V1.04/16/2013

California Department of Public Health
Maternal, Child and Adolescent Health Division
Black Infant Health Program (BIH)

MCAH BIH MIS

User Manual

Version 1.0

Revised 4/16/2013

The MCAH BIH MIS was developed and is maintained by California Department of Public Health,
Maternal, Child and Adolescent Health Division.

Training and technical support for the MIS is provided by Branagh Information Group with funding from
California Department of Public Health, Maternal, Child and Adolescent Health Division.

MCAH BIH MIS Technical Support
Branagh Information Group
(707) 895-2510



V1.04/16/2013

Table of Contents

T oo [1 o 1o o PR RP O PREPRR 5
System ReqUIrEMENTS. .. ... 5
Registering as a User in the MIS. ... .. . e 6
Username and Password Administration........... ..o 6
Logging in 10 the IS, ... . e e e e 7
WoOrk” Areas in the MIS. ... .o e 8
(1o o |1 T X 15 | R PPt 8
TO Contact TECh SUPPOIT.. ...t e ee e 9
Conventions Used iN the MIS ...t e e ene e 9
KEYDOAIT DA ENLIY.....eeiiiiiiiiiei ittt ettt ettt e e et e e e anb et e e e sabn e e e e anbeeeeeanees 9
DATA ENTRY — CASE MANAGEMENT ....ettttttitttitiiiiitiieteieiebebebebebabsbabebebebebebebaesbesseesebebsbabseesessssensesssssnnnnes 11
1) Finding a Person Already Entered inthe MIS....... ... 11
2) Entering a New Person and Making Corrections. ...........coovviiiiiiiiiiii e, 12
28) TO ENter @ NEW PeISON. .. .ttt e e e e eans 12
P24 o) I @o] 1 7= Yot ANV T o [0 13
2C) AAIES S . .ttt ettt 13
2d) Phone and Emall...... ... 14
28) ROIE(S ). -ttt 14
Additional ROIES. ... 15
Correcting Wrong ROIES. .......oue e 15

INACtive CheCKDOX. ... ... v 15
Entering New LHJ Staff and Prenatal Care Providers............c.oooiiiiiiiiiiiiiiiciiie, 15

3) Finding or Creating @ ClENE'S CASE .......ciiiiuiiiiiiiiiiie ittt st e e e e e s snneeeas 17
32) FINAING @ CliENtS CaSe. ... ittt 17
Add / Edit case by Client.........o.iei i 17
Add/Edit Case by BIH Case NUmMber........ ..o, 17

3b) Creating a Client’s Case RECOI. . ........ouiuiii e 19



V1.04/16/2013

Sl AU . . 20
Client Case Navigation Tree. . ... e 21
A) BIH DAtA BOOK. ..ttt e e e 22
42)DAL8 ENIY OVEIVIEW .....eeiiiiiiiiii ettt ettt ettt ettt sttt e skt e ettt e e as bt e e e b bt e e enbe e e e e nbreeeeaneee 22
Delete, RESEE, SAVE... ..o e e s 23
KD E S atUS . e e 23
Data Entry Styles. ... 24
Before You Can Enter a FOrm . ... 25
Choosing Forms From the Navigation Tree .........ccciiiriiiiiic e 25
4b) Entering BIH Data BOOK FOrMS ... 26
(70210 0 18] 1= 14T 1 I 1 o 26
Data entry for outreach-only CHIENtS .........ooiuii i 28
Client RECIUIIMENT FOIM 1.t e e s st e e e e e e s st eeeaeesaantnbaeeeeeeeeeannnnneees 28
Forms filled out at INtake..........coiuiii i 29
Client FOrmMS CheCKIIST ... e e e s e nenreeeeeeee s 29
40 (I £= 1 (U 1 TP PTPTPPPPPTPPPTIN 30
Rights, Responsibilities and CONSENL .............uuviiiiiiiiiiiiiiiiiiieieieieeeeeeere ... 30
INdividual CENE PIAN.........oiiiii e 31
RETEITAIS ...ttt e e oo et e e et e e e e e et b e e e e e e e e s e s aanbbneeeaeeas 31
L= TSI @0 1 {1 (= [od T o 32
For Clients Entering Program Postpartum..............oooii 33
L =T Fo = L NS TSY Y] 1T o | O 33
Prenatal ASSESSMENT 2 ... ...t e e e e e e e e e e s et e e e e e e e s st e e aee e e e et reaeeeeaaanraaaraeees 34
2T T o o RSO PRERR 34
L =T Fo o L NS TSYET] 1T o | 35
Prenatal SatiSTaction ...........uuiiiiii i e e 35
Safety ChECKIIST ......eiiiee e 35
Prenatal SUPPIEMENTAL....... ... e e e e e e s e eaa s 36
PregNanCY OULCOMIE ... .uueiiiiiiitiiieieieietetabebabababebebe e be e et e be et e et s et st s et s st s st st s s ekt sb sttt sbsbnbnnes 37
Edinburgh Postpartum DepreSSiON SCAIE ........c..uuviiiiiiiii it 38
POSTPAIUM ASSESSIMIENT L ....eeiiiiiiiiiiiiittiitieietebebebe bbbt abe e bebe e e e et et e et e et e et s s be st s st s st nbnbsbnbsbnbnbnnes 39
Postpartum ASSESSIMENT L PPE ... ...ttt abebebebnbabnbabebneneaees 40



V1.04/16/2013

POSIPAITUM ASSESSIMENT 2 ... .uuuieieieieieieieieieieietereeerererereeerereeereeeeereeeaeaeeeeesesesesssesesssssssnsnsnsssnsnsnsnsnnns 41
()3 =T o O PSPPSR 41
POSIPArtUM ASSESSIMENT 3 ..oeiiii ittt e et s e e e s e e e et e e e e et ee st n s e e et eeeenba s aeeeaaeenes 42
Postpartum Client SatiSTaction .............ueviiiiiiiic e 42

LO0F 1Y O [0 YU | P PRRPT 43
[N [0] (=1 TP PR PR PPPRPRTRPRPNS 43
DATA ENTRY — GROUP SESSIONS ... ..ottt ittt sttt st s et e e s st e e e st e e e ansta e e e s sntaeaesnntaeaesnnens 44
1)Group INFOMMALION ....ceeeeiieee ettt ettt e e et e e et e e st e e e s sabteeessabaeeeeasees 44
1a) Starting @ NEW GIOUD ...euetiritii ettt e e e e e e et e e e e aaeaanaas 44

1b) Entering Group Information......... ..o 45

1c) Adding Facilitators and Clients....... ... 45

1d) Removing Facilitators or Clients.............oooiiii i, 47

2) SeSSION INFOMMEALION ...eieiiiiiie et e e e st e e e e e e s e bb e e e e e e e e e e e nnnbnees a7
2a) ENtering @ NEW SeSSION. .. ..iuiit e 48

2b) Add or Edit Sessions Later After Group Information Entered....................c.coe. 50

2c) Data Entry for New Sessions and Editing EXisting Sessions............ccccoceviiiiannn. 50

2d) Attendance ReECOIS. ... ... 51

2€) Recording ACHIVIIES. ... v 52

20) ENADIEIS. .o 52

3) Evaluations (Client SatiSTACtIONS) ..........ueiiiiiiiiiiiiie e 53

REPORTS (coming Summer 2013)

ANALY ZE ..ottt e et e et et e Ea Lt e e e ettt et e e e e ettt e ba b e e e eeetenb e e eaaanens 55
1)Client FOrmMS CheCKIiSt. .. ... e e 55

1a) To Find Client Forms Checklist........ ... 55

1b) Group by HEading. ... o.oei e e 56

1c) Group by more than one heading —drilldown...............ooiii e 57

e )N S = T o = U 57

1€) EXPOIt T0 EXCOI....et e e e e 57

P2 IO 1= 01 O o ] = Lo £ 58



V1.04/16/2013

Introduction

The MCAH BIH MIS (or MIS) was developed to provide standardized data entry for local
health jurisdictions (LHJs) that provide services to clients in the updated BIH program
model. This standardized data collection and aggregation across BIH LHJ sites is
important for evaluation of the updated BIH program. BIH staff contributes to the
evaluation process in several ways; by following the standardized model or
documenting any changes, ensuring data collection and data entry quality and providing
facilitator feedback after each group session.

Since the MCAH BIH MIS is being developed in phases, this User Manual will be
updated as new versions of the MIS become available. Later phases will include more
reports and additional user functionality. The MIS is located on a secure state server
and users access the MIS through an internet browser.

System requirements for the MCAH BIH MIS

- Microsoft.NET 4 extended (full) version (not the client version) and above
- High speed internet connection —Standard DSL or better

- 2GHz+ CPU, 2GB+ RAM, 1024 x 768 or better display

- Windows XP or higher

- Internet Explorer 7.0 or higher

All software requirements necessary for the MIS can be installed using the prerequisite
installer found in the link below. The person running this installer will need
administrative rights.

The first step to using the MCAH BIH MIS is to run the prerequisites on each of the
users’ computers.

Steps...

1. Login to your computer with an account that has admin rights. If you are
uncertain whether you have admin rights, you can check with your local techs or
call Branagh Group for help.

Start Internet Explorer

Navigate to https://mcahmis.cdph.ca.gov/prerequisites.htm

Add the site to the trusted sites in Internet Options

Click the Install Prerequisites button

abrwn

Once the process is completed you will see a window with the text “Prerequisites
installed”.


https://mcahmis.cdph.ca.gov/prerequisites.htm
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You may now log into the application using the following link:
https://mcahmis.cdph.ca.gov/publish.htm

You may wish save this link to your Favorites Bar. If you need help with this call
Branagh Group at 707-895-2510)

Branagh Information Group will provide tech support from 8am to 5pm Monday
through Friday (excluding holidays).

(707) 895-2510 or

BIHHelpDesk@BIHLocalSupport.com

Registering as a user in the MIS

In order to gain access to the MIS first request access from your supervisor (BIH
Coordinator) at your LHJ. Your BIH Coordinator will submit the following information to
Amish Doshi at State MCAH: name, email address, phone number and role(s) in BIH.
All LHJ staff members whose contact information has been sent to Amish Doshi at
MCAH are then registered as Users. Branagh Information Group will handle the
distribution of user names and passwords

Username/Password Administration

Branagh Information Group will provide each staff person with a personal username and
password once you have installed all prerequisites on your computer and have been
trained. Please call Branagh information Group at (707) 895-2510 individually for
assistance. You can request by phone that Branagh Information Group change your
password. Passwords cannot be sent via email.

NOTE: If you enter the wrong username or password five times the system will lock you
out. System administrators cannot provide users with their existing password;
passwords must be reset if they are forgotten or compromised. If you are locked out,
have forgotten your password, or feel that it has been compromised, please call
Branagh Information Group for assistance at the number above.


https://mcahmis.cdph.ca.gov/publish.htm
mailto:BIHHelpDesk@BIHLocalSupport.com
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Logging in to the MIS

The MIS is accessible via the Internet Explorer browser from your local computer.

To work in the MIS enter the website URL into your Internet Explorer browser.
https://mcahmis.cdph.ca.gov/publish.htm

When you receive your personal user name and password, it will provide access to your
specific LHJ data. For ease of entry you may want to create a button on the Favorites
Bar at the top of your browser for the MIS. Branagh Information Group can help with
that process. Below is the initial screen you will see, although the version number can
change as it is updated.

California Departmentioi PUbliciH ealth
MCAH-MIS

Name: MCAH-MIS
Version: 1.0.11.3

Publisher: Calfornia Department of Public Health

Run

Click Run to bring up the BIH Login screen.

BIH Login (=]

o2 Black =

’W Password:

”ea,t,’ Environment: @
( OK ) (Cancel)

If you need technical assistance, please contact Branagh Information Group at
(707} 895-2510 or BIHHelpDesk@BIHLocalSupport.com.



https://mcahmis.cdph.ca.gov/publish.htm
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Enter your username and password. The password window expands as you enter
characters. The Environment should always show Production. Click OK and the
Selection Criteria window will open on the left side of your screen for you to choose
where you want to work in the MIS.

ket
(7
o® plack V
VM Health
Health
Work: —
Work: -
o _| Task- | Data Entry - Case Management
Task: - ‘ Diata Entry - Group Sessions
— ltem
Reports.
Item -
—| Analysis %
Select 5 work
Select a work type = tpe

Three pull downs in the Selection Criteria window allow you to choose the type of
Work you want to do in the MIS and, based on that, the Task you want to perform and
then the specific Item you want to work with. The name Item may change for the third
pull down depending on the Task you choose. You will be directed to each choice by a
note under the three windows.

The main areas of Work or sections of the MIS are:
Data Entry — Case Management

Data Entry — Group Sessions

Reports

Analysis

Logging Out of the MIS

When you are ready to exit out of the MCAH BIH MIS, make sure your work is saved
and close the browser. A Log Out button may be added in future updates to the system.
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To Contact Tech Support

At the bottom of all screens in the MIS you will see the contact information for Branagh
Information Group tech support. If you need to email us about a problem please include
a screen shot of the window you are having problems with including the information on
the right and/or the error message.

£ 1 . mtma’t P 1 - . .
Information Group 5,_.(';0?.1 8957510 ar Usmr: snewstes'SdminstratorsiSranagh Information Growup

BIHHelpDeslk@BIHLoca/Sunport. com. Environment: MCALEDPHSOLL cal tdc. ad. t=ale_ca.gov\MOCAH_MIS J

If wou neaed rechnical assistance, please contact Branagh
Friday, January 18, 2013

Conventions Used in this Manual

HEADINGS for Work sections of the MCAH BIH MIS in this manual are capitalized
and in 14pt bold face type. Headings for main step sections of this manual and forms
that are entered into the MIS are in 12pt italicized bold face underlined type. Headings
for other portions of the MIS, for windows in this manual and items in those windows
and for forms that must be done but which are not actually entered into the MIS (except
initiation and completion dates entered In Forms Status) are 12pt bold. Other words and
phrases may be bolded and/or underlined for emphasis.

Directions for Keyboard Entry in MCAH-BIH-MIS

For users who prefer to utilize the keyboard rather than the mouse for data entry in
the MIS, guidelines for the different functions and short-cuts are provided below.

Navigating through Selection Criteria Menu
After initial log in to the system,

¢ Press the tab key twice to select the first drop down editor which is “Work”.

Use the up and down arrows to select amongst the available options in the “Work”
editor.

After making your selection, press tab to navigate to the next editor box which is
“Task”.

Repeat the same process using the up and down arrows for this editor and then
“Tab” to the next drop down editor which is “ltem”.

If at any time you would like to change your options in the previous editors, use
the Shift+Tab function to navigate backwards through the editors.
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Entering and Editing Information

Once you select amongst the drop down windows, (depending upon what editor you are
using), your current selection will be on the navigation tree on the left side of the screen
from there,

¢ You can use the up and down keys to scroll through the different forms.
e To begin editing a form, select one of the options and then click tab until you
reach the field within the form that you would like to start adding/editing.

For the fields within the form, navigation works the same way as described above.

e To move across fields, press the tab key. This navigates the user between
guestions and individual selections within those questions except in the case of a
drop down menu.

e Once a drop down menu is highlighted, use the up and down arrow keys to
navigate through the options in the said field.

To navigate amongst tabs within the same form (for example from Page 1 of Client
Recruitment Form to Page 2),

e Press the tab key (or shift+tab depending on your location) to navigate to the point
where Page 1 is highlighted (indicated by broken lines surrounding the text “Page
1”. After you highlight the field with broken lines, you would use the left or right
arrows to navigate amongst the tabbed pages.

To know if a field is highlighted, indications include a combination of or either a bright
green outline to that box or broken lines surrounding the space in the field.

The keyboard cannot be used for questions with “Check all that apply”

10
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DATA ENTRY — CASE MANAGEMENT

In the Data Entry — Case Management section of the MIS you will be able to enter
new and edit existing contacts (clients, prenatal care provider staff, emergency
contacts), create a case or edit an existing case for a client, and enter forms from the
BIH Data Book. This section of the MIS will guide you with the following steps.

1) FEinding a Person Already Entered in the MIS. The first step in working with

any contact in the MIS is to ascertain whether that contact is new or has already
been entered into the MIS. To find out if the
contact is in the MIS:

o® Black

FLECINE
Q‘fmftﬁ 1a) Use the Work pull down to choose Data
Entry — Case Management.

Work: | Data Entry - Case Msnagement w |

1b) Use the Task pull down to choose Add /
Edit Contacts.

Task: |Md / Edit Contasts v|

Contact

Select 5

<Mew Person=
Amberson, Amber
Bettyson, Baetty
Coryson, Cory
Danison. Dani
Ericason, Erica
Fake, Doctor
Fake, EC
Franson, Fran
Gwenson, Gwen

Heidison, Heidi

Irisson, Iris

1c) Use the third pull down (which changes to
be called Contact) to see a list of contacts
entered into the MIS sorted alphabetically by
last name.

1d) Type the first three letters of the contact’s
last name to go directly to or near the contact,
or use the scroll bar to scroll down through
the names.

If the person is not in the list go to step 2) Entering a New Person and Making
Corrections, Page 12.

If the contact is in the list, verify that it is the same person you are looking for using the
birthdate or other contact information (see 2b page 12 — 16). If so do not add them
again, but you can make changes or corrections in their Contact Information window.

If the contact you found in the list is a client, skip to step 3) Finding or Creating a
Client’s Case, page 17 to find or create their case. Clients must be given a case record
in order for you to be able to enter forms and register them for group sessions.

11
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If the person is not a client they will be found in appropriate pull downs throughout the

MIS (e.g. Emergency Contacts, Prenatal Care Providers).

To make changes to a person’s contact information, refer to step 2) below to find their

Contact Information window and make the changes.

NOTE: If you cannot find a person in the MIS and you get a message that the person is
already in the system when you try to enter her, contact Branagh Information Group
707-895-2510 for help finding the client.

2) Entering a New Person and Making Corrections.

2a) To enter a new person in the MIS,

i) Choose Data Entry — Case Management in the Selection Criteria window.

i) Choose Add/Edit Contacts.

i) Choose <New Person> at the top of the Contacts list as in the screenshot

below.

The Contact Information window will appear on the right. Required fields are marked
with an asterisk. Hover your cursor over the red circles and outlined boxes to see notes.

o® Brack

it

Selection Criteria

(oomen ) (rem ) (oo )

O

o Cl rormacion

Wark: [ Data Entry - Case Management v|

Task: Add / Edit Contacts v|

Contact

(If you simply need to make corrections or changes for a person’s contact information

- Contact Phone Number(s)

Salutation Prefix: v| |I
= First Name: (1] E-Mail Address(s)
Middle Name: —; I

* Last Name: (1] Rosatissy

Salutation Suffix: - | n n -
If entering contact information for a new

Client, then Add New Case record under

Date Of Birth: | Select a dat Task: Add/Edit Cases by Client.

Marital Status: v|

~Address(s)

||

Fields marked with an asterisk (*) are required.

use the Contact pull down to find the person’s name and their Contact Information
window will open on the right. Make the changes needed and click Save.)

12
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2b) Contact Window

For clients, enter the First and Last Name, Date of Birth and Marital Status in the
Contact section of the Contact Information window.

For non-client contacts (Prenatal Care Providers, Emergency Contacts, BIH Staff) you
only need a first and last name in this Contact section.

- Contact

Salutation Prefix:

+ First Mame:

Middle Mame:

* Last Name:

Salutation Suffix:

Date Of Birth:

Marital Status:

]

]
Select a dat (15

]

The Date of Birth window uses the format of m/d/yy or mm/dd/yyyy in the field in front
of the calendar page after clicking there once. You can also use the calendar function
at the right end of the field.

2c) Addresses

To enter a new address click the New button in the Addresses window and click the +
next to <Select an address type.> to see the fields. Use the scroll bar to see the

~Address(s)

=  =Select an address type.=

= Type:

* Address Line #1:

Address Line #2:

= City:

* Gtate:

= Zip Code:

* County:

whole window.

Use pull downs for Type of address, State and
County and enter the rest of the address.

To close the window, click the — sign next to
<Select an address type.>

To delete an old or erroneous address click the
Delete button on the left of the address bar.

To enter another address, click New, then + and
fill in the fields.

13
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2d) Phone number(s) and E-mail address(es)

To enter a new phone number and email address, click the appropriate New buttons on
the right side of the Contact Information window.

- Phone Number(s)

MNew

@ [peieeel[ [ |

- E-Mail Address(s)

MNew

@ [peieeel[ [ |

You will see two small white boxes outlined in red on the Phone Numbers and E-Mail
Addresses bars.

)] Double click on the white box on the left to see a square with a pull down
arrow for you to choose the Type of phone number or email address.

i) Click once on the white box on the right to enter the phone number or email
address in the appropriate window.

iii) If you have more than one phone number or email address to enter, click the

New button again as many times as needed and a new line will open for you
each time to enter the next one.

If you need to delete an entry, each entry line has a Delete button.

2e) Role(s)
~Role(s)
To enter the person’s role: New
. . Delet = Select a Rol t <Select a Unit=
i) Click the New button. ThEEm e e E teree e
i) Then click the + beside <Select a - Job Title: [:| o
Role> in the Role(s) window. o
i = (Organization: El (1]
i) Use the Job Title pull down to choose
the role of the person (client, FHA, Manager (staff only): | ~|
emergency contact...). * Inactive: [[]
iv) Choose your LHJ in the Organization
If entering contact information for a new
pU” down. Client, then Add New Case record under
Task: Add/Edit Cases by Client.

It is essential for each contact to have a Job
Title and Organization.

14



V1.04/16/2013

Anyone recruited as a client must have Client as their Job Title whether they enroll or
not.

Additional Roles

Please note that LHJ staff may have more than one role. If so, click New again to enter
each Job Title and your LHJ.

Correcting a Wrong Role Entry
If you enter the wrong Job Title for a contact, you cannot edit it. You must:

i) Click the Delete button on the incorrect line to remove it.

i) Then click New,

iii) Click + between the Delete button and <Select a Role>.

iv) Then use the pull downs to choose the correct Job Title and Organization
V) Click Save

Vi) Click the — next to <Select a Role>.to close the window.

Inactive Checkbox

The Inactive check box should only be used when a staff person is no longer with BIH
and after any backlog data has been entered. When the Inactive box is selected it will
remove staff from all appropriate pull downs. Case forms and Group Sessions
involving any former staff will remain as originally entered.

When a staff member who leaves was a Case Manager for currently Active clients, you
will need to change the Case Manager listed in the Case window for each of those
Active clients.

Entering new LHJ Staff and Individual Prenatal Care Providers

Most LHJ staff have already been entered for each jurisdiction, but you will need to
enter as contacts any new staff that are not on the list for your jurisdiction. You will also
need to notify the State MCAH BIH Program staff of any personnel changes in your
jurisdiction.

15
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Many Prenatal Care Providers have already been entered. You will be responsible for
entering as contacts any other individual personnel (doctors, nurses, etc.), who work for
prenatal care organizations in your area. You do not enter the organizations.
Organizational information is to be sent to Amish Doshi at MCAH BIH to be entered.

After entering a person, you will be able to find them in the Contacts pull-downs in the
Selection Criteria window.

When you are finished with the Contact Information window, or if you need to quit
before finishing, click the Save button to save your work.

To delete a portion of the Contact Information window use the Delete button on the
line you want to delete.

To delete everything in the Contact Information window, click the Delete All button.

TIP: When you enter a new client, please enter all new contacts associated with this
client (such as emergency contact and individual prenatal care provider) in their own
Contact Information windows so these contacts will populate later in the Case window.

Ov:{éﬂg’g’ [Dele:eAI.I) [ Reset ) [ Save )

Selection Criteria OrLacl Nrormation
Work: Data Entry - Case Management v| ~ Contact - Phone Number(s)
Task: | add/ Edit Contacts ~ | Salutation Prefix: - |
> | Home 5551113333
Contact | Ellason, Ella v| = First Name: Ella
ol ~E-Mail Address(s)
iddle Mame:
Ellzson, Eliz
* LastName:  Ellason > | Personal = singout@germail.com
Salutation Suffix: v|
~Role(s)
Date Of Birth: | 3/6/1990
. - - | Delete| #  Client at Training LH]
Marital Status: | Single (never married) - |
If entering contact information for a new
Client, then Add New Case record under
Task: Add/Edit Cases by Client.

- Address(s)

# | Mailing

Fields marked with an asterisk (=) are required.

16
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3) Finding or Creating a Client’s Case Record

In order to enter forms or register for Group Sessions, the client must have a current
open case record listed in the MIS. Per BIH policy, each pregnancy must have a
separate case record.

3a) Finding a Client’s Case Record
There are two ways to find an existing case.

To locate the case with the BIH Case Number,

i) Choose Data Entry - Case Management in the Work pull down,
i) Then use the Task pull down to choose Add / Edit Cases by BIH Case
Number.

i) Use the third pull down, which is now called Case, to find the BIH Case
Number in the list.

To locate the case with the Client’s Name (If you know she is in the MIS),

i) Choose Data Entry - Case Management in the Work pull down.
i) Use the Task pull down to choose Add / Edit Cases by Client,

iii) Then use the third pull down to locate the person. The list is alphabetical

by last name.
iv) Type up to three letters to quickly move closer to the name you want.

Clients will not be listed in the Case list in Selection Criteria until a Case record has
been completed for them.

17
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o Black o® Black
nfant V/ ant
N Heéalth
Work: | Data Entry - Case Management « Work: | Data Entry - Case Management «
Task: | Add / €k Cases by Chent ~ Tosk: | Add / €42 Cases by BIM Case Nu ~
Cate E Case E
<New Chent Case> - <New BASID Case>
B, At (cae s0002520) o 1003313 embrion, b | |
Amberson, Amber (Case 40002312) - 40002314 (Bettyson, Betty) E|
Amushason, Amshas (Case 40002402) 40002315 (Coryson, Cory) |
Annason, Anna (Case 40002472) 40002316 (Darvson, Darw) I
Bettyson, Betty (Case 40002314) 40002317 (Enceson, Enca)
Coryson, Cory (Case 40002315) 40002318 (Frarson, Fran)
Damson, Dams (Case 40002316) 40002319 (Gwenson, Gwen)
Duci, Dasy (Case 40003032) 40002320 (Medson, Hed)
Efason, Ells (Case 40002334) 40002321 (insson, Ins)
Encason, Enca (Case 40002317) 40002322 (Jerscn, Jan)
Franson, Fran (Case 40002318) 40002323 (Uisason, Lisa)
Gwensen, Gmen (Case 4000219) . ° 002324 (Rosason, Ross ) 22

NOTE: If the person was a previous client of your LHJ and has been entered into the
MIS previously, you must not create a new contact record, but rather update their
existing contact information. You will need to create a new case record if the client has
returned for a new pregnancy. (If the client was originally entered by MCAH staff from
forms you sent in, you will need to complete entry of the rest of the forms for that case
record.)

TIP: A unique person will have only one Contact Information window, but could have
two or more Cases with different Case windows, different navigation trees in the
Selection Criteria window and different BIH Case numbers. There is one case for each
pregnancy. It is always important to make sure you have chosen the right case before
entering data if there is more than one case listed per person.

If you don’t need to enter a new case for the person, refer to step 4a) Data Entry
Overview, Page 22, to refresh your memory about how forms are entered in the MIS, or
4b) Entering BIH DATA BOOK Forms, page 26.
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3b) Creating A Client’s Case Record

The screen shot below shows the initial step to create a new case. For example the
person below has already been entered into the MIS as a contact, but does not have a
case record. A new client will not show up in the Case list until after you create a case

for them.

o® Biack
nfant
Health

eection (ntena

Work: | Data Entry - Case Management v
Task: | Add / Edit Cases by Client ~

Case | <New Client Case> ~

Case

To create the case:

* Client:

* Case Manager:

Emergency Contact (Person):
Emergency Contact (Organization):
Prenatal Care Provider (Person):

Prenatal Care Provider (Qrganization):

Akeshason, Akesha
Amberson, Amber
Amishason, Amisha =
Annason, Anna

Bettyson, Betty

Coryson, Cory

Danison, Dami

Duck, Daisy
BIH ID #:
Ellason, Ella
Eror BIH IO #: | ericason, Erica
Local 1D =: Franson, Fran

Status:

Gwenson, Gwen

Haillison, Hailli May )

*) are required.

Choose Data Entry — Case Management,

Then choose Add/Edit Cases by Client.

Choose <New Client Case> from the Case pull down.

The Case window will open on the right.

Find the client in the Client pull down in that Case window as shown below.
Use the Emergency Contact pull downs to choose either individual or
organization or both.

Use the Prenatal Care Provider pull downs to choose either individual or
organization or both.

The new BIH ID number (aka BIH Case Number) will auto populate after
you save the case.

If the client had a record in the previous BIH MIS system, please also enter
their Prior BIH MIS number.

If your jurisdiction uses a Local ID number, please enter it in the Local field.
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If the individual Emergency Contact or Prenatal Care Provider is not in the pull
down:

If the client lists an individual for Emergency Contact or Prenatal Care Provider, and that
individual is not listed in one of the pull downs, either the contact was not given the
proper role or they have not been created as a contact. You will have to enter them in a
Contact Information window Section 2A page # ___ with the proper role before they will
show up in the list.

If the organizational Emergency Contact or Prenatal Care Provider is not in the
pull down:

If you need to enter an organization that does not show in the list, please send the
name, address and phone number of the organization to Amish Doshi at MCAH BIH.
Amish.Doshi@cdph.ca.gov He will enter the organization into the MIS and then you
can select that organization as a prenatal care provider if an individual provider (e.g. Dr.
John Smith) is not known.

Status

Status will be a field that is automatically populated depending on forms that are filled
out in the MIS for the client. It is under construction and not valid at this time — please
ignore this field.

Click Save to save your work.
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Client Case Navigation Tree

Once the case has been created, you will see in the Selection Criteria window a list of
all forms which can be data entered for this client. This is known as the Client Case

Navigation Tree.

o® Black

Vet

Selection Criteria

Work: l Data Entry - Case Management vl

Task: l 4dd / Edit Cases by Client 'l

Case

Haillison, Hailli May (Case 40003369) VI

3

4 Haillison, Hailli May (Case 40003369)
New Communication Log Entry
Communication - Other Location (2012-11
Communication - Phone Call (2012-11-30 (=
Client Recruitment (11/01/2012) *
Form Status - Existing
New Referral
Referral - 106 Smoking Cessation (11/15/4
Referral - 504 Nutrition Education {11/22/.
Referral - 701 Service: __ (11/15/2012)
Frenatal Assessment £1 (11/15/2012) =
Prenatal Assessment #2 (01/10/2013) =

New Prenatal Assessment #3

) =) o)

Case

# Client: | Haillison, Hailli May +

= Case Manager: | Michelleson, Michelle +
Emergency Contact (Person): | Jones, Daniel
Emergency Contact {Organization): =Select an Item>

Prenatal Care Provider (Person): | <Select an Item=> ~

i

Prenatal Care Provider (Organization): | Bakersfield Health Center of Planned Parenthood Mar Monte +

BIHID #: | 40003369

Prior BIH ID #:
Local ID #: 173
Status:  Enrolled

Fialds maried with an asterisk (*) are reguired.

4] Il [ 3

NOTE: The Selection Criteria window can be expanded by pulling on the right border
or you can use the slider bar at the bottom, as shown above, when written information
is too wide for the space. If you don’t have your MIS at full screen you may need to pull
on the right border of your screen to make it wide enough to show everything.
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4) BIH Data Book

4a) Data Entry Overview

Most of the forms in the BIH Data Book have similar methods of data entry, so they are

explained here to avoid repetition.

To enter forms from the BIH Data Book:

i) Choose Data Entry — Case Management.
i) Then Add/Edit Cases by Client.
i) Then choose the client’s name from the Case list. Make sure you choose the

current case if the client has more than one case. When the client has been

chosen, the forms that can be entered are shown below the pull downs in the

client case navigation tree.

As shown in the screen shot below, forms that have been at least partially entered will
have the date the FHA met with the client to complete the form after the form name

with the character > beside it.

Forms that have been completely entered will have that date with a * beside it.

Forms that have not been entered at all will have the word New in front of the form

name.

o® Brack

Vi

Selection Criteria

Work:

Data Entry - Case Management |

Task: [Add / Edit Cases by Client v|

Case

Ellasen, Ella (Case 40002334} v‘

4 Ellason, Ells (Case 40002334)

v

New Communication Log Entry
Client Recruitment (10/22/2012) *
Form Status - Existing

New Referral

Prenatal Assessment #1 (10/23/2012) =

New Prenstal Assessment #2

New Prenatal Assessment #3
New Prenats! Supplementsl
New Pregnancy Outcome

New EPDS

New Postpartum Assessment #1

New Postpartum Assessment #1 PPE

(ome ) (Crme ) (o)

Case: | Ellason, Ella (Case 40002334) * KDE Status: | Keying ~
« Date: |Selecta dat E (1]
Page 2 I Page 3 [ Page 4 I Page 5 I

To update client contact information navigate to task: Add/Edit Contacts.

4, Do you currently receive any of the following? [READ LIST. CHECK ALL THAT APPLY.]

[[] Medi-cal

[E wic

[ Food stamps

=] Emergency food assistance|

[ other (Please tell us) __

Other:

New Postpartum Assessment #2 il
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Choose each form that is to be entered in the MIS from the Client Case Navigation
Tree. If the form has more than one page, each page within that form has a tab which
brings up a window with the questions found on that page.

Most windows of the Case Management section of the MIS are designed to follow
a page in the Data Book. The full text of each question is shown on that page’s
window. A scroll bar or slider bar will help you to see the whole page or list in the MIS
windows if the page or list is too big to be viewed otherwise.

Delete, Reset and Save Buttons
There are three buttons above the open form that say Delete, Reset and Save.
You can click Save to save your work at any point while entering the data.

Clicking Delete will delete ALL information entered in the form window. If you need to
delete one piece of information that you entered incorrectly, there are Delete buttons in
appropriate places within the windows.

Clicking the Reset button will re-set the form back to the last information you Saved.

( Delete ) L Reset ) ( Save )
R,

KDE Status

KDE Status refers to the current
progress on a particular form filled
out in their Case Record.

3002334) * KDE Status: ‘Keving "

In the upper right hand corner of

each form window you will see the

words KDE Status: with a small I
window and pull down. This will show whether you are keying in data, or done with that
form.

Page 11 I Page 12 l Page 13 I

When you open the form to do data entry, the KDE Status should automatically be set
to Keying which means the form is in progress. If you must leave the database but are
not finished with the form, the word Keying should still show. You can click Save to
save each page as you complete it or if you are called away at any point.

When you have completed ALL data entry for the form, change
kDESistus | Dene v|  the KDE Status to Done and click Save. Please do not choose
Done until all information has been entered into the form and you
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are sure it is all correct. This is very important because users and State MCAH will only
be using data from the forms marked Done for analysis and reports. Failure to choose

Done will exclude that client’s data from being included in reports and analysis by either
your LHJ or State MCAH.

Data Entry Styles in the Forms.

The forms have four main styles of data entry: “choose all that apply”, enter a date,
“‘choose one answer”, or write in your answer.

34. When you got pregnant, who lived in the same house with you? [CHECK ALL THAT APPLY]

[] Your husband or partner
7] Any children aged 5 years and under (how many? _)
Any children aged & years and over (how many? _) . . -
3 Vot Questions which have more than one possible
answer will allow you to check several choices.
S If a choice needs to have more information, there will
be a window below the list for you to write in the
Children less than or equal 5 (how many)?  One . .
Children greater than or equal & (how many)? I nfo rm atl O n "

Ottier Family Member f Reigtive: My grandmother and my sister

Other My mother's boyfriend

Category: | 100 Pragrancy Servees

J The questions that ask for only one answer will have a pull down
| so you can choose the one correct answer.

s 1
104 Wigh Risk Prenatal Care

105 Prenatal SL\?una Abuse

103 Pr

To enter a date, click in the space in front of the calendar page icon and enter the date in
MM/DD/YYYY format.

To use the calendar icon, click on it and highlight a date in
the current month or use the arrows to move forward or back in time.

Date: |SEIE:I: a dat E |

When the answer to a question calls for you to write something, you will be given

space to type in that answer. This is shown in screen shots below. As you enter the data,
the window expands to fit what you write.

48. Some women come to BIH for a certain reason, is there anything in particular you are hoping to get out of BIH?

I want to make life as good as possible for me
and my baby.
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Before You Can Enter a Form

As explained above, to enter a form for a client you must

S Black ; . i
(),}__:;,f,'fg first either:
Health
P | Enter the client’s Contact record into the MIS (see Section
Work: | Dista Entry - Case Management = 2’ page 12)!
T |SEHER Crees by ok B AND have created their current Case (see Section 3b,
e 1] page 19),

Ellgson, Ella (Cass 40002334)
Seley Encagon, Enca (Case 40002317)
Franzon, Fran {Case 40002318) O R
Gwenson, Gwen [Case 40002315)

GRInSo, G (Saee A0002827) Find the client’s existing Case record in the Case list (see
Hallgn, Halh Hay (Case 40003359)

Heidison, Hesdi (Case 40002320) Section 3a, page 17) in the Selection Criteria window.

Irisgon, Irs (Case 40002321)

Irisgon, Tns (Case 40002445)

e Sor [Piame 430425 If the client has been in the BIH program before, make
Suleson, Jules (Case 40002514) sure you choose the correct BIH Case number for the
Kathyson, Kathy (Case 400024581) Current pregnancy

L Kathysan, Kathy (Case 400034721

Client Case Navigation Tree o® Black

V7

Selection Criteria

When you choose the client’s name from the Case
list, the client case navigation tree containing a list

i . . . Work: | Data Entry - Case Management v]
of all appropriate forms will appear in the Selection
Criteria window. Click once on the desired form Task: ["d”Ed" Cases by Client |
to open it for data entry. Case [Akeshason, Akesha (Case 40002326) 4
Forms that have not been previously entered will S ————
4 ;Akeshason, Akesha (Case 40002326) 1

have the word New in front of their name in the tree. | o

New Communication Log Entry

Forms that have been partially filled out will have a Cormm. - 2012.10.16 (Phone Call)
date and the character >. Client Recruitment (10/10/2012)  *
New Form Status =
Forms that are complete will have a date and the New Referral
character *. Referral - 205 Housing/Shelter (11,/07/20

Frenatal Assessment £1 (10/15/2012) =

New Prenatsl Assessment 22 -
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.4b) Entering BIH DATA BOOK Forms

Forms that will be data entered into the MIS are listed in the Client Case Navigation
Tree on the Selection Criteria window. Asterisks in the open forms indicate required
fields.

Always make sure you have chosen the correct client’s case, and the current
case if the client has more than one pregnancy, before choosing a form to enter.
The client’s name will show at the top of the form. If you accidentally choose the wrong
person and begin to enter data before noticing, you can click the Delete button at the
top to delete everything on that form. The form will regain its New status after the
deletion.

Forms in the BIH Data Book which are not entered in the MIS (such as the ICP and
Birth Plan) should have the dates they were initiated, worked on, and/or completed
entered into the MIS in the Forms Status form. (See page 30)

Communication Loqg

( Delete ) ( Reset ) |” Save )

Click on New Communication Log Entry
from the client’s case navigation tree every
time you have a communication record to

To: | Eflason, Es, Chent, Traming LH) ~

From: Zarason, Zara, Family Meaith Advocate, Training LH) ~ enter-
',
15

Date of Contact: 10/8/2012

Since the majority of the communications in

e -lo the BIH program occur between the FHA and
act Successhul? the client, the From: and To: fields will
§ Dtpess [,—‘CQ default to the client’'s FHA and the client
SO respectively. Additionally, the pull downs on

Intake

From: and To: allow you to choose from all
BIH staff at your LHJ and every organization
that has been sent in by any of the LHJs.

Fields | Case Management [ ) 8re required.

)] Enter the Date the communication occurred.

i) Use the Type: pull down to enter information on where or how you
communicated.

i) Indicate whether the contact was Successful.
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iv) Purpose is now a pull down for a limited number of choices and is required.
Previous freeform entries will show as <No Longer Optional>.
V) Write in any Comments that you have about the communication. The space

expands as you write.

o® Brack
nfant
Health

Work: | Data Entry - Case Management v

Task: | add / €dit Cases by Client ~

Case | Hedison, Heidi, Chent, Traming LH) +

4 Meidizon, Heidl, Chent, Training LMJ (Case 4.."‘!1‘

New Communication Log Entry
Communication - Phone Call (2012-06
Communication - Phone Call (2012-0¢

Chient Recruitment (05/22/2012) *

New Referral
Referral - 104 Migh Risk Prenatal C:re-

New Prenatal Assessment 31

New Prenatal Assessment 22

New Prenatal Assessment 23

New Pranatal Supplemental

New Pregnancy Outcome

New EFDS

New Postpartum Assessment 21

New Postpartum Assessment 21 PPE

New Fostpartum Assessment &2

) Gann) Gamd

Communication

Case: Hesdison, Heidi, Chent, Traming LM (Case 40002320

* To: ‘ Mesdison, Meidi, Client, Training LM)

* From: “ Zarason, Zars, Family Health Advocate, Traning LH) +

« Date of Contact: {Select a dat (15 | @

« Type:
| Office Vist
Contact Successful?
{ Home Visit
* Purpose: | other Location
Commentarzl Phone Call
Mailed Letter

YYPR. PSP R DU TWR

-
-

E-Mail/Social Media

e —————

Record all communications in regard to the client (from outreach to closure) whether
done directly or on behalf of the client.

The To and From lists in the Communication window include all BIH staff at your site,
referable agencies, hospitals, clinics, prenatal care providers, and emergency contacts.

After you click Save, your log entry will show up in chronological order indented under
the New Communication Log Entry in the client case navigation tree.
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Data entry for outreach-only clients

For women who are recruited but do not enroll you must:

)] Enter her in the MIS on the Contact Information window with a role of
Client.
i) Create a Case record.

iii) Record each contact with or on behalf of her in the Communication Log.
iv) Fill out the Recruitment form and choose the appropriate not enrolled
reason.

Important: If a woman who originally said she will not enroll returns and decides to
enroll, with the same pregnancy, use the original Case record, edit the original Client
Recruitment Form to show that she will enroll, and enter other appropriate forms.

Client Recruitment Form

.V.Bfﬂfk ( Delete ) [ Reset ) [ Save )
Heafth
Work: | pata Entry - Case Management " Case: | Rosason, Rosa (Case 40002324) = KDE Status: | Keying v|

Task: | add / Edit Cases by Client v|

Page 1 Page 2
Case IRusasun. Rosa (Case 40002324) '| B

Date of outreach/referral to BIH: |Select a dat

-

4 Rosason, Rosa (Case 40002324)
Please enter client address, phone number, and birth date on the Contsct Information panel.
Case Change Log (0)*

New Communication Log Entry Baby's Due Date: | Select a dat

| New Client Recruitment

(er)
Baby's Birth Date: ISelect a dat

m

New Form Status

New Referral

New Prenatal Assessment #1 Source of referral to BIH;
New Prenatal Assessment 2 | Outside Agency/Provider
MNew Prenatal Assessment #3
Source: | «Select an Item> v|

MNew Prenatal Supplemental
Agency/Provider name:
New Pregnancy Qutcome < v/
MNew EPDS Contact person:

New Postpartum Assessment #1

Telephone:
New Postpartum Assessment #1 PPE

New Postpartum Assessment %2 BIH Staff outreach

Mew Postpartum Assessment #3 ] Please specify: <Select an Item> v|
New Postpartum Supplemental S 1

IMPORTANT: Please note that some of the information on the paper Client Recruitment
form will be entered in two different areas of the MIS

1) The Contact Information window (Name, Address, Phone, Email, DOB)

2) All outreach communications from the paper form will be entered in the
Communication Log in addition to the communications if and when the client
enrolls is BIH.
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The rest of the information from the paper form is entered on the two tabs of the Client

Recruitment window.

i) Click New Client Recruitment in the client case navigation tree on the

Selection Criteria window.

i) The Client Recruitment window will open on the right.

iii) Use the calendar page icons to enter the requested dates.

iv) Use the scroll bar to see the lower portion of the page.

V) There should be only one source of referral to BIH listed on the form.

When you have completed data entry for both tabs, change the KDE Status to Done
and click the Save button. Recruitment now shows in the client case navigation tree on

the left with a date and with an * to show that it is complete.

o® Brack

Work:

Data Entry - Case Management - |

Task: [Add / Edit Cases by Client v|

Case [ Franson, Fran (Case 40002318) v|

4 Franson, Fran (Case 40002318)

['»

New Communication Log Entry

Communication - Phone Call (2012-09-05

Client Recruitment (09/04/2012) *

New Form Status
New Referral
Referral - 106 Smoking Cessation (10/01/
Referral - 501 Parenting Education or Clas:
New Prenstsl Assessment #1
New Prenatal Assessment #2
New Prenatal Assessment #3

New Prenatal Supplemental

New Pregnancy Outcome

(o ) (e ) (o)

<] 1] [ [

Case: | Franson, Fran (Case 40002318)

Page 1 Page 2

= KDE Status: | pone v|

Date of outreach/referral to BIH: |5/4/2012 []

Please enter client address, phone number, and birth date on the Contact Infarmation panel,

Baby's Due Date: |3/28/2013 E

Baby's Birth Date: |Select a dat E

Source of referral to BIH:
Dutside Agency/Provider

(or)

Source: v|

Agency/Provider name:

Contact person:

Telephone:

Forms Filled Out at Intake

The Intake Meeting is to be scheduled within 30 days of successful contact for an

eligible and interested client.

Client Forms Checklist (or PP Checklist for clients entering postpartum)

This checklist is in the Analyze section of the MIS and will automatically be populated
when a form is data entered into the MIS. This also provides a handy way to make sure
you have completed all necessary forms for your clients.
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However there are several forms in the Data Book, such as the ICP, which will not be
entered into the MIS and will be kept in the client’s file instead. The dates initiated,
updated and /or completed will initially be written on the paper check list. With the new
Forms Status window you are now able to enter the requested information on dates
initiated, updated and completed for each of the forms or plans that are not actually
entered in the MIS. Those dates may be considered for inclusion in the Client Forms
Checklist analyzer in the future.

Form Status

Form Status is a section in the MIS that you will use to track the status of five forms
that are not entered into the MIS. You will enter dates for when the form was initiated,
last updated and completed. You can access the Form Status by choosing New Form
Status in the client case navigation tree. After you save your initial entries, the word
Existing will show next to Form Status.

.V. Bfgﬂfk ( Delete ) [ Reset ) [ Save )
Health
DI
Work: l Data Entry - Case Management v| Case: | Franson, Fran (Case 40002318)
Task: | add / dit Cases by Client ~ |
Case [ farsenhrani(Cas=in02s1s) ‘| Date Initiated Date last Updated  Date Completed
3 e v |9/9/z012 5 o [is] 9/19/2012 (53]
4 Franson, Fran (Case 40002315) |-} Rights, Responsibilities, and Consent: | 19/ £| |5e\e_t a dat E.‘ | 13/ £|
New Communication Log Entry Individual Client Plan: |9f’19a’2012 E| |Se\e:t a dat E ‘ |Se|ect a dat E|
Communication - Phone Call (2012-09-05
: — — —
Client Recruitment (08/04/2012)  * Birth Plan: |Sele_t a dat |15 | |5e\e_t a dat [15] ‘ |Sele_t a dat [15] |
| Fen SEEE - BiEiig 3 Safety Checklist: |Sela:t a dat E| |Se\e:t a dat E ‘ |Se|a:t a dat E|
New Referral
— — —
Referral - 106 Smoking Cessation (10/01/] (Wi Heme |SEIE¢ a dat [ 5] | |Se‘Ekt a dat [15] ‘ |Se|ht a dat [15] |
Referral - 501 Parenting Education or Clas: sricad with an actarick *) are reguired
ked with an asterisk (*) are required.
New Prensts| Assessment #1

New Prenstal Assessment #2
New Prenstsl Assessment #3

New Frenatal Supplemental

New Pregnancy Cutcome
-

< il [ 3
Each time BIH staff work with the client on a form that needs ongoing work, such as ICP

or Life Plan, enter a new Date Last Updated. All dates entered will be held in the form’s
history.

Rights, Responsibilities and Consent

This is one of the forms that are kept in the client’s file and not data entered into the
MIS. You only need to enter the date the form was completed.
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Individual Client Plan

This is another form which will be kept in the client’s file and not data entered into the
MIS. Since the ICP is initiated during the Intake Meeting, that date should be entered in
Forms Status for Date Initiated. Each time you work on the plan, enter the Date Last
Updated into that window. When it is completed at the end of the program, enter the
Date Completed in the Form Status window.

Referrals

o® Brack

Worle:

Task:

Data Entry - Case Management |

[ Add / Edit Cases by Client v|

Case [ Franson, Fran, Client, Training LH v|

4 Franson, Fran, Client, Training LHT (Case 40*

New Communication Log Entry
Communication - Phone Call (2012

Client Recruitment (08/04/2012)  *

New Referral
Referral - 106 Smoking Cessation |
Referral - 501 Parenting Education

New Prenstsl Assessment 21

New Prenatal Assessment #2

New Prenatal Assessment #3

New Prenatsl Supplemental

New Pregnancy Outcome

New EFDS

New Postpartum Assassment #1

New Postpartum Assessment #1 PPE

New Postpartum Assessment 2

-

i e

(o ) (oo ) (oo )

Case:

= Date:

* Category

= Type

Organization

= Status

Franson, Fran, Client, Training LH] {Case 40002318)

9/28/2012

: [ 500 Counseling/Education v|

H [ 501 Parenting Education or Classes v|

701 Service:
702 Service:
703 Service:
: -|
: | Referred ~ |

Notes:

Follow-up Date

. [12/3/2012

Fields marked with an asterisk (*) are required.

Choose New Referral from the tree on the Selection Criteria window. The
information follows the information in the paper form but in a different format.
Use the pull downs to choose the Category, Type and Organization.

Make sure the Type matches that of the Category. (For example a
Category 100 referral — Pregnancy Services, should only have a Type that is
in the 100s such as 101 WIC-Prenatal.)

If the organization does not appear in the pull down, email the organization
name, address, phone number and a contact person to Amish Doshi at
MCAH State — Amish.Doshi@cdph.ca.gov .
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V) Enter a date or choose a date from the calendar page icon for the date of the
referral and also for the follow-up date.

When you click Save the Referral will show up in the navigation tree in the Selection
Criteria window with the type and date as shown below.

New Referral

Referral - 104 High Risk Prenatal Care (05/24/2012)

To update the information for an existing referral, click on the original entry itself and fill
in the Referral window with the updated information. Once you save your changes, the
referral will show a new date and the MIS will keep the previous information in the
Referrals History Analyzer that will be released later.

For each separate referral that is a different type please click New Referral.

Case Conferencing

Case Conferencing notes will be kept in the client’s file and will not be entered into the
MIS. The initial Case Conference is to be held within a month of a client’s Intake
Meeting with the FHA. Initially the dates are to be written on the paper Client Forms
Checklist. Case Conferencing is not currently included in the Form Status. Dates that
the Case Conferences are held will be under consideration for addition to the Form
Status for the next release of a major version of the MIS

32



V1.04/16/2013

Prenatal Assessment 1 (PNA1)

IMPORTANT! For clients ENTERING the program POSTPARTUM: Choose

Postpartum Assessment #1 PPE from the client’'s case navigation tree instead of

Prenatal Assessment #1 and continue with the other Postpartum Assessments.

(omee ) (oo ) (e )

Work:

Task:

Case

4 Danison, Dani (Case 40002316)

% Black
Q‘feﬂh‘ff
I Dt o] Maragement '| Case: | Danison, Dani (Case 40002316)
Add / Edit Cases by Client |
. Date: |5/25/2012 [z

Danison, Dani (Case 40002316) v|

* KDE Status: | Keying =

l Sec2: Pgé6 [ Sec2:Pg7 I Sec2:Pg 8 [ Sec2:Pg o l Sec2: Pg 10 [ Sec 2: Pg 11

[ Sec1:Pg 1l Sec1:Pg2 [ Sec2:Pg1l I Sec2:Pg 2 [ Sec2:Pg3 I Sec2: Pg 4 I Sec2:Pg 5

New Communication Log Entry

Communication - Home Visit (2012-06-05

Do you currently receive any of the following? (Check all that

To update client contact information navigate to task: apoly?)
Communication - Phone Call (2012-05-22 0| Add/Edit Contacts. =
= Medi-Cal
Communication - Phone Call (2012-05-25 0|
WIC

Communication - Phone Call (2012-05-31 0|
Client Recruitment (05/21/2012)
New Form Status
New Referral

Referral - 104 High Risk Prenatal Care (05,
Prenatal Assessment #1 (05/25/2012) >

New Prenatal Assessment #2

New Prenatal Assessment #3

<]

] 3

[T] Food stamps

[C] Emergency food assistance|

[C] Other (Please tell us) __

Other:

Where do you currently get most of your household income?
(Check all that apply.)

[ & job

This form should ALWAYS be completed at the intake meeting if the client enrolls

during any point in her pregnancy (before she has the baby).

i) Make sure you have chosen the correct case if the client has more than one
case.
i) Click once on New Prenatal Assessment #1 from the client case navigation

tree in the Selection Criteria window to open it.
iii) Enter the date that the assessment was completed with the client.

iv) Enter all information into the first page

V) When you finish with page one, click the next tab and so on until the whole

form is completed. Each tab will show the questions from the same numbered

page of the BIH Data Book.

Vi) Use the scroll bar as needed to see the whole page.

vii)  Click Save at any time

viii)  Make sure the form has been completely and correctly filled in before you
change the KDE Status to Done and do a final Save.
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Prenatal Assessment 2 (PNA2)

i) Choose New Prenatal Assessment #2 from the case navigation tree.
i) Enter the date that the assessment was completed with the client.
iii) Continue as for PNA1 above.

.. Black [ Delete ) [ Reset ) [ Save )
V7

Work: - . . . L § -
or Data Entry - Case Management 'l Case: | Ericason, Erica, Client, Training LH] (Case 40002317) * KDE Status:
Task: [Add.-"EdilCases by Client v]
+ Date: |Select adat |45

Page 2 [ Page 3 ] Page 4 l Page 5 l

To update cfient contact information navigate to task: Add/Edit Contacts.

Case

Ericason, Erica, Client, Training LI Vl

4 Ericason, Erica, Client, Training LHJ (Ca
New Communication Log Entry
Communication - Phone Call (20
Client Recruitment (05/08/2012)

New Referral

4. Do you currently receive any of the following? [READ LIST. CHECK ALL THAT APPLY.]
Prenatal Assessment #1 (08/08/20

I New Prenatal Assessment #2 [C] Medi-Cal
New Prenatal Assessment #3 A [Cwic
New Prenatal Supplemental 1 [C] Food stamps
New Pregnancy Outcome [7] Emergency food assistance
New EPDS [] other (Please tell us) __

New Postpartum Assessment #1
Other:

New Postpartum Assessment #1 PP

New Postpartum Assessment #2
New Postpartum Assessment #3

New Case Closure

4] S »

Birth Plan

The Birth Plan is not data entered into the MIS. Using the Form Status (page 30),
please enter the Date Initiated in the appropriate row, and each time you work on the
plan enter the Date Last Updated into the window. When it is completed, enter the
Date Completed.
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Prenatal Assessment 3 (PNA3)

Choose New Prenatal Assessment #3 from the client’s case navigation tree and fill out
this form similarly to PNA.1 Enter the date that the assessment was completed with the
client.

@%? (oawe ) (e ) (o)

Selection Criteria

Work: | Dats Entry - Case Management ‘ Case: | Heidison, Heidi (Case 40002320) = KDE Status: | Keying -
Task: [ &add / Edit Cases by Client v]
*= Date: |Select a dat E

Case [ Heidison, Heidi {Case 40002320) vl

Page 2 I Page 3 [ Page 4 [ Page 5 ] Page & [ Page 7 I Page 8 [ Page 9 ]

Communication - Mailed Letter (2012-11-15 00 To update client contact information navigate to task: Add/Edit Contacts.
Communication - Office Visit (2012-11-01 00:0(

New Communication Log Entry

Communication - Phone Call (2012-06-01 00:04

Communication - Phone Call (2012-06-03 15:1 A3
5. Do you currently receive any of the following? [READ LIST. CHECK ALL THAT APPLY]
Client Recruitment (05/22/2012) *

Form Status - Existing [ Medi-cal
New Referral 1 [[wic

Referral - 104 High Risk Prenatal Care (06/01/2 [C Food stamps

Referral - 302 Breastfeeding (11/14/2012) [C] Emergency food assistance
Prenatal Assessment #1 (06/06/2012) * [T] other (Please tell us): __
Prenatal Assessment #2 (07/17/2012) = .

New Prenatal Assessment #3

4] 1] [ 3

Prenatal Client Satisfaction

In order to allow a client’s answers to be gathered anonymously, the Prenatal and
Postpartum Client Satisfaction forms have been moved into the reporting section for
the Group Sessions and are on the Group information window listed as Evaluations
(Page.

Safety Checklist

The Safety Checklist is not data entered into the MIS. Now that the Form Status
window is available in the MIS, please enter the Date Initiated, and each time you work
on the checklist enter the Date Last Updated into the window. When it is completed
enter the Date Completed in the Form Status window.
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Prenatal Supplemental

)] Make sure the client has been entered into the MIS on the Contact
Information window and has a case created so a MCAH BIH MIS case

number is assigned. Their BIH MIS number at your LHJ will be their prior BIH

ID number.

i) Choose Prenatal Supplemental from their Client Case Navigation Tree.
i) Enter the date that the assessment was completed with the client.

iv) Complete data entry for each tab in the form.
V) When all is complete and correct change the KDE status to Done and Save.

(oaee ) (rom ) (oo )

+ Date: |1Df2f2012 E‘

Page 2 [ Page 3 I Page 4 I

Case: | Insson, Iris, Client, Training LH] (Case 40002445)

Prenatal Supplemental
- KDE Status:

Now, I just have 5 few additionsl questions for you.

1. How many times a week do you take a prenatal
vitamin?

L]

2. During this pregnancy, have vou ever eaten less
than you felt you should because there wasn't
enough money to buy food?

(]

3. During this pregnancy, have you ever been
hungry but didn't eat because vou couldn't afford
enough food?

[]

4. During the past week, how often did you eat a
meal from a fast-food place such as McDonald's,
KFC, Taco Bell, other local fast-food, or a take-out
pizza place?

[ -]

5. During the past week, how many times did you
dnink soda, such as Coke, Pepsi, or Sprite? (Do not
include diet soda.)

(-]

6. During the past week, how many times did you
eat vegetables?

(-]

7. Duning the past week, how many times did you
eat fruit?

]

8. On average, how often do you participate in any
physical activity or exercise for 30 minutes or
more? (for example, walking to or from work,
running, swimming, biking, or doing yoga)

(-]
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Pregnancy Outcome

Choose New Pregnancy Outcome from the client’s case tree on the left. Enter as

much known information as possible for this form as data will be used to help track birth

outcomes for BIH clients in future evaluations of BIH.

(oeee ) (e ) (e )

Case: Heidison, Heidi (Case 40002320)

+ Date: |Select a dat |15 o

Pregnancy Outcome
= KDE Status: Keying -

*= Fetus Mumber:

State File Number:

Local File Number:
Delivery Hospital Name:
Infant First Name:

Infant Middle Name:
Infant Last Name:

Infant Gender:

* Pregnancy Outcome:

Prannanme Fnd MNiate:

m

~ |0
[Select 2 dar PR | -

Use the pull downs to choose Fetus Number, the Delivery Hospital Name, Infant
Gender, Pregnancy Outcome, Gestation Weeks and Delivery Type.

Use the scroll bar to see all of the questions.

To document twins or triplets choose Fetus Number 1 for the first baby, fill in all
information and Save. Then choose New Pregnancy Outcome and choose Fetus
Number 2 for the second baby and fill in the information for that baby, and so on.

Pregnancy End Date refers to a fetal loss before birth. Birth Date is for the actual

birth.
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Enter the baby’s names, weight and the birth date.

If the baby dies before or after birth and you know the reason, please enter it.

Edinburgh Postpartum Depression Scale

Choose New EPDS from the client’s case navigation tree and fill in the date the FHA
met with the client to complete this form. The score will calculate automatically when
you finish marking all of the choices. When completely finished, change the KDE Status
to Done and click Save.

) =) o)

Edinburgh Postnatal Depression Scale (EPDS)

Case: | Irisson, Iris, Client, Training LH] (Case 40002445) = KDE Status:

= Date: |[Selecta dat@ (1]

1. I have been able to laugh and see the funny side of things:

2. I have looked forward with enjoyment to things:

3. I have blamed myself unnecessarily when things went wrong:
4. 1 have been anxious or worried for no good reason:

5. I have felt scared or panicky for no very good reason:

6. Things have been getting on top of me:

7. I have been so unhappy that I have had difficulty sleeping:
8. I have felt sad or miserable:

9. I have been so unhappy that I have been crying:

10. The thought of harming myself has occurred to me:

LI LI

EPDS Score:
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IMPORTANT! For clients ENTERING the program POSTPARTUM: Choose
Postpartum Assessment #1 PPE from the client’'s case navigation tree instead of
Prenatal Assessment #1 and continue with other Postpartum Assessments.

Postpartum Assessment 1

Choose Postpartum Assessment #1 from the client’s case navigation tree. Enter the
date that the assessment was completed. When answers to all questions have been
entered correctly change the KDS Status to Done and Save.

Delete ' ( Reset ) [ Save )

Case: | Insson, Irs, Client, Training LH] (Case 40002445) * KDE Status:

+ Date: |Select a dat@ 0

’ Sec2:Pg?7 Sec2:Pg 8 I Sec2:Pg % I Sec 2: Pg 10 I Sec 2: Pg 11 I Sec 2: Pg 12 [ Sec 2: Pg 13 I
Se-::l:PgQ[Se-::Z:F‘glISecZ:F‘ngSecz:PQEISECZ:Pg4]53c2:PgSISEc:2:PgE]

Where do you currently get most of your household
To update client contact information navigate income? {Check all that apply.)

to task: Add/Edit Contacts.
[]&job

[] unemployment insurance

] Babys father/partner

Are you receiving any of the following for yourself?

(Check all that apply.) [C] other family members —
[] Medi-cal [] Friends

[ wic [Cl TanF

[] Food stamps [C] ss1/disability

[] Emergency food assistance [ County/court support

] Other (Please tell us): [] General relieffassistance
[] cal works/Cal Learn

Cther:
[] other (Please tell us): _

Are you receiving any of the following for your 11 have no income

baby? (Check all that apply.) o

39



V1.04/16/2013

Postpartum Assessment 1 PPE (For Postpartum Entry) ONLY

This form will be filled out during the Intake if the client has entered the program
postpartum.

)] Choose Postpartum Assessment #1 PPE from the client’s case navigation
tree.
i) Enter the date that the assessment was completed with the client.

iii) Fill in all answers and use the scroll bar to see all questions on pages that
have more questions than can fit in the window.

iv) Each tab will show the questions from the same numbered page of the BIH
Data Book.

V) Click Save at any time while you are entering data.

Vi) When data entry is complete and correct, change the KDE Status to Done
and click Save.

[ Delete ) [ Reset ) [ Save )

Case: | Heidison, Heidi (Case 40002320) * KDE Status:

= Date: |Selecta datE (1]

l Sec2: Pg7 Sec 2: Pg 8 [ Sec2: Pg9 l Sec 2: Pg 10 I Sec 2: Pg 11 ] Sec 2: Pg 12 l Sec 2: Pg 13 [ Sec 2: Pg 14 ]
Secl:PngSecl:PgSISecZ:F‘glISecz:szISecZ:PgSlSecZ:Pg4ISE:2:Pg5]Sec2.‘PgG]

Are you receiving any of the following for vourself? (Check all

To update client contact information navigate to task: that apply.)

Add/Edit Contacts. H
[C] Medi-cal
[ wic

[7] Food stamps
"] Emergency food assistance

[T] other (Please tell us): _

Other:

Are you receiving any of the following for your baby? (Check
all that apply.)

||:| Medi-Cal -
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Postpartum Assessment 2

Choose Postpartum Assessment #2 from the client’s case navigation tree and enter
and Save as usual.

Delete ' [ Reset ) ( Save )

Case: | Irisson, Iris, Client, Training LH] (Case 40002445) * KDE Status:
= Date: |Selecta dat@ (1]

Page 1 Page 2 [ Page 3 l Page 4 [ Page 5 l Page & l

To update client contact information navigate to task: Add/Edit Contscts.

4, Do you currently receiving any of the following for vourself? [READ LIST. CHECK ALL THAT APPLY.]

] Medi-cal
[ wic

[C] Feod stamps

m

=] Emergency food assistance

] other (Please tell us): _

Other:

5. Are you receiving any of the following for vour baby? [READ LIST. CHECK ALL THAT APPLY.]

] Medi-Cal
[ wic

Life Plan

The Life Plan is not entered into the MIS. You can use the Form Status window to track
the dates initiated, updated and completed. Enter the Date Initiated, and each time you

work on the plan enter the Date Last Updated. When it is completed you will also enter
the Date Completed.
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The following three forms are also completed after Session 20.

Postpartum Assessment 3

Choose New Postpartum Assessment #3 from the client’s case navigation tree, fill in
the answers, change the KDE Status to Done and Save as usual.

(omne ) (Crem ) (o)

Postpartum Assessment 3

Case: | Irisson, Iris, Client, Training LH) (Case 40002445) = KDE Status:

= Date: SelectadatE (1]

Page 2 [ Page 3 ] Page 4 [ Page 5 ] Page & l Page 7 l Page 8 l Page 9 l Page 10 I

To update client contact information navigate to task: Add/Edit Contscts.,

4. Do you currently receive any of the following for yourself? [READ LIST. CHECK ALL THAT APPLY.]

[7] Medi-cal
] wric

[7] Food stamps

111

[T] Emergency food assistance

[7] other (Please tell us): _

Other:

5. Are you receiving any of the following for your baby? [READ LIST. CHECK ALL THAT APPLY.]

‘D Medi-Cal

[ wic

Postpartum Client Satisfaction

In order to allow a client’s answers to be gathered anonymously, the Prenatal and
Postpartum Client Satisfaction forms have been moved into the reporting section for
the Group Sessions and titled Evaluations. See page 53.
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Case Closure

This form is to be completed whenever an enrolled client leaves the program. Choose
New Case Closure from the client’s case navigation tree. You can use the Calendar
Page Icon to choose the closure date or enter the date yourself. When it is all filled in
correctly change the KDE Status to Done and click Save

) Gaan) Gaam)

Case Closure

Case: | Kathyson, Kathy, Client, Training LH] (Case 40002481) ~ * KDE Status:
*= Date: |Selecta dat@ o

Reason for exiting BIH: D

New BIH Jurisdiction Transferred To:

Other:
FHA - Please update client and emergency contact information within the client case/job record.
Stay in general area at least a year: El

Interest in attending an alumni gathering =
and/or continue being involved with BIH:

Fields marked with an asterisk (=) are required.

Notes

Delete ' [ Reset ) ( Save )
Many of the forms have a place
on the last page for notes, and

this Notes form is for notes that

Owner: | Mimison, Mimi, Client, Training LH] {Case 40002329) are needed in addition to the
= Type: | ~ ones connected to particular
i . : forms. The note can be as large
o ' You can write as much as you want here. It will
keep expanding as you write. as needed. Choose the date
Date: |8/22/2012 from the calendar page icon

Fields marked with an asterisk (%) are required.
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DATA ENTRY - GROUP SESSIONS

Data Entry - Group Sessions is a separate Work area which has several windows that
allow you to track the attendance, activities, support and evaluations for the group
session intervention of BIH. You can start a new group or work on sessions of a group
that has already been started.

1) Group Information
la) Starting a New Group

To start a new group,

i) Begin by choosing Data Entry - Group Sessions,

i) then Add/Edit Group Sessions,

i) then <New Group> from the three pull downs in the Selection Criteria
window.

The Group Information window will then open so that you can fill in the initial
information for that group.

To add or edit sessions of an already existing group see page 47 for Session
Information.

% Black [Dele:e ALI) [ Reset ) [ Save )

Vit
Work: | Data Entry - Group Sessions v| Group Facdilitators
Task: @| * Course: Elo New
Group | <New Class> v‘ = Name: 0

Clients
« Start Date: | 2/21/2013 [75] II
Group

= End Date: |4/25/2013 @

Please submit Evaluations at coursa completion,

Evaluation(s)
Y

Fie'ds marked with an asterisk (*) are required.
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1b) Entering Group Information

Choose either Prenatal v1.0 or Postpartum v1.0 from the Course pull down
in the Group Information Group window.

Then enter a unique name in the Group window including a short version of

your LHJ name and the group starting date. e.g. SF Postpartum 5/5 — 7/7/11
When you enter the Start Date, the End Date will automatically populate for

ten sessions.

THark Datle ETEATERT 15

Cred Cutp: | 4257301 5

There must be at least enough time between dates for a maximum of one session
per week average. You may add up to ten more weeks to the end date beyond the
automatically populated date if needed.

1c) Adding Facilitators and Clients

i)
i)

iii)
iv)
v)

vi)
vii)

Click the New button on the Facilitators window.

Click three times in the new space to activate the pull down to choose one of
the group facilitators. (Each staff person that serves as a Group Facilitator
must have Group Facilitator as a Role in order to show in the pull down.)
Repeat this process until you have chosen each facilitator needed.

Move to the Clients window and click the New button,

Click three times in the new space to open the client case list.

Click on the client’s case to choose her.

Continue clicking New and choosing another client case until you have all
clients listed.

IMPORTANT: A client must have a case record created before she can be entered
in a group. Additionally if the client has multiple case records, because of different
pregnancies, you must choose the correct case record corresponding to the time
frame of the group and the client’s correct pregnancy. Always remember, a case
record is based on the client’s pregnancy at that time. Each pregnancy has a
separate case.
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o Facilitators

- @II

| Delete  Yarason, Yara

—

 Chents

o l‘{nflc!c:@ ' ||
&4 -

{ Akeshason, Akesha (Case 40002326) &
| Amberson, Amber (Case 40002312)
f Amishason, Amisha (Case 40002402)
l‘ Annason, Anna (Case 40002472)
— Beottyson, Betty (Case 40002314)
l Coryson, Cory (Case 40002315)
| Darsson, Dars (Case 40002316)
| Duck, Daisy (Case 40003032)
Ellason, Eila (Case 40002334)
Encason, Enca (Case 40002317)

Llrnmjm{.cmmz.}u)_' =

[DeleteAll) [ Reset ) ( Save )

- Group

* Course: | Postpartum vi.0

* MName: Training 2/6/13 - 4/10/13

- StartDate: |2/6/2013  [1a]|
= End Date: | 4/10/2013 [{5]

-Facilitators

Group Information

Elainison, Elaine
Delete| | Yarason, Yara

- Clients

Akeshason, Akesha (Case 40002326)
Franson, Fran (Case 40002318)

Delete | Danison, Dani (Case 40002316) |

Please submit Evaluations af course completion.

Evaluation(s)

Fields marked with an asterisk (*) are required.

After you have the Course, the Group name, the Dates, the Facilitators and the

Clients all listed, click the Save button to save your work.
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After all ten sessions have been completed you will fill in the Evaluations (AKA Client
Satisfactions) shown at the bottom of the Group Information window. See page 53 for
more information on the class Evaluations.

1d) Removing a Facilitator or Client from Group Information

If you choose the wrong facilitator or client and discover it after you have saved the new
person, but before you have entered any attendance record, you can click that person’s
Delete button to remove her.

To delete a client or facilitator from the Group Information who has an existing
erroneous attendance record you must first remove the attendance record in the
Session Information windows.

To delete the erroneous attendance record,

)] Choose the Group Name from the Class pull down

i) From the session tree, choose the first session where the person was listed.

i) Click the Delete button beside that person’s name.

iv) Repeat the process for any session where person was listed.

V) When you have removed the person from each session where she was listed,
return to the Group Information and click the Delete button beside the
person’s name there.

2) Creating Session Information

As soon as you have saved the Group Information window, the name of the group will
show in in the Group list in the Selection Criteria window and will also show below the
three pull downs as the beginning of the session tree for the group sessions.

o® Black

Work: I Data Entry - Group Sessions v|

Task: IAdd / Edit Group Sessions .| The words New Session will appear under the name.

Group |P°5tp“"m Ty WETE &8 '\ Click on New Session and the Session Information
window will open on the right for you to enter
4 Postpartum v1.0/ Training 2/6/13 - 4/10/13 |} gppropriate information for the first session.

Mew Session
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) {éﬁf (Dalele)\ll) ( Reset ) ( Save )

Session Inormation I

Work: | Data Entry - Group Sessions  « Class Session Facilitators
Task: | add / Edit Group Sessions ~ « Course Session: B o

Group | pastpartum v1.0 / Training 2/6/ ~ | - Date: |2/12/2013 Activ

* Start Time:

e

=
C)

@

Enabler(s)

4 Postpartum v1.0 / Training 2/6/13 - 4/10/13 = EndTi
nd Time:

New Session
IMPORTANT: When entering a new session.
please fill this pans! in first and click Save' to
auto-generate the Facilitator, Activity, and
Attendance records.

=

Fields marked with an asterisk (*) are required.

&

2a) Entering a New Session

)] Click New Session in the session tree to open the Session Information
window, and

(oemen ) (remt ) (oo )

Session Information

- Class Session -~ Facilitators o

# Course Session: E] .m

+ Date: |1/21/2013 - Activity(s) =
* Start Time: |4:40PM |E S

g
* End Time: ~Enabler(s) —

TMPORTANT: When enfering 3 new session,
please Gl this panel in first and click ‘Save' to
aute-generate the Facilitator, Activity, and
Attendance records.

- Attendance

Frelds marked with an asterisk () are reguired.
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1)) Choose the course session from the Course Session pull down.
( Detete -\Il) [, Reset ) L Save )

Class Session ascitators
(New
* Course Session: (1] &

01: Our Heritage Is 2 Source of Pride Activity(s
02: Using Our Challenges as Our Opportunities @

03: Getting Our Needs Met

« Date:

© Start Time:
End Time: | 04: Our Bodies Are Changing

INPORTANT: When entes 05: Our Meaith and Our Babies’ Meaith
Please Bl this panel in AiF
suto-penecate the Facibel
Attendance records,

06: How Your Baby Grows

07: Prepanng for Baby

08: Taking Care of Baby

Attendance 09: How to Maintain Mealthy Relatonships

10: Celebrating Qur Families

Fields marked with an astecisk (%) are required.

i) Enter the date of the session. (The Date will automatically show the current
date — only helpful if you enter it the day of the session.)

iv) Correct the Start Time. (automatically shows when you began work)

V) Correct the End Time. (automatically shows two hours later than you began
work)

Vi) When those are all correct click SAVE!

DO NOT MANUALLY ENTER ANY CLIENTS, FACILITATORS or ACTIVITIES in
SESSION INFORMATION before clicking Save. When_you click Save the appropriate
windows will automatically populate with all the clients and facilitators you entered in the
Group Information and all of the Activities for the Session you chose. Make sure you
have the names of all of the clients and facilitators entered into Group Information
before you do this process. The process works only ONCE, when you first enter the

session.

vii)  You must click Save again to save this information.

It will also populate the name of the session on the session tree in the Selection
Criteria window.
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% Black

Gaeen) (Cme ) (o)

Work: | Data Entry - Group Sessions v‘
Tesk: | add / Edit Group Sessions '|

Group [ Prenatal v1.0 / Prenatal Group Training 3/19/13-5/21/13 =

4 Prenatal v1.0 / Prenatal Group Training 3/19/13-5/21/13

New Session

[ 01: Our Heritage Is a Source of Pride / Mar 19 2013 11:00AM

02: Using Our Challenges as Our Opportunities / Mar 26 2013 11:00AM

e on lnrormation I
Class Session Facilitators.

New
Course Session:

01: Our Heritage Is a Source of Pride

| Hollyson, Holly
| Zarason, Zara

= Date: |3/19/2013 @

Start Time:

Activity(s)

- endTime: —

IMPORTANT: When entering = new session, B LW ‘
please fll this pane i frst-and chck ‘Sava’ t | 1.1: Welcome, Orientation, and Your
auto-generate the Facilitator, Activity, and | 1.2: Our Ancestors’ Strengths and O

Attendsnce records,
@ | 1.3: Personal Goal, Gratitude Circl

Attendance Enabler(s)
| Bettyson, Betty (Case 40002314) @ | Food

#  Ellason, Ella (Case 40002334)

# | Franson, Fran (Case 40002318)
# | Heidison, Heidi (Case 40002320)

# | Suzison, Suzi (Case 40002341)

2b) To Add or Edit a Session Later, After Group information Has Been Entered.

)] Choose Data Entry — Group Sessions.

i) Then choose Add / Edit Group Sessions.

iii) Finally use the Group pull down to find the appropriate Group.

iv) Click the words New Session to add the next session. OR

V) To edit a session already entered, choose it from the Session Tree and skip

to page 50 in this manual.

2c) Data Entry for New Sessions and Editing Existing Sessions

Clients may enter the group up to the third session and facilitators may need to
substitute for a facilitator that cannot attend a certain session.

i) Enter the client or facilitator in the Group Information window BEFORE you
enter the session, if possible. The client or facilitator will show up in the list for
that session and each following session.

i) OR If you are not able to enter the client or facilitator before entering the
session, click New on the client or facilitator window.

i) Click the + sign next to <Select a client> or <Select a group facilitator> to

open the new entry.

iv) Click the Client or Facilitator pull down to find the person’s name.
V) Click on the name to choose that person.
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Vi) Click the — sign to close the person’s entry.

- Attendance
Hew i

Delets) = | <Select & dhent>

= Chient: E 0

« Affendmnce: | Skeshason, Akesha [Case S0002326)

Arighason, Amizhs (Case 20002402 ) E

2d) Attendance Record

All of the clients listed in the Attendance window will automatically be listed as
Attended,

After the session you will only change the information on any clients who may have
come late, been absent or had to leave early.

To change that information,

i) Click the + sign in front of the client’s name in the Attendance window
i) Click the down arrow next to Attended

iii) Choose Late, Absent, or Left early from the pull down.

iv) Write in the reason, if known.

V) Repeat for any other client who was late or absent, or left early

You must click Save to record attendance whether changed or not.
(iew)

Delete| = Akeshason, Akeshs, Client, Training LH) / Train

* Chent: \ Akeshason, Akesha, Client, Training LH) /

* Attendance:

Reason: | Attended

Late

Delete 4 Bem1 Left eﬂy 1uent, Traning LH) / Training

Delete ¢ Danison, Dam, Client, Training LH) / Training LY

M n »

Facilitators have a similar pull down to record attendance in the Facilitators window.

-Facilitators

Deletel = | ¥arason, Yara

* Facilitator: | varason, Yara ~
= Duration: | attended v|

Reason:
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2e) Recording Activities

The activities for each session will be listed automatically in the Activity(s) window.

i)
i)
ii)

iv)

- Activity(s)

To enter information into the Activity(s) window click the plus sign + in front
of the activity you want to choose and it will open that activity.

For each of the activities in a session, choose how long the activity lasted with
the Duration Hours and / or Minutes pull downs in the Activity(s) window.
Check the Lesson Complete box if you were able to complete the activity.
Click the — sign to close each activity

- Activity(s)

Mew [ i a
|Delete] = 1.1: Group Information

H  1.1: Group Information

Delete| = | 1.2: Embracing Qur Ancestors|

* Lesson: 11.1: Group Information v

* Lesson: [1.2: Embracing Our Ancestors v

* Duration Minutes: [iaf
# Duration Hours: | 1 v‘

= Duration Minutes: | 1g v|

* Lesson Complete?

* Duration Hours:

1
“ Lesson Complete? [%
3
4

terisk (*) are required.

You no longer need to document the Likes and Dislikes for each session in the

MIS.

2f) Enablers

To complete work for each session you will also need to enter any enablers that were
used for the session in Enabler(s) window. They cannot be entered automatically.

vii)

Click New in the Enabler window

Click the + sign next to the Delete button to open each enabler entry window.
Use the Enabler pull down to select the type of enabler.

Write the description of the enablers.

Then use the Funding Source pull down to choose the support.

Close each Enabler by clicking the — sign.

Repeat for each different type of enabler.
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- Enabler(s) - Enabiler(s)
—_— W | Oelate| =1 <Select an Enabler>
HDeIete' iz <Select an Enabler> ‘

* Enabler: ~ 0
g Ei}blcr: v o Description:
2 | Funding Sourc
Description: Food ’ o G_
Childcare Sl
Funding Source: : Donstion
Transportation *) are required, Grant ‘
Incentives L Other

-Enabler(s)

= | Food

# Enabler: | Food =

Description: Cherry tomatoes, baby carrots, snap peas

Funding Source: | First5 -+ |

Save

You can click the Save button as often as you like as you enter the different portions of
the session. Be sure to click Save again when you have completed all your entries in
the Session Information window.

3) Evaluation(s) (aka Prenatal or Postpartum Client Satisfactions)

When you have completed all ten sessions and have the evaluations that the clients
filled out, go back to the Group Information window to enter those evaluations.

)] Click on the name of the group in the session tree on the Selection Criteria
window to bring up the Group Information window.
1)) Click and drag up the blue line above the Evaluation(s) so you can see the

whole list of questions to be entered.
i) Click New to enter an evaluation,
V) click the + sign to open the entry screen.
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Group Information

Please submit client satisfactions st course completion.

- Evaluation(s) .

=  Anonymous Eval £0

Student:
1. How satisfied were you with your FHA and Group Experience with BIH?
2. How satisfied were you with your overall relationship with BIH staff?

3. How satisfied were you with the amount of time you spent with BIH staff?

4. How satisfied were you with the way you were treated by BIH staff?

5. How satisfied were you with the group sessions?

UMM

&. How satisfied were you with your individual client plan?
7. What did you like best about the BIH program?

8. What did you like least about the BIH program?

9. What suggestions can you give us about ways to improve the BIH program?

V) Enter a client’s name by using the first pull down to open the client list. (If the
evaluation is anonymous leave the field blank.)

Vi) Choose the level of satisfaction from each of the other pull downs

vii)  Enter what has been written for the last three questions.

viii)  Itis best to Save after each evaluation, but not essential as long as you Save at
the end.

Evaluation(s)

#  Anonymous Eval £50
#  Anonymous Eval £51
#  Anonymous Eval £52
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REPORTS (coming summer 2013)

ANALYZE

The Analyze section of the MIS provides you with grids which show all of your clients
and information from selected forms which have been entered into the MIS, in columns
following the clients’ names column. The information can be grouped, filtered and
exported to Excel. Each of the Analyzers will function in essentially the same way

1) Client Forms Checklist
la) To find the Client Forms Checklist (as an example of how to use the Analyzers)

i) Use the Work pull down to choose Analyze.

i) Then use the Task pull down to choose Client Forms Checklist.

i) Finally, use the third pull down, which now says Health Jurisdiction, to
choose your LHJ.

The Client Forms Checklist shows all of your clients (both outreach-only and enrolled),
case managers and the forms that need to be entered into the MIS. The enroliment
status of each of the clients and the completion status (KDE Status) and dates of
collection for each of the forms are shown following the clients’ names column. A form
may be Not initiated, Submitted (Keying) or Submitted (Done). Only those forms
that are Submitted (Done) will be included in future reports.

”
o® Brack Drag 2 column header and drap it here to group by that column
Q’f% Case Manager 1  Client T | Enrollment Status Client Recruitment T | CR Date
- 40002314 | Yarason, Yara Bettyson, Betty Yes, in prenatal program Submitted (Done) 9/12/2012 12:00:00 AM
— N 40002315 | Zarason, Zara Coryson, Cory Mo, unable to reach woman  Submitted (Done) 11/6/2012 12:00:00 &AM
Work: @| ] 40002316 | Yarason, Yara Danison, Dani Yes, in prenatal program Submitted (Done) 5/21/2012 12:00:00 AM
] 40002317 | Zarason, Zara Ericason, Erica Yes, in prenatal program Submitted (Done) 5/8/2012 12:00:00 AM
Task: | Client Forms Checklist v| = . .
40002318 | Zarason, Zara Franson, Fran Yes, in prenatal program Submitted (Done) 9/4/2012 12:00:00 AM
Health Junisdiction ‘ Training LH] '| " | 0002319 Amyson, Amy Gwenson, Gwen Yes, in prenatal program | Submitted (Done) 11/29/2012 12:00:00 AM
40002320 | Zarason, Zara Heidison, Heidi Yes, in prenatal program Submitted (Done) 5/22/2012 12:00:00 AM
Training LH] 40002321 [Amyson, Amy Irisson, Iris No, unable to reach woman | Submitted {Done) 11/7/2011 12:00:00 AM
40002322 | Wendyson, Wendy Janson, Jan Yes, in prenatal program Submitted (Keying) 5/31/2012 12:00:00 AM
40002323 |Yarason, Yara Lisason, Lisa Yes, in prenatal program Submitted {Done) 5/24/2012 12:00:00 AM
40002324 |Yarason, Yara Rosason, Rosa Mot initiated
N 40002326 | Wendyson, Wendy Akeshason, Akesha Yes, in prenatal program Submitted (Done) 10/10/2012 12:00:00 &AM
N 40002334 | Zarason, Zara Ellason, Ella Yes, in postpartum program Submitted (Done) 10/22/2012 12:00:00 AM
] 40002335 | Zarason, Zara Megson, Meg Yes, in prenatal program Submitted (Done) 5/28/2012 12:00:00 AM
] 40002341 | Yarason, Yara Suzison, Suzi Mo, woman not interested | Submitted (Done) 1/14/2013 12:00:00 &AM
] 40002348 | Yarason, Yara Emith, Mary Yes, in prenatal program Submitted (Keying)
] 40002445 | Wendyson, Wendy Irisson, Iris Mot initiated
40002472 | Amyson, Amy Annason, Anna No, woman not interested | Submitted {Done) 2/25/2013 12:00:00 AM
40002481 | Amyson, Amy Kathyson, Kathy Yes, in prenatal program Submitted (Done) 12/5/2012 12:00:00 AM
| ANNNACGN Ik and \hland D ! D 1l Aot tiatard
<] [ [
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Use the slider bar at the bottom of the window to see all the forms.
1b) Group by Heading

It is possible to group any of the Analyzers by one or more of the headings. For
example, to group initially by case manager:

)] Choose Analyze in the Work list.

i) Choose the Analyzer you want from the Task list.

i) Choose your LHJ from the Health Jurisdiction list.

iv) Click and drag to pull the Case Manager heading up above the Item list as
shown in the screen shot below. The item list now shows all the LHJ Case
Managers and how many assigned cases they have in the MIS.

V) Click on the down arrow to the left of the Case Manager’s name to see all of
their clients.

Vi) Use the slider bar at the bottom to see all of the forms for each client.

A Case Manager can use this to see which forms have been completed and which need
to be started or completed in the MIS.

Item 71 |Case Manager 1 | Client T | Enrollment Status Client Recruitment T | CR Date

A Amyson, Amy 5

40002319|| Amyson, Amy Gwenson, Gwen Yes, in prenatal program Submitted (Done) 11/29/2012 12:00:00 AM
I 40002321 | Amyson, Amy Irisson, Iris Mo, unable to reach woman  Submitted (Done) 11/7/2011 12:00:00 AM
I 40002472 | Amyson, Amy Annason, Anna Mo, woman not interested  Submitted (Done) 2/25/2013 12:00:00 AM
I 40002481 | Amyson, Amy Kathyson, Kathy Yes, in prenatal program Submitted (Done) 12/5/2012 12:00:00 AM
| 40002689 | Amyson, Amy Monicason, Monica Yes, in postpartum program  Submitted (Done) 1/28/2013 12:00:00 AM

~ Brendason, Brenda 1

~ Hollyson, Holly 1

The screenshot below has been grouped by Enroliment Status as listed in the
Recruitment form. You can group by any heading.

Grouped by: Enrollment Status

Item 71 |Case Manager 1 | Client T | Enrollment Status T | Client Recruitment T | CR Date
4 10
~ Mo, staff decided that womans needs could not be met by BIH (if woman referred to other services, please specify ) 1

~ Mo, unable to reach woman 3

~ Mo, woman not interested 2

A Yes, in postpartum program 2

40002334 |Zarason, Zara Ellason, Ella Yes, in postpartum program  Submitted (Done) 10/22/2012 12:00:00 AM
40002689 |Amyson, Amy Monicason, Monica Yes, in postpartum program  Submitted (Done) 1/28/2013 12:00:00 AM
¥ Yes, in prenatal program 15
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1c) To group by more than one Heading— (drilling down):

i) Choose the first Heading you want to use and drag up to the “Group by”
position.
i) Choose the next Heading and drag it up beside the first heading.
1d) Filtering

~ Amyeen, Arvy

* rertovem

* MheTeses Mabele 3 £ AN AD L0000 N

" S, S

* werdyson

= Yose, Yare

' : -
Brwetw L} .

- i

ety 3

T % K %
3 &1
5
3

Pow rras ettt Jug b

A greer e wr sgee e

Group by Case Manager or other heading.

Choose the column that you want to filter (here the Client Recruitment Date)
Left click on the tack on the heading bar

To choose between two dates, first choose the value — here greater or equal
to.

Then choose the start date from the calendar icon.

Then choose the ending value — here less than or equal to and choose the
desired end date.

le) Exporting to Excel

i)

ii)
iii)
iv)
v)

Right click anywhere on the Analyzer grid and you will see the word Export.
Click on Export.

Choose where you want to save the Excel.

Enter the name for the file.

Click Save.

2) Client Contacts
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A second Analyzer in the Analyze work area may help you to find clients entered from
your LHJ in case a person may have changed their last name or be entered with a
different spelling. It helps to find the current information to contact your clients.

2a) To find the Client Contacts analyzer

i) Choose Analyze.
i) Choose Client Contacts.
iii) Choose your Health Jurisdiction as shown below.

.. Black Drag a column header and drop it here to group by that column

? FirstMame T | DateOfSirth MaritalStatu T | Street Add; T
Q’f afth irsthiame ate s ress
> || Akeshason, Akesha Akesshzson Akasha 4/10v1200 12:00:00 AM | Living with Somecne
Amberson, Amber | Amberson Amber Married
Work: | analysis w Ellasan, Ells Ellason Ella 2/8/1900 12:00:00 AM | Single {never married)
Task: . Rosason, Rosa Rosason Rosa Si20vV1882 12:00:00 AM | Living with Somecne
S5 Client Contacts =
Royslson, Reysl Royalson Royal ©/4/1801 12:00:00 AM | Single {never married)
Heslth Jurisdiction | Training LHJ v
Shoshanason, Shoshana | Shoshanason Shoshana S/6/1987 12:00:00 AM | Living with Someone

Training LHJ

Clients can be grouped by Last name, First Name, Date of Birth or any of the other
columns by dragging the appropriate Column Heading above the Iltem Heading. If
there is more than one person with the First name or Date of Birth, etc. click the
beside it to show all.

—

LastMame 1 | MiddieMame 1 | FirstMeme 71 | DateOfBirth T | MarnitalStatus T | Street Addres

* Ella 1
~ Rosa 1
* Royal 1

~ Shoshanz 1

This Analyzer is particularly helpful to determine what vital information is missing on
your clients such as Date of Birth and Marital Status. It is also a useful tool to see if
you have entered duplicate client contact records that are the same person.
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NOTE: If you just want to look someone up to see if they have been entered as a
contact or to work on their case it may be easier to find them in the Data Entry - Case
Management work area under Add / Edit Contacts, Add / Edit Cases by Client or
Add/ Edit Cases by BIH Case Number.

People in Add / Edit Contacts and Add / Edit Cases by Client are listed in
alphabetical order by last name. People in Add/ Edit Cases by BIH Case Number are
listed in numerical order by case number.
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