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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

o 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

e 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:

¢ Microsoft Edge
e Mozilla Firefox
e Google Chrome
e 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.
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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.

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
into 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).

noreply@vistalogic.net aura.azukowski@state.or.us

THEO Demo Account Notification

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 Home Visitor 3,
An account has been reserved for you for EHS Practice Area.

To login to your account and access the system please go to: https://clara-build.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: Laura Zukowski.

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 (Figure 2).

Warning: The row of icons at the bottom of the login screen (Figure 2) are the internet
browsers that are compatible with THEO. 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 not recommended for use with THEO. (Microsoft Edge is the
free default browser in current versions of Windows.)
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o Click on the orange Activate Account link on the THEO Login screen (Figure 2).

Yclara

Welcome. Please login.

Email Address
Password

[] Remember Email Address

=/

First time logging i

Forgot password? Reset FaSeWorC

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.

©Ooeveo
Figure 1: THEO Login screen

o The Activate Your Account screen opens.
e Enter:
o your work Email address, and
o a Password that includes at least 9 total characters and at least one special character,
for example (!, @, #, $, %, *, *). Upper and lower case letters, numbers, and special
characters are allowed.

e Confirm your password, by typing your password again.
¢ Click on the orange Activate Account button (Figure 3).

* Activate Your Account

Use the form below to activate your account.

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

Email
Password

Confirm password

I
e R
.|

Figure 2: Activate Your Account screen
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e THEO login page opens (Figure 4).

o Enter your work Email address and your new Password.
e Click on the Remember Email Address checkbox.

e Click on orange Login button

¥clara

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.

©Leséo

Figure 4: THEO Login page

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

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

= CARE MENU @ ZUKOWSKI, LAURA

~ RECORDS i

Q % ACTIVE CARE PLANS WORK ITEMS
&3 Contacts ﬁ
. Service Requests - Pending Review
_ i TEST-0000203 : Acosta Testing, Adele = 6
@ Clients Zukowski, 01/15/2022 Service Requests - Pending Approval
Laura
[ Applications Service Requests - Pending Completion
TEST-0000202 : Acosta Testing, Anna =i } 5 5
THEO 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 o
@ CLIENTS Enrollments - Expiring @)
@ Service Requests TEST-0000204 : Brown, Danielle >0
1 2 06/30/2021
% Care Plans
TEST-0000217 : Client, Caregiver "= i }
& Cases = CpsES 09/01/2021
I Enroliments 8
TEST-0000218 : FakeClient, Mama =i }

Figure 5: THEO Home Page
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1.3.2 Log in to THEO after your account is activated

e After your login is activated, you can log in to THEO 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 THEO Login screen opens. Enter your work Email Address and your Password (Figure 1).
¢ Click on the Remember Email Address checkbox to check it. Click on orange Login button.

Yclara v

Welcome. Please login.

Email Address

Remember Email Address

First time logging ivate 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®O0
Figure 1: THEO Login screen

Your THEO Home Page opens (Figure 2). You are now in the THEO database.

& VISITOR, HOME +

= @ VISITOR, HOME

-
RECHRS2 “® ACTIVE CARE PLANS WORKITEMS

&3 Contacts
= Service Requests - Pending Review
5 L TEST-0000203 : Acosta Testing, Adele =2 ]
@ Clients Q Visitor, Home 01/15/2022 Service Requests - Pending Approval
icati Service Requests - Pending Completion
[E Applications i ) q q P
TEST EST 9000302 AcomaTesting, Ay SRl Referrals - Pending Review
Client Identifiers e
Referrals - Pending Approval
I Enroliment Status TEST-0000268 : Alone, Baby B e Referrals - Pending Completion
06/01/2022
@ Referrals Applications - Submitted ()
Enroliments - Expiring
@ Service Requests TEST-0000210 : Anderson, Justin =2 ]

03/05/2022

@ CLIENTS
% Care Plans

TEST-0000273 : Baby, Newborn =3 ]
B Cases Q 06/05/2022

I Enroliments

TEST-0000206 : Brown, Angelo =2 ]
0171072022

Figure 2: THEO Home Page

== (ASFS
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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 older browser and you experience page layout problems, please

upgrade.

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 Q7 e
Forgot passwor

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.

oevweo
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.

aQ 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

h

Figure 3: Reset Your Password screen
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e 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

o 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 Zukows|

Reset my account.
aibAddre #lra.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.

Figure 5: Password Reset email
e 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.
e Click on the orange Reset Password button.

% 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

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 Confirma®en

Your password has been reset. Pleadg 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.

Yclara

Welcome. Please login.

Email Address

Password

[] Remember Emailﬁddm{

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.

0oeveo

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 specifie

Select Two-Factor Aut ation Provider:

Email Code o

s

This site is designed te work with most modern browsers.

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

upgr
Figure 9: Send 2-step Verification Code screen

o 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.

|f you are using an older browser and you ence page layout prablems, please

upgrade

Figure 10: Enter 2-step Verification Code screen

THEO Data System Manual - MIECHV 7/6/2022 1:46 PM 10



¢ 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.

o 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.

Xclara

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?
—
G

This site is designed to wark with mast madern browsers.

f you are using an clder bros

ser and you experience page layout problems, please

upgrade.

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

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

= CARE MENU @ ZUKOWSKI, LAURA

¥ RECORI
pheo ® ACTIVE CARE PLANS WORK ITEMS
[ Contacts
. Service Requests - Pending Review
_ _ TEST-0000203 : Acosta Testing, Adele = 6
@ Clients Zukowski, free s 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 (=2 ]
1 2 06/30/2021
%® Care Plans
TEST-0000217 : Client, Caregiver =0
B Cases Q B oS 09/01/2021
B Enrollments 8

TEST-0000218 : FakeClient, Mama = 0

Figure 13: THEO Home Page

1.4.2 Reset 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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o To change your password when you are already logged in to THEO, mouse over your
name in the top right area of the Title bar (Figure 1).

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 ? «P

THU FRI

04 05

06

“® ACTIVE CARE PLANS WORK ITEMS

No items.

Applications - Submitted

Figure 1: THEO Home Page

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

THEO DEMO EHS PRACTICE AREA
= CARE MENU -l =

¥ RECORDS

[ Contacts

@ Clients

@ client Identifiers
B Applications

I Enrollment Status
B (ase Visits

 Care Plans

& Cases

CARE DASHBOARD

Visitor2, Home

TENANT
THEO Demo

AREA
EHS Practice Area

@ CLIENTS

0

&8 CASES

0

& VISITOR2, HOME ¥

2 Switch Accounts

(& Change Password

BAAPR 4 - 8,2019 hvs
® Log Off

NEXT 5DAYS »

THU FRI

04 05

06

% ACTIVE CARE PLANS WORKITEMS

No items.

Applications - Submitted

Figure 2: Change Password
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¢ The Change Password screen opens (Figure 3).
e Enter:
o your Current password
o a New 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.
Click on the orange Change Password button.

THEO EHS TEST AREA & \ISITOR 1, HOME v

QQ Change Password

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

Password must be a minimum 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 /

q © Change Password  ?

Figure 3: Change Password

¢ The THEO Home page opens with a message at the top saying the password has been
changed successfully and will expire in 60 days (Figure 4).

e 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 &VISTORLHOME v & B ©
_ R A S A e T _

= CARE MENU 4 = (AREDASHBOARD

~ RECORDS

EfIMAR 29 - APR 2, 2019 CPREVSDAYS  NEXT 5DAYS »

@ Contacts Q FRI sar Sun MON TUE
@ Clients Q Visitor 1, Home
Client Identifiers =
THEO

@ Referrals

- AREA
B Applications EHS Test Area
I Enollment Status

@ ACTIVE CARE PLANS WORK ITEMS

@ Service Requests

@ CUENTS Service Requests - Pending Review €@
© 0000545 :Cruz, Joseph 5@ A il N
Care Plans o1/242015 ~Pendi 1 @
Service Requests - Pending Approval
B Cases 1 1 S—— Service Requests - Pending Completion @3
0000544 : Cruz,Maria £ @ Referrals - Pending Review @3
017242019
- - Referrals - Pending Approval @
Referrals - Pending Completion @
0000651 : Garcia,
Maricalts =0 Applications - Submitted €
121572019

0000503 : Johnson, -
Henrv. =

Figure 4: Home page with password message

THEO Data System Manual - MIECHV 7/6/2022 1:46 PM 14



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.

‘ Refresh Session )

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.
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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 € = (AREDASHBOARD

~ RECORDS

. EAAPR 4 - 8,2019

[&3 Contacts THU FRI SAT
- 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 Home Page — 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 v

= CARE MENU 4 = CAREDASHBOARD = Switch Accounts

& Change Password
. BAAPR4 - 8,2019 hvs  NEXT5DAYS »

85 Contacts Q THU FRI SAT
ot 04 05 06

¥ RECORDS

@ Clients Q Visitor2, Home

[@ Client Identifiers TENANT

THEO Demo
[B Applications

AREA

I Enrollment Status

EHS Practice Area
@1 Case Visits
%® ACTIVE CARE PLANS WORK ITEMS
& Care Plans
@ CLIENTS Neiltems: Applications - Submitted
& Cases 0
&5 CASES

0

Figure 2: User Account — 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 Home Page and Care Menu

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

2.1 THEO Home Page

Your THEO Home Page opens after you log in to THEO. What your home page 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 Home Page on a full-sized monitor. Note the list of clients currently
assigned to Home Visitor (the “Active Care Plans”). Total number of clients and families (cases)
display to the left of the Active Care Plans.

& VISITOR, HOME
~ RE
L ® ACTIVE CARE PLANS WORK ITEMS
Contacts
= Service Requests - Pending Review
o TEST-0000203 : Acosta Testing, Adele =0
@ dlients Q Visitor, Home o15/2002 Service Requests - Pending Approval
icati Service Requests - Pending Completion
[® Applications THED ! 3 ¢
TEST :ff;r'zgff“z“ +Acosta Testing, Anna =0 Referrals - Pending Review
Client Identifiers G
Referrals - Pending Approval

1B Enrollment Status TEST-0000268 : Alone, Baby o ) 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 =0
B Cases Q 06/05/2022
I Enrollments

TEST-0000206 : Brown, Angelo = 0

0141072022

& CASES

TEST-0000204 : Brown, Danielle =0

06/50/2021

TEST-0000217 : Client, Caregiver (= ]

09/01/2021

TEST-0000269 : Enrolled Mom, Prenatal = } -

Figure 1: Home Page for a home visitor — Full-sized monitor displaying Active Care Plans
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Figure 2 shows a Home Page 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 home
visitors at your agency, who are assigned MIECHYV families currently.

THEO DEMO HFA PRACTICE AREA & SUPERVISOR, SUPER USER ~

= (ARE MENU = @ HFAPRACTICE AREA

¥ RECORDS
WORK ITEMS

Contacts

Applications - Submitied  (EF
@ Clients Q Practice Area Enrollments - Expiring

Applications

Client Identifiers

I Enroliment Status

& Care Plans
B Cases

I Enroliments

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

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

THEO DEMO HFA PRACTICE AREA & SUPERVISOR, MARIA ~

=CARE MENU € = @ HFAPRACTICEAREA

~ RECORDS
& HFA Practice Area WORK ITEMS

&)

& contacts Q ASSIGNMENTS.

Visitor 1, Home Applications - Submitted (€
- - o 2, oo Enrollments - Expiring

Visitor 3, Home
[ Applications

Baly 323281d Y4H

& Client Identifiers

I Enroliment Status

B Case Visits

¥ Care Plans

= Cases

I Enrollments

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

| THEODEMO  HFAPRACTICE AREA ASUPERVEORMARIA + B B ©

—
1
i

—

Amn

TEST-0000203 : Acosta Testing, Adele 1]

TEST-0000202 : Acosta Testing, Anna i

TEST-0000206 : Brown, Angelo

TEST-0000204 : Browm, Danlelle

TEST-0000217 : Client, Caregiver L]

TEST-0000218 : FakeClient, Mama

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”) 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
m Butterfly | will return you to the home page you see when you log in to
THEO.

EO TEST Area within | Shows the program and location where you work. Area refers
THEO to a home visiting program at a specific location.
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Icon Name Description

& VISITOR 1, HOME v User Displays the name of the user who is logged in to THEO.
Account
Mouse over your name to open this menu, which has three

= Switch A ts .
= Switch Accoun options:

&, Change Password

1. Switch Accounts allows you to access data in another

@ Log Off Area in THEO. Note: Some local users access only one
Area in THEO and cannot switch accounts. 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 | Links you to commonly used documents and websites. You

Library can download, save, and print documents from the Resource
Library. All surveys (MIECHV data entry forms) 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.
Help & Displays email address for THEO Application Support
E Support (theo.support@dhsoha.state.or.us) and the THEO

website. Please email the application support team to
request a secure email if you need to email confidential client
information.
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Icons on the THEO Navigation Bar will vary depending on where you are working in THEO, but two
important icons that always appear on the Navigation Bar are 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.

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

THEO DEMO HFA PRACTICE AREA & SUPERVISOR, MARIA ~

' = | @ HFA PRACTICE AREA

WORK ITEMS

Applications - Submitted (€
HFA Practice Area Enroliments - Expiring

Figure 1: Toggle Main Menu icon (Care Menu closed)
¢ 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 & SUPERVISOR, MARIA ~

= CARE MENU @ HFA PRACTICE AREA

RECORD!
s WORK ITEMS

[ Contacis
Applications - Submitted (€

@ Clients Q HFA Practice Area o T e e

[3) Applications

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

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

THEO DEMO HFA PRACTICE AREA & SUPERVISOR, MARIA ~ & -

@ HFA PRACTICE AREA

i . WORK ITEMS

Applications - Submitted (€
HFA Practice Area Enrollments - Expiring

Figure 3: Home Page with closed Care Menu
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2.3 Care Menu

The Care Menu, on the left side of your screen (Figure 1), includes links to other screens in THEO:
Contacts; Clients; Applications; Client Identifiers; Enroliment Status; Case Visits; 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 ~

= CARE MENU = & VISITOR, HOME

~ RECORDS

*® ACTIVE CARE PLANS WORK ITEMS

Contacts
R s Service Requests - Pending Review
@i o TEST-0000203 : Acosta Testing, Adele =i }
S Q Visitor, Home o1/15/2022 Service Requests - Pending Approval
[@ Applications i Service Requests - Pending Completion
TEST TEST-0000202 : Acosta Testing, Anna =i} Refeiyats - Pending Riview

Client Identifiers 01/15/2022

Referrals - Pending Approval

I Enrollment Status

TEST-0000268 : Alone, Baby B e Referrals - Pending Completion
06/01/2022
@ Referrals Applications - Submitted °
Enrollments - Expiring
@ Service Requests TEST-0000210 : Anderson, Justin S ]

03/05/2022

@ CLEENTS
& Care Plans

TEST-0000273 : Baby, Newborn =2 ]
B Cases Q 06/05/2022

I, Enrollments

TEST-0000206 : Brown, Angelo =i }
01/10/2022

& CASES
TEST-0000204 : Brown, Danielle = ]
06/30/2021
TEST-0000217 : Client, Caregiver =i }

09/01/2021

Figure 1: THEO Home Page — 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.

e+ 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 enrollments and applications by all home
visiting programs and agencies around the state.
This allows you to determine whether someone is
currently enrolled 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.

Case Visits

Takes you to a list of all Visits for clients at your
agency. You can search and filter the records.

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. In MIECHV programs, the case
includes one index parent and one or more index
children.

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 last step of the process, THEO creates several records and enrolls all clients on the
Application.

The first Application for a family creates the family’s Case, which includes a Care Plan for each
member of the family who enrolled in the program together. The Case includes one Index Parent at
a time and one or multiple Index Children. A home visitor is assigned to each Case and works with
the enrolled members of the family.

Section 3.1 describes the process for enrolling an Index Parent with or without an Index Child
(page 27).

Section 3.2 describes the process for enrolling an Index Child after the Index Parent is already
enrolled (page 34).

Section 3.3 describes how to complete an enroliment by adding a Case Visit and Enroliment
Survey to the client’'s Care Plan (page 36). When enrolling a newborn after an Index Parent was
enrolled prenatally, you will also update the Index Parent’s pregnancy record (page 42).

3.1 Index Parent Enrolls with or without an Index Child: Add New
Application

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

THEO  TEST & HOME VISITOR, EXAMPLE v & - @ (2]

= CARE MENU @ HOME VISITOR, EXAMPLE

S 9 ACTIVE CARE PLANS WORK ITEMS

3 Contacts
Service Requests - Pending Review

: o TEST-0000203 : Acosta Testing, Adele (=2 }
@ Clients Q Home Visitor, 01/15/2022 Service Requests - Pending Approval
Example
B Applications Service Requests - Pending Completion
TEST-0000202 : Acosta Testing, Anna = 6 s -
THEO 01/15/2022 Referrals - Pending Review
Client Identifiers TEST
Referrals - Pending Approval
I, Enrollment Status TEST-0000206 : Brown, Angelo =9} 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
% Care Plans
TEST-0000217 : Client, Caregiver =0
&= Cases e 09/01/2021
I Enrollments Q 8
TEST-0000218 : FakeClient, Mama = 6

03/21/2020

‘ Microsoft SQL Server Management Studio 18 i -

Figure 1: THEO Home Page — Add New Application
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Add New Client Information screen opens (Figure 2).

¢ Enter the Index Parent’s data in all required fields marked with an orange left border.

e Also enter the Primary Spoken Language (which is required for MIECHV reporting) and the
Local Client ID (the ID number that your agency uses for the client).

¢ Click on the orange Save & Continue button.

© CLIENT
=;“;‘ Add New Client Information

Last Name

Harris
First Name
Kamala
Middle Name

Prefix

Suffix

Also Known As /
-

@ Save & Continue =)

Figure 2: Add New Client Information screen

Data Entry Tips

¢ 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.

o 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 want to enter 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. Note:
MIECHYV does not require entry of a client’s address, phone, or email.
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Uncheck Address, Phone, and Email if you're not entering data in these fields (Figure 3).
Click orange Save & Continue button.

@ PROGR © CLIENT

@ Add New Client Information or

Figure 3: Add New Client Information - Uncheck Address, Phone, and/or Email checkbox

Client Intake opens (Figure 4).

To add an Index Child to the Application, click on + Add Another Client and go to the next
step to add the Index Child’s information.

o To enroll a pregnant Index Parent alone, click on orange Continue button and then skip to
the question (below) about whether the Index Parent is pregnant, page 32.
© CLIENT
@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Iy MIECHV Healthy Families Oregon

Harris, Kamala

Figure 4: Client Intake process (workflow)
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Add New Client Information screen opens (Figure 5).

e Enter data about Index Child in all required fields, AND Primary Spoken Language and

Local Client ID.
o Click on the orange Save & Continue button.

‘ © CLIENT O ELIGIBILITY
@ Harris, Kamala

@ Add New Client Information or & Selec
1 REQUIRED FIELDS

Last Name

Harris

First Name
Baby
Middle Name

Prefix

Suffix

I[ © Save & Continue 3 \I

4 Female | DOB: 01/03/1985 | 0003056

Figure 5: Client Intake screen: Add Index Child to Parent’s Application

Relationships screen opens.

e Click on the relationship types field to open the drop-down list (Figure 7).

| A ]
© CLIENT O ELIGIBILITY
@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056
Relationships
Please define relationships for Baby Harris
Baby Harris is ¥ | to Kamala Harris I
Primary Contact for Baby Harris
(® Kamala Harris
-
Figure 7: Relationships screen
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List of relationship types displays.
¢ Click on the relationship type to select it (Figure 8).
e Click on the orange Save & Continue button.

© CLIENT O ELIGIBILITY

@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Relationships

BabyHarrisis | Child ¥ | to Kamala Harris I

Primary Contact for Baby Harris

@ Kamala Harris

Figure 8: Relationship types

Client Intake screen displays everyone on the Application and their relationships to one another
(Figure 9).
e Click on the orange Continue button if there are no more Index Children to add.
e Orclick on Add Another Client if there are more Index Children to add and repeat steps
above.

© CLIENT O ELIGIBILITY

@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Iy MIECHV Healthy Families Oregon

Harris, Kamala
Mother of Harris, Baby

Harris, Baby
Daughter of Harris, Kamala

=

Figure 9: Client Intake Application Summary
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The Pregnancy Information screen opens (Figure 10).
If Index Parent IS Pregnant: Check the checkbox and enter the Due Date and Number of

Babies Expected.
¢ IfIndex Parent IS NOT Pregnant: Do not check the checkbox.

Click on the orange Save & Continue button.
%

© CLIENT

@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Pregnancy Information

Please indicate pregnancy status
K is is pregnant

@

6/1/2022

Figure 10: Client Intake - Pregnancy Information screen

The Eligibility summary opens (Figure 11).
¢ Click on the orange Save & Continue button.
O N @ ELIGIBILITY

@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Iy MIECHV Healthy Families Oregon

Harris, Kamala (¥ Apply ) % Decline

Harris, Baby ( v Apply ) x Decline

Figure 11: Client Intake — Eligibility screen
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Enroliment screen opens (Figure 12).
e Enter the Enroliment Start Date.
o Enter the home visitor in the Assigned To field.
e Click on the green Approve & Enroll button.

‘ © CLIENT © ELIGIBILITY © ENROLLMENT ‘

@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Iy MIECHV Healthy Families Oregon

f&& g;:;lrs, Kamala @ ((vEnoll ) @Deny % Cancel
MIECHV Healthy Families Oregon
‘i’ Daughter Enrollment Start Date
I 2/4/2022 &
Assigned To
Visitor, Home : HFO Test Area v @

& Approve & Enroll < © Skip Enrollment

Figure 12: Client intake - Enroliment

The Application is completed. The Index Parent and Child are both “Enrolled” and each of them
has a Care Plan (Figure 13). Complete each client’s enroliment by adding a Case Visit and a Client
Survey to their Care Plan.

e Click on a client’s Open Care Plan button.
o See page 36 for instructions on how to add a Case Visit and Client Survey to a Care Plan.

‘ © CLIENT © ELIGIBILITY ) © ENROLLMENT ‘

@ Harris, Kamala 4 Female | DOB: 01/03/1985 | 0003056

Iy MIECHV Healthy Families Oregon

""," Harris, Kamala @ ‘ & Open Care Pla
"% Mother
2/4/2022 = Visiter, Home: HFQ Test Area
§ lemswr® (@ omcaern
n Daughter | DA
2/4/2022 - Visitor, Home: HFO Test Area

@ Close Client Intake ¥ &+ New Client Intake [2] Open Application | ‘ 2 Open Case

Figure 13: Enrolled screen
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3.2 Another Client Enrolls AFTER the Index Parent: Add Member

You can enroll an Index Child into an existing Case from any other family member’s Care Plan that
is part of the Case. Once someone in a family has enrolled in a program, anyone else in the family
who enrolls in the same program, can be added from another family member’s Care Plan.

The most common reason for adding a new family member to a Case is enrolling a newborn after

an Index Parent’s prenatal enroliment. Other common reasons to add a new family member to a
Case include changing the Index Parent or enrolling additional children.

Open a Care Plan from the home visitor's Home Page by clicking on the Open icon (Figure 1).

THEO DEMO  EHS PRACTICE AREA & VISITOR 3, HOME ~ & - B (-]
= CARE MENU € = @ VISITOR 3, HOME
-
LR “® ACTIVE CARE PLANS WORK ITEMS
Contacts
e Applications - Submitted m
_ - 0001651 : Ball, Lucille = e -
@ Clients Q Visitor 3, Home 08/25/2021 Enrollments - Expiring
[2 Applications THED DEMD
EHS Practice Area OD01652 “Ball. Marie B
Client Identifiers i

i Enullenl it 0000008 : Cleary, Beverly @ 3

04/03/2019
& Care Plans
B Cases Q 0001698 : Cleary, Henry [=N: ]

06/02/2021

CLIENTS

I Enroliments @

0001697 : Cleary, Ramona =0

05/02/2020

0001699 : Cleary, Youngest =i ]

fem pAry

Figure 1: Open Care Plan icon on a home visitor's home page

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

THEO DEMO EHS PRACTICE AREA & VISITOR 3, HOME ~

€ CAREPLAN 0000008 : CLEARY, BEVERLY - 04/03/2019 od ™

‘D History

o« Care Plan 4@ OVERVIEW ¥ ACTIONPLAN P P 5 Sprint + -
& Download
= ases 5 s
“ Jumes o Pregnancy &+ Add Member ©
» 3784081 [, G » 4181102 vuC UAIs voywayzuzl
Cleary, Beverly (€]
e may 25 ° & Client Survey aaa= -
Born 1/1/1985 I ENROLLMENT = ¥ M22-THEO - MIECHV Baby's Age SURVEY DATE 05/25/2022 &
37 year old Female 36 Months - Index Parent.
e @) i o
» Visit DATEOS/14204 [
PREGNANCIES =
CARE PLAN * °
aE APR 24 © Visit Compl.. 0w
» 4181102 o CEEEED O G Case Visit )

Figure 2: “Add Member” on the Actions menu
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The Application workflow opens (Figure 3). The Index Parent, who enrolled previously, is listed
automatically at the top of the Application.

e Enter the Index Child’s information in the fields on the screen.

e Complete all required fields plus Primary Spoken Language and Local Client ID.

e Click on the orange Save & Continue button.

© CLIENT @ ELIGIBILIT
@ Williams, Test Mom 4 Female | DOB: 01/05/1992 | 0002983

@ Add New Client Information o

Last Name
First Name
Middle Name
Prefix

Suffix

| e :
I |

Figure 3: Add New Client Information

Follow instructions (above) to add Relationships between the new client you are adding and other
enrolled members of the family’s Case. See page 30 and follow all steps for completing the
Application. Add a Case Visit and Enroliment Survey to complete the new enroliment. When
enrolling a newborn after an Index Parent, always update the Index Parent’s pregnancy record with
the birth. See page 42 for how to update the pregnancy record.

3.3 Enter a Case Visit and Client Survey

The Application process creates a Case for the family with a Care Plan for each client who enrolls.
Adding a Case Visit and Enroliment Survey to each client’s Care Plan completes their enroliment.

You also will add Case Visits and Surveys throughout a client’s entire enrollment. Every visit with a
client is recorded in THEO. Surveys are collected at enroliment and disenroliment, and also at
other points in time, based on the MIECHV EHS/HFA Data Collection Schedule Tool —

https://www.oregon.gov/oha/PH/HEALTHYPEOPLEFAMILIES/BABIES/HOMEVISITING/Docu
ments/EHS HFA MIECHV SCHEDULE 2020.xIsx
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3.3.1 Case Visit

A visit is recorded in THEO for each enrolled client who was present during a visit. THEO allows
you to add one Case Visit and check off the name of every client who was present. When you save
the visit, THEO will add a separate Case Visit to the Care Plan of each client who was checked off
as having been present at the Case Visit.

e From the Care Plan of the Index Parent or Child, mouse over the orange (+) New icon in
the upper right corner (Figure 1).
e Menu opens. Click on Case Visit.

THEO  TEST & ZUKOWSKI, LAURA ¥ & - @ e

®

Harris, Kamala

2

Care Plan @ OVERVIEW % ACTION PLAN B ™ & o,

= cases =2 & C
IAN 04 o It Enroliment i Y

P 6572546 [= » MIECHVH althy Familie:
merica

o

<

TEST-0000261
Bom 1/4/1979
43vyear old Female

I ENROLLMENT [

» MIECHV Healthy Families America o v 472521 m I}

® N\

(a3

CARE PLAN

@ CLENTISSUES = +
CLIENT

CONTACT & CLENTSTRENGTHS = +

Figure 1: Orange (+) New icon menu

New Case Visit opens (Figure 2).
o Everyone currently enrolled in the family’s Case is listed at the top of the Case Visit under
“Clients” (Note: Disenrolled clients do not display).
o Leave a checkmark next to the name of anyone who attended the visit.
o Uncheck the checkbox next to the name of anyone who did not attend the visit.
o Enter date of visit in Date, Status (“Visit Completed” or “Visit Not Completed”), and home
visitor who attended the visit. Note: MIECHV requires only completed visits to be entered.
e Click on the orange Save & Continue button.
ZxNew Case Visit

| REQUIRED FIELDS

Clients
Harris, Baby
Harris, Kamala

Case

| 6572546 Q

Type
I Visit e

Date
| t

Time (hh:mm)

& TEST I Zukowski, Laur{

o

Figure 2: New Case Visit
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Case Visit Encounter opens (Figure 3).
¢ Enter Visit Method and whether the parent was asked if they had any concerns.
e Click on orange Save & Continue button.

@ Case Visit Encounter 10f 1
Page 1
Visit Method:

If Other, please specify:

Did the home visitor ask the parent if they had any concerns regarding their child's development,
behavior or learning?

o Yes, the question was asked

O No, the question was not asked

Figure 3: Case Visit Encounter

Case Visit Encounter closes and Client’s Care Plan opens (Figure 4).
o New Case Visit displays in the client’s Activity Timeline.

THEO  TEST & ZUKOWSKI, LAURA ¥ &~ Q (-]

% CAREPLAN  TEST-0000261: HARRIS, KAMALA - 01/04/2022 &

®

8- Q

2

Care Plan & OVERVIEW % ACTION PLAN @

& & & %

= cases =
= - st @) @ clentsumey 2
» 672546 (= ) ¥ MLTHEO - MIECHY Enoliment - SURVEY DATE 03/31/2021 &
Harris, Kamala 2

0 JAN 04 ° Case Visit © Visit Compl.... ot
Bom /41670 I ENROLLMENT = ts <
43 year old Female @ » Visit DaTE01/04/2022 B

By e o QT O
P 1AN 06 " I Enroliment =

» MIECHV Healthy Families America START DATE 01/04,2012

CARE PLAN @ ® cEnTissUES = 4

No client issues.

CLIENT @®
& CLIENTSTRENGTHS = +
=

No client strengths.

CASE

O CLENTRISKS = +

Mo client risks

Figure 4: New Case Visit in the client’s Activity Timeline
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3.3.2 Client Survey

A Client Survey is completed with clients at enroliment and at disenrollment. Surveys also are
collected at other times, based on the MIECHV EHS/HFA Data Collection Schedule Tool —
https://www.oregon.qov/oha/PH/HEALTHYPEOPLEFAMILIES/BABIES/HOMEVISITING/Docu

ments/EHS HFA MIECHV SCHEDULE 2020.xIsx

From any client’'s Care Plan, mouse over the New (+) icon in the upper right of the screen (Figure 1).
e Menu opens. Click on Client Survey.

THEO  TEST

®

Harris, Kamala

TEST-0000261
Bom 1/4/1979
43 year old Female

CARE PLAN >

CLIENT )]
CONTACT @
CASE =

Care Plan @ OVERVIEW ¥ ACTION PLAN

= oses = & Client Survey

JAN 04 ° K Case Visit
» visit
JaN 05 o B Enroliment

» MIECHV Healthy Families America

b 6572546 [

o

& Client Resource
&8 Client Activity
IS ENROLLMENT = # Client Note
* MIEGHY Helty Fanilies Arerica otoiner CHIEEEED ©
® CLENTISSUES = 4

No client issues.

& CLENTSTRENGTHS =) +

No client strengths.

0 wentmsks = 4

No client risks.

Figure 1: New (+) icon and menu
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Select Survey opens (Figure 2).
e Click on the survey and the orange Save & Continue button.

& CLIENT © SELECT SURVEY
@ Harris, Kamala 4 Female | DOB: 01/04/1979 | TEST-0000261

Select Survey

0000000000000

Figure 2: Select Survey

Edit Existing Client Survey Information opens (Figure 3).
e Enter the Survey Date and the home visitor who completed the survey.
e Click on the orange Save & Continue button.

@ CLIENT @ SELECT SURVEY © CLIENT SURVEY
@ Harris, Kamala 4 Female | DOB: 01/04/1979 | TEST-0000261
Edit Existing Client Survey Information

Survey Number

Client

TEST-0000261 : Harris, Kamala €
Survey Type
M1-THEQ - MIECHY Enrollment - Index Parent
Survey Date
i
Status
Pending
Status Date
5/18/2022
Completed By

Zukowski, Laura : TES v

Area

TEST

Figure 3: Edit Existing Client Survey Information
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Next screen, with survey questions, opens (Figure 4).

¢ Answer all questions, which are appropriate for the client according to instructions on each
question.

e Click on orange Save & Continue button(s) until finished entering data on all survey pages.

© CLIENT > © SELECT SURVEY > © CLIENT SURVEY > © INFORMATION

4 Female | DOB: 01/04/1979 | TEST-0000261

@ Harris, Kamala

© M1 - MIECHV Enrollment - Index Parent_20181101 = 3of3

Questions about Index Parent

3. Marital Status:

O single / Never Married

QO Married

QO Separated / Divorced / Widowed

(O Not Married but living together with partner

4. Relationship to Index Child:
QO Biological mother
O Biclogical father

(Q Other caregiver

5. Index Parent’s Current Health Insurance status:
Please check all that apply:

[ Not insured

[ Private or employer's insurance

[ oHP / Medicaid

[] CAWEM / CAWEM Plus

S i Lonbiia & 2 m

Figure 4: Survey Questions and orange Save & Continue button

Survey closes after last page of survey is saved, and Client’'s Care Plan opens (Figure 5).
o New completed survey displays on the client’s Activity Timeline.

THEO

TEST

€ CAREPLAN  TEST-0000261: HARRIS, KAMALA - 01/04/2022

Care Plan § ACTION PLAN

& OVERVIEW

= s =
@ kg wanss (@) Cient Suvey S
» 6572546 = ) » M1-THEO - MIECHV Enroliment - SURVEY DATE 03/31/2022 &
Index Parent.
Harris, Kamala -
TEST-00002+ 1AN 04 ° Case Visit ¥
Bom 1/4/1379 I ENROLIMENT = @ v
43 year old Female » Visit DATE 010472022 [3]
R i, CHETE ©
an o ° ® Enoliment =

&

CARE PLAN <

CLIENT @
CONTACT =

® CLENTISSUES = 4

No client issues,

& CLENTSTRENGTHS =1 +

No client strengths.

© CLENTRISKS = +

Ho dlient risks

+ MIECHY Healthy Families America

START DATE 01/04/2022

Figure 5: Client Survey added to the client’'s Activity Timeline
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O

Data Entry Tips for Surveys

¢ Allfields with an orange border on the left side of the field are required. You must
enter data in these fields before THEO will allow you to save your data entry.

e Field types on surveys include:

Radio button fields (circles). Select one response by clicking on it. A black dot
appears in the radio button for the response. Remove your selection by clicking
on the radio button again. The black dot disappears from the radio button.

Checkbox fields. Click on one or more checkboxes to select or check them. Click
again on the checkbox to remove the checkmark.

Date fields. Enter dates in this format: MM/DD/YYYY.
Free text fields. Type in the white text box, which will expand if your entry is long.

Number fields. Enter the number (for example, 0, 1, 5, 1.5, or 2.25). Some fields
allow a decimal point and up to two numbers to the right of the decimal point (for
example, 1.75 or 2.99). Some number fields do not allow a decimal point (99 or

2,000,000).

e Be sure to scroll all the way to the bottom of each survey page to answer all
questions that are appropriate for the client.

e After entering data, click on the orange Save & Continue button at the bottom of the
page to save your data entry and continue to the next screen until the survey is
completed and closes.

e Click on the orange Save & Finish Later button to save the data you have entered
and complete the survey in the future.
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3.3.3 Update the Index Parent’s pregnancy record when enrolling the newborn

Always update an Index Parent’s pregnancy record after a pregnancy ends or when you enroll the
Index Parent’s newborn.

1. Open the Care Plan of a client who enrolled prenatally.
e From your THEO dashboard, click on the Open icon to the right of the client's name (Figure

& VISITOR, HOME + [-4 B 2]

~ RECORDS

% ACTIVE CARE PLANS WORK ITEMS
Contacts
& Service Requests - Pending Review
5 L TEST-0000203 : Acosta Testing, Adele = 0
@ clients Q Visitor, Home 0171572022 Service Requests - Pending Approval

Service Requests - Pending Completion

[® Applications

THEO

TEST TEST-0000202 : Acosta Testing, Anna = 0 Referrals - Pending Review
Client Identifiers A
Referrals - Pending Approval
I, Enroliment Status TEST-0000268 : Alone, Baby = e Referrats - Pending Completion
06/01/2022 o .
@ Referrals Applications - Submitted (@)
Enrollments - Expiring
@ Service Requests TEST-0000273 : Baby, Newborn =2 ]
06/05/2022
CLIENTS
& Care Plans ®
TEST-0000206 : Brown, Angelo =i ]
B Cases Q 0171072022
B Enrollments
TEST-0000204 : Brown, Danielle =0
a 06/30/2021
CASES

TEST-0000217 : Client, Caregiver =2; ]
0970112021

TEST-0000269 : Enrolled Mom, Prenatal @
035172022

TEST-0000218 : FakeClient, Mama =i ] & Tuesday, June 7, 2022
1

Figure 1: Open a client’'s Care Plan

2. Client’s Care Plan opens (Figure 2).
e 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.

THEO  TEST &VISTOR,HOME + &+ B @
% CAREPLAN  TEST-0000269 : ENROLLED MOM, PRENATAL - 03/31/2022 &H- B Q
CarePlan @ OvERVIEW % ACTION PLAN @ &P 8 o @ + -
ﬁ = cAsEs = =
Jun 30 ° Pregnancy
» 6583866 [ o » 6583834 DUE DATE 06/30/2022
Enrolled Mom, Prenatal 2
TEST-0000269 MAY 31 ° & Client Survey
B 2 Iy ENROLLMENT [ » Babies First! and CaCoon - Every SURVEY DATE 05/31/2022
@ Visit Survey
e ol o
" e @) @ Clenesurvey &
¥ Babies First! and CaCoon - SURVEY DATE 05/08/2022  #°
PREGNANCIES = Caregiver Survey
CARE PLAN <
» s o wirce @) @ Clansurey &
CLIENT » Babies First! and CaCoon - Every SURVEY DATE 05/08/2022 &
isit Survey
® CLENTISSUES = 4
PO APR15 ° & Client Survey — Eempicle =4
No client issues:
» Babies First! and CaCoon - Every SURVEY DATE 04/15/2022 4"
CASE Visit Survey
& CLIENTSTRENGTHS [= +
wans @ ciiant ooy CErTTTER -

Figure 2: Update Pregnancy icons in the Pregnancies section and the Activities Timeline
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3. Pregnancy record opens (Figure 3).
¢ Enter the Birth Outcome and the Birth / End Date
e Click on the orange Update & Close button.

Pregnancy

6583834 -06/30/2022

Enrolled Mom, Prenatal : 6583824 @ 6583834 6/30/2022 1 4 #
I REQUIRED FIELDS

Due Date

| 6/30/2022 &

Number of Babies Expected
|1

Birth Outcome

Birth/End Date

&

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

N

Figure 3: Pregnancy record

# Edit ‘ (2]

4. Pregnancy record closes and you are back on the caregiver’s Care Plan (Figure 4).
e Pregnancy record shows “Complete” status in the Activities Timeline and Pregnancies
section.
¢ Pregnancy Outcome has been created and displays in both the Activities Timeline and in
the Pregnancies section.

SVISTORHOME + &+ B @

& @

CarePlan & OVERVIEW  # ACTION PLAN @ @ 5 & & + -
= sEs = -
o - 19 07 ° Pregnancy Outcome ive Bi & :
» 6583866 E o » 6583834 1 D
Enrolled Mom, Prenatal 2
TEST-0000269 Jumoz ° Pregnancy E""’BE ©
Bom 1/4/1992 Iy ENROLLMENT = » 6583834  Live Birth BIRTH/END DATE
S ive it SIRTH/END DATE 06/07/2022
Babies First 03312022 v may 31 & Client Survey aaEy -
(6] ¥ Babies First! and CaCoon - Every SURVEY DATE 05/31/2022 &
isit Survey
PREGNANCIES =] 4
CARE PLAN L
. . 5 wavce @) @ cient survey &
SSISERL. Live Biah 06/07/2022 v .
» Babies First! and CaCoon - SURVEY DATE 05/08/2022 ¢
CLIENT ) Caregiver Survey
CONTACT e may 8 ° ® Client Survey aaE=m -
BIRTH/END DATE » Babies First! and CaCoon - Every SURVEY DATE 05/08/2022 &

APR1S ° & Client Survey

]

® CLENTISSUES = 4

No clie

» Babies First! and CaCoon - Every
Visit Survey

SURVEY DATE 04/15/2022  &*

Figure 4: Pregnancies and Pregnancy Outcomes
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4.0 Disenrollment

THEO records disenroliment data for both the Index Parent and Index Child. Add an M47 Exit
Survey, a final Case Visit (if one occurred), and an Enrollment End Date to complete the
disenrollment.

4.1 Disenrollment Survey — M47-THEO-MIECHV Program Exit

The M47-THEO — MIECHV Program Exit — Index Parent & Index Child Survey captures the end
date of enroliment and reason for disenroliment. Be sure to add an M47 exit survey to the Care
Plan of every client who disenrolls.

e From the client’s Care Plan, mouse over the New (+) icon in the upper right corner to open
the Actions menu. Click on Client Survey (Figure 1).

THEO DEMO  EHS PRACTICE AREA A& VISITORZ, HOME v a8~ B (7]

L @ Care Plan @& oOuerviEw ¥ ACTION PLAN P &0 m @

aaaaa
Williams, Trina

]
Born 1/1/1980
30 year old Female

3

EE

"

1]
-
%
(o]

b
H
T}
o
o

n B

DDDDD

@

o)

il

*
1]
n

&% CUENTSTRENGTHS [ » M&C- MIECHV 3 Manths Post Enroliment - SURVEY DaTE 11/12/2019 4
Index Parent for Mather Enrolled with Child

o

Figure 1: Select Client Survey on the New (+) drop-down menu

e Select Survey window opens (Figure 2).
o Click on M47-THEO — MIECHV Program Exit — Index Parent & Index Child survey
to select it.
o Click on the orange Save & Continue button.
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Select Survey ~

t & Index Child

0O00O0®0000000O0

==

Figure 2: Select M47-THEO-MIECHV Program Exit survey

¢ The Edit Existing Client Survey Information window opens (Figure 3).

o Enter the Enrollment End Date in the Survey Date field.
o Verify the home visitor's name appears in the Completed By field.
o Click on orange Save & Continue button.

© CLIENT © SELECT SURVE © CLIENT SURVEY
@ Williams, Trina
Edit Existing Client Survey Information

Survey ID

Survey Date

2/1/2020 =

Status

Figure 3: Edit Existing Client Survey Information
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o The M47-THEO — MIECHYV Program Exit — Index Parent & Index Child survey opens
(Figure 4).
o Select Reason for Program Exit.
o If“Terminated services” is selected in Reason for Program EXxit, also select an
answer in Question 1a regarding why services were terminated.
o Click on the orange Save & Continue button.

@ Williams, Trina 4 Female | DOB:01/01/1990 | 0000968
M&47-THEO - MIECHV Program Exit - Index Parent & Index Child 1of1

Page 1

1. Reason for Program Exit:
O Successfully compieted program

@ Terminated services

1a If Terminated services, Reason:
@ Qient returned to wark or school

Q Client received what they need from the program

O Client s receiving services from another program

O Refused new Home Visitor

O Dissatisfied with program

T R

Figure 4: M47-THEO — MIECHV Program Exit — Index Parent & Index Child screen

e Survey closes and client’s Care Plan opens (Figure 5).

e The completed M47-THEO — MIECHV Program EXxit — Index Parent & Index Child survey
displays in the Activity Timeline.

e Repeat steps to enter an M47 exit survey for any additional clients who are disenrolling.

THEO DEMO EHS PRACTICE AREA & VISITORZ, HOME » (- B

< CarePlan @ OVERVIEW % ACTIONPLAN \ S -
& oses =
= remot ° & Client Survey =T -
» 4106866 [= ) » M47-THED - MIECHV Program Exit - Index suRvey DaTE 02/01/2020 &
. . @ o L Parent & Index Child
Williams, Trina
0000386 remo1 ° BaCase Visit & Vit Compl_ o
Born 1/1/1990. A ALERTS B -
ﬂ » Visit Dae 02/00/2020  [=]
AN 05 ° & Case Visit [
CARE PLAN v @ ® cuenTissues = 4 ’ ’
» Visit DaTE 01/05/2020  |=]
oecon ° @ o vicCompl I
& CLIENTSTRENGTHS [ & a
» Vi aTE 12/01,/2019 =]
now 12 ° & Client Survey O -
O CUENTRISKS (= 4 » M6C - MIECHV 3 Months Post Enroliment - SURVEY DATE 11/12/2019 &
Index Parent for Mother Enrolled with Child
now 12 °  Client Survey =
. 971-222-1111 - Moblle » M5 - MIECHY Child s Enrollment Tool - Index cumver DA 1122013 &
Parent

Figure 5: Completed Exit Survey in the Activity Timeline

4.2 Final Case Visit (if one occurred)

Enter a Case Visit for each client who is disenrolling whenever a final disenroliment visit occurs.
Follow the instructions for adding a Case Visit, which start on page 36. Repeat the steps for each
client disenrolling.
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4.3 Enrollment End Date

o From the Care Plan of each client who is leaving the program, click on the Update
Enroliment icon under the heading “Enrollment” (Figure 1).

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

99 CAREPLAN  TEST-0000262 : HARRIS, BABY - 01/04/2022 m- - Q O

& CaePlan @ & P P 5w @ -
= (AsEs = .
¥ maY 19 ° & Client Survey =3
Harris, Baby » 6572546 [= o » M47-THEO - MIECHV SURVEY DATE 05/19/2022 ¢
Program Exit - Index
TEST-0000262 2 Parent & Index Child
Born 6/29/2021
0 year old Female
I ENROLLMENT (=] JAN 04 ° %1 Case Visit (]
R » Visit DATE 01/04/2022  [3)
CARE PLAN @ » :lr:E:Hv Healthy Families Am ;1%;;;22 S 0
Y R °
CLIENT
» MIECHV Healthy START DATE 01/04/2022

@ CLENTISSUES = + Families America

CONTACT No client issues.

CASE = & CLIENTSTRENGTHS [=

No client strengths.

Iy MIECHV Healthy Families
America - 01/06/2022

© CLENTRISKS = +

Harris, Kamala

Figure 1: Update Enroliment

The client’s Enrollment record opens (Figure 2).
e Enter the Enroliment End Date.
e Click on the orange Update & Close button.

B Enrollment @

End Date
o —

& TEST Zukowski, Laura

| © Update & Close ¥ ¢ Edit (2]

Figure 2: Enter Enrollment End Date
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Enrollment record closes (Figure 3).
¢ Enroliment End Date and “Complete” status display on the records in the Enroliment
section and the Activity Timeline.
o Repeat steps for entering an Enroliment End Date for any additional clients who are
disenrolling.

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

= % CAREPLAN TEST-0000262: HARRIS, BABY - 01/04/2022 &Sy B~ Q

o @ © CarePan @ % P P e ou
& CASES
¥ MAY 19 ° & Client Survey
Harris, Baby » 6572546 [= i) » M47-THEQ - MIECHY
Program Exit - Index
TEST-0000262 2 Parent & Index Child

Born 6/29/2021

Ovearold Female
I ENROLLMENT [=) MAY 19 ° Iy Enroliment ©  Completz [#}
» MIECHV Healthy END DATE 05/19/2022
» MIECHY Healthy Families Am END DATE — il i
CARE PLAN s Y, 057152027 G [w} Families America
IANOG

4q

CLIENT [#}
® CLENTISSUES [=) + » Visit DATE 01/04/2022  [3)

CONTACT No client issues.

CASE - & CLIENTSTRENGTHS = +

Nin rliant stranathe

Figure 3: Enroliment record displays an Enrollment End Date and a “Complete” status
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5.0 Error Messages and Fixing Data Entry

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

¢ 5.1 Recognize simple error messages and resolve them: See page 51
e 5.2 Edit a survey to finish entering data or to correct data on the survey: See page 55
e 5.3 Delete a survey: See page 59

5.1 Error messages

5.1.1 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.

¢ 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.
“ THEO  TEST SVSTORHOME » &+ B @

New Client

Last Name
Client
First Name

New

Middle Name

Suffix
Also Known As

Birth Date

Primary Spoken Language

© Sove &0pen 3 T~ o

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 EHS TEST AREA

=

New Client

Primary Spoken Language
Sacardary Spoken Lanquags
Prafarred Written Language
Requisas Intarprative Services

Alternata Written Materials Fommat

© Save & Open ¥ ~ 10 Unable to submit. Please check farm for errors.

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).

THEOQ EHS TEST AREA

Mew Client

Birth Date

e —
(mm/agiywy)

Gonder

Frimary Spoken Language

- &
Secondary Spoken Language

- &
Preferred Wiritten Language

- Q
Requires Iterpretive Services

-

Allemnate Written Materials Format

Site Client ID

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

THEQ EHS TEST &REA

@ Client @ ovewiew R R & @ o @ o8 +-

B CuENTRENTIFERS = 4
o clEant bsmifiers
* cmEReNs =
A mERTS = Na Timeline Activity
M atnin &
L'|%EH®‘}9._”)¢§@'\"A
G5 PRIMARY CONTACT (= r:ﬂ‘
b dacrews, Uindy (=
Na Client ©
Activity, Clie
¥ ADORESS = 4
i
B PLAN ACTINTIES =
L OPHONE = 4

e 5= 4

Figure 4: Record saved

5.1.2 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.

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

THEO EHSTEST AREA

CLENTS

New Client

| REQUIRED FELDS

First Name:

Middle Name

Prefix

Figure 1: New Client screen
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¢ 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 it

Figure 3: Birth Date field — Error message about future dates

5.1.3 Invalid format error message

The Phone Number field requires 10 digits in a specific format: either ##H-#HE-##H#H# or (HHE) #HHH-
#i## (Figure 4).

e 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.

PRIMARY PHONE
Phone Number

1234567890

Figure 4: Phone Number field — Invalid format error message

o Formatting the 10 digits as #HH-#H-HHHHE or (#HHE) tHHE-##HH# makes the error message
disappear (Figure 5). THEO will save this entry.

PRIMARY PHONE
Phone Number

123-456-7890

Phone Type

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 any of the fields or delete the entire survey.

Follow the steps below to edit a survey.

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

THEO EHSTEST AREA &VISITOR 1, HOME v

= CARE MENU = CAREDASHBOARD
¥ RECORDS BAAPR 10 - 14,2019 « PREVSDAYS  NEXT5DAYS »
&3 Contacts Q i WED THU FRI SAT SUN
@ Clients Q Visitor 1, Home
[@ Client Identifiers T
THEO
@ Referrals
o AREA
B EHS Test Area
B Enrollment Status
%® ACTIVE CARE PLANS WORK ITEMS
© Service Requests
@ CLIENTS ~ Service Requests - Pending Review [16 ]
. 0000545 : Cruz,Joseph = @
® Care Plans 01/24/2019 Service Requests - Pending Approval (2]
& 1 1 Service Requests - Pending Completion €
Referrals - Pending Review (1]
0000544 : Cruz, Maria =0
01/24/2019 Referrals - Pending Approval (1]

Figure 1: Care Menu — Find Care Plans icon

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

THEO EHS TEST AREA & VISITOR 1, HOME v

= % CAREPLANS Q sEARCH
S——— © @ ©17Caepans

Cli CLIENT 4 CASE PROGRAM ASSIGNED TO AREA
< Johnson . -
(=X © 0000407 : Smith, 3636336 @  MIECHV EarlyHead  Visitor 1, Home : EHS EHS Test

Case - Danielle Start Test Area Area
@ 0000414 :Johnson, 3515913 @  MIECHV Early Head  Visitor 1, Home : EHS EHS Test
Program Samantha Start Test Area Area
v &
@ 0000416 : Lopez, 3670516 @  MIECHV EarlyHead  Visitor 1, Home : EHS EHS Test
Assigned To Marta Start Test Area Area
- @ .
@ 0000503 : Johnson, 3677236 @  MIECHV Early Head  Visitor 1, Home : EHS EHS Test
7y Henry Start Test Area Area
v & @ 0000544 :Cruz,Maria 3709185 @  MIECHV EarlyHead Visitor 1, Home : EHS EHS Test
Start Test Area Area

< Q Search ' C' Reset CARE PLANS 1-17 OF 17 20 PER PAGE

Figure 2: Search Care Plans — Clients search field
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Care Plans for clients with the name you searched for appear in the search results, on the right
side of your screen (Figure 3).

¢ Click on the orange Open button to the left of the client’s name to open the client’s Care
Plan.

THED EHS TEST AREA & \VISITOR 1, HOME «

= %8 CAREPLANS Q sEaRcH
QSEARCH CARE PLANS « a 3carePlans D

Case CASE CLIENT PROGRAM ASSIGNED TO AREA
0000503 - lohnson, Henry MIECHY Early Head Visitor 1, Home : EHS Test Area EHS Test
Cilint Start Araa
Jjohnson .
000458 : Johnson-Alvarez, MIECHY Early Head Zukowski, Laura : EHS Test EHS Test
Program Rosie Start Area hrea
- Q : i
i 3515913 @ 0000414 :lohnson, Samantha MIECHY Early Head Wisitor 1, Home : EHS Test Area EHS Test
Assigned To Start Area
v a
Area
v a

Figure 3: Search Care Plans screen — Open Care Plan button

The Care Plan opens (Figure 4).
¢ Find the Client Survey you need to edit in the Activity Timeline. Click on the Edit Client
Survey icon.

THEODEMO  EHS PRACTICE AREA & \VISITOR 3, HOME ~

a- B o

#- Q ©

P CAREPLAN 0000013 : JOHNSON, SAMANTHA - 02/13/2018 - 02/15/2019 F

L] CarePlan @ overview  # acTionPLAN P P &5 © + -
& cses @ <
s @) SCaseuit
» 3786320 [5 » Visic oEo/a5/2019 [

V] 3
P B
Johnson, Samantha @
: e @ ® evoimen )
Born 2/20/2000 Iy ENROLLMENT = s
22 year old Female * MIECHY Early Head Start END DATE 02/15/2019
» MIECHY EartyHead Stat o & . ° oo ¢
» Visit oaTE01/15/2019  [B)
CARE PLAN L) PREGNANCIES [ o

scos @) & clentsurvey =
e ® © » 5 MECH e Tt s T Q
CON = © CLUENTISSUES [ + AUGo3 ° Case Visit ]
No dlient issues » Visic B

& CUENTSTRENGTHS [ 4 JuL10 ° & Client Survey B

No client strengths. # M6P-MIECHV Baby's Age 3 Months - SURVEY DATE 07/10/2018 &

Index Parent for Mother Enrolled
Pty
© CLENTRISKS [3 4

it Compt.. &

» Visit oatE07/10/2018 [

wo @ @casevs o

» Visit DaTE07/03/2018 [

Figure 4: Edit Client Survey icon
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The survey window opens (Figure 5).

o Edit the responses and click on the orange Save & Continue button.

m o il bl i o oo

@ Johnson, Samantha Female | DOB: 08/25/1996 | 0000414

@ Enroliment

1of2

Questions about Family

1.Which members of your (index parent's) family are currently serving or formerly served in the military - active or reserve?
Please check all that apply:

O index parent

O index parent’s spouse

O index parent’s parent(s)

O Father of child

O Mother of child

None

2. Additional Children in Home?

Ifyes, enter Date of Birth of child other than Index Chilgaliving in the home (Birth - 18 yrs old).
O Yes

® No

Date of Birth:

% Save & Continue 9 ~ I ¢ Cancel

Figure 5: Edit responses and then save the data entry

The Client Survey closes and displays in the Activity Timeline (Figure 6).

e The survey includes the changes you saved.

THEODEMO  EHS PRACTICE AREA AVISITOR 3, HOME ~ &~ -] (-]

% CARE PLAN 0000013 : JOHNSON, SAMANTHA - 02/13/2018 - 02/15/2019 F: %

#- Q 6

o« Care Plan @ OVERVIEW ¥ ACTIONPLAN @® &P & o @ + -
@ & oses = reats ° i Case Visit [© visiccompt. 8 E
» 3786320 [, ) » Visit oatE02/15/2009  [B)
Johnson, Samantha @®

cocoms ras @) W enroiment o

f{‘;’?.f.ﬁé’}iﬁ?ﬁe Iy ENROLLMENT = » MIECHV Early Head Start END DATE 02/15/2019
» ey e CHCD © s @ s o
» Visit sre 017152010 3

CRRE AN @ PREGNANCIES [ 4

ucas ° & Client Survey

_ » 5786312 ©  Complet= o » U5 MEGH Envoliment Tol e SuRveY DATE 08/03/2018

CONTACT ® cunnrissues = 4 o3 ° CaseVisit
No client issues. » Visit DATE 08/03/2018  |=]
& cunnrsmenes @ # wro @) Clentsumey &
No etient swrengehs » M6P- MIEGHY Baby's Age 3 Months suRvEY DATET/02018 &

Index Parent for Mother Enrolled
Prenatally
© CuENTRISKS M 4

o et weo @ wcasevs P
» visit o 071072018 [3
o @ e casevs @
» Visit oare 07032018 [3

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” tab in the workflow at the top of the window (Figure 7).

o This will open the earlier step and allow you to edit the data you entered on that step.

Click on orange Save & Continue button and continue to save each window that opens until
you have reached the end of the survey when the survey window closes.

@ SELECT SURVE © CLIENT SURVEY

Edit Existing Client Survey Information

Survey Number

Survey Date

8/3/2018 el

Status

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 from a client’s Care Plan. Follow the steps below to delete a
survey.

From a Home Visitor's Home Page, click on the Open Care Plan icon to the right of the client’s
name under “Active Care Plans” (Figure 1).

THEQ DEMO EHS PRACTICE AREA & VISITOR 3, HOME ~

8- B e

= CARE MENU @ VISITOR 3, HOME

¥ RECORDS

< ACTIVE CARE PLANS WORK ITEMS

I
&= Contacts 4\
!/ - Applications - Submitted
- . 0001651 :Ball, Lucille = : ]
@ Clients Q Visitor 3, Home 08/2572021 Enroliments - Expiring
[ Applications s o
EHS Practice Area 0001652 : Ball, Marie =2 ]
Client Identifiers oz
B Enrollment 5t 3
RIS 0000008 : Cleary, Beverly @ B
040372019
% Care Plans
B Cases a 0001698 : Cleary, Henry =)
@ CLENTS os/oz/2021
B Enrollments
0001697 : Cleary, Ramona =3 ]
os/oz/2020
0001699 : Cleary, Youngest =2 ]
& CASES e
1 6 0001583 : Garcia, Baby =i ]
07/06/2021
0001681 : Index, Parent = e

110172021

Figure 1: Home Visitor's Home Page — Open Care Plan

Client’s Care Plan opens (Figure 2).

e Find the survey you need to delete and click on the Open Client Survey icon.

THEO DEMO EHS PRACTICE AREA & VISITOR 3, HOME +

< CAREPLAN 0000008 : CLEARY, BEVERLY - 04/03/2019

CarePlan @ OVERVIEW ¥ ACTIONPLAN & P g o

= ses =3 - 2
@ 2 mar 25 ° & Client Survey ©  compiete
b 3784981 [ ) + M47-THEO - MIECHV Program Exit SURVEY DATE 05/25, ﬂqu

“ndexFatent & i g
Cleary, Beverly @
som 11385 © ewoumenr = warss (@) @ clent survey &
om 111
RIS Sss + M22-THED -MIECHY Baby's Age ——
s uarone P 36 wonts-Inde Pt
ML Sty s oy D ©
may 16 ° €2 Case Visit _ Visit Compl... (]
CARE PLAN PREGNANCIES = 4 » Visit oateospenon. [
» 5784576 LiveBinn il @ wnz @ @ casevist o
CLIENT
b visit paTE 0424720210 [B)
P————
= MAR31 ° €2 Case Visit _ Visit Compl... (]
MR oeio1015 o v oacoysior B
smors 2 v © wanrs (@) e case st o

Figure 2: Open Client Survey icon
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The Client Survey screen opens (Figure 3).

o Mouse over the Gear/Daisy icon, and the Actions menu opens.
o Click on “Delete Client Survey”.

THEO DEMO EHS PRACTICE AREA & VISITOR 3, HOME ~

: | Edit Client Sur
o — © Delete Client Survey

SURVEY MEASUREMENTS D History

m

S Print

4181091 0000008 : Cleary, Beverly @

CLIENT SURVEY OUTRUTS =

Cleary, Beverly M4TTHEO - MIECHY program Ex

0000008 sTaTUS DATE E
Bom 1/1/1385 57252022 Visitor 3, Home : EHS Practice Area Disenroliment_ProgramExit Reason

37 year old Female

CLIENT SURVEY (4

@5 Cleary, Beverly
t: 4180978 - Child

Figure 3: Delete Client Survey on the Actions menu

THEO asks you to confirm that you wish to delete the survey (Figure 4).
e Click on the red Delete button if you wish to delete the survey. Click the grey Cancel button

if you don’t wish to delete the survey.

& Delete Client Survey

M47-THEQ - MIECHV Program Exit - Index Parent & Index Child - 05/25/2022

4181091 0000008 : Cleary, Beverly €@ M47-THEQ - MIECHY Program Exit - Index Parent & Index Child 5/25/2022 Complete

5/25/2022 Visitor 3, Home : EHS Practice Area EHS Practice Area

I @ur& you want to delete this reuD

Figure 4: Confirm you wish to delete the survey
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Care Plan opens (Figure 5).

o Deleted survey (M47 Exit Survey on 5/25/2022) no longer appears in the Activity Timeline.

THEQO DEMO EHS PRACTICE AREA & VISITOR 3, HOME ~

&- B ©

<P CAREPLAN 0000008 : CLEARY, BEVERLY - 04/03/2019 -

#- Q

L CarePlan @ OVERVIEW % ACTIONPLAN P P g oo @ -
= ases = a A
Ay 25 Client Surve Compicte
2 ® y © [>=3
» s7Ba081 [, I » M22-THEO - MIECHV Baby's Age SURVEY DATE 05/25/2022 &
36 Months - Index Parent
Cleary, Beverly @
Bom 1/1/1985 I ENROLLMENT = [ ]
57 year old Female » Visit oateosyiaon [
i ° B (ase Visit © Visit Compl... ]
» Visit DATE04/242011  [3]
CARE PLAN @ PREGNANCIES = +

» 3788576 Live Bitn ik opliie ) MAR31 ° B Case Visit © Vst Compl.. ]
™ » visi oseoypipon B
TACT = PREGNANCY OUTCOMES (= MAR 15 ° 31 Case Visit ]
BIRTH/ENDDATE gy & » Visit pATEO3/152021 [F)

3 "areasse 1 06/01/2019 v
— Fea s Case Visit "
w2 A o Q oo %
» Visit osErn0n B
IS MIECHV Early Head Start - 04/ © CLENTISSUES = + JAN3T ° 1 Case Visit © Visit Gompl... (]

8 Cleary, Beverly. y

No client issues. » Visit oAEnym2 [
- — -

Figure 5: Client Survey Summary screen
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6.0 Data Reporting

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

6.1 List Views

The List View feature is a reporting tool that allows you to search, sort, and download records.

Tips for using the list views to work with data

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

o Remember to click the grey Reset button after a search to clear out the search fields.

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

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

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 Enroliment 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)
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From your THEO Home Page, click on the Find icon to the right of Clients (Figure 1).

THEO EHS TEST AREA

= CARE MENU

¥ RECORDS

= CAREDASHBOARD

EHAPR 10 - 14, 2019

& VISITOR 1, HOME v

« PREV 5 DAYS NEXT 5 DAYS »

[&3) Contacts - WED THU FRI SaT SUN
: B 10 11 12 13 14
@ Clients Visitor 1,
Home
[@ Client Identifiers
TENANT
® Referrals THEO
[@ Applications .
EHS Test
IB Enrollment Status . A
rea €® ACTIVE CARE PLANS WORK ITEMS .
@ Service Requests
Service @@
& Care Plans 003:)‘315041-: : Cruz, Joseph =0 {lequests
() Pending
& Cases CLIENTS REviGwW
Service @)
1 1 0000544 : Cruz, Maria =0 Requests v
Figure 1: THEO Home Page — Care Menu
The Client Search screen opens (Figure 2).
¢ A panel with search fields appears on the left side of your screen.
& VISITOR 1, HOME *

Q SEARCH CLIENTS Q Client Search

Client ID

Area

EHS Test Area
Lest Neme
Search for Clients
Uze the search panel to return Clients.
Q Search
Figure 2: Client Search screen — Search panel on the left side of screen
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6.2 Search for data using search filters

From the THEO Home Page, click on the Find icon (magnifying glass) to the right of Clients (Figure
1).

THEO  TEST

= CARE MENU = @ VISITOR, HOME

~ RECORDS

Contacts

@ Clients Q Visitor, Home

[ Applications THED

TEST
Client Identifiers
I Enroliment Status
@ Referrals
@ Service Requests
@ CLIENTS

% Care Plans

B Cases Q + 1 6
Q

I Enrollments

& (ASES

11

9 ACTIVE CARE PLANS

TEST-0000203 : Acosta Testing, Adele
0171572022

TEST-0000202 : Acosta Testing, Anna
01/15/2022

TEST-0000268 : Alone, Baby
06/01/2022

TEST-0000210 : Anderson, Justin
03/05/2022

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

TEST-0000206 : Brown, Angelo
0171072022

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

SVSTORHOME + &+ 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

Figure 1: THEO Home Page — Search icon on the Care Menu

Client Search screen opens with a search panel on the left side of the screen (Figure 2).
e Search panel contains a group of fields (filters) you can use to search the records in THEO.

Search fields include: Client ID, Area, Last Name, First Name, Also Known As, Birth Date,

Gender, Primary Spoken Language, Local Client ID, Medicaid (OHP) Number, or Person ID

or Name.

Client ID

Area

EHS Test Area - @

Last Name

First Name

Also Known As

Birth Date

Q SEARCH CLIENTS Q Client Search

Search for Clients

Use the search panel to return Clients

& VISITOR 1, HOME » & B ©

Q| SEARCH g - o

Figure 2: Search Clients screen — Panel with search fields
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e Do not type anything in the search fields to search for all client records. Click on the orange
Search button in the bottom left corner of the screen (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

- v

Use the search panel to return Clients.

Figure 3: Search Clients — Search button

All client records appear in your search results, on the right side of your screen (Figure 4).
e Total number of client records in the search results appears at the top of your screen.
o Total number of pages in your results appears in the bottom right.

THEO EHS TEST AREA & VISITOR 1, HOME v & B (]

= @ CLIENTS

- o
Q SEARCH CLIENTS « o @®510CClient +

Client ID A CLIENT ID AREA LAST NAME 4 FIRST NAME ALSO KNOWN As BIRTH DATE GIN

@ ¢ 0000205  EHS Smith Timmy 06/03/2018 M
Area Test
Area
EHS Test Area v @
Last Nama ® ¢ 0000204  EHS Smith Alison 02/15/1988  F¢
Test
Area
First Name
@ & 0000202 EHS Smith Poppy 06/06/1988  Fe
Test
Also Known As Area
“ ‘ @ » 0000564 EHS Smyth Danica Dani 12/31/1999  Fev
v P

Birth Date < >

Figure 4: Search Clients screen — Total clients and pages in your search results
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Change the number of records allowed on the screen by typing the total number of records in the
Per Page field. This will make all records in the results display on one screen (Figure 5).

Click the orange Search button in the bottom left corner of the screen.

THEO EHS TEST AREA

& VISITOR 1, HOME v

= (@ CLIENTS [oRITUCTIl REPORT
Q SEARCH CLIENTS € Q @510Clients +
Client ID A CLIENT ID AREA LAST NAME 4 FIRST NAME ALSO KNOWN AS BIRTH DATE GIA
® & 0000205 EHS Smith Timmy 06/03/2018 M
Area Test
Area
EHS Test Area v Q
Last Name @ # 0000204  EHS Smith Alison 02/15/1988  F¢
Test
Area
First Name
@ 4 0000202 EHS Smith Poppy 06/06/1988  Fe
Test
Also Known As Area
ll I @ & 0000564 EHS Smyth Danica Dani 12/ 9 R
v .
Birth Date < >
( Q search ’ C' Reset CLIENTS 421 - 440 OF 510 « 4 PAGE 1 OF 26

Figure 5: Search Clients - Change the number of records shown on each page

All clients display on your screen (Figure 6).

THEO EHS TEST AREA &VISTOR1,HOME v & B
= @ CLENTS Q seara Fog
Q SEARCH CLIENTS € a @510Clients +
Area
Client ID A
@ ¢ 0000407  EHS Smith Danielle Dani (
Test
Area Area
EHS Test Area v @
@ ¢ 0000205 EHS Smith Timmy (
Last Name Test
Area
First Name = 0pen il 0000204 EHS Smith Alison [¢
== e
Area
Also Known As
0000202 EHS Smith Poppy ¢
v Test
Birth Date >
Figure 6: Search Clients - Total Clients per page of the search results
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6.3 Filter for specific records

To search for specific records, use the search fields to define the search. For example, you could
search for all clients who are female or were born during a certain year. You also could search for
all clients who are female and were born during a certain year.
e This section continues from the previous section. The search panel on the left side of your
screen contains a group of search fields (Figure 1).

& VISITOR 1, HOME v & =] (2]

Q SEARCH % REPORT

THEO EHS TEST AREA

= @ CLENTS #H~- O

Q SEARCH CLIENTS Q @510Clients +
Area
Client ID N
@ ¢ 0000407 EHS Smith Danielle Dani (
Test
Area Area
EHS Test Area v Q
@ ¢ 0000205 EHS Smith Timmy (
Last Name Test
Area
First Name © » 0000204  EHS Smith Alison (
Test
Area
Also Known As
@ » 0000202  EHS Smith PSBiY .
, Test
Birth Date < >
CLIENTS 1-510 OF 510 510 PER PAGE

Figure 1: Search Clients screen — Search panel with search fields

® Search for only female clients (Figure 2).
o Click on the Gender field and select “Female” in the drop-down list.
O Click on the orange Search button.

THEQ EHS TEST AREA &VISITOR1,HOME v & B @
@ CLIENTS Q SEARCH -~ O
Q SEARCH CLIENTS € Q @510Clients +
First Name Area
A
@ o 0000407 EHS Smith Danielle Dani (
Also Known As Test
Area
Birth Date © & 0000205 EHS Smith Timmy (
il Test
Area
(¢ @ & 0000204 EHS Smith Alison (
Male Test
Transgender Area
Unknown
= 0open KilPQ 0000202 EHS Smith Poppy (
Local Client ID v Test
< >
< Q search ) CLIENTS 1 - 510 OF 510 510 | PER PAGE

Figure 2: Search Clients screen — Search for all female clients
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Total of 347 female clients appear in your search results on the right side of your screen (Figure 3).
e Total number of client records found in the search appears at the top of your screen.
¢ Change the number of records per page in the lower right corner to match the total number
of records in the search results. This will force all records in your search result to be
available on one screen.

THEO EHS TEST AREA &VISTOR1,HOME v & B @

Q SEARCH CLIENTS € @ rea is Ets TestArea X Gender s Female J +
Area

EHS Test Area -a A A
@ ¢, 0000368 EHS Jay Kay 10/05/2000  Female
Last Name =
Area
Finst b, S o » 0000511 EHS Johnson Sophia Sophie 06/14/2016  Female English
Test
Area
Also Known As
@ ¢ 0000499 EHS Johnson Samantha 08/25/1996  Female
7 Test
Birth Date Srea
iz
2 Tl o » 0000414 EHS Johnson Samantha Sam 08/25/1996  Female Englist
ender g
Female - Area
Primary Spoken Language S o » 0000498 EHS Johnson-Alvarez Rosie 03/01/1985 Female
- aQ Test
Area Vi
Local Client ID A

Figure 3: Search Clients — Search result with all female clients

You can make your search more specific by using more of the search fields (Figure 4).

o Click on the Primary Spoken Language search field on the left search panel. A drop-down
menu opens. Click on “English” to select it from the drop-down menu.
e Click on the orange Search button on the bottom left of the screen.

THEO EHSTEST AREA & VISITOR 1, HOME ¥ & B 2]

| o O
QsearcHcLETs 0 a @7 ciens CTTIT CIITE=D 5

m
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@ ¢ 0000368 EHS Jay Kay 10/05/2000  Female
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Test
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i ope,, ® ¢ 0000511  EHS Johnson Sophia Sophie 06/14/2016 ~ Female  Englist
Test
Area
Also Known As
@ ¢ 0000499 EHS Johnson Samantha 08/25/1996  Female
§ Test
Birth Date o
i)
e » 0000414 EHS Johnson Samantha Sam 08/25/1996  Female Englist
Gender P
Female v Area
Primary SpokeriLanguage SNl © »# 0000498 EHS Johnson-Alvarez Rosie 03/01/1985  Female
Test
Area v

Local Client ID V.
ocal Clien < 5

‘ Q Search I C' Reset CLIENTS 1 - 347 OF 347 510 PER PAGE

Figure 4: Filter selections for Gender (“Female”) and Primary Spoken Language (“English”)
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Your search results display on the right side of your screen (Figure 5).
¢ All clients who are Female and whose primary language is English appear in the results.
e The total number of records in this result is only 34 clients.

THEO EHS TEST AREA &VISITORT,HOME v & B ©
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——— 0 a @3Clens o Ty +
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A @ ¢ 0000511 EHS Johnson Sophia Sophie 06/14/2016
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@ ¢ 0000572 EHS Jones Samantha 02/22/1997
Birth Date Test
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0000194 EHS King Barb 02/19/1985
Test

Gender

e}
y
W
Female <
e

Figure 5: Search Clients — Search results using gender and language search fields
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>

510 PER PAGE

6.4 Sort records

THEO formats results into columns and rows, like a Microsoft Excel worksheet or a Microsoft Word
table. Every row in the results is one record. Every column is one data field. Every column (or data
field) in the results has a search field in the search panel.

Columns in the search results are sortable. Click on a column name to make the records sort in
numerical or alphabetical order. Clicking once will sort the data in a column from the lowest to the
highest number or from A to Z. Clicking again on the column name will sort the records in the
column in reverse order, from highest to lowest number or from Z to A.

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

THEO EHS TEST AREA & VISITOR 1, HOME ¥

QsearcH cenTs 0 a @3 CIII 5
EHS Test Area va A AREA LAST NAME FIRST NAME ALSO KNOWN AS BIRTH DATE
Last Name ® ¢ 0000162 EHS Grey Jean Phoenix 01/01/1990
Test
Area
First Name
® » 0000165 EHS Rose Harper 05/25/2016
Test
Also Known As Area

Figure 1: Search Clients screen — Column name for the Client ID field
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Figure 2 shows the client records sorting, from the lowest to the highest Client ID in the search
results.

e If you click on the Client ID column name again, THEO will show you the same records,
sorted from the highest to the lowest Client ID in the search results.

& VISITOR 1, HOME v & =] (2]

Q SEARCH [} REPORT

THEO EHSTEST AREA

= @ CLIENTS

QsesrcHaLEs 0 a @3 RS +
EHS Test Area ya A CLIENT ID 4 AREA LAST NAME FIRST NAME ALSO KNOWN AS BIRTH DATE
Last Name o »f 0000162 Grey Jean Phoenix 01/01/1990
First Name
o 4 ooooies Rose Harper 05/25/2016
st
Also Known As ez
o 4 0000185 HS Healthy Oregon 05/31/2001
Birth Date est Families
i Area
Gender
v e - . o
Female . < ) ) >
CLENTS 136 0F 34 510 rerpace

Figure 2: Search Clients results — Records sorted from lowest to highest Client ID

All column in the results are sortable. Click on the orange First Name column header
toward the top of your screen (Figure 3).

THEO EHS TEST AREA & VISITOR 1, HOME v

@ CLIENTS Qe

Q,SEARCH CLIENTS € Q @ 34Clients Py oty e
EHS Test Area b g Q A CLIENT ID 4 AREA LAST NAME ALSO KNOWN AS BIRTH DATE
Last Name © o 0000162  EHS Grey Jean Phoenix 01/01/1990
Test
Area
First Name
@ 4 0000165 EHS Rose Harper 05/25/2016
Test
Also Known As Area
® & 0000185  EHS Healthy Oregon 05/31/2001
Birth Date Test Families
i Area
Gender
v oes——_ e . a——
Female - <B aYels 5
m CLIENTS 1-34 OF 34 510 PER PAGE

Figure 3: Search Clients — Sort by First Name column
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Figure 4 shows the client records sorted by the First Name column, from A to Z.
¢ Click on the column name again to sort the records in the opposite order, from Z to A.

e All columns in the results are sortable by clicking on the column name.

THEO EHS TEST AREA & VISITOR 1, HOME v

= @ CLEENTS

Q SEARCH CLIENTS € a @ 34Clients T — +
EHS Test Area v« A CLIENT ID AREA LAST NAME FIRST NAME 4 BIRTH DATE
Last Name ® » 0000204  EHS Smith Alison 02/15/1988
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Also Known As Area
@ & 0000665 EHS 06/01/2001
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Gender @ & 0000194 EHS 02/19/1985
v e
Female v < >
CLIENTS 1-34 OF 34 510 PER PAGE

Figure 4: Search Clients — First Name column sorted from A to Z

6.5 Download results in a data file

After you search and find data, you can save the data as a file and/or print the data.
¢ Continuing from the previous section, mouse over the orange Gear/Daisy icon to open the
Actions menu in the upper right of your screen (Figure 1).
o Click on “Download” to select it from the drop-down menu.

THEO EHS TEST AREA & VISITOR 1, HOME v

@ CLIENTS Q SEARCH ® REPORT

C'Reset
QesrcHcLEns 0 a @i \
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EHS Test Area vialA CLIENT ID AREA LAST NAME FIRSTNAME 4  ALSO KN e
Last Name @ & 0000204 EHS Smith Alison & Import
Test
Area
First Name
® ¢ 0000200  EHS Badelia Amelia 05/05/1998
Test
Also Known As Area
© 4 0000665  EHS Diaz Anna 06/01/2001
Birth Date Test
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Gender @ & 0000194  EHS King Barb 02/19/1985 |
v T .
Female v < >
m CLIENTS 1-34 OF 34 510 PER PAGE

Figure 1: Search Clients screen — Select “Download” on the Actions menu
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Note: The next set of steps will vary according to the internet browser you are using.

o Some browsers show a message in the lower part of the screen asking if you want to open or
save the file. Click on the arrow to the right of save and select “Save As” (Figure 2).
¢ Continue to save the file to a secure directory as you would do normally.

THEO EHS TEST AREA & VISITOR 1, HOME ¥ & B (2]

QsearccLENTs © a @3tciens ¥

Client ID CLIENT ID AREA LAST NAME FIRST NAME 4 ALSO KNOWN AS BIRTH DATE [

© & 0000204  EHS Smith Alison 02/15/1988

Area Test

Area

EHS Test Area v Q

T © & 0000200  EHS Badelia Amelia 05/05/1998

Test

Area
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® & 0000665 EHS Diaz Anna 06/01/2001
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OF2 » » 20 PER PAGE

m c ReSEt What do you want to do with Clients.csv?
From: dev.vistalogic.net

Figure 2: Download message — Save As

e Other browsers open the data file as a .csv file in Microsoft Excel (Figure 3).
e Print or save the file as you do normally on your system.

H - 3 Female_English - Excel
Insert  Pagelayout  Formulas  Data  Review View Help 2 Tell me what you wan
o Cut Calibri - 2B \Wrap Text General - F ’;) Normal Bad Good = B E 3 At
= Copy ~ = 0 00 Co d | Fo it i - IEEIrt DEEIIEt Fe it mFi”
BT u-| MergeCarter ~ § < % |50 48 Conditonl Frmal o] Neutra g bt Bl o]

Clipboard ) Font ) Alignment ] Number ) Styles Cells
£20 & fe

A | B | C | D | E | F | G | H | | | J | K | L | M | N | o | P | Q | R | S | T | u | v
1| ClientlD Area Last Name First Nami Middle Nz Prefix Suffix Also Know Birth Date Gender  Primary Sj dary 3 d Requires 1 Al Local Clier dicaid Contact PiSpecial In:Person  Ethnicity
2 | 204 EHS Test A Smith Alison i Female  English  Spanish Smith, Ali Not Hispanic or Lati
3 200 EHS Test 2Badelia Amelia 5/5/1998 Female  English  Spanish Badelia, A Declined to self-id¢
4: 665 EHS Test 2 Diaz Anna 6/1/2001 Female  English  Spanish English Diaz, Ann Hispanic or Latino/|
5 | 194 EHS Test ZKing Barb #apaasss Female  English King, Barb Not Hispanic or Lat|
6 | 564 EHS Test ASmyth  Danica Dani #EHHEH Female  English  English  English  No Text Smyth, Da Not Hispanic or Lat|
7| 407 EHS Test 2 Smith Danielle Dani 1/1/2000 Female  English English Text Smith, Dal Not Hispanic or Lat|
8 | 165 EHS Test £ Rose Harper R Female  English  Spanish 124578 Rose, Harj Not Hispanic or Lati
9 | 162 EHS Test 2 Grey Jean Phoenix  1/1/1390 Female English Grey, Jear Not Hispanic or Lati
10| 651 EHS Test £ Garcia Maricella e Female  English  Spanish  English  No Garcia, Mz Hispanic or Latino/
11 613 EHS Test 2 Martinez Marta HihHEEE Female  English  Spanish  English Martinez, Hispanic or Latino/
12| 614 EHS Test AMartin ~ Michelle 6/5/2001 Female English  Spanish English  No Martin, M Hispanic or Latino/s
13| 202 EHS Test 2 Smith Poppy 6/6/1988 Female English English  English No 12345 Text Smith, Po| Not Hispanic or Lati
14 | 414 EHS Test £Johnson  Samantha Mrs. Sam Y Female  English English Text Johnson, ¢ Not Hispanic or Lati
15 | 572 EHS Test £Jones Samantha R Female  English  English  English  No Jones, Sar Declined to self-idk
16 | 511 EHS Test 2Johnson  Sophia Sophie st Female  English Johnson, ¢ Not Hispanic or Lati

Figure 3: Microsoft Excel opens the .csv file
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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 drives 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
XIsx), so that all Excel features are available when you work with the file. Any
formulas, charts, graphs, or worksheets that you add to a .csv file will be lost
when you close the file.
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