Search Fields):

o Contacts (Last Name, First Name, Also Known As, Birth Date, Gender,
Primary Spoken Language, Site Client ID, Medicaid (OHP) Number,
Person)

o Clients (Client ID, Area, Last Name, First Name, Also Known As, Birth
Date, Gender, Primary Spoken Language, Site Client ID, Medicaid (OHP)
Number, Person)

o Applications (Application Status, Applicant, Program, Created On (date
range), Submitted On (date range), Application Priority (priority range),
Assigned To, Created On (date range)

o Client Identifiers (Identifier, Type, Birth Date, Enrolled, Case, Assigned
To, City, State, Zip Code)

o Enrollment Status (Client ID, Program ID, Area, Currently Enrolled, Start
Date (date range), End Date (date range), Screening Result, Screening
ID, Screening Date (date range), Application ID)

o Care Plans (Client, Case, Program, Assigned To, Area)

o Cases (Case, Primary Client, Client, Active Clients (number range), Visit
Frequency (number range), Assigned to, Area)

o Enrollments (Enroliment, Client, Area, Enroliment Index, Program, Start
date (date range), End Date (date range), Gender, Birth Date, Local Client
ID, Medicaid (OHP) Number
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6.1 Search for data using search filters

From your THEO dashboard, click on the Find icon to the right of Enroliments (Figure 1).

THEO  TEST & ZUKOWSKI, LAURA ~ -4 B ©

= CARE MENU @ ZUKOWSKI, LAURA

~ RECORDS

. E4MAR 10 - 14, 2022 5 « PREVSDAYS  NEXT 5 DAYS »

[ Contacts - THU FRI SAT SUN MON
@ Clients Q Zukowski,
Laura
[2) Applications
THEQ
@ Client Identifiers ST
I Enrollment Status
@ Referrals =
2 ACTIVE CARE PLANS WORK ITEMS
@ CLIENTS
@ Service Requests
Service R ts - Pending Revi
8 TEST-0000203 : Acosta, Adele =0 SR RCEeS SRRl Ig REEw

Care Plans
L 01/15/2022 Service Requests - Pending Approval

& Cases Service Requests - Pending Completion

= CASES

TEST-0000202 : Acosta, Anna =2 ;i ] ) =
01/15/2022 Referrals - Pending Review
B Enrollments Q 5

Referrals - Pending Approval

R ET ~ - LT S e SR

Figure 1: THEO dashboard — Care Menu
Enroliments Search screen opens. A panel with search fields appears on the left side of your screen
(Figure 2).

THEO  TEST & ZUKOWSKI, LAURA + & - Q @

= I ENROLLMENTS #~- O

Q, SEARCH ENROLLMENTS < K Enroliment Search

Start Date
End Date
Gender

Birth Date
Search for Enrollments
Local Client ID

Use the search panel to return Enrollments.

Medicaid (OHP) Number

Q, Search C' Reset
[ Micraced # SOI SArver Manansment Shidin 12 |

Figure 2: Enroliments Search screen — Search panel with data filters
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3. Do not type anything in the search fields to search for all client enroliment records entered by your
program. Click on the orange Search button (Figure 3).

THEO EHS TEST AREA & VISITOR 1, HOME ~

= (@ CLENTS Q searcH

Q SEARCH CLIENTS # Q C(lientSearch

~

Client ID

Area
EHS Test Area M

Last Name
First Name

Search for Clients

Also Known As

Use the search panel to return Clients.
some /
=

Figure 3: Search Clients — Search button

All enrollment records appear in the search results, on the right side of your screen. The total number of
records and pages in your results appear in the bottom right, along with the number of enroliments per
page.

THEO  TEST & ZUKOWSKI, LAURA v

= P ENROLLMENTS

Q SEARCH ENROLLMENTS « a I Enroliments +
Start Date ENROLLMENT CLIENT AREA ENROLLMENT INDEX PROGRAM
& - & @ 6503842 TEST-0000212 : Washington, Alanna @ TEST 1 Babies
i 1
End Date First!
8@ - =] @ & 6503840 TEST-0000211 : Washington, Aretha @ TEST i Babies
First!
Gender
g @ ¢ 6498811 TEST-0000209 : Gonzalez, Maria @ TEST 1 Babies
First!
Birth Date
& @ @ 6506354 TEST-0000214 : TestPregnant, TwinsChildl @  TEST 1 Babies
First!
Local Client ID
® ) 6498888 TEST-0000210 : Anderson, Justin € TEST 1 Babies
First!

Medicaid (OHP) Number

o Y 4 TEST-0000213 : TestPregnancy, Twinsintake @  TEST 1 Babies

¥ |4

ENROLLMENTS 1-20 OF 179 < PAGE |1 OF9 » » 20 PER PAGE>

Figure 4: Search results for all enroliments
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Change the number of records per page by typing the total number of records in the Per Page field in
the lower right corner of window. Click on the orange Search button.
e All 179 enrollments display on one page (Figure 5).

THEO  TEST

I ENROLLMENTS

Q SEARCH ENROLLMENTS

«© a IBEnroliments

& ZUKOWSKI, LAURA

€ e

&

ENROLLMENT INDEX [l

Start Date ENROLLMENT CLIENT AREA
| - @ O 6503842 TEST-0000212 : Washington, Alanna € TEST 1
End Date
- e & 6503840 TEST-0000211 : Washington, Aretha @ TEST 1
Gender ® ¢ 6498811 TEST-0000209 : Gonzalez, Maria @ TEST 1
@ O 6506354 TEST-0000214 : TestPregnant, TwinsChildl @ TEST 1
Birth Date
e @ & 6498888 TEST-0000210 : Anderson, Justin @ TEST 1
LoglctentiD ® ¢ 6506314 TEST-0000213 : TestPregnancy, Twinsintake @ TEST 1
s @ ) 6484003 TEST-0000203 : Acosta, Adele @ TEST 1
@ O 6484001 TEST-0000202 : Acosta, Anna € TEST 1 -
v »
@ ENROLLMENTS 1- 179 OF 179 179 PER PA
Figure 5: Search Clients - Change the number of records shown on each page
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6.2 Filter for more specific records

Search for specific records using the search fields. For example, you could search for all female clients.
Or you could search for all female clients who enrolled during 2021.

1. Search for only female clients who enrolled.
e Click on the Gender field and select “Female” in the drop-down menu.
e Click on the orange Search button (Figure 1).

= It ENROLLMENTS &~ O
Q SEARCH ENROLLMENTS « a Enrollments +
Start Date ENROLLMENT CLIENT AREA ENROLLMENT INDEX |
#® - & o ¢ 6503842 TEST-0000212 : Washington, Alanna @ TEST 1
End Date
o P @ O 6503840 TEST-0000211 : Washington, Aretha @ TEST 1
Gender @ O 6498811 TEST-0000209 : Gonzalez, Maria @ TEST 1
Female -
e O 6506354 TEST-0000214 : TestPregnant, TwinsChildl @ TEST 1
Birth Date
& ® @ 6498888 TEST-0000210 : Anderson, Justin @ TEST 1
fomiClientD e ¢ 6506314 TEST-0000213 : TestPregnancy, Twinsintake @ TEST 1
@ 6484003 TEST-0000203 : Acosta, Adel TEST 1
Medicaid (OHP) Number 80 costa, Adele &
/ @ O 6484001 TEST-0000202 : Acosta, Anna @ TEST 1
- |« 8

Search . C' Reset

ENROLLMENTS 1-179 OF 179 179 PER PAGE

AARkA Fanbiinta IN10 164 DiF

Figure 1: Search Clients screen — Search for all Female clients

Results on the right side of your screen show 128 female clients (Figure 2).
THEO TEST & ZUKOWSKI, LAURA v & v Q (2]

I ENROLLMENTS

Q SEARCH ENROLLMENTS &« a I Enroliments 3
STt Pote ENROLLMENT CLIENT AREA ENROLLMENT INDEX. |
B - & @ O 6503840 TEST-0000211 : Washington, Aretha € TEST 1
End Date
o I po e ¢ 6498811 TEST-0000209 : Gonzalez, Maria @ TEST 1
ey @ ¢ 6506354 TEST-0000214 : TestPregnant, TwinsChild1 @ TEST 1
Female -
O O 6506314 TEST-0000213 - TestPregnancy, Twinsintake @ TEST 1
Birth Date
& @ O 6484003 TEST-0000203 : Acosta, Adele @ TEST 1
fcifenclD @ O 6484001 TEST-0000202 : Acosta, Anna @ TEST 1
R () i e O 6358175 EST-0000195 : ParentTwo, Parenttwo € TEST 1

179 PER PAGE

Figure 2: Search for all female clients
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Search for only female clients who enrolled during 2021.
e Leave Female in the Gender search field. Enter 1/1/2021 and 1/1/2022 in the Start Date fields.

e Click on the orange Search button (Figure 3).

THEO  TEST azUowskLARA + &+ B e
= I ENROLLMENTS #~- O
Q SEARCH ENROLLMENTS © a IEnrollments +
Start Date ENROLLMENT CLIENT AREA ENROLLMENT INDEX |
Yy 8 - 112022 ® O 6503840 TEST-0000211 : Washington, Aretha @ TEST 1
End Date
o I p @ ¢ 6498811 TEST-0000209 : Gonzalez, Maria € TEST 1
Gonider @ O 6506354 TEST-0000214 : TestPregnant, TwinsChildl @ TEST 1
Female
[i) r"; 6506314 TEST-0000213 : TestPregnancy, Twinsintake @ TEST 1
Birth Date
= @ & 6484003 TEST-0000203 : Acosta, Adele @ TEST 1
Sl eyt I @ O 6484001 TEST-0000202 : Acosta, Anna @ TEST 1

@ & 6358175 TEST-0000195 : ParentTwo, Parenttwo € TEST 1

Medicaid (OHP) Number
@ ENROLLMENTS 1-128 OF 128 179 PER PAGE

Figure 3: Search for female clients who enrolled on any date from 1/1/2021 through 12/31/2021

Search results display on the right side of your screen. All female who enrolled from 1/1/2021 through
12/31/2021 appear in the results. Total number of records is 68 (Figure 4).

THEO  TEST szukowsk AR v B+ B @
I ENROLLMENTS &4~ O
p—— o a Ienmoimens +
Start Date ENROLLMENT CLIENT AREA ENROLLMENT INDEX I
1200 |EIEEY 112022 6 @ O 6358175 TEST-0000195 : ParentTwo, Parenttwo @ TEST 1
End Date
: f & e 0 635778 TEST-0000192 : Pregmom, NewBornbaby @ TEST 1
Gender
Female -
Birth Date
- @ O 6352534 0008667 : Test, Baby97 @ TEST 1
i
focalClient 1D e ¢ 6358239 TEST-0000196 : parone, parone @ TEST 1

Medicaid (OHP) Number

Figure 4: Search results for females who enrolled during 2021
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6.3 Sort records
THEO always shows you results that are arranged in a table format with columns and rows.

e Every row in the results is one record.
o Every column is one data field.
e Every column (or data field) in the results has a search field in the search panel.

All columns in the search results are sortable. You can click on any column name to make the records
sort in numerical or alphabetical order. Clicking once on a column name will sort records from the
lowest to the highest number or from A to Z (depending on whether the data contains numbers and/or
letters). Clicking again on the column name will sort the records in the column from highest to lowest
number or from Z to A.

Continuing from the screen in the previous section, click on the orange column name “Client” toward the
top of your screen (Figure 1).

e The enroliment records sort from lowest to highest Client ID.

e Click on the Client ID column name again.

THEOQ

& ZUKOWSKI, LAURA v & v Q @

TEST),

Q SEARCH ENROLLMENTS oMo LY fol TSR (e Start Date fiom 1/1/2021 ) _-tDate less than 1/1/2022 &
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112021 B8 = 1712022 g3

® ¢ 6358175 TEST-0000195 : ParentTwo, Parenttwo @ TEST 1

End Date
B - ] O O 635778 TEST-0000192 : Pregmom, NewBornbaby € TEST 1
Gender
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Birth D: :
otoilidcs B0 @ ¢ 6352534 0008667 : Test, Baby97 @ TEST 1
 Open | Y
i

(IR S o @ 6358239 TEST-0000196 : parone, parone @ TEST 1
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= a T T i S po e . B

m C Reset ENROLLMENTS 1 -68 OF 68 179 PER PAGE

Figure 1: Sort results by the Client ID
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Click again on the orange column name “Client”
e The enrollment records sort from highest to lowest Client ID.

THEO  TEST &ZUKOWSKI,LAURA v & v
= I ENROLLMENTS
pT— o a BEnoimens .
Start Date ENROLLMENT CLIENT % AREA ENROLLMENT INDEX
inp0n  (@E 14200 (@ O ¢ 6498767 TEST-0000208 : Anderson, M<Chelle @ TEST 1
End Date
o - P @ O 6485463 TEST-0000204 : Brown, Danielle @ TEST 1
Ei @ O 6358239 TEST-0000196 : parone, parone @ TEST 1
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Birth Date
@ ¢ 6358175 TEST-0000195 : ParentTwo, Parenttwo € TEST 1
Local Client ID
e ¢ 6358128 TEST-0000194 : babybaby, Babybaby € TEST 1
Medicaid (OHP) Number
> Open [Ki] (:; 6358126 TEST-0000193 : Parentone, Parentone € TEST a |
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Figure 2: Search Clients results — Records sorted by Client ID, from lowest to highest
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6.4 Download results in a data file

After you search and find data, you can save the results in a file. You can also print the results.

Continuing from the previous section, mouse over the orange Actions icon ( ) in the upper right of
your screen. A drop-down menu opens. Click on Download to select it (Figure 1).

C'Reset
QseasccLEnTs o a @iens e
New Client
- CLIENTID &  LAST NAME FIRST NAME ALSO KNOWN AS BIRTH DATE & Download  PCRED
Last Name Downlog ]
® s TEST- Acosta Adele 12/31/2021  [Female Spanish
0000203
First Name
> Open HilPd TEST- Acosta Anna 01/04/1995 Female Spanish
Also Known As 0000202
Birth Date e s TEST DClient Madre 01/01/1988  Female Spanish
0000168
=
Gender
Female 24
Primary Spoken Language
Spanish v
v 4 »

|0 searn | CLIENTS 1-3 0F 5 0 | emence

Figure 1: Search Clients screen — Actions icon and drop-down menu

Note: The next set of steps will vary according to the internet browser you are using.
e Browsers vary and may show a message in the lower or upper part of the screen asking if you
want to open or save the file.
e Click on Open file or Save As, according to what your browser displays. Continue to save the
file to a secure directory that requires a password to access (Figure 2).

FPX  Downloads B) Q - £ | Otherfavorites
~ Clients.csv @
' open e °

See more

C'Reset

QsearcH s 0 a ®iens

+ New Client
CLIENTID &  LAST NAME FIRST NAME ALSO KNOWN AS BIRTH DATE GEN &Download  SPOKEN
Last Name
e & TEST Acosta Adele 12/31/2021  Female Spanish
0000203
First Name
e s TEST Acosta Anna 01/04/1995  Female Spanish
Also Known As 0000202
Birth Date e s TEST DClient Madre 01/01/1988  Female Spanish
0000168

Figure 2: Download message varies by browser
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o Datafile opens as a .csv file in Microsoft Excel (Figure 3).
e Print or save the file as you normally do on your system.

AutoSave ) Clients ~ Zukowski Laura A
File Home Insert Draw Page layout Formulas Data Review View Help Acrobat 12 Share 7 Comments
X o =l | T N
D Calibri ~ 11 v AA ==8| - 22 Wrap Text General v / X o Z? )
v @
Paste ™= | o 5 | T Ml AL | === Conditional Formatas Cell Insert Delete Format Sort & Find & Sensitivity
B I U~ - A A  EEE EE v v Gh 4y v
v & A EE== EE [EVeedCenter $-% 9 DA | ing e Tblev Sylesv | v v~ | €% Fiter~ Selectv v
Clipboard Font m Alignment N Number [ Styles Cells. Editing Sensitivity ~
A5 - Se .
“ A ‘ B | € | D | E | F | G | H | | | J | K | L | M | N | (¢} | P | Q | R | S
1 Client ID Last Name First Name Middle Na Prefix Suffix Also Know Birth Date Gender  Primary Sp Secondary Preferred | Requires It Alternate \ Local Clier Medicaid ( Contact Pr Special Ins Person
2 |TEST-0000168 DClient  Madre 1/1/1988 Female  Spanish Dclient, M
3 TEST-0000202 Acosta  Anna 1/4/1995 Female  Spanish Acosta, An
4 TEST-0000203 Acosta  Adele 12/31/2021 Female  Spanish Acosta, Ad
5
6
7

Figure 3: Data file will open as a .csv file in Microsoft Excel

Note: Larger files take longer to process than smaller files. If there is a wait of over 1 minute, click on
the File icon in the top right near your name (Figure 4).

THEO  TEST SZUKOWSK, LAURA + B+ 2 @
= @CLIENTS &~
- o a @ +
Client ID CLIENTID %  LASTNAME FIRST NAME ALSO KNOWN AS BIRTH DATE GENDER PRIMARY SPOKEN

e & TEST Acosta Adele 12/31/2021  Female Spanish
T 0000203
First Name ® & TEST Acosta Anna 01/04/1995  Female Spanish
0000202
Also Known As
® & TEST DClient Madre 01/01/1988  Female Spanish
0000168
Birth Date
Gender
Female -

v

Primary Spoken Language

Figure 4: Files icon: Go to file download page
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¢ Files download page opens.
e Your file displays with the date and time it was saved after it has downloaded completely.
¢ Click on the file name to open it with Microsoft Excel. Save or print the file as you do normally in

Excel.
¢ Note: Files remain on the download page for 90 days and then disappear.
“ THEO  TEST S7UKOWSKLLAURA v @ v K e

Files will be removed after 90 days.

(3 Zukowski, Laura's Files
A 3/16/2022 10:19:46 AM

nts.csv 3/10/2022 10:20:18 AM

Figure 5: Files download page

Tips for Saving Data Files

Data that includes client identifiers (for example, names, birth dates, client IDs,
Medicaid numbers, addresses, phone numbers) should be saved to secure
network directories that require a login with password to access or on
passworded and encrypted devices.

When you save a data file, be sure to change the file type to Excel (extension
XxIsx), so that all Excel features are available when you work with the file. Any
formulas, worksheets, or charts that you create in a .csv file will be lost when
you close the file.
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