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General Information 

Supported Operating Systems and System Requirements  

The following items describe the system requirements for release versions 4.x and higher. 

Supported Operating Systems 
The supported operating systems for installing the product are: 

• Windows Vista:  32-bit and 64-bit:  Starter, Home Basic, Home Premium, Business, Ultimate, 

Enterprise 

• Windows 7:  32-bit and 64-bit:  Starter, Home Basic, Home Premium, Business, Ultimate, 

Enterprise 

• Windows 8 and 8.1:  32-bit and 64-bit; Starter, Pro, Enterprise 

• Windows 10: 64-bit all releases 

• iPad Tablet:  iOS 6 

• Self-Hosted Servers:  Windows 2008 R2 (Minimum) 

     Windows Server 2012 (Recommended)  
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System Hardware Requirements 

Minimum (Windows 7, Vista, 8 or 8.1) 

Processor:  Capable of running Microsoft Windows 7, 32bit 

• Memory:  1GB 

• Operating System:  Microsoft Windows 8 or 8.1 RTM versions 

• Disk space:  600MB free HD space (300 MB for Anti-virus only) 

• Display:  Min. 8-bit (256 colors) 

• Internet Connection:  An Internet connection is required  

Recommended (Windows 7, Vista, 8 or 8.1) 

• Processor:  Intel Pentium 4 2GHz or higher 

• Memory:  2GB or more  

• Disk space:  800MB free HD space (500 MB for Anti-virus only) 

• Display:  16-bit or more (65000 colors) 

• Internet Connection:  An Internet connection is required to validate the current subscription and 

receive updates 

Recommended Browsers 

• Browser on PC:  Mozilla Firefox 3.6.10+, Chrome (latest version), IE 9+ 

• iPad Tablet:  Safari or Chrome 

• Android Tablet:  Chrome 
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Software requirements 

Recommended Software Versions 

• MS Office: To export to Excel, Excel 97 or newer. 

   To use Cubes functionality, MS Office 2010 or newer. 

To use Cubes functionality with Power View Ad Hoc Reporting, MS Office 2013. 

• SQL Server (Only required for Self-Hosting):  SQL Server 2012 

 

Internet Connectivity requirements 

Minimum 

• DSL 

Recommended  

• High Speed Internet 
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General Navigation 
 

Logging in to CaseWorthy™ 
 

 
 

Enter the username and password provided by a CaseWorthy™ administrator. The username is not case 

sensitive, but the password is. 

If logging in for the first time, the system prompts the user to create a new password in the following 

pop-up screen.  

 

 
 

Enter the password provided by the administrator then create a new password following the password 

standards; passwords are case sensitive, must be between six and 20 characters in length, include one 

capital letter, one number and one special character, i.e. !@#$%^&*()[]{}/\. Once the new password is 

created, the system prompts the user to login with the newly created password. 

CaseWorthy™ can be configured such that System Administrators determine the number of Failed Login 

Attempts a user is allowed before the user is locked out of the system. The product is shipped with a 

default to 3. To regain access after a lock, wait 30 minutes and try again or contact the System 

Administrator to unlock the access and reset the password. 

  



CaseWorthy™ User Guide v 7.2 

5 

 

If a user does experience trouble logging in, the Forgot Password feature allows them to have a new 

temporary password emailed to them.  

 

 
 

To utilize this feature, click the  link. A pop up window displays. Enter the username in 

the space provided. 

 

 
 

Once the email has been received, enter the temporary password and click on the  button. The 

system then requires the user to re-enter the temporary password and create a new, permanent password 

as described above. 

The CaseWorthy™ Login page also includes a  link. If the user experiences difficulties logging in, 

clicking the link displays a message created by the System Administrator that provides directions on how 

to address issues and/or contact someone for assistance. 
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The system opens to a “limited access” screen the first time a new user logs in. 

 

 
 

To open the system and view client records, click the  button and use the search form that is 

presented to find the desired client record. All records matching the criteria entered into the search form 

displays. Click on the row of the desired record.  

 

 
 

If there is only 1 record in the system matching the search criteria, it automatically selects and displays. 
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If the user has logged in previously, CaseWorthy™ opens to the following screen, displaying the active 

client record from the last session. 

 

 
 

The  button can also be used to launch Intake Workflows. 
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Login Settings 
 

 
 

The user name appears in the top right-hand corner of the screen. Click the drop-down arrow  icon 

next to it. The field expands to include the current organization, provider, user role, and the  

button. 

 

 
 

If the user is associated with multiple Providers, Organizations, or has multiple Roles within CaseWorthy™, 

the user can toggle between them by clicking on the drop-down arrow  icons for each. 

 

 
  



CaseWorthy™ User Guide v 7.2 

9 

 

Client Details 
 

After clicking the client’s picture next to their name, the field expands with 

additional family info. The icons below the client’s name indicate date of birth, 

gender, and ID number. The description to the right of household members 

indicates their status. By clicking on the client photo in the top left corner, 

quickly navigate between members of the same Family. Also, quickly link to 

either the client’s demographic page or case notes by clicking one of those 

options. 

 

Introduction to Workflows 
 

Workflows are used throughout the system to carry the user smoothly through a specific process by 

automating the progression of work. Workflows are generally used for Intake, Retention and Exit 

procedures. Workflows are customized to the role of the user and the program the user works in; calling 

the forms that are necessary to complete within that context. 

 

Once a workflow has been initiated, the necessary forms appear in a pop-up window and flow, in order, so 

that as the user completes and saves each screen, the next screen appears.   

 

The left side bar of the workflow pop-up window indicates the user’s progress 

within the workflow. A checkmark  signifies the form has been completed. A 

star  shows the current form. A clock  indicates remaining forms.  

It is very important to follow the entire workflow to the end. Navigating away 

from the workflow, by clicking on anything other than the forms presented can 

lead to lost data and system errors. 

 

 
 

On the main navigation area of the system, in the top portion of the screen, the icon for Case 

Management  is highlighted since it’s the open tab. Click the icons for Organization  and 

Administration  navigates to the respective tabs. 
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Functionality Covered in Stand-Alone Manuals 
 

Some areas of functionality are large enough to require their own stand-alone 

document. They are listed here. Ask your CaseWorthy representative for access to these 

stand-alone docs. 
 

• Alert Configuration 

• Application Settings 

• CaseWorthy API 

• CSV Export 

• Dashboard apBuilder 

• Encrypted Email and Fax 

• Enhanced Org Group Sharing 

• Foster Care 

• Grant Management 

• Head Start 

• Hierarchy Security 

• Job Match 

• Portal Functionality 

• Query apBuilder 

• Role apBuilder 

• Service Requests 

• Signature Pad Functionality 

• Support Portal 

• Volunteer Functionality 

• Work Therapy Functionality 

• Workflow apBuilder 
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Case Management 
 

Find Client 
 

Click the  button and use the search form that is presented to find the desired client record. 

Enter full or partial information into any or all of the search fields. All records matching the criteria entered 

display. Click on the row of the desired record. If there is only one record in the system matching the 

search criteria, it automatically displays. 
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Add Client 

 

Click the Add Client button. An asterisk next to a field denotes that a field is required. An unfilled required 

field causes a warning to appear and the save function to abort. The drop-down boxes next to the Birth 

Date and SSN fields allow the user to enter partial data or indicate the client does not know or chooses 

not to share the information. 

 

 
 

Enter some or all of the data above the  button and click on it. The system searches the 

database to determine if the client already exits. If so, the client displays in the search results in a pop-up 

window and can be selected by clicking on the name. This fills the form with the client data already 

entered in the system. 
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If the client does not currently exist in the system, click the  button and continue entering 

relevant and required data. 

 

 
 

To pinpoint an address and populate the longitude and latitude fields, click on the  button. 

To view the address on BING Maps, click on the  button. 

 

Adding contact info is optional. Click  when finished. 
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HMIS Add New Client 

 

Under the HMIS All Features Role 

 

 

 

Click on the  button in the navigation bar and select HMIS Intake from the pop up menu 

that appears.  
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The HMIS Intake New workflow displays the HMIS Add New Client form. 

 

 
 

Enter information into required fields: Name Data Quality, First Name, Last Name, Birth Date, SSN, Gender, 

Check for Duplicates, Primary Language, Relation to HOH, Race, Ethnicity, Address, Zip Code, Country, 

Verify Address, and Sharing. Fill remaining fields as desired. Click the  button to move on to the 

next step of the workflow. 

 

The HMIS Add Family Members form displays. 
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Existing family members display. Click on the  button to add family members. A new, expanded 

row appears.  

 

 
 

Enter information into required fields: Name Data Quality, First Name, Last Name, Check for Duplicates, 

Birth Date, SSN, Gender, Ethnicity, Race, Primary Language, Veteran Status (appears upon entering a birth 

date), Relation to HOH and Sharing. Fill remaining fields as desired. To continue adding family members, 

click the  button. Click the  button to move on to the next step of the workflow.  



CaseWorthy™ User Guide v 7.2 

17 

 

The HMIS Enrollment Add/Edit form displays. 

 

 
 

Adjust any of the pre-populated data fields if needed. Enter information into required fields: Project Entry 

Date, Project Exit Date, Project, and Provider. Fill remaining fields as desired. Click the  button to 

continue. The HMIS Enrollment Members form displays. 

 

 
 



CaseWorthy™ User Guide v 7.2 

18 

 

Family members associated with the client (if applicable) display. Select family members as desired for 

enrollment by clicking the clear checkbox associated with their name. A blue checkbox indicates selection. 

Click either checkbox to view and edit client/family member details. Click the  button to continue. 

 

The HUD Universal Data assessment form for the first family member displays. 

 

Note: This form only displays if associated with the program selected. Ensure the programs 

selected is associated with HUD Universal. 

 

 
 

Enter Information into required fields: Assessment, Client Location, Disability Condition, Residence Prior to 

Program Entry – Type of Residence, Residence Prior to Program Entry – Length of Stay, Client entering 

from the streets ES, or SH, and Number of times the client has been on the streets, in ES, or SH in the past 

three years including today. Click the  button to continue. 

 

Note: The new form, HUD Chronic Homeless Post Control, only displays if necessary. If both the 
Disabling Condition and Chronically Homeless fields contain “No” as the answer, the user is 
prompted in subsequent parts of the workflow with the HUD Chronic Homeless Post Control form. 

Obtaining these results is based on information entered into the other fields. 
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The HUD Program Data form Displays. 
 

 
 

Enter information into all fields, as they are all required. 
 

Note: The HUD Chronic Homeless Post Control form only displays if necessary. This occurs if at 
least one disabling condition is selected and the previous form requirements are met (see previous 
note). 
 

If a disabling condition is selected, a new field appears, suggesting the disabling condition needs to be 

updated. Click this box. 
 

 
The HUD Chronic Homeless Post Control form displays. 
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HUD Chronic Homeless Post Control 

 
 

This form displays because the Chronically Homeless status and disabling conditions outlined on the 

previous forms do not match. The system requires the user to acknowledge this mismatch. To override the 

disabling condition status, simply select “no” from the Disabling Condition drop-down menu. Make any 

necessary changes and click the  button to continue and return to the workflow. 
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The HUD Program Data form displays once again. 

 

 
 

Edits can always be made to update the disabling condition from this workflow. Click the  button 

to finish the remainder of the workflow.  



CaseWorthy™ User Guide v 7.2 

22 

 

Common Intake Workflow 
 

 

 

On the first step of the Common Intake Workflow, enter all required fields and click the  

button. Either select the desired existing client or click the  button. 
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Proceed to enter an address and zip code. Click the  button and select the displayed 

address if correct. 

 

 

 

Enter any other desired info and click the  button. 
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On the Add Family Members form, use the button and enter all required info to add a new family 

member. When all desired members are added, click the  button. 

 

 

 

On the Enrollment Add/Edit form, select a program to be added from the Program drop-down list, select 

any other desired options and click the  button. 
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On the Enrollment Members form, click the blue checkbox  next to a family member to make any 

changes to the enrollment. Click the  button when finished. 

 

 

 

If an entry assessment is required, an assessment displays. Answer all questions and enter all required info 

and click  when finished. 
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To add any issues, click the  button. The Add New form displays in a new window. 

 

 

 

Use the search bar to filter issues and click the button. To add an issue, click the clear checkbox , 

change the date if necessary and select evaluation level and enrollment if desired. Click the  

button when finished. 

 

 

Finally, the Program Eligibility form displays. This form is used to indicate the client’s eligibility for a 

program by selecting the action to be taken. 
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Locate the program being added and click on the clear checkbox  associated with it.  

The row expands. 

 

 

 

Click on the down arrow  for the action column. Select the desired value from the drop-down list that 

appears. 

 

 

 

Click on the  button. The workflow is now complete. 

 

Home Service Intake 
 

Objective: Add a client in a workflow with features such as adding authorized services, logging calls and 

adding enrollments. 
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Enter any desired information and click the  button. If the client already exists, select 

their name, otherwise click the  button. Enter an address and zip code, then click 

 and click the address if correct. Enter all other required information. Click  when 

finished. 
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The Add Family Members form displays. 

 

 

 

If desired, add family members by clicking  and entering all required fields and verifying 

information as documented in the last step.  Click  when finished. 

 

 

 

Select a program from the drop-down list and enter a date range and enter all other required 

information. Click  when finished entering enrollment info. The Enrollment Members form 

displays.  
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To add additional family members to the enrollment, click the clear checkbox  icon, verify all 

information and click  when finished. 

 

 

 

If an assessment is required, complete it as necessary. Click  when finished. 

 

 

 

Enter a description, date range, select a funding account and select any required services from the drop-

down list. In the spreadsheet, select a measurement method and frequency. Click the  button to 

add additional rows. Click  when finished. 
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Select the radio button  for Yes if desired. Click  to proceed. 
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The Add Call for Existing Client form displays. 

 

 

 

Select a reason for call, enter all other relevant information and click the  button to stop recording 

time. Click  when finished. 

 

 

 

The Workflow Enrollment Member Summary form displays the status of the new enrollments. Click 

 when finished viewing. The form displaying the completed steps of the workflow displays. 
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Case Management 
 

Below the Family Icon and client name is the Case Management menu group. The Case Management 

menu group includes links to forms that are typically related to the direct interactions between program 

staff and clients. 

 

Client Demographics 

 

 

 

The first Case Management menu item is Client Demographics.  
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This form allows the user to view and edit any assigned client's basic demographic information.  

 

 

 
 

Note:  This is the form that is launched when selecting   from the menu. When 

selecting  from the  popup menu, it is populated with the 
existing data for the current client. Also, the Name Change checkbox, Old Name Begin Date and 

Old Name End Date fields are new and the Alias/Nickname and Veteran Status fields were 
removed. Old Name date fields appear when the Name Change checkbox is checked. 
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Family and Contacts 

 

The second menu item in the Case Management menu group is the "Family and Contacts" dashboard. The 

family and contacts dashboard contains links to family member information, “Quick Add Family Member” 

form, as well as all the client’s contacts (including emergency contact) and address history information. 

Summary forms can be accessed by clicking on the menu icons. The tables to the right of the menu 

display data for quick reference. A more detailed summary page of the table can be accessed by clicking 

on the data. 

 

Family 

 

 
 

Clicking the family icon launches the family summary form seen below. 

 

 
 

 
 

The blue wheel, or gear  to the left of the family name is known as the "Action Gear," it allows access 

more information specific to the data on a form.   
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By clicking the action gear  next to the family name, the user can either access the “Quick Add Family 

Member” form, edit the family name, or edit or view family members. (See below) 

 

 
 

To edit a client’s information as it relates to the family, click the blue checkbox  next to the client’s 

name. To add family members, click the  button on the top right corner of the screen. 

 

 
 

A new, expanded row displays. Click the magnifying glass  to add a new family member. The "Find 

Client" form opens in a pop-up. If the new family member already exists in the system, it is possible to 

search for them. To create a new client as a family member, click  in the top right-hand corner 

and complete the demographics form for the new family member. 

 

Note:  The client address and ethnicity populate based on the HoH's information. This data can be 

changed for the family member if needed. 
 
 

Remove Family Member 

 

 

 



CaseWorthy™ User Guide v 7.2 

38 

 

To remove a family member, click the action gear  icon associated with the desired family member 

and select Remove Family Members from the popup menu that appears. The Remove Member from 

Family form displays. 

 

 

 

To remove a family member, click the action gear  icon and click Remove Family Member. The 

Remove Family Member and Exit Enrollments workflow displays. 

 

 

 

To exit an enrollment, select it from the drop-down list and click the  button. If an exit assessment 

is required, it displays as the next step. 
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If the client is deceased, click the radio button  for Yes. Click the  button. 

 

 

 

If “Yes” was selected for the previous step, the Edit Client Deceased Date appears. Enter the deceased 

date and click  when finished. 

 

 

 

To remove the client from the current family, click the radio button  for Yes. Click the  button. 
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If “Yes” was selected on the previous step, the Remove Client From Family form displays. To remove, click 

the blue checkbox  and enter a date removed. Click the  button. 

 

 

 

The workflow is now complete. 
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Quick Add Family Member 

 

Objective: Quickly add members to a family. 

 

 

 

Click the icon for Quick Add Family Member.  

The Quick Add Family Member form displays. 
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To add a new family member, click the  button. Enter all required fields and run a duplicate 

check by clicking the  button. If the client being added is a new client, click the 

 button. Click  when finished adding family members. 
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Add Family Member Workflow 

 

Objective:  Add a family member in a workflow with the option for adding multiple enrollments. 

  

 

 

Click the icon for Add Family Member Workflow.   
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The first form that displays in the workflow is the Add Family Member Demographics form. 

 

 

 

Enter all required information and click the  button. If the client already exists, select their 

name, otherwise click the  button. Once all fields are entered, click the  button. 
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Select a relation to head of household and a family status. Click the  button. 

 

 

 

Enter an address and zip code, then click the   button. The address verification popup 

appears. Click on the address if correct. Click the  button. 

 

 

 

Enter any available contact information and click the  button. 

 

 

 

Finally, select a sharing status and enter a scan card ID if applicable. Click  when finished.   



CaseWorthy™ User Guide v 7.2 

46 

 

The next form in the workflow that displays is the Add Family Member to Open Enrollment form. 

 

 

 

Select an enrollment and edit all other fields as desired. Click  when finished. If an assessment is 

required for the enrollment, the assessment displays as the next step.  

When the assessment is finished, the Question form displays. 

 

 

 

To add another enrollment, click the radio button  for Yes. Otherwise click the one for No. Click the 

 button. 

 

Adding each enrollment is the same as the first.   
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After selecting No on the Add another enrollment question, the workflow ends. 
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Add New Family Workflow 

Objective: Quickly add a new family through a workflow. 

 

Navigation: Case Management>Case Management>Family and Contacts 

 

 
 

Select Add New Family Workflow from the Family and Contacts dashboard. 
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The Add New Family Workflow displays. 

New Family (8711) 

 
 

Enter a Family Name and Primary Language for the new family. Click the  button to save and 

continue. 

 

The Add Client To New Family form displays. 

Add Client To New Family (8713) 
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Use the magnifying glass  icon to select a client to add to the new family. The Find Client By Family ID 

form displays in a new pop-up window. 

Find Client By FamilyID (8714) 

 
 

Family members in the current family display. Select a family member to add, the form closes upon 

selection. The family member auto populates the Name field of the previous form. Fill in the remaining 

fields as desired. Click the  button to save. A new screen appears, indicating completion of the 

workflow. 
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Click the  button to exit. 
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Address History 

 

 
 

Clicking the Address History icon displays the Client Address History form. 

 

 

 

Locate the desired address type and click on the associated action  gear. Select Edit form the pop-up 

menu that displays. 

 

 

 

The Client Address Edit form appears.   
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Make any needed alterations and click on the  button. 
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Contacts 

 

 
 

To access a summary page of contacts, click the “Contacts” icon.  

 

 
 

Click  in the top right corner to create a new client contact. Click the action gear  and click 

Edit to edit an existing contact. 
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When adding or editing a new contact, select the client's relationship to the contact from the dropdown 

list. Use the checkbox to denote that this contact is the client's emergency contact. Add all desired 

information and save. 
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Child Care Pick up/ Drop off 

 

Objective: Add a new person to pick up a child. 

 

Navigation: Case Management>Case Management>Family and Contacts>Child drop off/pick up 

list>Add New 

 

 
 

Under the Case Management tab, select Case Management. A pop-up menu appears. Select the Family 

and Contacts dashboard. The Family and Contacts dashboard appears. 

 

 
 

Click the icon labeled Child Drop-off/Pick-up List under the category Contacts.  
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The Child Care Pick up form displays a list of all people authorized to pick up/drop off.  

 

 
 

Click the  button to add or remove someone from the list. The Child Care Pick up/Drop off form 

appears.  

 

 
 

Click the  button. A new row appears.  

 

 
 

Click the  icon to find a new person permitted to pick up and drop off the child. The Client Look-up 

form appears. 

 

 
 

Click the drop-down arrow to select a program to search within.  
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Once selected, a list of people populates under the  button. 

 

 
 

Select a person to return to the Child Care Pick up/Drop off form.  

 

 
 

Select a person by clicking on the checkbox  icon to make it turn  blue. Adjust the begin and end 

dates by clicking the  icons. Click the  button to return to the Child Care Pick up form. 
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Individual Service Plans 

 

Individual Service Plan Summary 

 

Objective: The Individual Service Plan Summary provides direct access to service plans and can be used 

to edit or generate reports of any service plans. 

 

 

 

To view an expanded service plan report, click the action gear  icon associated with it and select 

Enhanced Service Plan Report from the popup menu that appears. The Service Plan Report form displays. 

 

 

 

Select all desired options for the report via the drop-down lists and checkboxes and click  to 

generate the report.   
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The Report displays in a new window. 
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Case Note with Junction 

 

Objective: Create a progress note for a service plan. 

 

 
 

On the desired service plan, click the action gear  icon and click Edit. The Enter Enrollment Service Plan 

form displays. 

 

 
 

Click the  button. The Progress Note Summary (ISP) form displays. 
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Click the  button. The Case Note with Junction form displays. 

 

 
 

Minimally, enter a summary. Add any other available information and click  when finished. 

 

  



CaseWorthy™ User Guide v 7.2 

64 

 

Service Plan Goal Outcomes 

 

Objective: View and manage outcomes for service plan goals. 

 

The Individual Service Plan Summary displays. 

 

 

 

For outcomes, click the action gear  icon and click Outcomes. The Service Plan Outcomes form 

displays. 

 

 

 

Any outcomes display in the spreadsheet.  
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To view or edit details, click the action gear  icon and click Edit. 

 

 

 

Any relevant values can be edited. Click  when finished. 
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Program Enrollment 

 

 

 

The third Case Management menu item is the "Program Enrollment" summary form. From this form, the 

user can view a client’s current and past program enrollments. The Family field allows the user to 

distinguish enrollments between multiple families. The drop-down list at the top of the form includes all 

families to which the client belongs and is used to filter enrollments by selecting the desired family. 

 

If a client is enrolled in a program and is ready to exit that program, click on the words "Enrolled in 

Program" then click "Complete exit assessment." The user can also “View Assessments” or click “New 

during program assessment” to create new ones. If a client's status is "Assessments Pending," click on the 

status and select "Complete entry assessment" to fully enroll the client in the program. 

 

 
 

To add a new enrollment, click the  button in the top right corner. 
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The Add/Edit Enrollment form displays. 

 

 
 

Select a program and provider. If all the services provided in this program are paid for from one account, 

it is possible to tie that account directly to the enrollment here. By clicking the checkbox at the bottom, 

the user can assign a case manager.  

 

The user can schedule an enrollment follow up appointment by clicking on the “Schedule Follow Up” 

check box. A pop-up window appears.  

 

 
 

By entering the number of days, the follow-up date automatically calculates. Complete the 

relevant/required information and click  to save the form. This posts a follow-up record to the 

assigned team and/or team member which can be viewed and managed from the My CaseWorthy™ 

menu. 

 

Once an enrollment has been entered, the user can click on the enrollment status to complete tasks 

related to the enrollment. If the enrollment status is “Assessments Pending” the user can launch a 

workflow to complete the required exit assessments. 
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If the status is “Enrolled in Program” the user can launch workflows to complete “during program” 

assessments or to exit all enrolled family members.  

 

 
 

If the status is “Exited from Program” the user can access a link to re-open the enrollment. 

 

 
 

From the action gear  icon, the user can edit the enrollment, or access many different enrollment 

related features. 

 

 
 

The user can add family members to the enrollment, add a service plan specific to the enrollment, exit an 

enrollment and classroom or housing reservation in a workflow, answer specific enrollment related 

questions, or access the client Personal Protected Information report which summarizes the client’s 

enrollment related data. 
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The following forms appear when the choices are selected. 

 

Edit 

 

 
 

Member 

 

Objective: Assign a case manager to a client based on program enrollment. 

 

Navigation: Case Management>Case Management>Program Enrollment 

 

The Enrollment Summary form displays. 
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Click the action gear  icon associated with desired program and select Member from the menu 

options. 

 

 

 

The Enrollment Members for Case Management form displays. 

 

 

 

Click the  button. The Enrollment Members form displays. 
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Click the blue checkbox  icon associated with the desired enrolled client to assign a case manager. The 

row expands for editing. 

 

 

 

Click the Assign Case Manager checkbox. The Case Manager field appears 

 

 

 

Select the appropriate user to be assigned as the case manager. If multiple family members are enrolled, 

repeat this process for each family member as desired. Click the  button to save and exit. 
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Define Program Enrollment Exit Date 

 

Objective: Define an exit date for a specific client enrollment. 

 

Navigation: Case Management>Case Management>Program Enrollment Member 

The Enrollment Summary form displays. 

 

 

 

Click the action gear  icon associated with desired program and select Member from the menu 

options. 
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The enrollment Members for Case Management form displays. 

 

 
 

Click the name hypertext associated with the desired enrollment and select Complete Exit Assessment 

from the menu options. The Assessment – Exit workflow displays. The last form of the workflow is the 

Define Exit Date form. 

 

 
 

The only field on this form available for edit is the Exit Date field. Enter the desired exit date and save to 

close. This simply updates the exit date for that enrollment. 
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Exit Enrollment w/ Reservation 

 

 
 

Treatment/Service Plan 
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Goals 

 

Objective: View or edit goals for a service plan. 

 

 
 

From the Enrollment Summary form, click the action gear  icon associated with the desired program 

and select Treatment / Service Plan from the pop up menu that appears. (For this functionality, any service 

plan can be selected.) 

 

 
 

The Enrollment Service Plan Summary form opens. 
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Click the action gear  icon for the desired service plan and select Goals and Steps from the pop up 

menu that appears.  

 

 
 

The service plan Goals form displays. 

 

 
 

To add new goals and steps, click the  button. The Add New Goals / Steps form displays. 

 

 
 

Enter all required fields and click  when finished.  
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Service Authorization CW 

 

Objective:  View, edit, or add new Service Authorizations for a program. 

 

 
 

On the Enrollment Summary form, click the action gear  associated with the desired program and 

select Service Authorization CW from the pop up menu that appears. 

 

 
 

The Service Authorization CW Summary form displays. 

 

 
 

Click the  button.   
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The Eligibility Rule form displays. 

 

 
 

Fill out the necessary fields. Click the  button.   
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A row appears in the spreadsheet below. 

 

 

 

In the new row, select a measurement method, frequency and maximum times per frequency if 

applicable. Click the  button when finished. 

 

 

 
 

To edit, click the action gear  associated with the desired service authorization and select Edit from the 

pop up menu that appears. 
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The Eligibility Rule form displays. 

 

 
 

Make any changes and click  when finished. The Service Authorization CW Summary form displays. 

 

 
 

To add or edit eligibility rules click the action gear  associated with the desired service authorization 

and select Eligibility Rule from the pop up menu that appears. 
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The Authorization Eligibility Rule form displays. 

 

 
 

Click the  button. The Set Program Service Eligibility form displays. 

 

 
 

Choose an occurrence frequency and measurement. Depending on the choice in measurement, fields for 

maximum times and maximum amounts appear and must be entered. Click  when finished. 
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Post Plan Outcomes 

 

Objective:  Add post plan outcomes to a service plan. 

 

 
 

On the Enrollment Summary form, click the action gear  associated with the desired program and 

select Service Plan with Budgets from the pop up menu that appears. 

 

 
 

The Summary of Enrollment Service Plans with Budgets form displays. 
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If adding outcomes to a new plan click the  button. If adding outcomes to an existing plan, click 

the action gear  icon associated with it and select Edit (Budgets) from the pop up menu that appears. 

 

 
 

The Add New form opens in a new window. 

 

 
 

Click the checkbox  for Record Outcome. The Post Plan Outcomes form displays. 

 

 
 

Select an outcome and score from the drop-down lists and click  when finished. 
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Service Plan Outcomes 

 

Objective:  Add outcomes to a service plan. 

 

 
 

On the Enrollment Summary form, click the action gear  associated with the desired program and 

select Service Plan with Budgets from the pop up menu that appears. 

 

 
 

The Enrollment Service Plan Mental Health Summary form displays. 
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Click on the action gear  icon associated with the desired service plan and select Plan Outcomes from 

the pop up menu that appears. 

 

 
 

The Service Plan Outcomes Summary displays. 

 

 
 

Click the  button. The Service Plan Outcomes form displays. 

 

 
 

Click the clear checkbox  next to an outcome. 
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The row expands. 

 

 
 

Choose a date and give a score by clicking a clear checkbox  next to one of the choices in the Score 

column. Click  when finished. The Service Plan Outcomes Summary form displays. 

 

 
 

To edit an outcome, click the action gear  icon associated with the desired outcome and select Edit 

from the pop up menu that appears. 

 

 
 

The Edit Service Plan Outcomes Summary form displays. Make any changes and click  when 

finished. 
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Goal Plan Summary – Workflow 

 

Objective:  Add a service plan goal to a program a client is enrolled in using a workflow. 

 

 
 

On the Enrollment Summary form, click the action gear  associated with the desired program and 

select either Treatment / Service Plan or Behavioral Health Service Plan from the pop up menu that 

appears depending which is needed. This example uses Behavioral Health Service Plan. 

 

 
 

The Enrollment Service Plan Mental Health Summary displays. 

 

 
 

Click the  button.   
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The Mental Health Service Plan workflow opens in a new window. 

 

 
 

Enter the plan end date and description. Verify the other information and make any desired changes. Add 

a signature and select issues to be addressed. Click on the  button. Add Service Plan Goal and 

Steps, the next step in the workflow, displays. 

 

 
 

Click on the drop-down arrow  icon for Goal. Select a goal from the drop-down list that appears.  
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Goal steps associated with the goal appear in the lower portion of the form. 

 

 
 

Enter goal, goal completion and target dates, assign a responsible party and staff member, ensure the 

restriction selected is correct, add a case note if desired and add any presenting issues. 

 

 
 

Chose the desired goal steps by clicking the clear checkbox  associated with them. The row expands. 

Enter relevant information especially indicating if the step is required. Either click  to finish or click 

 to add another goal.  
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The next form in the workflow, Question, appears. 

 

 
 

Click the radio button for “Yes” or “No” depending whether the service plan needs to be printed and click 

 to proceed to the next form in the workflow. The Goal Plan Summary – Workflow form displays. 

 

 
 

To view or edit notes, click the  icon. The Progress Notes form displays. 

 

 
 

Click the  button to add a new note. 
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An Add New form displays. 

 

 
 

Enter summary and reference dates (required) select a template and enter case notes. Click  when 

finished. The Progress Notes form displays again. 

 

 
 

Click  when finished viewing. 
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The Goal Plan Summary – Workflow form displays again. 

 

 
 

To view or edit steps, click the  icon. The Steps form opens in a new window. 

 

 
 

To add a step, click the clear checkbox  next to the step. The steps change depending on the goal. Click 

 when finished. 

 

 
 

The workflow indicates it is complete. Click  when finished viewing. 
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Add Service Plan Goal and Steps 

 

Objective:  Add a service plan goal to a program a client is enrolled in. 

 

 
 

On the Enrollment Summary form, click on the action gear  icon associated with the desired program 

and select a service plan from the pop up menu that appears. This example uses the Behavioral Health 

Service Plan. 

 

 
 

The Enrollment Service Plan Mental Health Summary form displays. 
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Click the action gear  associated with the desired service plan and select Goals and Steps from the pop 

up menu that appears. 

 

 
 

The Goal Plan with Budget & Time Summary displays. 

 

 
 

Click the  button. The Add Service Plan Goal and Steps form displays. 
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Click  when finished. The Goal Plan with Budget & Time Summary displays. 

 

 
 

Click the action gear  and click Outcomes. The Client Goal Outcomes Summary form displays. 

 

 
 

 

Edit Case Note with Reference Date 

 

Objective:  View and edit case notes relating to program enrollment. 

 

 
 

On the Enrollment Summary form, click on the action gear  icon associated with the desired program 

and select a service plan from the pop up menu that appears.  
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This example uses the Behavioral Health Service Plan. 

 

 
 

The Enrollment Service Plan Mental Health Summary form displays. Click the notes  icon on a plan. 

 

 
 

The Service Plan Case Notes Summary form displays. 

 

 
 

Click the action gear  icon associated with the desired service plan and select Edit from the pop up 

menu that appears. 
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The Edit Case Note form displays. Make any changes and click on the  button. 
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Service Plan Progress Reporting 

 

Objective:  Produce a custom-tailored service plan report for viewing or export. 

 

 

 

Click on the action gear  icon associated with the desired program. Select Behavioral Health Service 

Plan from the pop up menu that appears. 
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The Enrollment Service Plan Mental Health Summary form displays.  

 

 

 

Click on the  icon associated with the desired service plan. The Service Plan Case Notes Summary form 

displays. 

 

 

 

Click on the action gear  icon associated with the desired service plan. Select Progress Summary from 

the pop up menu that appears. 
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The Service Plan Progress Summary form displays.  

 

 

 

If this is the user’s first Service Plan report request, the Report Defaults field drop-down list displays 

nothing. If there are reports listed in the drop-down list and the desired report is in that list, select it and 

click on the  button. If a new report is desired, enter the dates and case note types to be included 

and click the  button near the top of the form. Click the  button to produce the report. 

 

To create a Service Plan Report, from the Mental Health Service Plan form, click on the action gear  

icon associated with the desired service plan. Select Service Plan Report from the pop up menu that 

appears. 
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The Service Plan Report form displays.  

 

 

 

The report form sets all areas of the report to print. To prevent any area from printing, uncheck the 

checkbox for that area. To save the report configuration for future use, click on the  button near 

the top of the form and enter a name for the report. To run the report, click on the  button. The 

report opens in a new window. 
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Export the report in one of several available formats by clicking on the appropriate button at the top of 

the report and selecting the desired format. 
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Intervention Notes 

 

Objective:  Add, edit or delete step intervention notes. 

 

 

 

Click on the action gear  icon associated with the desired program. Select Service Plan with Budgets 

from the pop up menu that appears. 

 

 

 

The Summary of Enrollment Service Plans with Budgets form displays. 
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Click on the action gear  icon associated with the desired service plan and select Service Plan Goals 

(Budgets) from the pop up menu that appears. 

 

 

 

The Summary of Goal Plans with Budgets form displays.  

 

 

 

Click on the action gear  icon associated with the desired goal plan and select Steps W/Budgets from 

the pop up menu that appears. 
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The Client Goal Steps with Budgets form displays. Click on the blue checkbox  associated with the 

desired goal step. 

 

 

 

The row expands. Click on the  button. 

 

 

 

The Intervention Notes form displays.  

 

 

 

Edit an existing entry or add a new intervention note. 
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To edit, click on the action gear  icon associated with the desired note. Select Edit form the pop up 

menu that appears. 

 

 

To add a new note, click on the  button. For adding and editing, the Intervention Notes form 

displays. Enter or alter the note as desired. 

 

 

 

When finished, click on the  button. 
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Enrollment Denied Reason 

 

Objective: View the reason a client is ineligible for program enrollment. 

 

 
 

If a client is ineligible for a program, the lock  icon appears in the Eligibility Rules column. To view why 

the client was denied enrollment, click the lock  icon. The Enrollment Denied Reason form displays. 

 

 
 

The program name, status and rules not met display in their respective fields. Click  when finished 

viewing. 
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Edit Enrollment Service Plan 

 

Objective: Edit an existing enrollment service plan. 

 

 

 

Click the action gear  icon for the program with the desired service plans and click a service plan type. 

In this example, Treatment / Service Plan is used. The Enrollment Service Plan Summary form displays. 

 

 

 

Click the action gear  icon for the desired program and click Edit. The Enter Enrollment Service Plan 

form displays. 

 

 

 

Make any necessary changes and click  when finished. 
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IEP/IFSP 

 

Objective: View Individualized Educational Plan and Individual Family Service Plan histories. 

 

Navigation: Case Management>Case Management>Program Enrollment 

 

The Enrollment Summary form displays. 

 

 
 

Click the action gear  icon associated with the desired enrollment and select IEP/IFSP from the menu 

options. 
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The Individualized Educational Plan Summary form displays. 

 

 
 

Existing IEPs and IFSPs display. Click the action gear  icon associated with the desired plan and select 

IEP/IFSP History. 
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The IEP/IFSP Plan History form displays. 

IEP/IFSP Plan History (8945) 

 
 

View the plan history. Click the  button when finished. 
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Objective: View and add IEP/IFSP planned services. 

 

Navigation: Case Management>Case Management>Program Enrollment 

 

Click the action gear  icon associated with the desired plan and select Planned Services from the menu 

options. 

 

 

 

The IEP/IFSP Planned Services – Summary form displays. 

IEP/IFSP Planned Services Summary (8951) 
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A list of services displays. To add new services, click the  button. 

 

The IEP/IFSP Service Add form displays. 

IEP/IFSP Planned Services Add (8950) 

 

 

Existing services are indicated by a blue checkbox  icon. To add additional services, click the clear 

checkbox  icon associated with the desired service. The checkbox turns from clear  to blue . Click 

the  button to save and exit. 
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Program Individual Services Summary 

 

Objective: View client services for an enrolled program. 

 

Navigation: Case Management>Case Management>Program Enrollment 

 

 
 

The Enrollment Summary form displays. 

 

 
 

Click the action gear  icon associated with the desired enrollment and click View Services on the pop 

up menu that appears. 
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The Individual Services Summary form displays a list of services for the selected enrollment. 

 

 
 

Click on the action gear  icon for the desired service to edit it, view the account transaction or delete 

the service. 
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Program Client Case Notes 

 

Objective: View case notes for a program the client is currently enrolled in. 

 

Navigation: Case Management>Case Management>Program Enrollment 

 

 
 

The Enrollment Summary form displays. Click the action gear  icon associated with the desired 

enrollment and select View Case Notes from the pop up menu that appears.  
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The Case Notes form displays all client case notes for the selected program. 

 

 
 

To preview a case note, click on the magnifying glass  icon. To print a case note, click the clear 

checkbox and click on the   button. The case note appears in a new pop up window from which it 

can be printed or saved as a .pdf file. To edit the case note, the time entry, or both…or to delete the case 

note, click on the action gear  icon associated with the desired case note and select from the pop up 

menu that appears. 
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Edit Class 

 

Objective: Adjust the begin and end date for a class. 

 

Navigation: Case Management>Program Enrollment>…Edit Class 

 

 
 

Under the Case Management tab, select Program Enrollment from the Case Management pop-up menu. 

The Enrollment Summary form displays a list of all programs connected to the client. 

 

 
 

Click on the action gear  icon associated with the desired program.  
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A pop-up menu appears.   

 

 
 

Click on Class Reservation. The In/Out Event Summary form appears.  

 

 
 

Click on the action gear  associated with an event. A pop-up menu appears. Click Edit. The Edit Class 

form appears.  

 

 
 

Click on the  icons to adjust the Begin and End dates for the class. Click the  button to save and 

exit the form.  
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HMIS Enrollment 

 

 

 

To add a new enrollment, click on the  button. The Enrollment Add/Edit form displays. 

 

 

 

Enter an entry and exit date and select a provider. Select a project from the drop-down list. 

 

 

 

After selecting a project, depending on the selected project, the Account field may display. If relevant, 

select an account for the enrollment. 
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Click  when finished. 

To edit an existing enrollment, click on the action gear  icon associated with the desired enrollment 

and select Member from the popup menu that appears. 

 

 

 

The HMIS Enrollment Members for Case Management form displays. 

HMIS Enrollment Members for Case Management 

 

 

Click on the  button. The HMIS Enrollment Members form displays a list of family 

members. Those with a blue checkbox  are enrolled in the project, those with a clear checkbox  are 

not. 

HMIS Enrollment Members 

 

 

Click on the checkbox associated with any member and edit the expanded row for blue  checkboxes 

and enter enrollment data for clear  checkboxes.  
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2014 HUD Standards require a new field to capture the relationship to head of household specific to 

enrollment allowing different family compositions for each individual project enrollment. On this form, the 

relationship to HOH defaults to the relationship setup on the Add Family Member form. Changes made 

on the enrollment relationship to HOH only affect the family composition for this enrollment. For 

example, a household with two adults and three minors might have an adult HOH, but if the three minors 

were to enroll in a program without the adults, one would need to be set as the HOH on the Add 

Enrollment Members form. HUD reports family member composition by enrollment. 

 

When finished, click on the  button. 
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Enrollment Service Plan Mental Health (summary) 

 

Objective:  Edit and manage mental health service plan enrollment. 

 

 

 

The Enrollment Member Summary form displays. Click on the action gear  icon associated with the 

desired enrollment and select Behavioral Health Service Plan from the pop up menu that appears. 
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The Enrollment Service Plan Mental Health Summary form displays. 

 

 

 

Click on the action gear  icon associated with the desired service plan and select Goals and Steps from 

the pop up menu that appears. 

 

 

 

The Summary of Goal Plans with Budget and Time form displays.  
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Mental Health Service Plan (Input) 

 

On the Enrollment Service Plan Mental Health Summary form, click on the  button. The Add New 

form displays. 

 

 

 

 

Enter the Enrollment Service Plan Date information. Enter the Plan Information, changing the Case 

Manager and Plan Type if desired and adding a plan description and percent complete value. Add 

signatures if desired and enter any issues addressed by the plan. To schedule a follow up, check the Add 

Follow-Up checkbox. The Schedule Follow Up form displays. 

 

 

Enter the desired follow up information and click on the  button. Click on the  button. 
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Goal Progress Note and Service Plan Note 

 

Objective:  Enter and edit notes relating to service plans and progress. 

 

 

Click on the action gear  icon associated with the desired program enrollment. Select Behavioral 

Health Service Plan from the pop up menu that appears. 

 

 

 

The Enrollment Service Plan Mental Health Summary form displays. 
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Service Plan Note 

 

Click on the  icon in the Service Plan Notes column associated with the desired service plan. The 

Service Plan Case Notes Summary form displays. 

 

 

 

Click on the  button. The Edit Service Plan Note form displays. 

 

 

 

Enter a summary of the notes. Select values from the drop-down lists for note template and note type. 

Enter the date to which the notes refer in the reference date field. Enter the notes and, if desired select a 

program from the drop-down list and indicate the level of sharing for the note. To protect the note from 

editing, check the read only checkbox. When finished, click on the  button. 
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Goal Progress Note 

 

From the Enrollment Services Plan Mental Health (Summary) form, click on the action gear  icon 

associated with the desired plan. Select Goals and Steps from the pop up menu that appears. 

 

 

 

The Summary of Goal Plans with Budget and Time form displays. 

 

 

 

Click on the  icon in the progress notes column of the desired goal. The Progress Notes Summary by 

Goal form displays. 
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Click on the  button.   
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The Add New form displays. 

 

 

 

Enter a summary of the notes. Select values from the drop-down lists for note template and note type. 

Enter the date to which the notes refer in the reference date field. Enter the notes and, if desired select a 

program from the drop-down list and indicate the level of sharing for the note. To protect the note from 

editing, check the read only checkbox. When finished, click on the  button. 
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User Client Time with Budgets (Edit) 

 

Objective:  Edit user client time with budgets. 

 

 

 

From the Enrollment Summary form, locate the desired entry and click on the action gear  icon 

associated with it. Select Service Plan with Budgets. 
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The Summary of Enrollment Service Plans with Budgets form displays. 

 

 

 

Locate the desired entry and click on the actin gear  icon associated with it. Select View Time from the 

pop-up menu that appears. 

 

 

 

The Client Service Plan Time form displays. 
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Locate the desired entry and click on the action gear  icon associated with it. Select Edit Time with 

Budgets from the pop-up menu that appears. 

 

 

 

The Edit User Client Time with Budgets form displays. Make any desired changes and click on the  

button. 

 

 

  



CaseWorthy™ User Guide v 7.2 

134 

 

Plans to Goals w/ Budgets (Spreadsheet) 

 

Objective:  Select goals from a list of potential goals based upon service plan. 

Locate the desired program with Enrolled In Program status and click on the action gear  icon 

associated with it. 

 

 

 

Select Service Plan with Budgets from the pop up menu that appears.  
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The Enrollment Service Plan with Budgets (Summary) form displays. Locate the desired service plan and 

click on the action gear  icon associated with it. 

 

 

 

Select Service Plan Goals (Budgets) from the pop up menu that appears. 

 

 

 

The Goal Plan with Budget (Summary) form displays. 
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Click on the  button. The Plans to Goals w/budgets (Spreadsheet) displays. 

 

 

 

Select the desired goals by clicking on the clear checkbox  associated with it and click on the  

button. 
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Client Goal Steps w/budgets (2) 

 

Objective:   Add or edit client goal steps including budget information. 

 

 

 

For the desired program, click on the action gear  and select Service Plan with Budgets from the pop-

up menu. 
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The Enrollment Service Plan with Budgets form displays. 

 

 

 

For the desired service plan, click on the action gear  and select Service Plan Goals (Budgets) from the 

pop-up menu.  

 

 

 

The Summary of Goal Plans with Budgets form displays. 
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From the action gear  pop-up menu for the desired goal, select Steps w/ Budgets. 

 

 

 

The Client Goal Steps with Budgets form displays.  

 

 

 

To add a new step, click on the  button. To edit an existing step, click on the blue checkbox  

associated with it. An expanded row displays. Enter the desired information and click on the  

button. 
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Edit Enrollment Service Plan Budget 

 

For the desired service plan, click on the action gear  and select Edit (Budgets) from the pop-up menu.  

 

 

 

The Edit Enrollment Service Plan Budget form displays. 

 

 

 

Make any changes desired and click on the  button. 
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Question/Answer 
 

The Client Question/Answer form displays questions and answers relevant to the current enrollment. Use 

the search field to filter the list. To edit an answer, click the clear checkbox  and select an answer from 

the drop-down list. 
 

 
 

PPI Report 
 

 
 

To view a PPI Report for a program, simply click the action gear and click PPI Report.  
 

 
 

The report displays in a new window. 
 

 
 

Delete 
 

When Delete is selected, the program enrollment is deleted and no longer appears on the Enrollment 

Member Summary list.   
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Goals 

 

 

 

The next menu item in the Case Management menu group is the "Goals" summary form. This form allows 

users to enter and track a client’s goals and the steps it takes to accomplish them.  

 

There are two options for adding a new goal – adding goals only via a spreadsheet, or adding goals and 

goal steps on a single combined form. To add goals only, click the  button. To enter 

goals and goal steps click the  button. From the action gear  icon, the user can 

edit a goal, or link the goal to goal steps, or outcomes. The user can also review changes made to a goal 

over time by clicking on "Goal History."  
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Add New Spreadsheet to enter Goals only: 

 
 

Click the clear checkbox  next to the goal to select it. Add a target date for goal completion, and a 

responsible party (client, staff or both). If the client makes progress toward completing their goal, a 

percentage of completion may be entered. If the user desires to add goal steps, access the action gear  

on the Goal summary form. 
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Click "Steps" under the action gear  icon to add goal steps. Click the clear checkbox  next to the 

goal step to select it.  

 

Add New Goals/Steps: 

 
 

Select the desired goal from the drop-down list. Enter a target date and responsible party. If desired use 

the look-up field to identify the assigned staff. Click the clear checkbox  and set a target date for 

desired Goal Steps. 

 

Edit Goals and Steps: 

 

Select ‘Edit Goals and Steps’ from the action gear  drop-down menu for the desired goal.  
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The Client Goal Steps Line Item form displays.  

 

 

 

Edit the goal information as desired and/or select one of the goal steps by clicking on the circle to the left 

of the step description. The step is expanded. 

 

 

 

Edit the step as needed. When finished with goal and step editing, click on the  button.  
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Program Eligibility 

 

 

 

The next item on the Case Management menu is the Program Eligibility dashboard. This functionality 

allows the user to search and find all programs with eligibility rules that match the client’s related 

information. This feature requires administrative set-up, be sure to consult with a CaseWorthy, Inc. 

program manager before using this functionality. 

 

Eligibility 

 

 

 

Click the Eligibility icon to view program eligibility. 
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The Program Eligibility form displays. 

 

 

 

To make any changes to an item, click the clear checkbox  icon. Select an action from the drop-down 

list and check Is Eligible if desired. Click the  button when finished. 

 

 

 

Eligibility History Summary 
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The Eligibility History Summary displays a history of a client’s program eligibility. To add a new eligibility, 

click the  button.  

 

 

 

The Program Eligibility form displays. 

 

 

 

Click the clear checkbox  for a program and select an action from the drop-down list. Click the  

button when finished.  
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Eligibility Waitlist 

 

 

 

To edit an item on the wait list, click the blue checkbox  and select an action from the drop-down list. 

Click the  button when finished. 
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Case Managers and Mentors 

 

 

 

The next menu item in the Case Management menu group in the "Case Managers/Mentor" summary 

form. This form allows the user to assign a case manager or mentor to a client associated with one of their 

enrollments.  

 

Click the  button in the top right corner to add a new case manager or mentor. 

 

 

 

Enter the relevant/required information. If a team of individuals provides mentoring, use the look-up field 

to first designate the provider the team is associated with, then look-up and assign the mentoring team. 
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Objective: Edit case manager assignments. 

 

Navigation: Case Management>Case Management>Case Managers and Mentors 

 

The Provider/User Case Manager Assignments form displays. 

 

 

 

Existing case manager assignments display. Click the action gear  icon associated with the desired 

assignment and select Edit from the menu options. 
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The My Case Manager Assignment form displays. 

Case Manager Assignment (Edit) (9014) 

 

 

Edit details for the selected assignment; Enrollment, assigned Case Manager, and date range. Click the 

 button to save and exit. 
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Presenting Issues 

 

 
 

The next menu item in the Case Management menu group is the "Presenting Issues" summary form. This 

form allows the user to track a client's issues over several different categories. To add a new issue, click 

the  button in the top right corner of the summary form.  

 

 
 

On the Add New form, click the clear checkbox  next to the issue to select it. Enter all relevant/required 

information. Optionally, link the issue to the program the client is enrolled in to help address/overcome 

barriers created by the issue. To add a case note related to the issue, click the button. To prevent 

users in organizations other than the organization that created the record, set the restriction to “Not 

Shared”. 
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Strengths 

 

 
 

Objective:  View and add items to a list of client strengths. 

 

 
 

On the Strengths form, click the  button. An Add New form opens in a new window to input 

strengths. 

 
 

After selecting the desired parameters, click on the  button.  
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Results displays in the space below.  

 

 
 

To add a Strength, click the clear checkbox  next to an item. Select enrollment and add a case note if 

desired. Click on the  button.  
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Services 

 

 

 

The next menu item in the Case Management menu group is the "Services" summary form. This form 

displays all the services and associated service data that a client has received.  

Note:  Clicking on the word "Services" launches the service summary form, clicking on the circular 

white plus sign launches an entry form to add a new service. 

From the action gear  icon, the user can edit an existing service, or view associated account 

transactions, if applicable.  

 

 

 

To add a new service, click the  button in the top right corner. 
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A list of all programs the client is enrolled in displays. Choose a program, then click  for a list of 

services provided by the selected program. Click the clear checkbox  next to the service to select it. The 

date defaults to the current date and can be edited to back-date services that were received previously. 

Next, edit the units and unit value if needed. Finally, select an account that is associated with the chosen 

program to denote that the selected service should be paid for out of that account. 

 

Family Services Summary 

 

Objective: View services received by family. 

 

 

 

Click the icon for Family Services. The Family Services Summary form displays a list of all posted family 

services. 
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Services Summary Pivot 

 

Objective: Open a pivot table for individual services in CaseWorthy Analytics. 

 

Navigation: Case Management>Case Management>Services 
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Click the icon for Individual Services – Pivot. The Services pivot table displays. 

 

 

 

Note: More information on CaseWorthy Analytics may be found in the System Admin manual. 
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Add Service Request Authorization 

 

Objective: Add a service request authorization. 

 

 

 

Click the icon for Service Request – Authorization. The Service Request Summary displays.  

 

 

 

Click the  button.  
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The Service Request – Authorization form displays. 

 

 

 

Select an enrollment, service authorization, service and family or individual from the drop-down lists. 

Enter a reference, the date of reference and any other relevant fields. Click  when finished. 
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Outcomes Summary 

 

Objective: View and edit outcome details. 

 

Navigation: Case Management>Case Management>Outcomes Summary 

 

The Outcomes Summary – All form displays. 

Outcomes Summary – All (8749) 

 
 

View outcome details. Click the action gear  icon associated with the desired outcome to edit by 

selecting Edit from the menu. Click the  button when finished. 
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HMIS Services 
 

Navigation:  Case Management>Case Management>Services 

HMIS Services Summary 

 

 

To add a new service, click on the  button. The Add New form displays.  

HMIS Service Spreadsheet 

 

 

Click on the down arrow  icon for Project and select the desired project from the drop-down list that 

appears. Click on the  button. A list of qualifying services appears.  

 

 

 

Select the desired service by clicking on the checkbox  associated with it. The row expands.  

 

 

 

Make any desired changes to the data presented and click on the  button. 
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HMIS Service Contact 

 

Navigation:  Case Management>Case Management>Contact/Service 

 

 

 

The Service Contact Summary form displays. Click on the  button. The Edit Service Contact 

form displays. 

 

 

 

Click on the down arrow  icon for Service Type and Contact Location and select values from the 

associated drop-down lists that appear. Enter the Service Begin Date. If desired, click on the down arrow 

 icon for Program and select a value from the drop-down list that appears. Click on the  

button. 
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Service Request 

 

 

 

The next menu item in the Case Management menu group is the "Service Request" summary form. This 

form is used when providing a service to a client which may require one or more approvals.  

 

Utility Assistance Request 

 

To enter a request that requires an approval for a specific amount of money or service cost, click the 

 button on the top right of the Service Request Summary form. 
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The Add Service Request form displays. 

 

 

 

 

The Account Balance renders after Service Eligibility rules have been set up. Only enrollments with an 

account linked display. Similarly, if there are rules set up and the client has previously received the 

requested service, the Service Remaining amount populates. Be sure the service amount and rate are set 

correctly to calculate the total amount requested. Enter all other relevant/required data and click  

to submit the request. The request status displays on the summary form and if it has been approved, the 

service posts to the client’s Services Summary. 
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From the action gear  on the summary form the available actions are to edit the request, view the 

history of the request, view any hold associated with the request, print a request, or deny a request. 
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Service Request New (Add) 

 

 

 

From the Service Request Summary form, click on the  button. The Add Service Request 

form displays. 

 

 

 

Click on the down arrow  icon for Enrollment and select the desired value from the drop-down list 

that appears.   
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A tabular representation of the account balance appears on the form. 

 

 

 

Click on the down arrow  icon for Service and select the desired value from the drop-down list that 

appears. A tabular representation of the service remaining appears on the form. 

 

Enter appropriate data into the other required fields, Reference, Reference Date, Quantity, Unit Rate and 

Amount. Enter any desired non-required information and click on the  button. 

 

Add New Food Pantry Service Request 
 

Objective:  Add a request for food or utility assistance. 

 

 

 

Select the  button. The Service Request Food Pantry (Add New) form displays. 
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Select values for enrollment, account, service and additional service from the drop-down lists for each. 

Enter the transaction date, reference, reference date and shut-off date. Enter the quantity and unit rate. If 

desired, change the authorized by name by clicking on the magnifying glass  icon and performing the 

lookup. To enter pledge information, check the check box. The form expands to reveal the pledge 

information section. 

 

 

 

Enter the date and amount. Enter any case notes and signatures and select a restriction value from the 

drop-down list. Click on the  button. 

 

 

Add After School Service Request 

 

Objective:  Add a request for school supplies or after school assistance. 

 

 

 

From the Request for Service from, click on the  button.   
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The Add After School Service Request form displays. 

 

 

 

Select values for enrollment, account, service and additional service from the drop-down lists for each. 

Enter the transaction date, reference, reference date and shut-off date. Enter the quantity and unit rate. If 

desired, change the authorized by name by clicking on the magnifying glass  icon and performing the 

lookup.  

 

To enter pledge information, check the check box. The form expands to reveal the pledge information 

section. 

 

 

 

Enter the date and amount. Enter any case notes and signatures and select a restriction value from the 

drop-down list. Click on the  button. 
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Referrals 

Referral In 

 

 
 

The next menu item in the Case Management menu group is the "Referral In" summary form. This form 

allows the user to track what agencies or organizations referred a client to them, and for what service they 

were referred.  

 

Select the Referrals to Us from Outside Providers icon on the Referrals menu. 

 

 
 

The Referral In Summary form displays. To add a new referral in, click the  button in the top right 

corner. Use the  button if the client was referred for more than one specific service. 
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To record a referral in, select the service for which the client was referred, and the organization that made 

the referral. 

 

 

 

 

Internal Referrals 

 

 
 

The Internal Referrals summary form allows users to track the organizations they have referred clients to, 

and for what services they were referred.  

 

To add a new referral, click the  button in the top right corner. 
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Select a service, select a refer to person, and add a case note if desired. 

 

 

 

To edit an existing referral, click the action gear  and select Edit from the pop up menu that appears. 

 

 
 

To edit a referral, click the associated action gear  and select Edit from the pop up menu that appears. 

 

The Edit Provider Referral form displays. 

 

 
 

Make any changes and click on the  button. 
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Referrals to Providers 

 

 
 

To add a new external referral, click the  button or  button in the top right 

corner. To edit a voucher for the client to take with them to the referral source, click the  button. To 

print the voucher, click the action gear  and select “Referral Report”.  

 

 
 

The Add New External form displays. 
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Use the look-up field to select the service the client has been referred for and the provider the client is 

being referred to. To create a voucher to print for the client, check the “Provider Voucher to Client” check 

box and enter relevant/required information. Additional fields appear. If desired, enter a case note, send 

an email to the referral provider and/or link the referral to one or more of the client’s presenting issues. 

Adding a referral using the  button opens a similar form that is filled out in the same way as 

the Add New External form. 

 

 
 

Fill out all required fields and click on  button.  
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Case Notes 

 

 
 

The next menu item in the Case Management menu group is the "Case Notes" summary page. Here the 

user can view all case notes associated with a client.  

 

Note:  Clicking on the words "Case Notes" launches the summary form, clicking on the circular 
white plus sign launches an entry form to add a new case note. 

 

 
 

From the action gear , the user can edit an existing case note. To enter a new case note, click the 

 button or  button. The  button allows a user to enter an 

electronic signature to the case note as well as track time case mangers spend with clients.  
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To enter a new case note, type a short description into the summary box. A case note type or template 

can be selected. Type the desired information into the text box.  

 

 
 

The  button allows authorized users to view and edit secure case notes. Case notes can be 

shared or set to “my eyes only” to create secure entries that are only accessible to the case manager who 

created the note, as well as any authorized “impersonator” users. 

 

Users can preview a case note by clicking on the magnifying glass  to the right of the action gear  

icon. 

 

 
 

Additionally, users can select the check box next to the action gear  then click on the  

button to print case notes. A print preview pop-up appears. Click on the printer icon to print. 
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Edit Case Note and Time 

 

Objective:  Make changes to case note and service time information. 

 

 

 

Click on the action gear  icon associated with the desired case note. Select Edit Time and Note from 

the pop up menu that appears. 
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The Case Note & Time (Edit) form displays. 

 

 

 

Make any desired changes to the time or case note information. 

 

Service and Time Entry 

 

Objective:  Add service provided through the case notes area of CaseWorthy™. 
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The Case Notes form displays. Click on the  button. The Add New (Advanced) form 

displays. 

 

 

 

 

Enter the summary and select the template and type from the drop-down lists. Enter the notes into the 

body and select the sharing from the drop-down list. Indicate if the note is read only and add a signature. 

Click the Post Service/Time Entry check box. 

 

The Post Service and Time form displays. 

 

 

 

Enter the date range, number of units, unit value and times and select values for the other fields from the 

drop-down lists. Click on the  button. Click on the  button.  
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Medical Billing Service Entry 

 

Objective:  Post a new medical billing service. 

 

 
 

Click the  button. 

 

 
 

Click the checkbox  for Post Medical Service.   
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The Post Medical Service form displays in a new window. 

 

 

Fill out all necessary info and click the  button. 

 

Edit Medical Billing Service 

 

Objective:  Edit a medical billing service. 

 

 
 

Click the action gear  on a relevant case note and click Edit Medical Service.   
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The Edit Medical Billing Service form displays. 

 

 
 

Make any necessary changes and click . 
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Release of Information 

 

Objective: Manage release of information for clients. 

 

 

 

To add a new release of information, click the  button. The Enter ROI Providers form displays. 

 

 

 

Enter a purpose and any other available information. To select a provider, click the clear checkbox  

icon. Click  when finished. 

 

 

 

To edit, click the action gear  icon and select Edit from the pop up menu. 

The Enter ROI Providers form displays. 
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Make any desired changes and click  when finished. 
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Addendums 

 

Objective: Add an addendum to an existing case note. 

 

Navigation: Case Management>Case Management>Case Notes 

 

The Case Notes form displays. 

 

 
 

Click the hyperlink text under the Addendums column of the desire case note.  
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The Case Notes form displays. 

 

 
 

The case note preview line displays. This form carries the same functionality as the general Case Notes 

form. To add an addendum however, click the  button. The View Original Note and Add 

Addendums form displays. 
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View the original case note and add addendums. Click the  button to add the addendums. 

 

 
 

Simply add a summary of the addendum, and enrollment, and any other desired information, along with a 

longer description of the addendum. Save to close. 
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Documents and Checklists 

 

 
 

To record receipt or verification of documents, click the “Document Check” icon. 

 

 
 

Click the  button to display the Add New pop-up window. To edit an existing document, click 

the action gear  and click Edit. 

 

The Add New form displays. 

 

 
 

Click the clear checkbox  for a document type and use the drop-down lists to select the verification 

method and storage location. An expiration date can be entered if appropriate. Either scan the document 

in from a scanner linked to the computer or browse and select a file. 
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Select the “View Photos” icon. The Photo View/Set Default form displays. Use the  button to 

select which picture is displayed on the Client Dashboard. To take or upload a new client photo, click the 

 button. 

 

 
 

Either navigate to the desired photo to upload or click  and then click the  

button. Click  when finished. 
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Client Documents 

 

Objective:  Edit or update information relating to client documents on file. 

 

 

 

Click on the Document Check icon on the Documents, Photos and Checklists menu. The Document Check 

form displays a list of the current client’s documents. 

 

 

 

The list displayed on this form is filterable by Verification Method. If desired, click on the down arrow  

icon and select from the drop-down list that appears.  
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Click on the action gear  icon associated with the desired document and select Edit from the pop up 

menu that appears. 

 

 
 

The Document Check form displays. 

 

 
 

Click on the blue checkbox  for the document. The row expands. Make any desired changes and click 

on the  button. 
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To add a new document, click the  button.  

 

 

 

The Add New form displays.  
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Click on the down arrow  icon for Default Verification Method and select the desired value from the 

drop-down list that appears. Do the same for Category, selecting multiple values if applicable. Click the 

 button. 

 

 

 

Click the clear checkbox  to select a document type. The row expands. Select a storage 

location and click  to locate the file to be uploaded. Click  when finished. 
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Checklist (summary) - Clients 

 

Objective:  Manage checklist items related to specific clients. 

 

 

 

Click on the Checklist icon on the Documents, Photos and Checklists menu. The Checklist (Summary) form 

displays a list of existing checklists filterable by verification method. 

 

To delete an entry, click on the action gear  icon associated with it and select Delete from the pop up 

menu that appears.  
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To add a new checklist item, click on the  button. 

 

 

 

The Add New form displays. 

 

 

 

Select the desired document type by clicking on the clear checkbox  icon associated with it. The row 

expands. 

 

 

 

Enter a description. Click on the down arrow  icon for verification method and select the desired value 

from the drop-down list that appears. Click on the down arrow  icon for restriction and select the 

desired value from the drop-down list that appears. Click on the  button. 
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Program Checklist 

 

Objective: View a checklist of documents related to specific programs. 

 

 

 

Click the icon for Program Checklist. The Program Checklist form displays. 

 

 

 

Use the program drop-down list and the  button to filter the list by program. Any relevant 

documents display with requirement status, submitted date and by whom it was completed.  
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Client Calendar 

 

 
 

The next item in the Case Management menu group is the "Client Calendar." The client calendar allows a 

user to view and manage a client’s appointments and follow-ups.  

 

The calendar has day, week and month views. 

 

 

 

Simply click on the calendar to add a new appointment.   
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A pop-up window appears. Select a start and end time for the appointment. Add an appropriate 

administrator and/or the client to the appointment using the provided links. It is also possible to add the 

appointment to other users’ or clients’ calendars by using the attendee look-up. 

 

 

 

By clicking on the appointment on the calendar, the user can edit or delete the appointment.  
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Class and Housing History 

 

Objective: View the client’s history of when they were tardy or left early. 

 

Navigation: Case Management>Case Management>Class and Housing History 

 

The Class, Housing and Event History dashboard displays. 

 

 
 

A Tardy and Left Early query displays the client’s absence information. Or click on the Tardy and Left Early 

icon to view the same information. 

 

The Service Tardiness and Left Early Summary form displays. 

 

 
 

This is a view only form. 
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Employment / Retention 

 

 
 

The next menu item on the Case Management menu is the "Employment/Retention" dashboard. This 

dashboard is used to manage a client's work history and employment placement information. 

Employment by Placement forms are used to track employment clients obtain because of support and 

assistance from the program they are enrolled in. Employment by Work History forms are used to 

document current or previous employment experiences typically obtained by the client prior to program 

enrollment.  

 

 
 

 
 

The "Employment by Work History" portion of the dashboard is used when tracking employment 
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information with a placement. The forms used in this section are the same as in the "Employment by 

Placement" section.  

 

Employment Placement 

 

Select the "Employment Placement" icon on the Employment by Placement menu. 

 

  
 

The Employment Placement Summary form displays. 

 

 
 

To add a new placement, click the  button in the top right corner.   
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Select an existing assessment string, or create a new one. Select an employer from the list of providers, or 

create a new employer. Enter employment specific information, and income information. The form 

automatically totals salary information.  
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Retention 

 

  
 

Clicking the "Retention" icon opens the retention summary form. To add a new retention, click the 

 button in the top right corner. Enter a follow-up type and select a verification method. Use the 

look-up to denote the user who verified employment. The work information automatically populates 

below based on the most recent work history.  
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Work History 

 

  
 

Clicking the "Work History" icon opens the work history summary form. Click the action gear , to link 

to the placement summary form or track the client’s work time. 

 

 
 

From the Client Work Time Summary form, click  to enter a client’s time or click the action gear 

 and click Edit to edit an existing entered time. 

 

 
 

Enter the start and end dates to track the time a client has worked, then enter the hours and the rate of 

pay. The form calculates the client's gross pay. 
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Skills/Credentials 

 

 
 

Clicking the "Skills/Credentials" icon opens the skills and credentials summary form. To add new skills and 

credentials, click the  button in the top right corner.  

 

 
 

Select a credential and the skill type associated with it using the magnifying glass icon. The Select Skill 

and Credential Lookup form displays. Select one and the Credentials and Skills form displays. Enter the 

begin and end dates, issued date, and issuing institution if applicable. 

 

 

 
 

  



CaseWorthy™ User Guide v 7.2 

208 

 

PDF Employment Form 

 

 
 

Objective: Create a PDF of a client’s employment information. 

 

Navigation: Case Management>Case Management>Employment and Retention>PDF Employment Form 

 

The Employment PDF form displays. (See next page) 
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This form is simply a view only version of Employment information. Click the  button to save as 

a PDF. 
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Job Match 

 

Objective:  Manage client employment assistance with this new functionality that matches client work 

experience, skills and credentials with job openings. 

 

 

 

Client Skills and Credentials 

 

 

 

Click on the “Skills/Credentials” icon on the Job Qualifications menu. The Credentials and Skills Summary 

form displays. 
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Credentials and Skills Summary (New) 

 

 

 

Click on the  button. A new, expanded row appears on the form. 

 

Credentials and Skills (New) 

 

 

 

Click on the magnifying glass  icon. The Credential Lookup form opens. 

 

Select Skill and Credential Types Lookup 
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Click on the Credential Category field. Select the desired credential category from the drop-down list 

that appears.  

 

 

 

Select the desired skill or credential from the list presented. The associated field on the Credentials and 

Skills form fills. 

 

 

 

Add a description or case note, alter the begin date and end date, attach a file and enter the length of 

experience in months if desired. If finished, click on the  button. 

 

To add another skill or credential, click on the  button and repeat the process. 

 

To add a new skill or credential to the database list, click on the  button. The Add New 

Skill Types form displays. 

  



CaseWorthy™ User Guide v 7.2 

213 

 

Add New Skill Types 

 

 

 

Start typing in the Skill Type field to find a skill already in the database. If the skill being searched for 

does not appear in the drop-down, click on the plus sign  to add it to the inventory. The Add Client 

Credentials and Skill Types form displays. 

 

Add Client Credentials and Skill Types 

 

 

 

Type the description of the new skill in the Skill Type field and click on the  button. The 

Credential and Skill Types Add New (Client) form reappears. Search again and the new item type appears 

in the list. Click the item to select it. Click on the Credential Type field and select the desired value from 

the drop-down list that appears. 

 

 

 

Click on the  button. The Credential and Skills form reappears. Add more skills if desired. When 

all desired skills and credentials are added, click on the  button.  
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The Credentials and Skills Summary form displays. 

 

 

 

To edit an existing skill or credential, click on the action gear  icon associated with it. Select Edit from 

the pop up menu that appears. The Edit Client Credentials and Skills form displays. 

 

 

 

Credentials And Skills Client (Edit) 

 

 

 

Make any desired changes and click on the  button. This completes the Client Skills and 

Credentials area. 
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Client Keywords 

 

 

 

Click on the “Client Key Words” icon on the Job Qualifications menu. The Client Keywords Summary from 

displays. 

 

Client Keywords Summary 

 

 

 

To view, add or edit job opening keywords already in the system, click on the  

button. The Client Keywords Spreadsheet form displays. 

 

Client Keywords Spreadsheet 

 

 

 

Click on the  button.  
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A new, expanded row appears on the form. 

 

 

 

Click on the magnifying glass  icon. The Keyword Lookup form displays the list of keywords already 

entered into the system through job openings.  

 

Select Keyword Lookup 

 

 

 

This list is filterable by Keyword Category. This allows the user to determine if the desired keyword (or 

one describing the same attribute) exists in the system or if it needs to be added. If the keyword exists, 

select it by clicking on it. The Keyword Lookup form closes and the Client Keyword Spreadsheet displays 

the selected keyword. 

 

 

 

Click on the down arrow  icon for Rank Order and select a value from the drop-down list that appears. 
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Add as many keywords as desired by repeating the process and click on the  button. The Client 

Keywords Summary form displays with the previously selected keywords. 

 

 

 

To add a new custom keyword, click on the  button. The Add New Custom Client 

Keywords form displays a list of keywords specific to this client. 

 

Add/Edit Custom Client Keywords 

 

 

 

To add a keyword, click on the  button. A new, expanded row appears. To edit an existing 

keyword, click the checkbox  icon next to it. 

 

 

 

Enter the new keyword into the Keyword field and assign a Rank Order to it. Click on the  button. 

The Client Keywords Summary form displays with the previously selected keywords. 
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To delete a keyword, click on the action gear  icon associated with it and select Delete from the pop 

up menu that appears. 

 

 

 

Click on OK in the Confirmation Dialog box that displays. 

 

 

 

Employment / Work History 

 

 

 

Click on the Employment / Work History icon in the Employment by Work History menu. The Client Work 

History Summary form displays.  

 

 

 

Click on the action gear  icon associated with the desired work history. Select Work Experience from 

the pop up menu that appears. 
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The Credentials and Skills form displays. 

 

Work Experience (Add New) 

 

 

 

Click on the  button. A new, expanded row appears. Click on the magnifying glass  icon. The 

Select Skill and Credential Types Lookup form displays. 
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Skill & Credential Work Experience (Select) 

 

 

 

If the desired skill type is on the list, select it by clicking on it. If not, click on the  button and select the 

 button. The Add New Client Work Experience Skill Types form displays. 
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Add New Client Work Experience Skill Types 

 

 

 

Start typing in the Skill Type field to find a skill already in the database. If the skill does not appear in the 

drop-down, click on the plus sign  to add it to the inventory. 

 

 

 

Type the description of the new skill in the Skill Type field and click on the  button. The Add New 

Client Work Experience Skill Types form reappears. Search again and the new item type appears in the 

list. Click the item to select it. 

 

Click on the  button.  
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Job Matches 

 

Click on the “Job Matches” icon on the Job Qualification menu. The Job Match Summary for Client form 

displays a list of job openings relevant to the client’s data. 

 

Job Match Summary for Client 

 

 

 

The list is filterable by status, both client and employer. If desired, filter the list results. To update the 

client status, click on the action gear  icon associated with the desired job opening. Select Update 

Client Status from the pop up menu that appears.  
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The Update Client Status – Job Match Edit form displays. 

 

 

 

Update Client Status - Job Match Edit 

 

 

 

Click on the down arrow  icon for Client Status and select the desired status from the drop-down list 

and click on the  button. 

 

 

 

To contact the employer regarding the client’s interest in the position, click on the action gear  icon 

and select Contact Employer. The Contact Job Match Employer form displays. 
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Contact Job Match Employer 

 

 

 

If the information is correct, click on the  button and complete the email. The Job Match 

Summary for Client form reappears. 

 

To view the job opening qualifications, click on the associated  icon. The Qualifications form appears. 

 

Job Order Qualifications Summary 

 

 

To see the job opening summary, click on the associated magnifying glass  icon. The Preview form 

displays. 
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Job Opening Preview 
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Client Alias 

 

Objective:  Add or view client aliases used in client searches. 

 

 

 

From the Client Alias Summary form, click on the  button. The Client Alias form displays. 

 

 

 

Enter the alias for the current client, select a restriction value from the drop-down menu and click on the 

 button. 

 

 

 

The Alias information now appears on the Client Alias Summary form. 
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Find Service by Client Latitude and Longitude 

 

Clicking Find Service by Client Latitude and Longitude opens the Client Service w Address workflow. 

 

 
 

The first step of the workflow is the Add Client form.  

 

Enter all required info and click  to proceed to the next step. 
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The next step of the workflow is the Service By Address form. 

 

 
 

Use the Service drop-down list to select service types and click  to filter services displayed.  

 

Click  when finished viewing services. 
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In the next step of the workflow, family members can be added. Click the  button, enter all 

required info, and click  when finished. 

 

 
 

The Enrollment Add/Edit form displays next.  

 

Use the Program drop-down list and click  to add an enrollment. 
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After adding an enrollment, the Enrollment Members form displays. Click the checkbox  to add a 

member. The field expands and the enrollment dates can be changed if desired. Click  when 

finished. 

 

 
 

If an entry assessment is required for the selected enrollment, the relevant assessment displays. Upon 

completion, the Suggested Reservation form displays. Click the action gear  and select Reservation.  
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The Reservation form opens in a new window. To make a reservation, click the clear  checkbox for the 

desired client and click the  button. 

 

 
 

To check in to the reservation, click the action gear  and click Check-In w Slot.  

The Check-In w Slot form displays. 

 

 
 

After selecting the date, click the  button. Clients with reservations displays in the spreadsheet 

below. 

 

 
 

To check a client in, click the clear checkbox, select a date range, and click the  button. 
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The Check-in with Slot form displays. 

 
 

When finished with reservations, click the  button. 
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Actions Taken 

 

Here a list of actions relevant to the current client is displayed. 

 

 
 

To delete an action, click the action gear and click Delete. 

 

 
 

Click  to confirm. The action is now deleted. 
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Authorization Service Request Summary 

 

Objective:  Create a new service request. 

 

 
 

To add a service request from the Service Request Summary form, click the  button. The Add 

Authorization Service Request form displays. 

 

 
 

Fill out all necessary fields and click  when finished. 
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Name History 

 

Objective: View all name changes that have been recorded for a client 

 

Navigation: Case Management>Case Management>Name History 

 

The Name History form displays. 

 

 
 

This is a view only form. (Name changes are recorded on the Add Client Demographics form.) 
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Client Information 

Security Exception 

 

Objective:  Control how client information is shared across organizations. 

 

  
 

Click the icon for Organization and Program Exception. The Client Exception Summary displays. 

 

 

 

To add a new security exception, click on the  button. The Add Client Exception form displays. 

 

 

 

Uncheck the checkbox for Exclude Option…  
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…date range fields appear. 

 

 

 

Enter the desired range of dates for the exception and select an organization from the drop-down list. 

 

 

 

Click the checkbox for Apply to Family Members. 

 

To edit an existing security exception, click on the action gear  for the exception and select Edit from 

the pop-up menu.  

 

 

 

The Edit Client Exceptions form displays.   
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Make any required changes and click on the  button. 

 

 

 

User Exception 

 

Objective:  Create a security exception for a user for a specified period of time. 

 

  
 

Click the User Exception icon. The User Exception form displays. 

 

Click  to create a new exception.  
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Specify a begin date and end date and click the magnifying glass  icon to select a user from a list. 

 

 
 

The Select User form displays in a new window. 

 

 
 

Select the desired User by clicking on the row. The User Exception form displays again with the user. 

 

 
 

 Click  when finished. 
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Call Center Workflow 

 

Objective:  Process call center requests through to appointment setting. 

 

 

 

Select Call Center Workflow from the Case Management menu.  

The first form of the workflow, Add Client w/ Alert Bar appears. 
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Enter enough of the Identifying and Contact Information to return the desired client when the 

 button is clicked. Make any changes required and click on the  button. 
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The next step in the workflow, the Service by Address form, displays. 

 

 

 

If the list of services for this client is unmanageable, filter the results by selecting desired services from the 

drop-down list at the top of the form. 

 

 

 

After the services have been reviewed, click on the  button.   



CaseWorthy™ User Guide v 7.2 

243 

 

The Front Desk Calendar form displays. 

 

 

 

Appointments in red are fully booked, yellow appointments have only one slot left and blue appointments 

have multiple slots available. To schedule an appointment, select the desired appointment and click on it. 

A pop-up menu appears. 

 

 

 

Select Schedule Appointment. The Schedule Appointment form displays.  

 

 

 

Click on the magnifying glass  icon to select the participant. The Participant Lookup form appears.   
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Enter as much of the name as desired and click on the  button. 

 

 

 

Select the client from the provided list. Make any alterations to the default start and end dates and click 

on the  button. 

 

To check-in a client from this calendar, click on the appointment and select Check-In from the pop-up 

menu. 

 

 

 

The Check-In form displays. 

 

 

 

Click on the clear checkbox  next to the client’s name.  
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The row expands. 

 

 

 

Click on the  button. 

 

To see a roster for an appointment, click on the appointment and select Roster-Slot from the pop-up 

menu.  
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The report opens in a separate window. 

 

 

 

The report can be exported by clicking on the icon near the center of the header bar of the form and 

selecting a format. 

 

 

  



CaseWorthy™ User Guide v 7.2 

247 

 

To view a daily roster report, select Report-Day from the pop-up menu when clicking on an appointment. 

 

 

 

 

 

The report can be exported by clicking on the icon near the center of the header bar of the form and 

selecting a format. 
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To record an absence, select Absence from the pop-up menu. 

 

 

 

The Absence form displays a list of attendees. 

 

 

 

Click on the clear checkbox  next to the desired name. The row expands. 

 

 

 

Enter the absence reason and type. Add any notes desired. Click on the  button. The Workflow is 

now complete. 

 

  



CaseWorthy™ User Guide v 7.2 

249 

 

Client Account 

 

 

 

Accounts 

 

Objective:  The Client Account Input form allows the addition of new financial accounts for the client and 

the Client Account Edit form provides the ability to edit the account information. 

 

Client Account 

 

Client General Account 

 

Objective: Manage and view client account information. 

 

Navigation: Case Management>Client Information>Client Account  
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Select Client Account General from the Client Account General portion of the Client Account dashboard. 
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The Client Account Summary form displays. 

General Account Summary 

 
 

Existing accounts automatically display. Click the action gear  icon associated with the desired account 

to view Summary Balances, Services and Payments, Print Client Ledger, View Transactions, and View 

Payments forms. 

 

To add a new account, select the  button. 

 

The Client General Account form displays. 

Client General Account (Input) 

 
 

Select an Account Type and enter Client Account Name. Click the  button to generate the new 

account and exit. 
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Client Account Saving Summary 

 

Objective:  View a summary of the client’s savings accounts. 

 

 
 

Click the Saving icon on the Client Account menu. The Client Account Summary form displays a list of the 

client’s accounts. 

 

 
 

Click  to create a new account.   
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The Client Account Input form displays. 

 

 
 

Simply enter an account name and click the  button. The account has been created. The Client 

Account Summary form displays again with the new account in the list. 

 

 
 

To enter transactions, click the action gear  associated with the desired client account and select 

Summary Balances from the pop up menu that appears. 

 

 
 

The Client Account Summary Balances form displays. 

 

 
 

Click  to enter a new transaction.   
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The Client Account Transaction Input form displays. 

 

 
 

Enter a date, description, and amount. Select the type of transaction from the transaction drop-down list. 

Click  when finished. The Client Account Summary Balances form displays again reflecting the new 

balance. 
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Loans and Mortgages 

 

Objective: Manage, view, and print client loan and mortgage information. 

 

Navigation: Case Management>Client Information>Client Account  

 

 

 

Select Loans / Mortgages from the Client Account General portion of the Client Account dashboard. 

 

The Client Account Summary form displays. 

 

 
 

Click on the action gear  icon associated with the desired account. 
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Select Services and Payments from the menu options. 

 

 
 

The Service Client Summary form displays. 

Service Mortgage Summary 

 
 

Select a Batch ID and Remaining Balance from the drop-down menu to view specific account details 

associated with the selected batch. To edit an entry, click the blue checkbox  icon, the row expands for 

editing. 

 

 
 

 

To view client payments, click on the  button. 
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The Client Account Payments form displays. 

Mortgage Payment 

 
 

Existing payments display. To add a payment, click the  button. A new row appears.  

 

 
 

To edit existing payments, click the blue checkbox  icon associated with the desired payment. The row 

expands for editing. Click the  button to save and return to the Service Client Summary form. 

 

 

To view a services spreadsheet, click on the  button. The Mortgage Services Spreadsheet 

form displays in a new pop-up window. 

Mortgage Services Spreadsheet 

 
 

Select a category and program from the drop-down menus and click the  button to populate 

results. 
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Click the  button to save and return to the Client Account Summary form. To print an account 

ledger, click on the action gear  icon associated with the desired client account and select Print Client 

Ledger from the menu options. 
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The Print Ledger form displays. 

Print Ledger 

 
 

Enter a date range and click on the  button to generate a report (a new pop up window appears). 

 

 
 

Select desired print/save options from the save  icon. 
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Diagnosis Codes by Service 

 

Objective: View diagnostic codes for client services. 

 

Navigation: Case Management>Client Information>Client Accounts 

 

 
 

Click the icon for View All Services.  
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The All Paid Services – Client Summary form displays. 

 

 
 

Locate the desired service and click the hyperlinked text in the Diagnoses column. The Diagnosis Codes by 

Service form displays a list of diagnoses for the service. 
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Bereavement 

 

Objective:  Record and manage client bereavement information. 

 

Navigation:  Client Dashboard>Client Information>Bereavement 

 

 
 

Select Bereavement from the Client Information menu under the Case Management tab. The Bereavement 

dashboard displays.  

 

 
 

To enter bereavement information, click on the Bereavement icon.  
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The Bereavement Intake form displays. 

 

 
 

If the deceased is an infant, click on the “Baby died while in gestation” checkbox. More data fields appear. 

 

 
 

Enter the gestation period. To indicate death certificate existence, check the box labeled Fetal Death 

Certificate. Click the  button.  
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The Baby Bereavement Information section collapses and the Place of Death section expands to allow 

input.  

 

 
 

Enter the desired information. To add a place of death, click the  icon. The Select Client Entity Contacts 

Lookup form displays. 

 

 
 

To select a body location, click the  icon. The Hospital Lookup form displays a list of locations to choose 

from.  

 

 
 

Select a location to return to the Location of Body Information section. The location information auto 

populates based on your selection. Fill in any remaining information manually, if desired. 

  



CaseWorthy™ User Guide v 7.2 

265 

 

Click the  button to collapse the Location of Body Information section, and expand the Body 

Referred By Information section.  

 

 
 

Begin by clicking the  icon to look up a contact. Once a client is selected, the last name automatically 

populates. Enter the remaining information and click the  button to expand the Next of Kin 

Information section. 

 

 
 

To add Next of Kin, click the checkbox. The section expands.  

 

 
 

Click the  icon to look up an existing contact. Select a contact to populate the remaining fields of 

information. If fields remain blank, fill in the rest of the required spaces manually.  
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Click the  button to expand the Second Next of Kin Information section.  

 

 
 

To add an alternate Next of Kin contact, click the checkbox. The section expands. 

 

 
 

Click the  icon to look up an existing contact. Select a contact to populate the remaining fields of 

information. If fields remain blank, fill in the rest of the required spaces manually. Click the  button 

to expand the Cause of Death and Medical Examiner Information section. 

 

 
 

In the Cause of Death section, type any information relating to cause of death. Fill in any remaining 

information. To add information related to the Medical Examiner Case, click the checkbox labeled Medical 

Examiner Case. The field expands. 
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Click the  icon to look up an existing contact. Select a contact to populate the remaining fields of 

information. If fields remain blank, fill in the rest of the required spaces manually. To add a Medical 

Investigator, click the checkbox labeled Medical Investigator. Four new fields appear. 

 

 
 

Click the  icon to look up an existing contact. Select a contact to populate the remaining fields of 

information. If fields remain blank, fill in the rest of the required spaces manually. Add a case note, if 

desired, by clicking the  button. Click the  button to return to the Bereavement 

dashboard. 
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Print Client ID Badge 

 

 
 

The next item on the Client Information menu is the Print Client ID Badge link. To use this functionality, be 

sure that a badge/card printer is connected to the computer. First use the drop-down list to select the 

desired badge template. Click the  link. A new tab opens in the browser. 

Click on the printer icon  on the right side of the tool bar to initiate the printing process. 
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Class and Housing History 

 

 

 

The next menu item in the Client Information menu group is the "Class and Housing History" dashboard. 

This dashboard allows the user to view the client’s class history, housing history as well as current class 

and housing reservations.  

 

Clicking on the icons links the user to the associated summary forms. There are also dashboard tables 

displaying data for quick reference. 

 

 

 

  



CaseWorthy™ User Guide v 7.2 

270 

 

Select the Housing Reservations icon from the Class and Housing History window. 

 

 

 

The Client Housing Reservations form displays. 

 

 

 

Client Classroom Absence 

 

Objective: View a summary of client classroom absences. 
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Click the icon for Absences under the Class Room section. The Resource Usage Attendance form displays. 

 

 

 

Any client classroom absences display in the spreadsheet.  
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Coordinated Assessment Beds 

 

Objective:  Manage coordinated assessment beds. Includes actions such as viewing contacts and 

checking in. 

 

 
 

Click the Coordinated Assessment Beds icon on the Class Room menu. The Coordinated Assessment Bed 

Availability form displays. 

  

 
 

Enter a date and click the  button.   
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Results display in the lower half of the form. 

 

 
 

Click the magnifying glass  icon to view contacts for that slot. The Coordinated Assessment Contacts 

form displays. 

 

 
 

Click  when finished viewing. The Coordinated Assessment Bed Availability form displays. 

 

 
 

Click the house  icon.  
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The Check-In Manager form opens in a new window. 

 

 
 

Hover over slot icons to check for availability. The availability shows in a pop up bubble. To make a 

reservation, click on the desired slot icon and select Client Reservation from the pop up menu that 

appears. The Client Reservation form displays. 

 

 
 

Enter start dates, end dates, select a contact and add an email if desired. Click on the  button 

when finished.  
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Client Housing Absence 

 

Objective:  View a list of client absences 

 

 

 

Click on the Absences icon for Housing. The Client Absence form appears listing the type of absence and 

reason for the absence. 
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Client Front Desk Reservations 

 

Objective: View a summary of client front desk reservations, attendance and absences. 

 

 

 

Click the icon for Reservations in the Front Desk section.   
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The Client Housing Reservations form displays any housing reservations for the currently selected client. 
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Front Desk Attendance 

 

 

 

To view a history of the current client’s event attendance, click the Attendance icon. 

 

 

 

Any events the client has been recorded as attending display in the spreadsheet. 
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Front Desk Absences 

 

 

 

To view a history of the current client’s absences, click the Absences icon. 
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Any client absences display in the spreadsheet. 

 

Program Bar and Wait List 

 

 
 

The next item in the Client Information menu group is the "Program/Bar/Wait List" dashboard. These 

forms allow the user to bar a client from programs or services, or place a client on a wait list. 

 

Clicking the "Bar from Services" icon opens the bar from services summary form.  

 

 
 

Click  to bar a client from a service.  
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The Add New form displays.  

 
 

Select the barred service by clicking the clear checkbox  next to the service. Enter an end date, and 

select a reason for the bar. 

 

Bar From Programs 

 

 
 

Clicking the "Bar from Programs" icon opens the bar from the programs summary form. Click  to 

bar a client from a program. Select the barred program by clicking the clear checkbox  next to the 

program name. Enter an end date, and select a reason for the bar. 
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Program Wait List 

 

 
 

Clicking the "Program Wait List" icon opens the program wait list summary form. Click  to place 

a client on a wait list for a program. Add a wait list date, then select a program and enter a status.  If 

applicable, select a specific waitlist service. 
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Entity Probation 

 

Objective: Manage client probation info. 

 

 

 

Click the icon for Probation. The Entity Probation form displays. 

 

 

 

To add a new probation, click the  button. The Enter Entity Probation form displays. 

 

 

 

Fill out all applicable fields and click  when finished. 
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Edit 

 

 

 

To edit an existing probation, click the action gear  icon associated with the desired probation and 

select Edit from the popup menu that appears. 

 

 

 

Make any desired changes and click  when finished. 
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Alert 

 

 

 

The next menu item in the Client Information group is the "Alert" summary form. Alerts are designed to 

notify a user immediately of any important information they need to know about the client they are 

working with. To add a new alert, click  in the top right corner.  

Note:  Client alerts, once saved, also appear in a dashboard query on the client dashboard for quick 

reference. 

 

 

 

Enter an alert summary then select the severity (critical, important or informational) and the type (client 

status, health issue, probation or safety issue.) 
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Locker and Parking Assignment 

 

 

The next menu item in the Client Information menu group is the "Locker/Parking Assignment" summary 

form. To add a new assignment, click the  button in the top right corner. Select a resource or 

location, then look-up an associated locker or parking space. 
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Crimes 

 

 

 

The next menu item in the Client Information menu group is the "Crimes" summary form. This form 

displays any crimes that have been recorded for a client. To add a new crime, click the  button in 

the top right corner. Click the clear checkbox  next to the crime to select. Add a crime date and 

conviction status. If the crime status is set to "Convicted" the form asks a number of additional questions. 
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Parole Officer’s Name Lookup 

 

Objective:   Establish (by adding new) and access a list of parole officers.  

 

 

 

Click on the action gear  for the desired crime. Select Edit from the pop-up menu.  

 

 

 

The Crime Input form displays. 

 

 

 

Enter the desired information. To enter the parole officer’s name, click on the magnifying glass  icon. 
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 The Parole Officer’s Name Lookup form appears. If the desired parole officer’s name is not displayed, 

click on the  button. New fields display to add a new parole officer’s information. 

 

 

 

Enter the desired information and click on the  button. The Crime Input form re-displays. 

 

 

 

 Click on the magnifying glass  icon. The Parole Officer’s Name Lookup form appears. 

 

 

 

 Click on the desired parole officer’s row.   
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The parole officer’s name now appears on the Crime Input form. 

 

 

 

 Click on the  button. 
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Re-Entry 

 

 

 

The next menu item in the Client Information menu is the "Re-Entry" summary form. This form is used to 

track prisoner re-entry information for a client. To add a new re-entry, click the  button in the 

top right corner. Enter the client's Prisoner ID as well as associated dates. The attorney and parole officer 

look-ups pull from the client's contacts.  
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Benevolence 

 

 

 

The next menu item in the Client Information menu group is the "Benevolence" summary form. This form 

allows the user to designate a payee and guardian for a client. To add a new benevolence entry, click the 

 button in the top right corner. Enter the state reference ID, the first name, last name and assign 

date for both the payee and guardian.  

Note:  The payee and guardian look-ups come from the client's contacts. 
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Child Education 

 

 

 

The next menu item in the Client Information menu group is the "Child Education" summary form. This 

form allows the user to track specific details related to a child's education. To add a new entry, click the 

 button in the top right corner. 
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To add grade and attendance information to the entry, click the action gear  and select "Grades and 

Attendance". 

 

 

 

Click  to add new grade and attendance information. 

 

 

 

 

 

To add courses, click the action gear  and click Courses. 
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Use the dropdown list to filter the list of courses. To add a course, click the clear checkbox next to the 

desired course. 

 

 

  



CaseWorthy™ User Guide v 7.2 

297 

 

Education Tests 

 

 

 

The next menu item in the Client Information menu group is the "Education Test" Summary form. This 

form allows the user to track the test a client takes as well as the associated results. To add a new test, 

click the  button in the top right corner. Click the clear checkbox  next to the appropriate test 

then record the score, date, and grade. 
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Suggest Class Reservation 

 

Objective: Suggest classes for a client to enroll in to help them in their program. 

 

Navigation: Case management>Client Information>Suggested Classes 

 

Note: Prior to using this form, classes must be assigned to a client. Navigation: 
Administration>Setup>Mappings>Program>Action Gear>Suggest Classes. Click on the check 

boxes to expand the row and type in the client’s ID number. Click the  button to save. 
 

 
 

Under the Case Management tab, select Client Information. A pop-up menu appears. Select Suggested 

Classes from the menu.  
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The Suggest Class Reservation form appears.  

 

 

 
 

A list of pre-suggested classes appears. Click the  icon to select a class. The icon turns blue  and the 

row expands.  

 

 
 

Select a Start Date and End Date by clicking on the date  icons. Click the check box to check the client 

into the class at the same time. Click the  button to save and close the form.  
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DVS Assessment 

 

Objective: Domestic Violence Assessment. 

 

Navigation: Case Management>Assessments>Domestic Violence>Add New 

 

 
 

Under the Case Management tab, select Assessments. Select Domestic Violence from the pop-up menu 

that appears. The DVS Assessment Summary form appears.  

 

 
 

To add a new domestic violence assessment, click the  button.  
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The DVS Assessment form appears.  

 

 

 
 

Select an assessment, and use the drop-down menus to fill out the form. Click the  button to save 

and close the form.  
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Protection Orders 

 

 

 

Clicking the "Protection Orders" icon opens the protection order summary form.  

 

 

Enter an applied for date, and additional dates if applicable. Select a victimization type and PO type. 
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Email History 

 

 

The next item in the Client Information menu group is the "Email History" summary form. This form 

displays all emails sent on behalf of a client. Click the  button to view the email in a pop-up 

window.  
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Refugee 

 

 

 

The next link on the Client Information menu is the Refugee Intake summary form. The Refugee Intake 

form collects client information common for Refugee and Immigration programs.  

To enter Refugee information, click the  button on the summary form. 
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On the Add Refugee Intake form, enter all relevant/required information. 
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Client Time 

 

 

 

The Client Time dashboard allows for viewing, editing, and printing reports of client work time.  

 

 
 

Client Work Time 
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To view or edit client time, click the icon for Client Work Time. The Client Work Time Summary form 

displays. 

 

 
 

Click  to enter new time.  

 

The Add Client Time form displays. 

 

 
 

Enter a start date, time type, the number of hours worked and the rate if desired. To enter a job code, click 

the magnifying glass  icon and select the desired job from the Provide Work Codes List Lookup form. 

Click  when finished. The newly entered time displays in the Client Work Time Summary. 
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Print Client Time Sheet 

 

 

 

To generate a report of client time to be printed, click the Print Client Time Sheet icon. The Print Entity 

Time Sheet form displays.  

 

 
 

Select a name from the drop-down list, enter the desired date range, and select either of the print options 

if desired. Click the  button when finished.   
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The report displays in a new window where it can be printed. 
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Client Incidents 

 

 

 

The Client Incidents Report Summary displays a list of incidents the current client has been involved with. 

 

 
 

Incidents may be filtered by severity by using the Severity drop-down list. 

 

 
 

To view clients involved, staff involved, or submitted images, click the action gear  and click the 

relevant items in the menu. 
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To edit an incident, click the action gear  and click Edit. The Edit Incident Report form displays. 

 

 
 

Make any changes and click  when finished. 
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Excused Absence 

 

View Approval History  

 

Objective: View the history of excused absence approval requests. 

 

 

 

To create a new excused absence request, click the  button. The Absence Management (Input) 

form displays. 

 

 

 

Select a client using the Client Name lookup, enter an end date/time and enter the desired information 

for each drop-down list. Enter notes if desired. Click the  button when finished. To view the 

history of a request, click the action gear  icon and click View History. 
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The View Approval History form displays. 

 

 

 

All status changes related to the request display in the spreadsheet. 
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Gift Cards Received 

 

 
 

The Client Gift Cards form displays a list of gift cards that have been issued to the selected client. 
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Health Management 

 

Behavioral Health 

 

Mental Health Diagnosis 

 

Objective:  Complete a Mental Health Diagnosis. 

 

 
 

Click the Diagnosis Assessments icon. The Mental Health Diagnosis Summary form displays. 

 

 
 

To add a new assessment, click on  button.   
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The Mental Health Diagnosis Codes Axis Four form displays. 

 

 
 

To select an assessment or begin a new assessment, click on the  area of the Assessment 

field. The field expands to list existing assessments.  

 

 
 

Once the existing assessment is selected or a new assessment is started, answer all the assessment 

questions and click  when finished. 
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Mental Health Screening 

 

Objective:  Complete a Mental Health Screening Assessment. 

 

 
 

Click the Mental Health Screening icon. The Mental Health Screening Summary form displays. 

 

 
 

To create a new Mental Health assessment, click the  button.  
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The Mental Health Screening Assessment form displays. 

 

 
 

To select an assessment or begin a new assessment, click on the  area of the Assessment 

field.  
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The field expands to list existing assessments.  

 

 
 

Once the existing assessment is selected or a new assessment is started, answer all the assessment 

questions. The “Total Score” field auto-populates based upon the answers provided on the form. Click on 

the  button when finished. 
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Alcohol and Drug Screening 

   

Objective:  Complete an Alcohol and Drug Screening Assessment. 

 

 
 

Click the Alcohol and Drug Screening icon. The Drug and Alcohol Screening Summary form displays. 

 

 
 

Click the  button. 
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The Drug and Alcohol Screening Assessment form displays. 

 

 

 
 

To select an assessment or begin a new assessment, click on the  area of the Assessment 

field.  
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The field expands to list existing assessments.  

 

 
 

Once an existing assessment is selected or a new assessment is started, answer all the assessment 

questions. Click on the drop-down arrow  icon for the multi-select boxes and click on the checkbox 

for all applicable answers. Click on the  button to continue. The “Total Score” field auto 

populates based upon the answers provided on the form. Click on the  button when finished. 
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Level of Care Assessment Summary 

 

Objective: Manage assessments for level of care. 

 

 

Click the icon for Level of Care. The Level of Care Assessment Summary displays. 

 

 

 

To add a new assessment, click the  button. To edit an existing assessment, click the action gear 

 icon and click Edit.  

Whether creating a new assessment or editing, the Level of Care Data form displays. Click the 

 area. 
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The field expands. Select an existing assessment or click the  button. 

 

 

 

The New Assessment form displays. 
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If starting a new assessment, select an enrollment and assessment type from the drop-down lists and click 

the  button. 

 

 

 

After an assessment has been selected, select a disability eligibility, eligibility diagnosis and impairments 

in adaptive behavior from the drop-down lists. Enter specialist initials and date in the proper fields. 

The next part of the assessment, Level of Care Assessment, displays. 
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Complete the rest of the assessment, filling each field with the desired selections and data. Click  

when finished. 
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Medication 

 

Client Prescriptions 

 

Objective:  Manage client prescriptions. Includes adding new prescriptions, editing existing prescriptions, 

and managing refills.  

 

 
 

Click the Client Prescriptions icon. The Client Medication Summary form displays. 

 

 
 

Click the Prescription Status dropdown box to filter to a specific status. 

 

 
 

To add a new prescription, click the  button. 
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The Add Client Prescription form displays. 

 

 
 

Fill out all required information and click  when finished. The Client Medication Summary form 

displays. 

 

 
 

To edit a prescription, click the action gear  icon associated with it and select Edit from the pop up 

menu that appears 
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The Client Prescription Edit form displays. 

 

 
 

Make any necessary changes and click  when finished. The Client Medication Summary form 

displays. 

 

 
 

To view refills, click the action gear  icon associated with it and select Refills from the pop up menu 

that appears. 
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The Refill form displays. 

 

 
 

To edit a refill, click the action gear  icon associated with it and select Edit. From the pop up menu that 

appears. 

 

 
 

The Medication Refill Edit form displays. 

 

 
 

Make any necessary changes and enter a reason for the edit. Click  when finished. 
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Medication Edit 

 

Objective:  Add or make changes to client medication records. 

 

Click on the Client Prescriptions icon in the Medication window. 

 

 

 

The Client Medication Summary form displays. Locate the desired medication and click on the action gear 

 associated with it. 

 

 

 

Select Edit from the pop-up menu that appears.  
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The Medication Edit form displays.  

Make any desired changes and click on the  button. 
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Administered Medications 

 

Objective:  View and edit medications that have been administered to a client.  

 

 
 

Click the Administered Medications icon. The Administered Medications form displays. 

 

 
 

 
 

Click the action gear  and click Edit to edit a previously administered medication.   
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The Edit Administered Medication form displays. 

 

 
 

Make any necessary changes and click on the  button. Click  when finished editing. 
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Health and Allergies 

 

Allergies 

 

 

 

The Allergy form allows users to track allergies. To add an allergy, click the  button. 

 

 

 

Use the Category drop-down list to filter the list of allergies. To add the desired allergy, click the clear 

checkbox and select the severity from the drop-down list. Click the  button when finished. 

 

 
 

To edit a previously added allergy, click the action gear  and click Edit.   
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The Edit Allergy form displays. 

 

 
 

Make any desired changes and click  when finished. 
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Medical Tests 

 

 

 

The Medical Tests form allows the tracking of medical tests. To create a new test record, click the 

 button. 

 

 

 

To add a test, click the clear checkbox  and select a result from the drop-down list. Enter a score if 

applicable. Click the  button when finished. 

 

 
 

To edit a previously entered test, click the action gear  and click Edit. The Edit Test Results form 

displays. 
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Make any changes and click  when finished. 
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Immunizations 

 

 

 

The Immunizations form allows users to track a history of immunizations. To add an immunization, click 

the  button. 

 

 

 

Use the search bar to filter the list of immunizations. To add an immunization, click the clear checkbox  

and enter a date. Click the  button when finished. 

 

 
 

To edit an existing immunization entry, click the action gear and click Edit.   
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The Edit Immunization form displays. 

 

 
 

Make any changes and click  when finished. 
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Vitals 

 

 

 

The Vitals form allows users to track and maintain a history of various vital sign measurements. To make a 

new entry, click the  button. 

 

 

 

Enter the date, height weight, and any other available information. Click the  button when 

finished. 
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To edit existing vitals, click the action gear  and click Edit. Make any changes and click  when 

finished. 
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Medical Billing 
 

Charge Entry Summary 
 

Objective:  View a summary of medical billing charges. 
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Click the Client Inquiry icon. The Charge Entry Summary form displays. 
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To edit an entry, click the action gear  associated with it and select Edit from the pop up menu that 

appears. 

 

 
 

The Edit Charge Entry Line Item form displays. 
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Make any necessary changes. To edit a line item, click the blue checkbox  icon associated with it.  

The row expands. 

 

 
 

Make any changes. To choose a different service click the magnifying glass  icon. The Medical Services 

Lookup form displays. 

 

 
 

Select a service. The Edit Charge Entry Line Item form displays. Click  when finished editing. 

 

Medical Service Request 

 

Objective: Create medical service request. 

 

 

 

Click the icon for Add Authorized Service. The Service Request Summary form displays. 
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To add a new service, click the  button.  

 

The Add Medical Service Authorization form displays. 

 

 

 

Select a program from the Service Authorization drop-down list.  

Note: Only programs containing medical services that the client is currently enrolled in display in 

the drop-down list. 
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Select a service from the Service drop-down list. Enter a begin date and end date, select a location and 

alter any other fields as necessary. Click  when finished. 

 

Medical Charge Entry 

 

Objective: Manage medical billing charge entries. 

 

 

 

 

Click the icon for Client Inquiry. The Charge Entry Summary form displays. 
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To view services, click the  icon for the appropriate program. The Charge Entry Services form displays. 

 

 

 

Click  when finished viewing. 

 

Edit 

 

 

 

To edit a charge entry, click the action gear  icon and click Edit.   



CaseWorthy™ User Guide v 7.2 

350 

 

The Edit Charge Entry form appears. 

 

 

 

Make any desired changes and click  when finished. 

  



CaseWorthy™ User Guide v 7.2 

351 

 

Medical Billing Service Entry 

 

Objective: Record service for medical billing. 

 

 

 

Click the icon for Case Notes. The Case Notes form displays. Click the  button. 

 

 

 

The Add New Case Note form displays. 
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After entering a summary and selecting a type, select an enrollment from the Program Enrollment drop- 

down list. Click the checkbox for Post Time / Service Options. More options appear in the space below. 

 

 

 

Click the checkbox for Post Medical Service.  
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The Medical Billing Service Entry form displays in a new window. 

 

 

 

The enrollment field autocompletes based on what was selected for the case note. Enter a date range. 

Select a location and service from the drop-down lists. Indicate whether EMG or not. Enter a number of 

units. Complete any other fields as applicable and click the  button. 

 

 

 

If any changes need to be made to the medical billing, click the  button. When finished, click the 

 button to complete the case note. 
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Service Spreadsheet (Update Client Account) 

 

Objective: Record medical services for billing. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for Record Services. The Record Services and Fees form displays. 

 

 
 

Select a program from the drop-down list and click the  button.   
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A list of medical services displays on the lower portion of the screen. 

 

 

 

To record a service, click the clear checkbox  icon. The row expands and the checkbox changes to  

blue. Enter a number of units and any other relevant information. Click  when finished. 
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Medical Billing Account Summary 

 

Objective: View and create medical billing accounts. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the Account icon.  
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The Client Account Summary form displays. 

 

 
 

To add a new account, click the  button. 

 

 
 

Enter an account name and click the  button. 

 

 
 

The newly created account displays on the summary form. Click on the action gear  icon to edit the 

account name or type, view transactions and balances or manage services and payments. 
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Medical Account Client Summary 

 

Objective: Create client payments to apply to medical billing services. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for Open Item List. The Service Client Summary form displays. To create a new account 

payment, click the  button. 
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Click the  button. A new, expanded row appears. 

 

 
 

Enter a date, amount, type, and target account. Click  when finished. 

 

 
 

On the Service Client Summary form, the batch now appears in the drop-down list and can be applied to 

the desired service. Click  when finished. 
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Medical Payment Detail History 

 

Objective: View medical payment history. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for View Payment History. The Client Payment Detail History form displays a list of client 

payments. 
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Medical Payment Batches 

 

Objective: View client medical payment batches. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for Payment Batches. The Client Payment Batches form displays. 

 

 
 

Click on the action gear  icon associated with the desired batch to view payment detail, batch detail or 

paid services, or print receipts.  
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Write Off Summary 

 

Objective: View and add client write-offs. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for Write Offs. The Write Offs summary form displays. Click the  button to create a 

new write-off.  
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The Service Client Summary form displays. 

 

 
 

Click the  button to create a new batch. The Client Account Payments form displays. 

 

 
 

Click the  button. Enter a date, amount, and type. Click  when finished. The Service Client 

Summary form redisplays. 

 

 
 

Select the newly created batch from the drop-down list and click the  button when finished. 
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Unbilled Medical Self Pay Items 

 

Objective: View all unbilled medical services. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for Open Item List in the All Client Reports section. The Open Items List form displays. 

 

 
 

Select a date range and click the  button.  
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All items within the specified date range display below the header section. 
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Medical Invoice Summary 

 

Objective: View and add new medical invoices. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

The Medical Invoice Summary form displays. 

 

 
 

To create a new invoice, click the  button. The Create Invoice Line form displays. 
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On the Medical Invoice Summary form, click the  icon on an existing invoice. 

 

 
 

The Invoice Line Items Summary form displays. 

 

 
 

Click  when finished viewing. 

 

 
 

To edit an existing invoice, click the action gear  icon associated with it and select Edit from the pop up 

menu that appears.   
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The Edit Medical Invoice Line form displays. 

 

 
 

Make any desired changes and click  when finished. 

 

 
 

To print an invoice, click the action gear  icon associated with it and select Print Invoice from the pop 

up menu that appears.  
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The Print Client Invoice form displays. 

 

 
 

Click the checkbox to show detail level if desired. Click the  button. The printable invoice displays 

in a new window. 
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Generate Medical Invoice w Service 

 

Objective: Record service and create new invoice. 

 

Navigation: Case Management>Health Management>Medical Billing 

 

 
 

Click the icon for Record Service w Invoice. The Record Services and Fees form displays. 

 

 
 

Enter a description and date. Select the program and where to bill from using the drop-down lists. 
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All relevant services display below the header section. 

 

 
 

Click the clear checkbox  icon to select a service, the row expands and the checkbox changes to  

blue. Enter the number of units, select family or individual, and enter any other info as needed. Click the 

 button when finished. 
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Assessments 
 

The Assessment Manager 

 

Each assessment form has a CaseWorthy™ Assessment Manager enabling the user to create a new 

assessment without a template, create a new assessment using a template, or copy and overwrite an 

existing assessment. 

 

Within workflows, the system holds the information required to create the assessment. Users need not 

click on the Assessment Manager but just proceed with the assessment. However, when adding a new 

assessment from the HUD Assessments Dashboard, the form loads with “No assessment selected” 

allowing the user to setup the assessment as desired. 

 

 

Before establishing an assessment, most HUD Assessments don’t display any fields. During the process of 

selecting or creating an assessment, the user indicates which project enrollment and assessment event the 

assessment is for allowing the system to return the fields relevant to the particular scenario. 

 

Create a Brand-New Assessment 

 

Click on the  portion of the Assessment field. 

The field expands.  
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Click on the  button to create a new assessment.  

 

The New Assessment form displays. 

 

 

Click on the down arrow  icon for Enrollment and select the desired program from the drop-down list 

that appears. Click on the down arrow  icon for Assessment Type. 

 

 
 

Select the desired value from the drop-down list that appears. Alter the assessment begin date or 

restriction if desired and click on the  button.  

 

Once the assessment is established, the Assessment field shrinks and the assessment form displays the 

fields relevant to the project type, funding sources, client age, client relationship to head of household for 

this enrollment, and the assessment type. 
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Create a New Assessment Using a Template 

 

Click on the  portion of the Assessment field. 

The field expands.  

 

 

 

Click on the  button to create a new assessment. A list of the current client’s 

previous assessments of the same type appears (e.g., if using a HUD Universal Assessment form, the list 

shows previous HUD Universal Assessments.) 

 

 

 

Select the radio button  next to the assessment to use it as a template for a new assessment. Verify 

that the button changes  and click the  button. 
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To copy all assessments for a particular enrollment and assessment event (entry, during, exit or annual), 

rather than just the current assessment type, select   

 

 

 

Indicate the desired assessment event for the new assessment and click the  button. 

 

Once the assessment is established, the Assessment field shrinks and the assessment form displays the 

fields relevant to the project type, funding sources, client age, client relationship to head of household for 

this enrollment, and the assessment type. The fields auto-populate with the template assessment’s 

answers. Review the answers and edit them as appropriate. 

 

The date for the new assessment defaults to the current date. To change the date, click on the blue 

Assessment Manager bar, select  when the Assessment Manager opens, and key in 

the new assessment date. 
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Copy and Overwrite an Existing Assessment 

 

Click on the  portion of the Assessment field. 

The field expands. 

 

 

 

Select an assessment from the list to overwrite. The fields auto-populate with the previously saved 

assessment answers. Review the answers and edit them as appropriate. Click the  button. 
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Financials 

 

Objective: Add a new Balance Sheet Assessment 

 

Navigation: Case Management>Assessments>Financials>Balance Sheet Summary 

 

 
 

The Balance Sheet Summary form displays. 

 

 
 

Click the  button to add a new assessment.  
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The Financial Assessment form displays. 

Assets and Liabilities Header (9198) and Assets and Liabilities Line Item (9199) 

 
 

Select an assessment and enter the required and relevant data for the client. Click the  button to 

activate the line item portion of the form and add Assets and/or liabilities. 

 

 
 

If the client does not have liabilities to record, the form fields shift appropriately and the  button 

changes to  button. Save to close. 
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Meals on Wheels 

 

Frozen or Shelf Stable Meals 

 

Objective: Add new Meals on Wheels assessments. 

 

Navigation: Case Management>Assessments>Meals on Wheels 

 

 
 

Select Frozen or Shelf Stable Meals from the Meals on Wheels – Assessments portion of the Meals on 

Wheels dashboard. 
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The Frozen or Shelf Stable Meals form displays. 

 

 
 

Click the action gear  icon associated with the desired assessment and select edit from the menu 

options or click the  button. The Frozen or Shelf Stable Meals form displays in either case. 

Frozen or Shelf Stable Meals 

 
 

Select an existing or create a new Assessment. Fill remaining fields as desired. Click the  button to 

save and exit. 
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ASR Assessment 

 

The ASR Assessment is used to record info necessary for the ASR report. To create a new assessment, click 

the  button. 

 

 
 

The ASR Assessment Data form displays. 

 

 
 

Click on the Assessment field. The Assessment field expands. 

 

 

 

Click on the desired assessment or click on the  button.  
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If new assessment is selected, the New Assessment form opens in a new window. 

 

 

 

Click on the down arrow  for Enrollment and select from the drop-down list. 

 

 

 

Click on the down arrow  for Assessment Type and select from the drop-down list. 

 

 

 

Click on the magnifying glass  icon for the Assessment By field. The Assessment By Lookup form 

displays. Click on the down arrow  icon for organization and select from the drop-down list.  
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Enter any or all of the User Name and click on the  button. Select the desired user from the list 

presented. The Find Users Lookup form closes. 

 

 

 

Click on the down arrow  icon for Restriction and select from the drop-down list.  

Click  to finish creating the new assessment. 

 

 

 

Select answers to all fields that appear. If the client is a veteran, additional fields appear. If Yes is selected 

for Disability, Disability Confirmation Method appears. Click  when finished. 

 
 

  



CaseWorthy™ User Guide v 7.2 

385 

 

Event – Check-in and Out 

 

To create a new Child Care Enrollment assessment, click the  button. The Child Care Enrollment 

form displays. 

 

 
 

Click on the  area of the Assessment field and select an existing assessment or create a 

new one. Make any selections from the Event In-Out drop-down list and click  when finished. 
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Child Abuse Risk 

 

Objective:  Complete an assessment for client risk of child abuse. 

 

 

From the Child Abuse Risk Summary form, click the  button. The SDM* Family Risk Assessment 

of Child Abuse/Neglect form displays. 

 

Click on the  area of the Assessment field and select an existing assessment or create a 

new one. Select answers for all fields and click  when finished. 
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Outcome 

 

 

 

The next menu item in the Assessments menu group is the "Outcome (New)" summary form.  

This form allows users to track a client's progress toward various outcomes as they relate to a given 

program. Click the checkbox  next to the desired outcome domain then select an outcome score using 

the associated checkbox  icon. 
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Self Sufficiency Matrix 

 

Objective:  Complete assessments related to clients’ self-sufficiency. 

 

 

 

The Self Sufficiency Matrix form displays. 

 

 

 

To add a new assessment event, click on the  button. The Add Self-Sufficiency Assessment form 

displays.  
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Click on the Assessment field. The Assessment field expands. 

 

 

 

Click on the desired assessment or click on the  button. If new assessment is selected, the 

New Assessment form opens in a new window. 

 

 

 

Click on the down arrow  for Enrollment and select from the drop-down list. 
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Click on the down arrow  for Assessment Type and select from the drop-down list. 

 

 

 

Click on the magnifying glass  icon for the Assessment By field. The Assessment By Lookup form 

displays. Click on the down arrow  icon for organization and select from the drop-down list.  

 

Enter any or all of the User Name and click on the  button. Select the desired user from the list 

presented. The Find Users Lookup form closes. 

 

 

 

Click on the down arrow  icon for Restriction and select from the drop-down list. 
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On the Add Self-Sufficiency Assessment form click on the  button. A list of sufficiency domains 

appears. 

 

 

 

Click on the clear checkbox  for the desired sufficiency domain.  

 

The row expands. 

 

 

 

Select the appropriate check box. Repeat this process for all the sufficiency domains. Click on the  

button. 
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The Self Sufficiency Matrix summary redisplays. 

 

 

 

To edit an outcome, click on the action gear  icon for the desired outcome and select Edit from the 

pop-up menu that appears. The Outcome Assessment Edit form displays.  

 

 

 

Make any desired changes and click on the  button. 
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CDBG Disaster Assessment 

 

 

 

The next item on the Assessments menu is the "CDBG Disaster Assessment" summary form.  

This form tracks all the details related to a client’s home after a major disaster. The conditional logic 

displays different fields based on the client’s answers to questions.  
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HUD Assessments 

 

 
 

The Assessment Manager 

 

Each assessment form has a CaseWorthy™ Assessment Manager enabling the user to create a new 

assessment without a template, create a new assessment using a template, or copy and overwrite an 

existing assessment. 

 

Within workflows, the system holds the information required to create the assessment. Users need not 

click on the Assessment Manager but just proceed with the assessment. However, when adding a new 

assessment from the HUD Assessments Dashboard, the form loads with “No assessment selected” 

allowing the user to setup the assessment as desired. 

 

 

Before establishing an assessment, most HUD Assessments don’t display any fields. During the process of 

selecting or creating an assessment, the user indicates which project enrollment and assessment event the 

assessment is for allowing the system to return the fields relevant to the particular scenario. 
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Create a Brand-New Assessment 

 

Click on the  portion of the Assessment field. 

The field expands.  

 

 

 

Click on the  button to create a new assessment. The New Assessment form displays. 
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Click on the down arrow  icon for Enrollment and select the desired program from the drop-down list 

that appears.  

 

Click on the down arrow  icon for Assessment Type. 

 

 
 

Select the desired value from the drop-down list that appears. Alter the assessment begin date or 

restriction if desired and click on the  button.  

 

Once the assessment is established, the Assessment field shrinks and the assessment form displays the 

fields relevant to the project type, funding sources, client age, client relationship to head of household for 

this enrollment, and the assessment type. 

 

Create a New Assessment Using a Template 

 

Click on the  portion of the Assessment field. 

The field expands.  
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Click on the  button to create a new assessment. A list of the current client’s 

previous assessments of the same type appears (e.g., if using a HUD Universal Assessment form, the list 

shows previous HUD Universal Assessments.) 

 

 

 

Select the radio button  next to the assessment to use it as a template for a new assessment. Verify 

that the button changes  and click the  button. 

 

To copy all assessments for a particular enrollment and assessment event (entry, during, exit or annual), 

rather than just the current assessment type, select   
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Indicate the desired assessment event for the new assessment and click the  button. 

 

Once the assessment is established, the Assessment field shrinks and the assessment form displays the 

fields relevant to the project type, funding sources, client age, client relationship to head of household for 

this enrollment, and the assessment type. The fields auto-populate with the template assessment’s 

answers. Review the answers and edit them as appropriate. 

 

The date for the new assessment defaults to the current date. To change the date, click on the blue 

Assessment Manager bar, select  when the Assessment Manager opens, and key in 

the new assessment date. 

 

Copy and Overwrite an Existing Assessment 

 

Click on the  portion of the Assessment field. 

The field expands. 

 

 

 

Select an assessment from the list to overwrite. The fields auto-populate with the previously saved 

assessment answers. Review the answers and edit them as appropriate. Click the  button. 

 

NOTE:  The Chronic Homelessness assessment appears on the Assessments form, but is no longer a 

HUD assessment. Because of the HUD 2014 standards, the chronic homeless criteria and 

determination (including the high level disabling condition question) have been incorporated into 

the HUD Universal assessment as they are universally required, and the specific disabling condition 

questions now appear on the HUD Program assessment.  
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The following HUD Assessments are depicted under the HMIS All Features Role. 

HUD Universal 

 

Navigation:  Case Management>Assessments>HUD Assessments Dashboard>HUD Assessments 

 

 

 

Click on the HUD Universal icon on the HUD Assessments menu. The HUD Universal Summary form 

displays a list of existing assessments. 

 

 
 

To edit or delete an assessment, click on the action gear  icon associated with it. To begin a new 

assessment, click on the  button.  
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The HUD Universal Data form displays. 

 

 
 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

 

Once the assessment is established, the Assessment field shrinks and the HUD Universal Data form 

displays. The display of several fields on this form is dependent upon several factors including:  client 

head of household status for this enrollment, client age, project type, funding partner, and assessment 

type. The image below is a compilation of all the fields possible on the form. 

 

Outreach Engagement Date appears when the client is the head of household for this enrollment or an 

adult, the assessment type is during, the project type is Emergency Shelter, Homeless Outreach or 

Services Only and the funding partner is included in the list below with an active grant (i.e., Assessment 

date is between Grant Start Date and Grant End Date). 

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – Emergency Shelter (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – Permanent Housing (facility based or TBRA) 

file:///C:/Users/ESG/Dropbox/My%20Stuff/Current%20Projects/5.0%20HMIS%20Functionality.docx%23_The_Assessment_Manager
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HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA – Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

 

Client Served Location appears when the client is the head of household for this enrollment and the 

assessment type is entry or during. This field is associated with a lookup form. 

Find Providers (Select) with CoC Code 

 

 

For a provider to appear on this form, a CoC code must be associated with it during setup. (See 

Provider/CoC Codes) 

 

Disabling Condition appears when the client is an adult and the assessment type is entry. 

 

Residence Prior to Project Entry - Type of Residence appears when the client is the head of household 

for this enrollment or an adult, and the assessment type is entry. 

 

Length of Time on Street, in an Emergency Shelter or Safe Haven section appears when the client is 

the head of household for this enrollment or an adult, and the assessment type is entry. 

 

Is Chronically Homeless at Entry appears when the client is the head of household for this enrollment or 

an adult, and the assessment type is entry. 

 

Enter, or select from drop-down lists, values for each field presented on the form and click on the 

 button.  
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HUD Program 

 

Navigation:  Case Management>Assessments>HUD Assessments Dashboard>HUD Assessments 

 

 

 

Click on the HUD Program icon on the HUD Assessments menu. The HUD Program Summary form 

displays a list of existing assessments. 

 

 

 

To edit or delete an assessment, click on the action gear  icon associated with it. To begin a new 

assessment, click on the  button. The Program Assessment (Input) New form displays. 

 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

 

Once the assessment is established, the Assessment field shrinks and the Program Assessment (Input) 

New form displays. The display of several fields on this form is dependent upon several factors including 

file:///C:/Users/ESG/Dropbox/My%20Stuff/Current%20Projects/5.0%20HMIS%20Functionality.docx%23_The_Assessment_Manager


CaseWorthy™ User Guide v 7.2 

404 

 

client head of household status for this enrollment, client age, project type, funding partner, assessment 

type and the answers given for previous questions. The image below is a compilation of all the fields 

possible on the form. 
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Project Completion Status appears when the assessment type is exit, the project type is Emergency 

Shelter, Transitional Housing or Homeless Prevention and the program funder is HHS:  RHY – Basic Center 

Program (prevention and shelter), HHS:  RHY – Maternity Group Home for Pregnant and Parenting Youth, 

HHS:  RHY – Transitional Living Program or HHS:  RHY – Demonstration Project. 
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Housing Assessment Disposition appears when the client is the head of household for this enrollment, 

the assessment type is exit, the project type is Coordinated Assessment and the funder is in the list below 

with an active grant (i.e., Assessment date is between Grant Start Date and Grant End Date). 

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – ES (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

 

Housing Assessment at Exit appears when the assessment type is exit, the project type is Emergency 

Shelter (ES), Transitional Housing (TH), PH - Permanent Supportive Housing (disability required for entry), 

Services Only or Homeless Prevention and the funder is in the list below with an active grant (i.e., 

Assessment date is between Grant Start Date and Grant End Date). 

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  ESG – Homelessness Prevention 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

 

Housing Status appears when the client is the head of household for this enrollment or an adult, the 

assessment type is entry and the funder is in the list below with an active grant (i.e., Assessment date is 

between Grant Start Date and Grant End Date). 

 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HHS:  PATH – Street Outreach & SS Only 

 

Move-In Date appears when the assessment type is entry or during, the project type is  

PH - Rapid Re-Housing (RRH) and the funder is HUD:  CoC - Rapid Re-Housing, HUD:  ESG – Rapid 

Rehousing or HUD:  HOPWA – Hotel/Motel Vouchers. 
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Domestic Violence appears when the client is the head of household for this enrollment or an adult, the 

assessment type is entry or during and the funder is in the list below with an active grant (i.e., Assessment 

date is between Grant Start Date and Grant End Date). 

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – ES (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

 

Non-Cash Benefits appears when the client is the head of household for this enrollment or an adult and 

the funder is in the list below with an active grant (i.e., Assessment date is between Grant Start Date and 

Grant End Date).  

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – ES (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

HHS:  PATH – Street Outreach & SS Only 

HHS:  RHY – Maternity Group Home for Pregnant and Parenting Youth 
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HHS:  RHY – Transitional Living Program 

HHS:  RHY – Demonstration Project 

VA:  Supportive Services for Veteran Families 

 

Health Insurance appears when the funder is in the list below with an active grant (i.e., Assessment date 

is between Grant Start Date and Grant End Date). 

   

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – ES (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

HHS:  PATH – Street Outreach & SS Only 

HHS:  RHY – Basic Center Program (prevention and shelter) 

HHS:  RHY – Demonstration Project 

VA:  Supportive Services for Veteran Families 

 

Employment Status appears when the client is the head of household for this enrollment or a youth, the 

assessment type is entry or exit, the project type is Emergency Shelter (ES), Transitional Housing (TH) or 

Homeless Prevention and the funder is HHS:  RHY – Basic Center Program (prevention and shelter), HHS:  

RHY – Maternity Group Home for Pregnant and Parenting Youth, HHS:  RHY – Transitional Living Program 

or HHS:  RHY – Demonstration Project. 

 

General Health Status appears when the client is the head of household for this enrollment or a youth, 

the assessment type is entry or exit, the project type is Emergency Shelter (ES), Transitional Housing (TH) 

or Homeless Prevention and the funder is HHS:  RHY – Basic Center Program (prevention and shelter), 

HHS:  RHY – Maternity Group Home for Pregnant and Parenting Youth, HHS:  RHY – Transitional Living 

Program or HHS:  RHY – Demonstration Project. 

 

Pregnancy Status appears when gender is not male or transgender male to female, the head of 

household for this enrollment or a youth, the assessment type is entry or during, the project type is 

Emergency Shelter (ES), Transitional Housing (TH) or Homeless Prevention and the funder is HHS:  RHY – 

Basic Center Program (prevention and shelter), HHS:  RHY – Maternity Group Home for Pregnant and 
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Parenting Youth, HHS:  RHY – Transitional Living Program, HHS:  RHY – Street Outreach Project or HHS:  

RHY – Demonstration Project. 

 

Substance Abuse, Mental Health Problem, Developmental Disability, Chronic Health Condition and 

Physical Disability appear when the assessment type is entry, during or exit and the funder is in the list 

below with an active grant (i.e., Assessment date is between Grant Start Date and Grant End Date). 

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – ES (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 

HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

HHS:  PATH – Street Outreach & SS Only 

HHS:  RHY – Basic Center Program (prevention and shelter) 

HHS:  RHY – Maternity Group Home for Pregnant and Parenting Youth 

HHS:  RHY – Transitional Living Program 

HHS:  RHY – Street Outreach Project 

HHS:  RHY – Demonstration Project 

 

HIV/AIDS appears when the assessment type is entry, during or exit and the funder is in the list below 

with an active grant (i.e., Assessment date is between Grant Start Date and Grant End Date) 

 

HUD:  CoC – Homelessness Prevention (High Performing Comm. Only) 

HUD:  CoC – Permanent Supportive Housing 

HUD:  CoC - Rapid Re-Housing 

HUD:  CoC – Supportive Services Only 

HUD:  CoC – Transitional Housing 

HUD:  ESG – ES (operating and/or essential services) 

HUD:  ESG – Homelessness Prevention 

HUD:  ESG – Rapid Rehousing 

HUD:  ESG – Street Outreach 

HUD:  Rural Housing Stability Assistance Program 

HUD:  HOPWA – Hotel/Motel Vouchers 

HUD:  HOPWA – Housing Information 
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HUD:  HOPWA – PH (facility based or TBRA) 

HUD:  HOPWA – Permanent Housing Placement 

HUD:  HOPWA – Short-Term Rent, Mortgage, Utility Assistance 

HUD:  HOPWA – Short-Term Supportive Facility 

HUD:  HOPWA–Transitional Housing (facility based or TBRA) 

HUD:  HUD/VASH 

HHS:  PATH – Street Outreach & SS Only 

 
NOTE:  Worst Housing Situation data element is not yet active as of release of CaseWorthy™ 5.0.1, 

per HUD Standards. The column does exist in the database and can be added to this assessment 
form upon receipt of federal funding by HUD for RHSAP. 

 

 

Enter, or select from drop-down lists, values for each field presented on the form and click on the 

 button. 

 

NOTE:  HUD 2014 standards require some assessments to be altered based upon client age. To 

facilitate tracking and managing youths reaching their 18th birthday during program enrollment, 
CaseWorthy™ presents a list on the HMIS Clients Aged Into Adulthood Since Entry form. 

 

Clients Aged into Adulthood 

 

Navigation:  Case Management>My CaseWorthy 
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A query table presents on the My CaseWorthy dashboard with a list of clients aging into adulthood. Click 

on one of the rows of information on the table. The HMIS Clients Aged Into Adulthood Since Entry form 

displays. 

HMIS Clients Aged Into Adulthood Since Entry 

 

 

 

Click on the update  icon to process the client into adulthood in the system.   
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A workflow opens in a new window. 

 

 

 

Answer the veteran status question and click on the  button. If “Yes”, the HMIS Client 

Demographics form displays. Update the veteran status field. If “No”, the workflow skips to The Aged Into 

Adulthood Assessment form. 

 Aged Into Adulthood Assessment 

 

 

This form includes several dependent fields. An answer of “Yes” to Non-Cash Benefits from Any Source 

causes the Indicate all non-cash benefit sources that apply filed to display. Click on the down arrow  

icon for Choose Options and select all applicable answers from the multi-select list that appears. Click on 

the  button. An answer of “Yes” to Covered by Health Insurance causes the Indicate all health 
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insurance sources that apply field to display. Click on the down arrow for Choose Options and select all 

applicable answers from the multi-select list that appears. Click on the  button. An answer of 

“No” to Covered by Health Insurance causes the Reason no health insurance field to display. Click on the 

down arrow  icon and select the appropriate response. When finished with the form, click on the 

 button. The client drops from the list on the HMIS Clients Aged Into Adulthood Since Entry 

form. Click on the  button. 
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Veteran Assessment 

 

 

 

Click on the Veteran Assessment icon on the HUD Assessments menu. The Veteran Assessment Summary 

form displays a list of existing assessments. 

 

 

 

To edit or delete an assessment, click on the action gear  icon associated with it. To begin a new 

assessment, click on the  button. The Veteran Assessment Add form displays. 

 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

 

Once the assessment is established, the Assessment field shrinks and the Veteran Assessment Add form 

displays. The Veteran Assessment Add form lacks rules regarding project type and funding source 

because each data element in the assessment has the same or very similar requirements. Therefore, the 

CaseWorthy™ system administrator can only link the assessment to relevant programs and more nuanced 

rules on the assessment form are unnecessary. Age conditions are omitted under the assumption that all 

veterans are older than 18.   
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The image below is a compilation of all the fields possible on the form. 

 

 

  

 

 

War Zone Name, Months Served in a War Zone and Received Friendly or Hostile Fire appear only if 

answering “Yes” to Served in a War Zone.  

 

Percent of AMI (SSVF Eligibility) and Last Permanent Address appear when the assessment type is 

entry and the client is the head of household for this enrollment. 

 

The Theatre of Operations rows appear based upon the military service dates entered. Only military 

actions that occurred during the date range appear. Rows for recent military actions do not appear for a 

veteran whose separation from military service occurred prior to them nor do rows for earlier military 

actions appear for veterans whose service entry date occurred after them. 
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Enter, or select from drop-down lists, values for each field presented on the form. If the Last Permanent 

Address field displays, click on the magnifying glass  icon. The Client Address History (Select) Lookup 

form appears. 

 

Client Address Veteran (Select) 

 

 
 

Select the desired address from the list displayed or click on the  button to enter a new 

address. The Veteran Last Permanent Address form displays.  

Veteran Last Permanent Address 

 
 

After completing the data entry and verifying the address, click on the  button. 
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Financial Assessment 

 

Navigation:  Case Management>Assessments>HUD Assessments Dashboard>HUD Assessments 

 

 

 

Click on the Financial Assessment icon on the HUD Assessments menu. The Financial Assessment 

Summary form displays a list of existing assessments. 

HMIS Financial Assessments (Summary) 

 

 

To edit or delete an assessment, click on the action gear  icon associated with it. To begin a new 

assessment, click on the  button. The Financial Assessment form displays. 

 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 
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Once the assessment is established, the Assessment field shrinks and the Financial Assessment form 

displays.  

 

 
 

If the client has no source of income, click on the Income from Any Source field, select “No” from the 

drop-down list that appears and click on the  button. Otherwise, select the relevant income 

sources and enter an amount for each. Click on the  button. 

 

NOTE:  The Financial Assessment form lacks rules regarding project type and funding source 

because there is only one data element and therefore one set of requirements for the entire 
assessment. The CaseWorthy™ system administrator can simply link the assessment to relevant 
programs and more nuanced rules on the assessment form are unnecessary. Financial assessments 

are limited by HUD requirements to heads of household and adults. These conditions are set during 
setup when linking the financial assessment to the program as shown below. 
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Individual and Household Enrollment Members Financial Summaries 

 

 
 

Click on an entry in the Financial – Individual Income query table. The Financial Assessment Summary 

form displays a list of the income, poverty total, percent of poverty and percent of AMI for the current 

client. 

 

 
 

Click on an entry in the Financial – Enrolled Household Income query table. The Enrollment Members 

Financial Summary form displays a list of total values for the income, poverty total, percent of poverty, 

and percent of AMI for all family members enrolled in the program. 

Enrollment Members Financial Summary 
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HUD Health Insurance Assessment 

 

Objective:  Complete a new HUD health insurance assessment for a client. 

 

 

 

Click the HUD Health Insurance icon. The HUD Health Insurance Summary form displays. 

 

 

 

Click  to start a new assessment.  

 

The HUD Health Insurance Assessment form displays. 
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To select an assessment or begin a new assessment, click on the  area of the Assessment 

field. The field expands to list existing assessments.  

 

 

Once the existing assessment is selected or a new assessment is started, the HUD Health Insurance 

Assessment form displays again. 

 

 
 

Answer all the assessment questions and click on the  button when finished.  
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The HUD Health Insurance Summary form displays. 

 

 

To edit an existing assessment, click the action gear  icon associated with it and select Edit from the 

pop up menu that appears. 

 

 

 

The HUD Health Insurance Edit form displays. 

 

 

To change the answer for an insurance type, click the clear checkbox  and select Yes or No from the 

drop-down list. Click on the  button when finished. 
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HUD HOPWA 

 

Navigation:  Case Management>Assessments>HUD Assessments Dashboard>HUD Assessments 

 

 

 

Click on the HUD HOPWA icon on the HUD Assessments Menu. The HUD HOPWA Summary form displays 

a list of existing assessments. 
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HUD HOPWA Data Summary 

 

 

 

To edit or delete an assessment, click on the action gear  icon associated with it. To begin a new 

assessment, click on the  button. The HUD HOPWA Data form displays. 

 

HUD HOPWA Data 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

 

Once the assessment is established and the Assessment field shrinks, click on the down arrow  icon for 

the “Receiving Public HIV/AIDS Medical Assistance” field and select a value from the drop-down list that 

appears. 

 

Note:  If “No” is selected, a new field, ‘If No to “Receiving Public HIV/AIDS Medical Assistance” 

Reason’, displays.  
 

 
 

Click on the down arrow  icon and select a value from the drop-down list that appears. 

 

Click on the down arrow  icon for the “Receiving AIDS Drug Assistance Program (ADAP) field and 

select a value from the drop-down list that appears. 

 

Note:  If “No” is selected, a new field, ‘If No to “Receiving AIDS Drug Assistance Program (ADAP) 

Reason’, displays.  
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Click on the down arrow  icon and select a value from the drop-down list that appears. 
 

 
 

When finished, click on the  button. 

 

NOTE:  The HOPWA Assessment lacks rules regarding project type and funding source because 

each data element in the assessment has the same or very similar requirements. The CaseWorthy™ 

system administrator can simply link the assessment to relevant programs and more nuanced rules 

on the assessment form are unnecessary.  

This assessment should be linked to a program in a sort order that insures the HUD Program 

Assessment precedes it in a workflow. This allows a required rule when linking the assessment to 

draw from the HUD Program's data regarding HIV Status. The system admin can insure this 

assessment only appears in the workflow for household members with HIV/AIDS as shown in the 

following image. 
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HUD PATH 

 

 

 

Click on the HUD PATH icon on the HUD Assessments Menu. The HUD PATH Assessments form displays 

existing assessments by date 

HUD PATH Data Assessments 

 

 

 

To edit or delete an entry, click on the action gear  icon associated with it. To add a new HUD PATH 

Assessment, click on the  button. The HUD PATH Data form displays. 

HUD PATH Data 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

 

Once the assessment is established and the Assessment field shrinks, click on the down arrow  icon for 

the “Client became enrolled in PATH” field and select a value from the drop-down list that appears. 
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Note:  If “No” is selected, a new field, “Reason not enrolled”, displays.  
 

 
 

Click on the down arrow  icon and select a value from the drop-down list that appears. 
 

Note:  If client is head of household for this enrollment and assessment type is “at exit”, an 

additional field, “Connection with SOAR” displays.  
 

 
   

Click on the down arrow  icon and select a value from the drop-down list that appears. 

 

When finished, click on the  button. 

 

NOTE:  The PATH Assessment lacks rules regarding project type and funding source because each 
data element in each assessment has the same or very similar requirements. The CaseWorthy™ 
system administrator can simply link the assessment to relevant programs and more nuanced rules 

on the assessment form are unnecessary.  
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HUD RHY 

 

Navigation:  Case Management>Assessments>HUD Assessments Dashboard>HUD Assessments 

 

 

 

Click on the HUD RHY Dashboard icon on the HUD Assessments Menu. The RHY Assessments Dashboard 

displays. 

 

RHY Main Assessment 
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Click on the RHY Main Assessment icon on the RHY Assessments Dashboard. The HUD RHY Data 

Summary form displays a list of existing assessments. 

HUD RHY Data Summary 

 

 

To edit or delete an entry, click on the action gear  icon associated with it. To begin a new assessment, 

click on the  button. The HUD RHY Data form displays. 

 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

HUD RHY Data 

 
 

Enter the Date of Status Determination. For the most part, the remainder of the fields on the form have 

drop-down lists associated with them. Click on the down arrow  icon for each to see the drop-down 

list. Indicate whether the client is a Family and Youth Services Bureau youth. If “No”, an additional field 

appears. Indicate the reason the client doesn’t qualify for FYSB. Enter the sexual orientation, last grade 

completed, school status, dental health status and mental health status. If answering “Yes” for “Formerly a 

Ward of Child Welfare/Foster Care Agency” or “Formerly a Ward of the Juvenile Justice System”, new fields 

display requesting the number of years the client was a ward. If answering “Less than one year” to either 
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of those fields, new fields display requesting the number of months. Select a referral source and indicate 

the client response for “Received something in exchange for sex in the past 3 months”. If “Yes”, two new 

fields request the number of times and if the client was asked or forced to engage in that activity. Click on 

the  button. 

 

HUD RHY Critical Issues 

 

From the RHY Assessments dashboard, click on the RHY Critical Issues icon. 

 

 

 

The HUD RHY Young Person's Critical Issues Summary form displays a list of existing assessments. 

HUD RHY Young Person's Critical Issues Summary 

 

 

To edit or delete an entry, click on the action gear  icon associated with it. To begin a new assessment, 

click on the  button. The HUD RHY Young Person's Critical Issues form displays. 

HUD RHY Young Person's Critical Issues 
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Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

HUD RHY Young Person's Critical Issues Edit 

 

 

Click on the checkbox for each issue. The answer defaults to “No”. Click on the down arrow  icon for 

each issue to which the client answers in the affirmative and select “Yes” from the drop-down list that 

appears. After completing the form, click on the  button.  

 

From the RHY Assessments dashboard, click on the HUD RHY Exit icon. 

 

HUD RHY Exit 
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From the RHY Assessments dashboard, click on the HUD RHY Exit icon. The HUD RHY Exit Summary form 

displays a list of existing exit assessments. 

 

 

 

To edit or delete an entry, click on the action gear  icon associated with it. To begin a new assessment, 

click on the  button. The HUD RHY Exit (Input) form displays. 

 

Follow the steps in The Assessment Manager section of this document to create a new assessment or 

overwrite an existing one. 

 

HUD RHY Exit (Input) 

 

 

For each field on the form, click on the down arrow  icon and select an answer from the drop-down list 

that displays. After completing the form, click on the  button. 
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Rent Calculation 2015 

 

Rent Calculation 

 

Objective: Edit or add a client rent calculation. 

 

Navigation: Case Management>Assessments>Rent Calculation 2015 

 

The Rent Calculation form displays. 

Rent Calculation 2015 

 
 

To edit a calculation, click on the action gear icon and select Rent Calculation from the menu options. 
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To add a new rent calculation, click the  button. 

 

 
 

The Rent Calculation form displays. 

Rent Calculation 2015 (Add) 

 
 

Choosing the edit option auto populates the form with existing data. Enter information into or make 

changes to required fields: Assessment and Rent. Fill remaining fields as desired. Click the  

button to calculate. Fields automatically populate with calculated results. When finished click the  

button. 
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Housing, Placements and Retention 

 

 

 

The next menu item in the Assessments menu group is the "Housing Placement & Retention" dashboard. 

This area allows the user to track and record everything related to a client’s housing. 
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Lease 

 

Clicking the "Lease" icon opens the Housing Lease Summary form. After selecting a landlord, several the 

fields on the lease auto populate. Enter the lease begin and end dates. For more information on the 

posting controls at the bottom of the lease, contact an account representative. 
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Access payment terms or print the lease from the Housing Lease Summary form. 
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Housing Placements 

 

 

 

Clicking the "Housing Placement" icon opens the housing placement summary screen. The housing 

placement input forms are very similar to the lease form, with the addition of the "Placed By" and 

"Placement Status" fields. From the action gear  on the summary form, access inspections, retentions 

and follow-ups.  
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Inspection:  Select the inspection type, scheduled date and inspection status. 

 

 

 

Retention:  Enter the follow-up date and type. Select the verifying user and the method by which they 

verified. 
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Follow-Up:  Select a follow-up type and status, then assign the follow up to a team and a team member if 

necessary.  

 

 

 

Click on the "Housing Inspection" icon, the "Housing Retention" icon or the "Follow-Ups" icon to access 

each respective summary form. As shown above, add a new inspection, retention or follow-up from the 

action gear  on the housing placement summary form.  
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Continuance Housing Placement 

 

 

 

Clicking the "Continuance Housing Placement" icon opens the continuance housing placement form. This 

form functions the same as the housing placement form, but allows the user to continue a different 

placement for retention purposes.  
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Weatherization 

 

 

 

The next menu item in the Assessments menu group is the "Weatherization" summary form.  

This form allows a user to track specific details about a client’s home. Enter the year built and number of 

months owned. Then enter any other housing details as necessary. 
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MOST/OST Screening Tool 

 

Offender Screening Tools 

 

Objective: View and add offender assessments. 

 

Navigation: Case Management>Assessments>MOST/OST Screening Tool 

 

The Offender Screening Tool Assessment Summary form displays. 

Offender Screening Tool Assessment Summary 

 
 

To edit an existing assessment, click the action gear  icon associated with the desired assessment and 

select Edit from the menu options. Assessments can also be deleted from this location by selecting Delete 

from the menu options. To add a new assessment, click the  button. 
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Upon clicking Edit or the  button, the Offender Screening Tool Input Form displays. 

Offender Screening Tool Input Form 



CaseWorthy™ User Guide v 7.2 

445 

 



CaseWorthy™ User Guide v 7.2 

446 

 

 

 

Select an assessment to use and edit, or enter information into all fields, as they are all required. Each 

section of the form provides a section total and percentage that come together to form a general risk 

level at the end of the form. These individual totals are also visible on the previous form, Offender 

Screening Tool Assessment Summary. 

 

Click the  button to save and exit. 
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Employment 

 

 

 

The next menu item in the Assessments menu group is the "Employment" summary form. This form tracks 

a client’s employment status and potential barriers to employment.  
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Financials 

 

The next menu item in the Assessments menu group is the "Financials" summary form. The user can either 

add a spreadsheet financial assessment or a standard version with or without calculated totals. 

From the action gear  on the summary form, the user can also add non-monthly cash equivalents. In a 

standard financial assessment, click  in the top right corner, then select an income or 

expense type and enter an amount. For the spreadsheet financial assessment and the cash equivalents 

form, click the checkbox  next to the income, expense or cash equivalent type, then enter the amount. 

 

 

 

On the Financial Spreadsheet, if a client has no income or chooses to answer “Don’t Know” or “Refused” 

use the drop-down on the top of the form.  

 

 

 

To enter an income type, click the  checkbox next to the desired income type(s) and enter the amount 

received in the last 30 days. 
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Cash Equivalent - View Only 

 

Objective:  View a list of client cash and cash equivalent assets. 

 

 

 

Click on the action gear  icon associated with the desired assessment. Select View Cash Equivalent 

from the pop up menu that appears. 

 

 

 

The Cash Equivalent Summary form displays. 

 

 

 

To view a list of cash and cash equivalents held by the client, click the action gear  and click Edit. 
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The Cash Equiv. Assessment form displays. 

 

 

 

Budget Financial Summary 

 

Objective: View and manage budget financial assessments. 
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Click the icon for Budget Summary. The Budget Financial Summary form displays. 

 

 

 

To add a new Budget Assessment, click the  button. 

The Budget Financial Assessment form displays. 

 

 

 

After selecting an assessment or creating a new assessment, select an income or expense type from the 

drop-down list and enter an amount. Repeat for every financial item desired to be added using the 

 button. Click  when finished. 
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Assets and Liabilities Detail 

 

Objective: View balance sheet for financial assessment. 

 

 

 

Click the icon for Balance Sheet Summary. The Balance Sheet Summary displays. 

 

 

 

Click the  button to add a new Financial Assessment. 

 

The Financial Assessment form displays. 
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After selecting an assessment or creating a new assessment, select an income or expense type from the 

drop-down list and enter an amount. Repeat for every financial item desired to be added using the 

 button. Click  when finished. 

 

  



CaseWorthy™ User Guide v 7.2 

455 

 

Credit Scores 

 

Objective: View and add client credit score details. 

 

Navigation: Case Management>Assessments>Financials 

 

 
 

Select Credit Scores from the Balance Sheet portion of the Financials dashboard. 

 

The Credit Score Summary form displays. 

Credit Score Summary 

 
 

To edit or view credit details, click the action gear  icon associated with the desired entry and select 

from the menu options. 
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Select Credit Details from the menu options. 

 

 
 

The Credit Score Details (Spreadsheet) form displays. 

Credit Score Details Spreadsheet 

 
 

Click the blue checkbox  icon to edit an entry. The row expands for editing. 

 

 
 

Make any desired changes. Click the  button to save and exit.  
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Debt Payoff Calculator 

 

Objective: Calculate client debt payoff plan. 

 

Navigation: Case Management>Assessments>Financials 

 

 
 

Select Debt Payoff Calculator from the Calculators portion of the Financials dashboard. 

 

The Debt Payoff Calculator Summary form displays. 

Debt Payoff Calculator Summary 

 
 

To edit a calculation, click on the action gear  icon associated with the desired calculation and select 

Edit from the pop up menu that appears. To add a new calculation, select the  button.  
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The Debt Payoff Calculator Input form displays in either case. 

Debt Payoff Calculator Input 

 
 

Enter information into required fields: Amount Owed and Interest Rate. Provide a Calculation Description 

if desired. Enter either the desired monthly payment amount or the desired number of months. Click the 

 button. The remaining fields populate with the calculation results. Click the  button to 

save. Click the  button to exit. 
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Affordability Analyzer 

 

Objective: Determine maximum home purchase price. 

 

Navigation: Case Management>Assessments>Financials 

 

 
 

Select the Affordability Analyzer from the Calculators portion of the Financials dashboard. 

 

The Affordability Analyzer Calculator Summary form displays any existing, saved calculations. 

Affordability Analyzer Calculator Summary 

 

To add a new calculation, click the  button.  
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The Affordability Calculator Input (Add New) form displays. 

Affordability Calculator Input (Add New) 

 
 

Fields, (2) Housing Debt Rate and (3) Debt Income Rate present default values, but are editable. Enter 

information into required fields: Length of Loan, 15/30 Year Int. Rate (appears upon selection of Length of 

Loan), (1) Monthly Gross Income (All Family Members), (4) Total Monthly Debt Payments, and Down 

Payment. Remaining fields auto populate at the input of information into required fields. To auto 

populate the Escrow Information / Calculation section of the form, simply click within the section. Click the 

 button to print. Click the  button to save and exit. 
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To edit an existing calculation, select the action gear  icon associated with the desired entry and select 

edit from the menu. 

 

 
 

The Affordability Analyzer Calculator Input (Add New) form displays. 

Affordability Analyzer Calculator (Edit) 

 
 

This form utilizes the same functionality as the previous Affordability Analyzer Calculator Input (Add New) 

form. Make any necessary or desired changes and click the  button to save. Click the  

button to exit. 
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Amortization Scheduler 

 

Objective: Calculate and view amortization payment schedule. 

 

Navigation: Case Management>Assessments>Financials 

 

 
 

Select the Amortization Scheduler from the Calculators portion of the Financials dashboard. 

 

The Amortization Scheduler Input form displays existing amortization schedules. 

Amortization Scheduler Summary 

 
 

To edit an existing calculation, click the action gear  icon associated with the desired calculation and 

select Edit from the menu. Identical forms are used to edit and add new. 
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To add a new calculation, select the  button. 

 

The Amortization Scheduler Input form displays. 

Amortization Scheduler Input 

 
 

Enter information into required fields: Loan Amount, Interest Rate, Years, and Payments per year. Click the 

 button.  
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The Payment Amount field auto populates according to information entered. 

 

 
 

The  button appears upon calculation. Click the  button to view payment schedule. A 

new popup window appears. Print or save as necessary. Click the  button to save and exit. 
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Child Care 

 

 

 

The next menu item in the Assessments menu group is the "Child Care" summary form.  

This form allows the user to track specific details related to a client's child care needs. Enter hours worked 

per week, then select varied or set schedule. If set schedule is chosen, select the specific days that the 

client works.  
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Child Feeding Instructions 

 

Objective: Allow parents to dictate various feeding instructions for their children. 

 

Navigation: Case Management>Assessments>Child Care>Feeding Instructions>…Add New 

 

 
 

Under the Client Dashboard click Assessments to view a pop-up menu. Select the Child Care dashboard 

from the menu. The Child Care dashboard appears.  

 

 
 

Click the Feeding Instructions icon.  
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The Feeding Instructions Summary page appears.  

 

 
 

Click the  button to view the Child Feeding Instructions form. The Child Feeding Instructions 

form displays.  

 

 
 

Select an assessment to copy or add a new assessment. Fill in the form by using the drop-down menus or 

manually typing in information.  
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Scroll down to view the rest of the form.  

 

 

 
 

To schedule a follow-up, click the  icon. The Schedule Case Manager Followup form appears. Some 

information auto populates. Enter any remaining information.  

 

 
 

Click the  button at the bottom of the form to return to the Child Feeding Instructions form. To add 

a signature, click the  button at the bottom of the form. Click the  button to save the 

form and return to the Feeding Instructions Summary page. 
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Infant Feeding Preferences 

 

Objective: Record parent dictated feeding preferences for infants at different age milestones.  

 

Navigation: Client Dashboard>Assessments>Child Care>…Feeding Preferences 

 

 
 

Under the Client Dashboard click Assessments to view a pop-up menu. Select the Child Care dashboard 

from the menu. The Child Care dashboard appears. 

 

 

 

Click the Feeding Preferences icon.  
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The Infant Feeding Preference Summary page appears.  

 

 

 

Click the  button to view the Infant Feeding Preferences form. The Infant Feeding Preferences 

form displays. 

 

 

 

Select an assessment to copy or add a new assessment. Fill in the form by using the drop-down menus or 

manually typing in information. To add a signature, click the  button. Click the  button to 

save the form and return to the Infant Feeding Preference Summary page. 
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Spirituality 

 

 

 

The next menu item in the Assessments menu group is the "Spirituality" summary form.  

This form allows the user to track a client’s religious preferences and needs. Use the check box to denote 

if the client attends services. If they do, specify where they attend service. Select whether or not the client 

wants spirituality assistance. 
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Transportation 

 

 

 

The next menu item in the Assessments menu group is the "Transportation" assessment.  

This form allows the user to track a client’s transportation needs and automobile specifics. Select a 

transportation and ownership type. If the client owns a vehicle, enter the insurance carrier. If the client has 

a driver’s license, enter specific details related to their license. 

 

 

 

On the Transportation Summary form, click the  button.   
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The Transportation Assessment form displays. 

 

 

 

Click on the  area of the Assessment field and choose an existing assessment or create a 

new one. Select a transportation type, ownership type, and driver’s license info if applicable. Click on the 

 button when finished. 
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Ryan White 

 

 

 

The next menu item in the Assessments menu group is the "Ryan White" summary form.  

This form stores specific HIV/AIDS data, related to the Ryan White grant. Select the client's HIV/AIDS 

status, then enter appropriate related data based upon status.  
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Add Client Demographics – RW 

 

Objective: Demographics form for programs funded by Ryan White. 

 

Navigation: Case Management>Health Management>Ryan White>Ryan White Demographics>Add 

Client Demographics – Ryan White 

 

 
 

Under the Case Management tab, select Health Management. A pop-up menu appears. Select Ryan 

White. The Ryan White Dashboard appears. 

 

 
 

Select RW Demographics.  
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The Add Client Demographics – RW form appears. 

 

 
 

Many fields will automatically populate. This form is essentially identical to the Client Demographics form. 

In this setting, it is being used to collect domographics information for programs funded by Ryan White. 

Click the  button to save and close the form.  

 

 

View Files 

 

Objective: View files linked to the Ryan White Assessment. 

 

From the Ryan White Dashboard, select the icon labeled RW Assessment. 

 

 

The HIV form appears. Click the action gear  icon next to any assessment date and select View Files 

from the pop-up menu that appears.  
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The View Client Files form appears displaying any files that have been created.  

 

 
 

Click on the  icon to select a file for downloading. Click the  button to download all 

selected files.  

 

 
 

Click on theaction gear  icon to view a pop-up menu with additional options. Select View Image, to 

view the image. Select Generate Embed Doc Link to create a link to the file.  
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VI SPDAT and SPDAT 

VI SPDAT 

 

Objective:  Provides easily accessible prompt questions and assessment forms for VI SPDAT 

assessments for individuals and families. The assessment workflow is accessed either through 

the VI SPDAT dashboard or from the Add Client menu. 

 

Navigation:  Case Management>Assessments>VI SPDAT 

 

 

 

From the VI SPDAT Dashboard, select the desired functionality; individual or family, create or 

review by clicking on the appropriate menu icon. 
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SPDAT 

 

Objective: VI SPDAT Enhancements for 2017 

 

Navigation: Case Management>Assessments>VI SPDAT and SPDAT 

 

The following are new forms to display a summary of and capture the new VI SPDAT and SPDAT 

assessments for Family, Single Adults, and Youth. 

 

Click on the Family SPDAT V. 2.01 icon. The Family SPDAT V. 2.01 Summary form displays. 

Family SPDAT V. 2.01 (9364) 

 
 

This form simply displays any previous assessments and the general score for each category within that 

assessment. Use the action gear  icon to edit or delete the existing assessment. Use the  

button to add a new assessment. 
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The SPDAT Family 2.01 form displays. 

 

 
 

Select an assessment, an assessment level (use the help text) for each section, and any comments as 

necessary. Save to continue. Once the assessment has been completed it appears on the summary form. 

 

The same functionality exists for the Single Adults and Youth SPDAT. 

 

The Single Adult SPDAT V. 4.01 Summary form displays. 

 

 
 

Click on the  button.  



CaseWorthy™ User Guide v 7.2 

481 

 

The Single Adults SPDAT V. 4.01 displays. 

 

 
 

The Youth SPDAT V. 1.0 Summary form displays. 

 

 
 

Click on the  button.  
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The Youth SPDAT V. 1.0 form displays. 
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Administration 

 

Navigation: Administration>Reporting>Compliance Reports>SPDAT 

 

The SPDAT Analytics form displays. 

SPDAT Analytics (9448) 

 
 

Select the desired SPDAT to view a report on: Individual, Family, or Youth and select a date range. Click 

the  button to view results. 

 

 
 

A pivot form displays with the desired information. Use the pivot functionality to view the results as 

desired. 
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Individual VI SPDAT 

 

To create a new VI SPDAT assessment, either proceed from the dashboard by clicking on the 

Individual VI SPDAT icon or click on the  button in the upper portion of 

the taskbar on the left. 

 

 

If selecting the Individual VI SPDAT icon, the VI SPDAT Summary form displays.  

 

 

 

Click on the  button.  

 

If initiating the assessment by the  method, click on the 

 button. 
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From the drop-down menu, select VI SPDAT. 

 

 

 

Irrespective of initialization method, the VI SPDAT workflow displays.  
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Enter the first section of identifying information including name, date of birth, social security 

number and gender. Click on the  button. The space expands, listing any 

existing clients that may be a close match to the entered information. See if the new client is 

already in the system. If so, click on the name presented in the list. If not, click on the 

 button. Select the desired VI SPDAT (Family or Individual) from the drop-

down list. Select values from the drop-down lists for language, citizenship and military service. 

Enter any contact information and select a value from the drop-down lists for relationship to 

head of household and information sharing. Click on the  button. 
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The next step in the workflow appears. 

 

 

 

To add a client contact, select their relationship to the client from the drop-down list and enter 

any available contact information. Click the  button to move to the next step in the work 

flow. 

 

 

 

Edit the program entry date and restriction values if desired and select the desired program 

from the drop-down list. Click on the  button.  
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The next section of the work flow appears with a superimposed window offering to copy a 

previous assessment. Selecting “Yes” pulls current client data from an earlier assessment into 

the current assessment. That data can then be reviewed and altered if desired during the 

assessment process. Select “Yes” or “No” and click on the  button. 

 

 

 

 

 

Enter the Interviewer name, agency location…edit the date and time if desired…select the client 

response for consent. Click on the  button. The General Information/Consent step 

collapses and scrolls to the top of the form.  
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The Housing section of the form expands. 

 

 

 

There are navigation buttons,  and  at the bottom of each section of this 

assessment. Within the assessment, there are open ended questions and questions with drop-

down lists from which to select a response. Open ended questions have a related field that 

indicates whether the client answered the question or refused. These fields are editable and 

default to “Answered”. Read the questions to the client and enter their responses. Click on the 

 button to continue to the next step. The assessment questions relating to risk appear. 
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Ask the client the questions, enter their responses and click the  button to continue. 

The socialization related questions appear. 

 

 

 

Some questions in the assessment are not for the client, rather are for the interviewer to 

provide their professional opinion regarding specific aspects of the client’s situation. These 

questions begin with the words “OBSERVE ONLY DO NOT ASK”. Read these questions silently 

and select a response from the drop-down list. 

Ask the client the questions, enter their responses and click the  button to continue. 

The wellness related questions appear. 
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Ask the client the question, enter the response and click the  button to continue. The 

next step in the assessment appears. 

 

 

 

Click the checkbox  for each condition and if the client indicates having the condition, change the 

answer to “Yes.” Click on the  button.   
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The next page of questions appears. 

 

 

 

 

Ask the client the questions, enter the responses and click the  button to continue.   
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The last page of questions appears. 

 

 

 

Ask the client the questions, enter their responses and click the  button to continue. 

The first two questions related to military service only display if the client responded in the 

affirmative to an earlier question regarding military service. The last question on the form is a 

request to take the client’s picture. If they agree to have their picture taken, the following form 

appears when the interviewer saves the form. 

 

 

 

Click on the  button.   
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The Add New form displays. 

 

 

 

Start the camera, capture the image and upload the image. Alternatively, browse and select an image to 

upload. Click on the  button. Verify that the image uploaded and click on the  button.  

The workflow is now complete. Verify that the assessment steps are all complete and click on the 

 button. 
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Single VI SPDAT V2 

 

Objective: Add and print assessments and capture client photo. 

 

Navigation: Case Management>Assessments>VI SPDAT and SPDAT 

 

 
 

Select Single VI SPDAT V2 of the VI SPDAT portion of VI SPDAT and SPDAT dashboard. 

 

The VI SPDAT Version 2 Summary form displays. 

 
 

To edit an existing assessment, click the action gear  icon associated with the desired assessment and 

select Edit from the menu options. To add a new assessment, click the  button. 
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The VI SPDAT V2 – Individual form displays in either case. 

VI SPDAT V2 – Individual 
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Enter information into all fields, as they are all required. If the participant has not consented to participate, 

sections A, B, C, and D collapse and are no longer accessible. 

 

To capture a client photo for the VI SPDAT V2 Assessment select “Yes” when prompted to add a picture 

under the Follow Up Questions portion of the form. 
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A  button appears. 

 

 
 

Click the  button. 

 

The Capture and Upload Photo form displays. 

Capture and Upload Photo 

 
 

Follow the steps as outlined in the form. Click the  button when finished. 
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To print an existing assessment from the summary form, select the action gear  icon associated with 

the desired assessment. Select Print from the menu options. 

 

 
 

The VI SPDAT PDF Report form displays. 

VI SPDAT PDF Report 

 
 

Select the  button. The report downloads. Print according to any appropriate computer settings.  
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Individual VI SPDAT Score Summary 

 

The Individual VI SPDAT Score Summary form is accessed by clicking on the Single Score Summary icon 

on the VI SPDAT menu of the VI SPDAT Dashboard.  

 

 

 

The form that displays presents all individual VI SPDAT scores for the selected date range. This form is not 

filtered by current client. 
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VI-SPDAT Prescreen for Single Adults Report 

 

Click on any data line in the tabular VI SPDAT Pre Screen window on the VI SPDAT Dashboard. 

 

 

 

The VI SPDAT Summary form appears. Click on the action gear  icon associated with the desired 

assessment. Select “VI SPDAT Single” from the pop up menu that appears. 

 

 

 

The VI-SPDAT Prescreen for Single Adults Report opens in a new window. This report is exportable, 

printable and viewable.  

An example of the first page appears below. 
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Family VI SPDAT V2 

 

Objective: View, add, and print assessments. 

 

Navigation: Case Management>Assessments>VI SPDAT and SPDAT 

 

 
 

Select Family VI SPDAT V2 from the F VI SPDAT portion of the VI SPDAT and SPDAT dashboard. 

 

The Family VI SPDAT Version 2 Summary form displays. 

Family VI SPDAT Version 2 Summary 

 
 

To edit or print an existing assessment, click the action gear  icon associated with the desired 

assessment and select the appropriate menu item. To add a new assessment, simply select the  

button. 
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The Family VI SPDAT Version 2 form displays in either case. 

Family VI SPDAT Version 2 



CaseWorthy™ User Guide v 7.2 

505 
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Enter information into all fields, as they are all required. If the participant has not consented to participate, 

sections A, B, C, D and E collapse and are no longer accessible. 
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To add a second parent to the household, select “yes” when prompted by the field “Is there a second 

parent currently part of the household?” under the General Information/Consent portion of the 

assessment. 

 

 
 

The new field Second Parent appears upon selection. 

 

 
 

Use the magnifying glass  icon to select a parent. 

 

The Select Family Member form displays. 

Select Family Member 

 
 

Select a family member from one of the rows. 

 

 
 

The family member name appears in the dialog box. To print an existing assessment, simply select the 

action gear icon associated with the assessment and select Print from the menu options. 
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The VI SPDAT Family PDF Report form displays. 

VI SPDAT Family PDF Report 

 
 

Select the  button. The report downloads. Print according to any appropriate computer settings.  
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Youth VI SPDAT 

 

Objective: View, add, and print new assessments. 

 

Navigation: Case Management>Assessments>VI SPDAT and SPDAT 

 

 
 

Select Youth VI SPDAT from the TAY VI SPDAT portion of the VI SPDAT and SPDAT dashboard. 

 

The VI SPDAT Youth Summary form displays. 

VI SPDAT Youth Summary 

 
 

To edit an existing assessment, click the action gear  icon associated with the desired assessment and 

select Edit from the menu options. To add a new assessment, select the  button.  
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The VI SPDAT V2 – Youth form displays in either case. 

VI SPDAT V2 – Youth 
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Enter information into all fields, as they are all required. Click the  button to save and exit. 

 

To print an existing assessment, simply select the action gear  icon associated with the desired 

assessment and then select Print from the menu options. 

 

 
 

The VI SPDAT Youth PDF Report form displays. 
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VI SPDAT Youth PDF Report 

 
 

Select the  button. The report downloads. Print according to any appropriate computer settings.  
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Youth Score Summary 

 

Objective: View score summary for Youth VISPDAT assessments. 

 

Navigation: Case Management>Assessments>VI SPDAT and SPDAT 

 

 
 

Select Youth Score Summary from the TAY VI SPDAT portion of the VI SPDAT and SPDAT dashboard.  

 

The VI SPDAT Summary form displays. 

VI SPDAT TAY Summary 

 
 

Enter a date range and select the  button to display existing assessments within the specified 

time frame. 
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This is a view only form. Click the  button when finished.  
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TAY VI SPDAT Consent Summary 

 

Objective: View TAY VI SPDAT summary based on consent given. 

 

Navigation: Case Management>Assessments>VI SPDAT and SPDAT 

 

 
 

Select TAY VI SPDAT Consent Summary from the TAY VI SPDAT portion of the VI SPDAT and SPDAT 

dashboard. 

 

The VI SPDAT TAY Consent Summary form displays. 

VI SPDAT TAY Consent Summary 
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Enter a date range and indicate which consent type to view, “yes” or “no”, then select the  button 

to display existing assessments within the specified time frame. 

 

 
 

This is a view only form. Click the  button when finished.  
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Family VI SPDAT 

 

 

 

Click on the Family VI SPDAT icon in the F VI SPDAT menu on the VI SPDAT dashboard. The Family VI 

SPDAT Summary display. Click  to begin a new assessment. 
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The workflow displays. 

 

 

 

Enter the first section of identifying information including name, date of birth, social security 

number and gender. Click on the  button. The space expands, listing any 

existing clients that may be a close match to the entered information. See if the new client is 

already in the system. If so, click on the name presented in the list. If not, click on the 

 button. Select the desired VI SPDAT (Family or Individual) from the drop-

down list. Select values from the drop-down lists for language, citizenship and military service. 

Enter any contact information and select a value from the drop-down lists for relationship to 

head of household and information sharing. Click on the  button. 
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The next step in the workflow appears. 

 

 

 

A list of the client’s contact displays. To add a new client, click the  button. When finished, 

click the  button. 
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To add a client contact, select their relationship to the client from the drop-down list and enter 

any available contact information. Click the  button to move to the next step in the work 

flow. 
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To add a second head of household, fill out the form following the example of the Add New Client form. If 

no second head of household is to be added, click on the  button. The next step of the 

workflow displays. 

 

 

 

Add any children to the family assessment by clicking on the  button and adding the required 

and desired information to the expanded row that displays. Repeat this process until all children have 

been added. Click on the  button.  

The next step of the workflow displays. 

 

 

 

Alter the Program Entry Date if desired and select Family VI SPDAT from the drop-down list displayed 

upon clicking in the Program field. Alter the Provider and Restriction fields if desired. Click on the 

 button. 
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The Family VI SPDAT survey step displays. 

 

 

 

Enter the interviewer’s name and the agency with which they are affiliated. Adjust the Survey Date & Time 

as desired. Enter the location and indicate whether the client agrees to participate in the survey. Click on 

the  button. The General Information/Consent section of the assessment form collapses and the 

next step, Children, expands. 

 

 

 

Ask the client the questions, enter their responses and click the  button to continue. 

The housing related questions appear. 
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Ask the client the questions, enter their responses and click the  button to continue. 

The risk related questions appear. 

 

 

 

Ask the client the questions, enter their responses and click the  button to continue.   
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The socialization related questions appear. 

 

 

 

Ask the client the questions, enter their responses and click the  button to continue. 

The wellness related questions appear. 

 

 

 

 

Ask the client the question, enter their response and click the  button to continue.   
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The next page of wellness questions appears. 

 

 

 

Click the checkbox  for each condition and if the client indicates having the condition, change the 

answer to “Yes.” Click on the  button.   
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The next page of questions appears. 

 

 

 

 

 

Ask the client the questions, enter their responses and click the  button to continue.  
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The family unit related questions appear. 

 

 

 

Ask the client the questions, enter their responses and click the  button to continue. The 

next step in the assessment appears. 
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Ask the client the questions, enter their responses and click the  button to continue. The 

first two questions related to military service only display if the client responded in the 

affirmative to an earlier question regarding military service. The last question on the form is a 

request to take the client’s picture.  

If they agree to have their picture taken, the following form appears when the interviewer saves 

the form. 

 

 

 

Click on the  button. The Add New form displays. 

 

 

 

Start the camera, capture the image and upload the image. Alternatively, browse and select an image to 

upload. Click on the  button. Verify that the image uploaded and click on the  button.  

 

The workflow is now complete. Verify that the assessment steps are all complete and click on the 

 button.  
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VI SPDAT Family Member Spreadsheet 

 

 

 

Click on any of the data lines from the Family VI SPDAT Pre-Screen table on the dashboard. The Family VI 

SPDAT Summary form displays. 

 

 

 

Click on the action gear  icon associated with the desired entry. 

 

 

 

Select “View Family Composition” from the pop up menu that appears.   
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The VI SPDAT Family Member Spreadsheet form displays, listing the family members and their pertinent 

data. 
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Family VI SPDAT Summary 

 

The Individual VI SPDAT Score Summary form is accessed by clicking on the Family Score Summary icon 

on the F VI SPDAT menu of the VI SPDAT Dashboard.  

 

 

 

The form that displays presents all family VI SPDAT scores for the selected date range. This form is not 

filtered by current client. 
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SPDAT  

 

Objective:  Provides easily accessible prompt questions and assessment forms for SPDAT 

assessments for individuals and families. The assessment workflow is accessed through the 

SPDAT dashboard. 

 

Navigation:  Case Management>Assessments>SPDAT 

 

 

 

From the SPDAT dashboard, select the desired functionality; individual or family, by clicking on 

the appropriate menu icon. 

 

 

Individual SPDAT 

 

To create a new SPDAT assessment, proceed from the dashboard by clicking on the Individual 

SPDAT icon. The Individual SPDAT Summary form displays. 
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To initiate the assessment, click on the  button. The Individual SPDAT form displays. 

 

 

 

The default value for the Assessment field is “No Assessment Selected”. 
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Click on the field. The field expands. 

 

 

 

Click on the  button.  

A new window opens.  

 

 

 

Select the desired Enrollment and Assessment Type. Make any other desired alterations. Click on the 

 button.   
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The Self-Care and Daily Living Skills section of the form expands. 

 

 

 

Click on the Help  icon. 
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 The probing questions for this section display in a new window. 

 

Ask any or all of the questions to extract enough information from the client to enable the determination 

of the assessment level for this section. Click on the  button. The questions window closes and the 

user is returned to the form. 

 

 

 

Click on the Assessment Level field. A drop-down list of assessment level descriptions displays. Select the 

most appropriate description by clicking on it. Enter any desired comments into the comments box and 

click on the  button. 
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The Self Care and Daily Living Skills section collapses and the Social Relationships and Networks section of 

the assessment expands. 

 

 

 

Click on the Help  icon. The probing questions for this section display in a new window. 

 

Ask any or all of the questions to extract enough information from the client to enable the determination 

of the assessment level for this section. Click on the  button. The questions window closes and the 

user is returned to the form. 

Click on the Assessment Level field. A drop-down list of assessment level descriptions displays. Select the 

most appropriate description by clicking on it. Enter any desired comments into the comments box and 

click on the  button. 

 

The probing questions for each section are presented here. 
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Meaningful Daily Activity 

 

 

 

Money Management 

 

 

 

Managing Tenancy 
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Physical Health and Wellness 

 

 

 

Mental Health and Wellness 
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Medication 

 

 

 

Interaction with Emergency Services 

 

 

 

Involvement in High-Risk and/or Explosive Situations 
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Substance Use 

 

 

 

Abuse and/or Trauma 
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Risk of Personal Harm/Harm to Others 

 

 

 

Legal 
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History of Homelessness and Housing 

 

 

 

 

After completing all sections of the assessment, the SPDAT score appears in the lower left of the form. If 

finished, click on the  button. The Individual SPDAT Summary form displays with the just 

completed assessment listed. 
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Family SPDAT 

 

 

 

To create a new Family SPDAT assessment, proceed from the dashboard by clicking on the 

Family SPDAT icon. The Family SPDAT Summary form displays. 

 

 

 

To initiate the assessment, click on the  button.   
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The Family SPDAT Add New form displays. 

 

 

 

The default value for the Assessment field is “No Assessment Selected”. 

 

 

 

Click on the field. The field expands. 

 

 

 

Click on the  button.   



CaseWorthy™ User Guide v 7.2 

547 

 

A new window opens.  

 

 

 

Select the desired Enrollment and Assessment Type. Make any other desired alterations. Click on the 

 button. The Self-Care and Daily Living Skills section of the form expands. 

 

Click on the Help  icon.   
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The probing questions for this section display in a new window. 

 

 

 

Ask any or all of the questions to extract enough information from the client to enable the determination 

of the assessment level for this section. Click on the  button. The questions window closes and the 

user is returned to the form. 

 

 

 

Click on the Assessment Level field. A drop-down list of assessment level descriptions displays. Select the 

most appropriate description by clicking on it. Enter any desired comments into the comments box. 

 

NOTE:  Clicking on the  button at this point results in an error message listing all the 

incomplete assessment questions. Fill out every section first. 

 

Click on the Help  icon. The probing questions for this section display in a new window. 
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Ask any or all of the questions to extract enough information from the client to enable the determination 

of the assessment level for this section. Click on the  button. The questions window closes and the 

user is returned to the form. 

Click on the Assessment Level field. A drop-down list of assessment level descriptions displays. Select the 

most appropriate description by clicking on it. Enter any desired comments into the comments box and 

continue to the next section. 

 

The probing questions for each section are presented here. 

 

 

 

Meaningful Daily Activity 

 

 

  



CaseWorthy™ User Guide v 7.2 

550 

 

Money Management 

 

 

 

Managing Tenancy 

 

 

 

Physical Health and Wellness 
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Mental Health and Wellness 

 

 

 

Medication 
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Interaction with Emergency Services 

 

 

 

Involvement in High Risk and/or Explosive Situations 

 

 

  



CaseWorthy™ User Guide v 7.2 

554 

 

Substance Use 

 

 

 

Abuse and/or Trauma of Parents 
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Risk of Personal Harm/Harm to Others 

 

 

 

Legal 
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History of Homelessness and Housing 

 

 

 

The sections entitled Parental Engagement, Stability and Resiliency of Family Unit, Needs Of Children, Size 

Of Family and Interaction with Child Protective Services and/or Family Court have no probing questions 

help screen. 

 

 

 

After completing all sections of the assessment, the Family SPDAT score appears in the lower left of the 

form. If finished, click on the  button. The Family SPDAT Summary form displays with the just 

completed assessment listed. 
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Food Pantry 

 

 

 

The last menu item in the Assessments menu group is the Food Pantry Assessment. The Food Pantry 

assessment collects information that assists staff in creating food boxes that are appropriate for the 

family’s needs and manageable to transport. 

 

To add a new assessment, click the  button on the summary form.  

 

 

 

On the assessment input form, enter all required/relevant information then save the form. 
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Family 

 

Family Case Notes 

 

Objective: Access family-specific case notes. 

 

Navigation: Case Management>Family 

 

 
 

Click the icon for Case Notes. The Family Case Notes form displays all existing family case notes. 
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Family Enrollment Member Summary 

 

Objective: Enroll a family in a program or view existing enrollments. 

 

Navigation: Case Management>Family 

 

 
 

Click the Enrollments icon. The Family Enrollment Member Summary form displays all existing enrollments 

for the family. 

 

 
 

To add a new enrollment, click the  button.  
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The Add/Edit Enrollment form displays. 

 

 
 

Select a program from the drop-down list and edit any other fields as desired for the enrollment. Click 

 when finished. 
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Family Service Plan Summary 

 

Objective: View any existing family service plans. 

 

Navigation: Case Management>Family 

 

 
 

Click the Service Plans icon. The Family Service Plan Summary displays all existing service plans for the 

family. 

 

 
 

Click on the action gear  icon associated with the desired service plan and select the appropriate pop 

up menu selection to edit, manage goals and steps, view notes, manage outcomes, review plan history or 

run the service plan report. 
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My CaseWorthy 

 

The My CaseWorthy menu has tools and functionality that supports the Case Manager in managing their 

case load. The links to forms and screens in this area are user-specific rather than client-specific as in the 

three previous menu areas. The case manager can view client activities across their caseload rather than 

navigating to multiple client records. 

Client Activity Search 

 

Search Client By S-CM-CN 

 

Objective: Search clients by services, case manager, or case note type. 

 

 

 

Select a Type from the drop-down list. Use any of the other drop-down lists to filter results and then click 

the  button. All clients that fulfill the search criteria display in the spreadsheet below. 
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My Client Activities 

 

 

 

The first menu item in the My CaseWorthy menu group is the "My Client Activities" dashboard. Here, a 

user can access various information related to the clients to whom they are assigned as a case manager. 
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My Client Activities 

Case Assignments 

 

 
 

Clicking the "Case Assignments" icon opens the case assignments summary form. This form displays all of 

a case manager’s clients as well as the programs they are associated with. Click on the program name 

hyperlink to navigate to the enrollment summary form. 
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Incident Reports 

 

 
 

Click the icon for Incident Reports. The My Client Incident Participants form displays. 

 

 

 

Click the action gear  icon for the desired entry and click Edit. 
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The Edit Incident Report form displays. 

 

 

 

Make any desired changes and click  when finished. 
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Incident Report Follow-Up 

 

Objective: Create follow-ups for incident reports. 

 

From the My Client Incident Participants form, on the desired client incident, click the action gear  icon 

associated with it and select Edit from the popup menu that appears. 

 

 

 

The Edit Incident Report form displays. Click the checkbox icon  for Schedule Follow-up. 

 

 

 

The Add Employment Followup form displays. 
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Click the magnifying glass  lookup icon for Assigned Team.  

The Select Team Lookup form displays. 

 

 

 

Select the desired team from the list. Use the search bar to filter team names if desired. 

 

 

 

The Assigned Team field updates with the selected team. Select a Team Member if desired and modify 

any other fields as desired. Click  when finished. 

The Edit Incident form displays with the Schedule Follow-up checkbox now indicating that it has been 

completed. 
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Click  to finish editing the incident report. 
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Follow Ups 

 

From the ‘My Client Activities’ Menu on the ‘My Client Activities’ dashboard, select ‘Follow-ups.  

 

 
 

The ‘My Assigned Follow-ups’ form displays. 
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Select the desired follow-up task by clicking on the checkbox  to the left of the follow-up line. 

 

 

 

The follow-up expands to allow editing.  

 

 

 

As desired, select from the drop-down lists for Status and Follow-up Type.  
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Make any other changes desired and click the  button. Select ‘Follow-ups’ from the menu again to 

see any changes in the table listing. 

 

Client Alerts 

 

 
 

Clicking the "Client Alerts" icon opens the client alerts summary form. This form displays alerts associated 

with all of a case manager’s clients. 
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Program Wait List 

 

 
 

Clicking the "Program Wait List" opens the program waitlist summary form. This form displays all of a case 

manager’s clients who have been placed on a wait list, along with the respective waitlist they are on. The 

list can be sorted by status, if needed. 
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Bar List 

 

 
 

 

Clicking the "Bar List" icon opens the bar list summary form. This form displays all of a case manager’s 

clients who have been barred from a program or service. 
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Hold Service Requests 

 

Click on the Hold Service Requests icon in the My Client Activities window. 

 

 
 

 

The Hold Service Requests form displays a list of service requests on hold. 
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Referrals 

 

Click on the My Referrals icon in the My Client Activities window. 

 

 
 

 

The Referral Out by Me form displays. 

 

 

 

Locate the desired referral and click on the action gear  associated with it.   
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To edit a referral, select Edit from the pop-up menu that appears. 

 

 

 

The Edit Provider Referral form displays. 

 

 

 

Make any desired changes and click on the  button. 

 

To create a referral report, select Referral Report from the pop-up menu. 
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The Referral Report opens in a new window. 
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The report can be exported in various formats. 

 

 

  



CaseWorthy™ User Guide v 7.2 

584 

 

Organization Referral 

 

Objective: Manage client referrals. 

 

Navigation: Case Management>My CaseWorthy>My Client Activities 

 

 
 

Select Organization Referral from the My Client Activities portion of the My Client Activities Dashboard. 

The Referral Out by Me form displays. 

 

 
 

Exisiting referrals display. To edit a referral (change status/outcome or refer to user ID), view a referral 

report, or delete, click the action gear  icon associated with the desired referral and select the 

appropriate menu option. Click the  button when finished.  
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My Recent Activity 

Clients Created Recently 

 

Objective:  View a list of recent clients created by the currently logged on case manager within a chosen 

date range. 

 

 
 

Click the My Recent Clients icon on the My Recent Activities menu. The Clients I Created Recently form 

displays. 

 

 
 

Select a date range and click the  button. Recently created clients display in the spreadsheet 

below. 
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My Recent Services 

 

Objective:  View and edit recently recorded services. 

 

 

 
 

Click the My Recent Services icon on the My Recent Activity menu. The My Recorded Services summary 

form displays a list of services recorded by the case manager currently logged on. 

 

 
 

Select a date range and click the  button.   
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Services displays in the space below the search bar. 

 

 
 

To edit a service, click the action gear  icon associated with it and select Edit Service. 

 

 
 

The Add/Edit Service form displays. Make any changes and click the  button. 
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The My Recorded Services form displays again with the new record in the list. 

 

 
 

To view a transaction, click the action gear  icon associated with it and select View Account 

Transaction. The View Transaction History form displays. 

 

 
 

Click  when finished viewing. The My Recorded Services form displays again. 

 

 
 

To delete a recorded service, click the action gear  icon associated with it and select Delete. Click OK 

on the confirmation dialog box that appears 
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My Actionable Activities 

Internal Referrals Input 

 

Objective:  Add a new internal referral. 

 

 
 

Click the Internal Referral (To Me) icon on the My Actionable Activities menu. The My Client Referrals form 

displays. 

 

 
 

Click the  button. The Internal Referrals Input form displays. Enter all necessary info and click 

 when finished. 
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My Business Contacts 

 

Objective:  View and edit business contacts. 

 

 
 

Click the My Business Contacts icon on the My Actionable Activities menu. The Entity Assignments 

Summary form displays. 

 

 
 

To add a new provider, click the  button. The Business Contacts Assignments form displays. 

 

 
 

Click the clear checkbox  and enter a begin date, end date, and relationship. Click on the  

button. The Entity Assignments Summary form displays. 
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To edit a provider, click the action gear  icon associated with it and select Edit from the pop up menu 

that appears. 

 

 
 

The Entity Assignment Edit form displays. 

 

 
 

Make any changes and click the  button. The Entity Assignments Summary form displays again. 
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To view provider contacts, click the magnifying glass icon  under a provider. The View Provider 

Contacts form displays. 
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My Client Information 

Categorize Clients 

 

Objective:  Categorize clients into set categories such as High Risk and Observe Taking Medications. 

 

 
 

Click the Categorize Clients icon on the My Client Information menu. The Categorize Clients Summary 

form displays. 

 

 
 

To add a new client to the list, click the  button. The Categorize Clients form displays. 
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Click the magnifying glass  icon to look up a client by program. The Clients in Program form displays. 

 

 
 

Select a program from the drop-down list, enter a name, and click  to see a list in the lower half 

of the form. 

 

 
 

Click the client’s name to add it. Click  when finished. 
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My CaseWorthy 
 

 
 

The next menu item in the My CaseWorthy menu group is the "My CaseWorthy" dashboard.  
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(Continued on next page) 



CaseWorthy™ User Guide v 7.2 

597 

 

 

 

Goal Plan (Summary) 

 

Objective:  Edit, manage and delete goal plans and goal progress notes. 
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Click on the desired case assignment presented in the My Case Assignments query table on the My 

CaseWorthy dashboard. The My Case Assignments Summary form displays. 

 

 
 

Click on the desired Program Name link. The Enrollments form displays. 

 

 
 

Click on the  button.  

The relevant rows appear. 

 

 
 

Click on the action gear  icon associated with the desired program. Select Treatment/Service Plan from 

the pop up menu that appears.  

 

 
 

The Enrollment Service Plan Summary form displays. 
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Click on the action gear  icon associated with the desired service plan. Select Service Plan Goals from 

the pop up menu that appears. 
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The Goal Plan Summary form displays. 

 

 
 

Click on the  button associated with the desired goal. The Progress Notes Summary by Goal form 

displays. 

 

 
 

Print, edit or delete progress notes from this form. 
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Goal Progress Notes Summary 

 

Objective:  View, print, edit or delete goal progress notes. 

 

 

 

Click on the desired case assignment from the My Case Assignments query table on the My CaseWorthy 

dashboard. The My Case Assignments form displays. 

 

 

 

Click on the desired case assignment program name hyperlink. The Enrollments form displays. 
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Click on the  button. Qualifying enrollments appear on the form. Click on the action gear  icon 

associated with the desired enrollment. Select Treatment/Service Plan from the pop up menu that 

appears. 

 

 

 

 

 

The Enrollment Service Plan Summary form displays. 

 

 

 

Click on the action gear  icon associated with the desired service plan. Select Progress Notes from the 

pop up menu that appears. 
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The Goal Progress Notes Summary form displays. 

 

 

 

Print, edit or delete progress notes from this form. 
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My Calendar 

 

Click on the "My Calendar" icon. The Calendar displays. 

 

 

 

The calendar format can be changed from  to  or  by clicking on the appropriate icon in 

the upper right of the form. A specific date may be selected by clicking on the date  icon in the upper 

left of the form. The two arrow  icons move the display by month, either forward or backward. To 

print the calendar, click on the  button. 
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Change Password 

Clicking the "Change Password" icon opens the change password form. This form allows a user 

to change their password at any time. Simply key in and confirm the new password.  
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Stored Signatures 

 

Objective: View and add signatures to be stored in the system for easy use on forms. 

 

Navigation: Case Management>My CaseWorthy>My CaseWorthy>Store Signatures 

 

The Stored Signatures form displays. 

 

 
 

A list of all stored signatures displays. To add a new signature, click the  button. The Add Saved 

Signature form displays. 

 

 
 

A disclaimer statement displays, notifying the user that they are agreeing to add their signature to the 

system. Click the  button to add the signature.  
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The signature pad displays. To store the signature, make sure to click the Store this Signature checkbox. 

 

 
 

Save to close. 
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Subordinate Pending Assessments 

Clicking the "Subordinate Pending Assessments"  icon opens the subordinate pending 

assessments summary form.  Any user set up as a supervisor has access to the list of clients with 

assessments pending for all users linked as their subordinate.  

 

Pending Assessments 

Clicking the "Pending Assessments"  icon opens the pending assessments summary form. 

This form provides the user with a list of all of their clients for which enrollment assessments have not 

been fully completed.  

 

 

 

Click on the hyperlink for the desired assessment. The Enrollments Summary form displays. 

 

 

 

Locate the desired assessment and click on the action gear  associated with it.  

Select the desired menu option from the pop-up menu. 
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My Files 

Click the My Files  icon. The View User File form displays a list of all files saved for the user. 

 

 
 

To view a saved file, click on the action gear  icon for the desired file and select View Image from the 

pop up menu that appears. 

 

 
 

To save a new file, click on the  button. The Add User Files form displays.  

 

 
 

Select the file type from the drop-down menu. Enter a label for the file. Click on the  button and 

locate the file to be saved. Save the form. Click the  button when finished viewing the files. 
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Time Off Request 

 

Objective: Create and view time off requests. 

 

Navigation: Case Management>My CaseWorthy>Time Off Request 

 

 
 

Select Time off Request from the Administrative portion of the My CaseWorthy dashboard. The Time Off 

Summary form displays. 

Time Off Summary (8746) 

 
 

Exisitng requests display. Click the action gear  icon associated with the desired request to Edit or 

Delete by selecting the appropriate menu option. To add a new request, click the  button.  
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The Time Off Request (Input) form displays. 

Time Off Request (Input) (8747) 

 
 

The Request date defaults to the date the request is created. Input a Begin and End Date. Enter a time off 

Type, Hours Requested Off, and a Status. Click the  button to save and exit. 
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My Supervisor Team 

 

Objective: Edit planned services for an enrollment as well as enrollment members’ entry and exit dates. 

 

Navigation: Case Management>My CaseWorthy>My CaseWorthy 

 

 
 

Select My Supervisor Team from the My CaseWorthy portion of the My CaseWorthy dashboard. 

 

The Subordinates – My Team Members form displays. 

 
 

Select the action gear  icon associated with the desired team member and select Case Assignment 

from the menu options. 
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The My Case Assignments Summary form displays. 

 

 
 

Select the desired program name. 

 

The Enrollments form displays. 

 



CaseWorthy™ User Guide v 7.2 

614 

 

 
 

Select the action gear  icon associated with the desired program status and select Treatment / Service 

Plan from the menu options. 
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The Enrollment Service Plan Summary form displays. 

 

 
 

Select the action gear  icon associated with the desired service plan and select Planned Services from 

the menu options. 
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The Planned Services form displays. 

Planned Services 

 
 

To add a new planned service, simply click the  button. 

 

The Planned Service Add form displays. 

Planned Services Add  
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Currently planned services are indicated by a blue checkbox  icon. To add new services, check the clear 

 checkbox icon associated with the desired services, the row expands for editing. Enter a valid quantity. 

 

 
 

Click the  button to save and exit. To add or remove members to or from a team, follow the steps 

above but select Members from the action gear  icon menu options (located on the Enrollments form). 

 

 
 

The Enrollment Members for Case Management form displays. 

 

 
 

Select the action gear  icon associated with the desired member and select Edit Dates For Removed 

Members from the menu options. 
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The Edit Removed Member Entry Exit Dates form displays. 

Edit Removed Member Entry Exit Dates 

 
 

Edit Begin Date and End Date as needed and click the  button to save and exit. 
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Expense Reports 

 

Objective: View and create expense reports for supervisor team members. 

 

Navigation: Case Management>My CaseWorthy>My CaseWorthy>My Supervisor Team 

 

The Subordinates – My Team Members form displays. 

 

 
 

Click the action gear  icon associated with the desired user and select Expense Reports from the menu 

options. 

 

The Expense Reports form displays. 

 

 
 

A list of all filed expense reports for that user display. Use the action gear  icon to launch the report. To 

add a new report, click the  button. 
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The Expense Report Header form displays. 

 

 
 

Enter a date range and description and use the  button to add detailed information for each 

expense. The row expands. 

 

 
 

Select the type of expense that is being filed, the amount, project, and task associated with the expense. 

Add an image (receipt) or signature if desired. Save and close. 
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My Teams 

The My Teams  icon leads the user to a list of all teams of which they are a member. From 

the action gear  the user can select the “Members” option to view a list of team members and add 

others to the team.  

 

Clicking on the “Follow Ups” option displays a list of all clients who have follow ups linked to that team. 

The hyper-link can be used to navigate to the appropriate form to complete the follow up tasks. 

 

 

 

 

Action Resolution Team Summary 

 

To manage incident actions and resolutions for the user’s team, click the action gear  icon for the 

desired team, and select Actions from the pop up menu that appears. 
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The Action Resolution form displays. 

 

 

 

To add a new action, click the  button. To edit an existing action, click the action gear  icon 

associated with it and select Edit from the popup menu that appears. Either method displays the Edit 

Incident Action/Resolution form. 

 

 

 

Enter a date, action type, description and status. Click  when finished. 
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Discussion Threads 

 

Discussion Threads functionality can be implemented in various areas in CaseWorthy™. In brief, users 

comment on tasks and/or transactions in the system and journal the comments in a thread. In baseline, 

this functionality is implemented on incident report approval processes. Once a user is included in a 

discussion thread, they can view the thread.  

Click on the “Discussion Thread”  icon in the My CaseWorthy area. 

 

 

 

Two icons are available to view discussion threads, “My Threads (Owner)” and “Threads Assigned to Me”. 

Appropriate lists present based upon the user’s selection. 
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Email History 

Clicking the "Email History"  icon opens the email history summary form. This form displays all 

emails that involve the logged-in user. Click the  button to see all email details. 

 

 

 

To create a new email, click the  button. 

 

 

 

The Create Email form displays. 

 

 

 

The Your Email field automatically fills with the user’s email. Enter the desired recipient(s) email(s) in the 

To field, enter a Subject and enter the message in the Body field. Use a template if desired. Click the 

 button when finished to send the email.  
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Bulletin Board History 

Click on the Bulletin Board View History  icon. The View Bulletin Board History form displays a list 

of previously viewed bulletin board messages so the user may refer back to it if desired. 
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Actions / Resolutions 

 

Objective: Manage user issue action resolutions. 

Click the icon  for Actions / Resolutions. The Actions and Resolutions Summary form displays. To 

edit an action and resolution, click the action gear  icon associated with the desired action or 

resolution and select Edit from the pop up menu that appears. 

 

 

 

The Edit Incident Action/Resolution form displays. 

 

 

 

Make any desired changes and click  when finished. 
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My Scheduled Reports 

 

Objective: View and edit scheduled reports. 

Click the icon for My Scheduled Reports. The My Scheduled Reports form displays a list of any of 

the current user’s previously scheduled reports. 

 

 

 

To edit a scheduled report, click the action gear  icon and click Edit. 

 

 

 

The Edit Schedule Report form displays. 

 

 

Make any changes and click the  button when finished editing. 
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My Unfinished Workflows 

 

Objective: View unfinished workflows. 

 

Navigation: Case Management>My CaseWorthy>My CaseWorthy 

 

 
 

Select My Unfinished Workflows from the My CaseWorthy dashboard. 
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The My Unfinished Workflows form displays. 

 

 
 

Select any desired workflow for completion from the list of all incomplete workflows. The workflow opens. 

If no workflow is selected, click the  button to leave the form. 

  



CaseWorthy™ User Guide v 7.2 

630 

 

Time – Clients, Programs, Services 

Click on the Time – Clients, Programs, Services icon  in the Time window. The User Client Time 

Summary form displays. 

 

 

 

To add a new entry, click on the  button. The Add Common User Time form displays. 

 

 

 

Record the date of the time. Click on the down arrow  icon to select the type from the drop-down list 

that appears. Enter the hours. Click on the Client Name & Program magnifying glass  icon.  

 

The Client Names and Programs Lookup form displays. 

 

 

 

Enter any or all of the Client Name and Program Name and click on the  button.   
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Select the desired row from the list and click on it. 

 

 

 

The client name is parsed to the previous form. Click on the down arrow  icon to select the service from 

the drop-down list that appears. 

 

 

 

Click on the down arrow  icon to select the activity from the drop-down list that appears. Do the same 

for the location. If desired, click on the  button to add notes regarding this time entry. 

 

When finished, click on the  button. 

To edit time, locate the desired entry and click on the action gear  icon associated with it and select 

Edit from the pop-up menu that appears. 
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The Edit Common User Client Time form displays. Make any desired changes and click on the  

button. 
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Time – Client, Services,Goals, Steps 

 

Objective:  Add, edit or view user service plan time. 

Click on the Time – Client, Services,Goals, Steps icon in the Time window. The User 

Time - Client Service Plan form displays. 

 

 

 

To add service time, click on the  button. The User Service Plan Time (Add) form Displays. 

 

 

 

If the default values are not correct, make any changes desired. Enter the number of hours and click on 

the magnifying glass  icon for client name to select the client receiving the service. Add case notes if 

desired. Click on the  button. 

To edit an existing service time entry, locate the desired service time and click on the action gear  icon 

associated with it. Select Edit from the pop-up menu that appears. 
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The Edit User Client Time form displays. Make any desired changes and click on the  button. 
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Calendars 

 

In Out Find Client W / Reservation Info 

 

Objective:  Look up a client with reservation info. This can be achieved in multiple sections where 

reservations can be placed, in this example Class is used. 

 

 

Click on the Class icon. The Class Calendar displays. 
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Click a timeslot on the calendar and click Reservations. The Reservations W/ Check-In form displays. 

 

Click the  button to add a new row if necessary and then click the magnifying glass  icon for 

Client. The Find Client W/ Reservation Info form displays. 
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Enter any known fields and click the  button. 

 

Search results display in the space below the search parameters. Select the desired client by clicking on 

the row. 

 

New fields allow the user to indicate tardiness and/or if the student left early from a class. 

Select Class Calendar from the My Calendars Dashboard. The Class Calendar form displays. (select a 

resource and usage to populate) 

 

 
 

Click on a class and select Check-In Reservations from the menu options. 
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The Resource Usage Attendance Calendar form displays. 

 

 

 

Expand the row on a client to view more options. 

 

 

 

An option to indicate tardiness or if a client left early has been added to this form. Select the Tardy or Left 

Early checkbox and the Tardy by and Left Early by fields display. Use the drop-down list on these fields to 

enter the appropriate amount of time. If a time is selected, the descriptions fields display to the right to 

enter reasons for the tardy or leaving early. 
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Courses and Tests 

 

Objective: Assign tests to certain classes on certain days and record student’s scores for each test. 

 

Navigation: Case Management>My CaseWorthy> My CaseWorthy>Calendars 

 

Select Class Calendar from the My Calendars Dashboard. The Class Calendar form displays (select a 

resource and usage to populate). 

 

 
 

Quiz/Test Setup 

 

Click on a class and select Quiz/Test Setup from the menu options. The Course Quizzes and Tests form 

displays. 
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This form allows a user to indicate any tests that are going to be administered on that particular day for 

this class. A list of all the tests displays (tests must have a category type Education). Select the desired 

tests. The Test Type field allows the user to indicate what kind of test it is, test, quiz, mid-term, etc. Enter a 

score for this test, the score is the total number of points the test is worth. 

 

Quiz/Test Results 

 

Click on a class and select Quiz/Test Results from the menu options. The Quiz and Test Results Calendar 

form displays. 

 

 
 

Students who have been checked in to this class on this day, display. Expand a row to enter a score for the 

student. 

 

 
 

Both a numeric score and letter grade can be entered. 
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In and Out Calendar 

 

Objective:  View the In and Out calendar and generate a roster report. 

 

 
 

Click the In and Out Calendar icon. The In Out Calendar form displays calendar events by the day, week or 

month, filterable by Location, Resource and Usage. 

 

 
 

  



CaseWorthy™ User Guide v 7.2 

643 

 

The In Out Calendar set to view a single day with five-day care classrooms. 

 

 
 

Event Roster 
 

To view a Roster Report:  navigate to the desired date, click on the desired event and click Roster – Slot. 
 

  



CaseWorthy™ User Guide v 7.2 

644 

 

The report displays in a new window. 

 

 
 

Participant Check In 

 

To check in a client, click a timeslot on the calendar and select Check-In. 
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The In Out Check-In form displays. 

 

 
 

Click the clear checkbox  to check in a participant. The field expands. 

 

 
 

Select a check-in time and click the  button. The Add Signature form displays in a new window. 

 

 
 

Enter the appropriate name, select a role/title and sign the form. Click the  button. Click  on 

the In Out Check-In form when finished checking participants in. 
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Participant Pick-up 

 

 
 

Click the  button. The Parent Pick Up form displays. 

 

 
 

Click  to add a new pick-up contact. The Add Client Contact form displays in a new window. 

 

 
 

Enter a first and last name, begin date, and relationship. Click the  button.  
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The window closes and the Parent Pick Up form displays. 

 

 
 

To edit an existing contact, click the action gear  and select Edit from the pop up menu that appears. 

 

 
 

The Edit Client Contact form displays. 

 

 
 

Make any necessary changes and click the  button. 
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Participant Check-Out 

 

Objective: Check-out a client from a class. 

 

Navigation: Case Management>My CaseWorthy>Calendars>In and Out 

 

The In Out Calendar form displays. 

 

 
 

Click on a desired event and select Check Out from the menu options that display. 
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The In Out Check-Out form displays. 

 

 
 

A list of all clients that have been checked in, displays. Select a client to check them out. The row expands. 

 

 

 

Update the check-out date, add a signature, case note, and/or email. Use the  button to 

indicate who picked up the client, if applicable. Save and close. 
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Check-In 

 

Objective: This is an updated check in form for the In/Out calendar. It is used to check people into an 

event or class with a signature. 

 

 

From the My Calendars dashboard, click on the icon labeled In and Out.  
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The In Out Calendar appears.  

 

 
 

Click on an event. A pop-up menu appears. 

 

 
 

Click Check-In.  
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The Check In form displays.  

 

 
 

Click the  icon next to the desired client. The row expands and the  icon turns blue.  

 

 
 

Click on the date  and time  icons to adjust the check in date and time. Click the  button 

to add a signature. Click the  button to choose a parent. Use the date  button in the Check Out 

column to specify a check out date. Click the  button to save and close the form and return to the 

In Out Calendar.  
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The In Out Calendar displays.  

 

 
 

To check out a client, click Check Out. The Check out Generic form displays a list of all checked in clients.  

 

 
 

Click the date  and time  icons to adjust the check out date and time. Click the  button to 

save and close the form.  
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Find Client with Reservation Info 

 

Objective:  View client reservation information when setting an appointment for service to verify that the 

client doesn’t already have a reservation. 

 

 
 

Click on the Front Desk icon on the Calendars menu. The Front Desk Calendar form displays. 
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To limit the events displayed, select filter values from the three fields in the calendar header:  Location, 

Resource and Usage. Click on the  button. Alter the display by date or by time frame (month, 

week or day). 

 

With the desired events displayed on the form, hover over the desired event. Availability information pops 

up in a small window. 

 

 

 

Click on the desired event. A pop up menu displays. 

 

 

 

Select Schedule Appointment.   
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The Schedule Appointment form displays in a new window. 

Reservation with Check in 

 

 

Click on the magnifying glass  icon.  

 

The Find Client with Reservation Info Lookup form displays. 

Find Client with Reservation Info 

 

 

To locate the desired client, enter any or all of the name and click on the  button. Alternatively, 

click on the  button to add a new client. The form displays a list of clients matching the search 

criteria. 

 

 

 

The data presented indicates if the client is currently reserved or not. If the desired client is already 

currently reserved, click on the  button to exit the form.   
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If the desired client is not currently reserved, click on the row for that client. 

 

 

 

With the client name in place, alter the dates if desired. To check the client in to the service now, click on 

the “Check Client In?” checkbox. Click on the  button. 
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Issue Follow-up 

 

Objective:  View, edit or delete issue follow-up information. 

 

 
 

Click on the Follow-Up Team (Hyperlink) icon on the Calendars dashboard menu. The Follow-Up Team 

Calendar (Hyperlink) form displays. 
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Click on the desired appointment or calendar event and select Diagnosis Codes from the pop up menu 

that appears. 

 

 

The Issue Follow Up form displays. 

 

 

 

Click on the action gear  icon associated with the desired issue and select Edit from the pop up menu 

that appears. 

 

 

 

The Issue Follow-up Edit form displays.  

 

 

 

Record any follow up information regarding the issue and click on the  button. 
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Event Calendar 

 

Objective:  Make reservations and check-in participants to events. 

 

 
 

Click on the Volunteer Event icon in the calendars window. The Event Calendar form displays. 
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Click on an event. A pop up menu appears. 

 

 

 

Select Reservation from the menu. The Reservation form displays. 

 

 

 

Click on the  button. A new row appears. Click on the magnifying glass  icon. The Participant 

Lookup form displays. Select the desired entity type from the drop-down list. Optionally enter some or all 

of the desired participant name or the birth date. Click on the  button. 
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Select the desired participant from the list provided. Click on the  button. 

 

 

 

Select Check-In from the pop up menu. The Check-In form displays. 

  



CaseWorthy™ User Guide v 7.2 

663 

 

Event Check in Add 

 

 

 

Click on the clear checkbox  next to the participant name. Make any required changes and click on the 

 button. 

 

 

 

The checkbox  is now blue, indicating the participant is checked in. 
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Calendar Reservations W/ Check-In 

 

Objective:  Check a client in to a class or housing slot at the same time as the reservation creation. 

 

Select the Class icon from the Calendars menu. 
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Click on the desired event on the calendar. The popup menu appears. Select Reservations from the pop 

up menu. 

 

 

 

The Reservations form displays. Click the  button to add a new reservation. Enter the client 

name, the start date (if different from the defaulted date), the end date, and the reservation date between 

values. To check the client in to the class, check the check box. If a locker is associated with this class, click 

on the magnifying glass  icon and select the desired locker. 

 

 

 

When finished, click on the  button. 
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Absence Calendar 

 

Objective: View and manage client absences in a calendar. 

 

Navigation: Case Management>My CaseWorthy>Calendars 

 

 

 

Click the icon for Absence.  

The Absence Calendar displays. Use the drop-down lists and  button to filter the calendar. 
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To view details of an absence, click the entry and click View.  

 

 

 

 

The Absence Management (Input) form displays. 
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Meals on Wheels 

 

Objective: Manage Meals on Wheels  

 

Navigation: Case Management>My CaseWorthy>Calendars 

 

 
 

Select Meals on Wheels from the Calendars dashboard. 
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The Meals on Wheels Calendar form displays. 

 

 
 

Select a Location, Resource, and/or Usage if desired to filter results and click the  button to 

populate the list. Click the desired event and select Summary from the menu options. 
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The Meals On Wheels Summary by Client form displays in a new pop-up window. 

Meals on Wheel Summary by Client (8954) 

 

 

A list of all reserved clients for that event (meal service) displays. To delete a client from the route, click 

the action gear  icon associated with the desired client and select Delete from the menu options. 
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The Delete Meals on Wheels form displays. 

Delete Meals on Wheels (8955) 

 

 

Select the appropriate deletion date, click the  button to save and exit. 
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Workshop 

 

Objective: Manage workshop series including: reservations. 

 

Navigation: Case Management>My CaseWorthy>Calendars 

 

 
 

Select Workshop from the My Calendars dashboard. The Workshop Calendar form displays. 

 

 
 

Select a Provider and Resource (and a Usage if desired). Click the  button to populate results.  
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The Workshop Calendar displays. 

 

 
 

Select an event by clicking, a menu appears. Select Reservation from the menu options to make a 

reservation for a client. The Calendar Reservations-Assign Slot form displays in a new pop-up window. 

Calendar Reservations – Workshop New (8805) 

 
 

Use the magnifying glass  icon to select a client to reserve. Once a client has been selected, click the 

 button to save and return to the Workshop Calendar form. 
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Child Care Calendar – Instructor View 

 

Objective: Instructor view of the Child Care calendar.  

 

From the My Calendars dashboard, click on the icon labeled Child Care – Instructor View. 

 

 

 
 

The Child Care – Instructor View Calendar appears. 
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Click on a class/event to view a pop-up menu.  

 

 
 

Many of the same options found on the Child Care calendar appear on this menu. Click on Roster. The 

Child Care Roster displays.  

 

 

Child Care Roster allows teachers of each classroom to see a list of all children in the class, important 

information about each child, and when they were checked in and out for that day. Click on the  

button to view a picture of the child. Click the  button to close the form. 

Child Care Check-In 

 

Objective: Check each child into their child care class each day. 
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From the My Calendars dashboard, click on the icon labeled Child Care to view the Child Care calendar. 

The Child Care Calendar form appears.  

 

 
 

Click on a block of time designated for child care that has spaces reserved.  
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A pop-up menu appears. 

 

 
 

Select Check-In from the menu. The Check-In form displays. 

 

 
 

A list of all persons reserved appears. A blue  colored checkbox next to a client’s name indicates that 

they have already been checked in. To check in a client, select the  icon next to the client’s name.  
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The row expands. 

 

 
 

Click the date  and time  icons to adjust the check-in date and time. Click the  icon to select a 

client to check in. The Child Care Pick-Up Select form appears.  

 

 
 

Select a person by clicking on them. The person’s name will now appear in the Drop-off Person column. 

Fill in any other desired information. To add a required signature, click the  button. Click the 

 button to complete check-in and return to the Child Care Calendar. 
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Child Care Meals 

 

 
Click on Meals to record a meal service for children that are reserved and checked in to the usage. The 

Child Care Meals form displays. 

 

 
 

Select a meal from the drop-down menu. Adjust the meal time by clicking the date  and time  

icons. Click the  button. A list of checked in clients appears with the selected meal type next to 

their name.  

 

 
 

Click the  icon next to the desired client. The check box turns blue  and the row expands.  

 

 
 

Fill in any desired information and click the  button. The form closes and the userr is returned to 

the Child Care Calendar. Upon re-entry to the Meals form, the meal will display after the  button 

is selected. 
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Child Care Naps 

 

Select Naps from the menu. The Naps Summary form appears.  

 

 
 

Click the  button to record a new nap. The Nap form appears.  

 

 
 

Select Nap from the drop-down menu and adjust the date or time by clicking on the date  and time 

 icons.  
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Click the  button to view a list of all checked in clients. 

 

 
 

Select a client by clicking the  icon to record a Nap. The checkbox turns blue  and the row expands. 

 

 
 

The date and time auto-populate. Fill in the Mat Assignment field by entering a value or description. Click 

the  button to record the nap and return to the Child Care Calendar. 

 

 
 

To record an end time for a nap click Naps on the pop-up menu on the Child Care Calendar. The Naps 

Summary form appears.  
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Click the action gear  icon. A pop-up list appears. Click End Nap. The End Nap form appears. 

 

 
 

The information auto-populates. If a field is blank, enter in the information manually. Click the date  

and time  icons to adjust the date and time. Click the  button to save the form and return to 

the Nap Summary form.  

 

 
 

To edit a nap, click Edit Nap from the pop-up menu under the Nap Summary form. The Edit Nap form 

appears.  

 

 
 

Edit the Nap field, begin time, end time, or mat assignment. Click the  button to save the form and 

return to the Child Care Calendar. Click the  button to cancel and return to the Child Care 

Calendar. 

 

Child Care Diaper Change 
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Select Diaper Change from the pop-up menu. The Diaper Change Summary Form appears. 

 

 
 

Click the  button to add a diaper change. The Diaper Change form appears. 

 

 
 

Select Diaper Change from the drop-down menu and click the  button. A list of checked in clients 

appears. Select a client by clicking the  icon to record a diaper change.  
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The checkbox turns blue  and the row expands. 

 

 
 

Enter information by using the drop-down menus. Click the  button to record the diaper change 

and return to the Child Care Calendar.  

 

Child Care Check-Out 

 

 

 

 

Select Check-Out from the menu.  
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The Check-Out form displays. 

 

 
 

Select the  icon next to the client’s name to check out a client. The row expands.  

 

 
 

Adjust date and time by clicking the date  and time  icons. Add a check out signature by clicking the 

 button. Look up a check out person by clicking the  icon. To add a case note, click the 

 button. Click the  button to finish check out and return to the Child Care Calendar.  
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Feeding Instructions Followup 

 

Objective: This form is the follow-up to remind teachers to do another feeding instructions assessment 

with a parent. 

 

Note: In order to view a follow up reminder on this calendar, a follow up appointment must be set 
up in advance. To set a follow up, navigate to the Feeding Instructions form on the Child Care 
dashboard, and click the button labeled Schedule Followup at the bottom of the form.  

 

From the Calendars dashboard, click on the icon labeled Follow-up Team (Hyperlink). 
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The Follow Up Team Calendar Hyperlink form displays.  

 

 
 

A follow up appointment has already been scheduled for October 21st. To view the follow up, use the 

drop-down menu at the top of the page to select the appropriate Approval Group. Appointments are now 

visible. Click on the appointment. A pop-up menu appears. 

 

 
Click on Feeding Instructions. The Feeding Instructions Followup form displays.  
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Click on the action gear  icon. A pop-up menu displays.  

 

 
 

To make changes to the follow up or change the follow up status, click on Edit. To begin a new feeding 

Instructions assessment, click on Feeding Instructions Assessment. Click the  button to return to 

the calendar.  
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Facility Management Calendar 

 

Objective: Schedule time to reserve a facility. 

 

Navigation: Case Management>My CaseWorthy>Calendars>Facility Management Calendar 

 

 
 

Under the Case Management tab, select Calendars.  
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The Calendars Dashboard displays.  

 

 
 

Click the Facility Management icon.  
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The Facility Management Calendar displays.  

 

 
 

To schedule an appointment click on an event. A pop-up menu appears.  

 

 
 

Select Schedule Appointment.  
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The Schedule Appointment form appears. 

 

 
 

Adjust the Start and End dates and times by clicking the date  and time  icons. Click the  

button to save the appointment and return to the Facility Management Calendar. 
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Gift Cards 

 

 
 

The next menu item in the My CaseWorthy menu group is the Gift Cards Dashboard. Use the links to 

access forms that allow the user to view the list of gift cards in their possession, commit cards to clients, 

assign cards to clients, or transfer the gift card to another user.  

 

There are also links on the lower portion of the dashboard that can be placed on supervisor roles that 

allow for approval processes to be put into place prior to gift card assignments or transfers.  
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My Program Waitlist 

 

 

 

The next item on the My CaseWorthy menu is the My Program Waitlist form. This form is used to search 

for a list of clients on specific program waitlists. 

 

 
 

Enter a date range, program name, and click the  button. Results display in the spreadsheet 

below. 
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Configurable Alerts Summary 

 

Alerts can be filtered by type by selecting from the Alert Type drop-down list and clicking the  

button. To create a new alert, click the  button. 

 

 

 

  



CaseWorthy™ User Guide v 7.2 

697 

 

Indirect Services 

 

 

 

The next menu item in the My CaseWorthy menu group is the "Indirect Service" summary form. This form 

displays all of the indirect services a specific organization has provided.  

Note: Indirect services are services provided that cannot be directly tied to a client. If a specific 

organization provides indirect services, contact an account manager for additional set-up 

information. 

 

 
 

From the Indirect Service Summary, click the  button. The Add Indirect Service form displays. 
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Choose a program from the drop-down list. Click the  button. 

 

The list of matching services displays. 

 

 
 

Click the clear checkbox  to add a service. The row expands. 

 

 
 

Enter the units and unit value. Click  when finished. 
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Issues Management 

 

Objective: Report and manage issues. 

 

Each icon selected brings up a different form that displays a different subset of the issues. Open Issues 

displays all currently unresolved issues. 

 

 

 

Open Issues 

 

Objective: Add a new action or resolution to an issue. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 
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Select Open Issues from the Issue Tracking portion of the Issues Management dashboard. The Open Issue 

Summary form displays. 

 

 
 

Click the  button to populate existing issues.   
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The list of open issues displays on the bottom half of the form. 

 

 
 

Click the action gear  icon associated with the desired issue and select the View Action/Resolution 

Details. 
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The View Action/Resolution Details form displays in a new pop-up window. 

 

 
 

Click the  button. The Add Issue Action form displays in a new pop-up window. 

 

 
 

Enter information into required fields: Team Name, Assign To, Type, Version, Status, Priority, and Hours. 

To fill Team Name, click the magnifying glass lookup  icon. 
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The Select Team form displays. 

 

 
 

Select the desired team name. This form automatically closes upon selection. 

 

To fill Assign To, click the magnifying glass lookup  icon. The Select Team Member form displays. 

 

 
 

Select the desired team member. This form automatically closes upon selection.  
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The Add Issue Action form displays. 

Issue Tracking Line Item (Add) 

 
 

Fill remaining fields as desired. Click the  button to save and exit. 
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My Issues 

 

 

 

Click on the My Issues icon. The My Open Issues form displays a list of issues assigned to the current user. 

 

 

 

Adding and updating issues functionality is the same as documented for the Open Issues area. 
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My Team’s Issues 

 

 

 

Click on the My Team’s Issues icon. The My Team’s Issue Summary form displays a list of issues assigned 

to the current user’s team. 

 

 

 

Adding and updating issues functionality is the same as documented for the Open Issues area. 
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Resolved Issues 

 

 

 

Click on the Resolved Issues icon. The Closed Issue Summary form displays a list of issues that have been 

updated to a resolved status. 

 

 

 

Adding and updating issues functionality is the same as documented for the Open Issues area. 
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Issue Tracking – Pivot 

 

Objective: View issues in pivot table format. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select Issue Tracking – Pivot from the Issue Tracking Report portion of the Issues Management 

dashboard. The Issue Tracking Pivot form displays. 

Issue Tracking Pivot – III 

 
 

Apply settings for view and presentation as desired.  
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Issues by Version 

 

Objective: View issues by software version. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Click on the desired section of the pie chart associated with the Issues by Version portion of the Issues 

Management dashboard. The Issues by Version form displays. 

Issues by Version Pie 

 
 

At the writing of this document, this is a view only form. Links to issues by status have not yet been set up. 

Select the  button when finished. 
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Internal Issues by Type 

 

Objective: View issues by status. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 

 

Select the desired section of the pie chart displayed on the Internal Issues by Type portion of the Issues 

Management dashboard. The Issues by Type form displays (specific to the section of the pie chart 

selected). 
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Select the desired section of the pie chart. The Issue Type by Status form displays. 

 

 

 

Use the action gear  icon to View Action/Resolution Details and View Documents. Click the  

button when finished. 
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Last 90 days – Issues by Customer 

 

Objective: View issues by customer. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select the desired section of the bar graph on the Last 90 Days – Issues by Customer portion of the 

dashboard. The 90 Days Issues form displays (specific to the section of the bar graph selected). 

 

 
 

Issues created within the last 90 days display. Click the action gear  icon associated with the desired 

issue to View Action / Resolution Details, View Documents, or Delete by selecting the appropriate menu 

option. 
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Click the  button when finished.  
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Enhancements 

 

Objective: View open enhancement issues. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select Open Enhancements from the Enhancements portion of the Issues Management dashboard. The 

Open Enhancements form displays. 

Open Enhancements 
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Enter valid search criteria into relevant fields and click the  button to populate results. Simply 

clicking the  button without entering any search criteria populates all existing open enhancement 

issues. 

 

 
 

To add a new enhancement issue, click the  button. To view details, documents, or to delete 

an enhancement issue, click the action gear icon associated with the desired issue and select the 

appropriate menu item. 

 

 
 

Click the  button when finished. 
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Applied Enhancements 

 

Objective: View resolved enhancement issues. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 

 

Select Applied Enhancements from the Enhancements portion of the Issues Management dashboard. The 

Applied Enhancements form displays. 

Applied Enhancements 
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Enter search criteria into relevant fields and click the  button to populate results. Simply clicking 

the  button with no search criteria populates all existing resolved enhancement issues. 

 

 

 

To view details, documents, or to delete an enhancement issue, click on the action gear  icon 

associated with the desired issue. Select the appropriate menu item. 
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Click the  button when finished.  
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All Enhancements 

 

Objective: View all enhancement issues. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select All Enhancements from the Enhancements portion of the Issues Management dashboard. The All 

Enhancements form displays. 

All Enhancements 

 
 

Enter search criteria into relevant fields and click the  button to populate results. Simply clicking 

the  button without any search criteria populates all existing enhancement issues. 
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To add a new issue, click the  button. To view details, documents, or delete an existing 

enhancement issue, click the action gear  icon associated with the desired issue. Select the appropriate 

menu item. 

 

 
 

Click the  button when finished. 
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Development Issues 

 

 

Objective: View open development issues. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select Open Development Issues from the Development Issue Tracking portion of the Issues Management 

dashboard. 
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The Open Development Issues form displays all open issues related to current development. 

Open Development Issues (9001) 

 
 

Use the fields at the top of the form to filter the search results. Click the  button to populate 

results. To add a new issue, click the  button. Click the action gear  icon associated with 

the desired issue to View Action/Resolution Details, View Documents, or Delete. Click the  button 

when finished. 
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Objective: View closed development issues. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select Closed Development Issues from the Development Issue Tracking portion of the Issues 

Management dashboard. 
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The Resolved Development Issues form displays all completed issues relating to current (at the time of the 

issue) development. 

Resolved Development Issues (9002) 

 
 

Use the fields at the top of the form to filter results. Click the  button to populate results. 

 

 
 

Click the action gear  icon associated with the desired issue to View Action/Resolution Details, View 

Documents, or Delete. Click the  button when finished. 
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Objective: View all development issues. 

 

Navigation: Case Management>My CaseWorthy>Issues Management 

 

 
 

Select All Development Issues from the Development Issue Tracking portion of the Issues Management 

dashboard. 
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The All Development Issues form displays all issues (open or closed) related to current (at the time of the 

issue) development. 

All Development Issues (9003) 

 
 

Use the fields at the top of the form to filter results. Click the  button to populate results. To add 

a new issue, click the  button. 

 

 
 

Click the action gear  icon associated with the desired issue to View Action/Resolution Details, View 

Documents, or delete. Click the  button when finished. 
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Time Management 

 

Project Time 

 

User Project Time with Issue Tracking 

 

Objective: Track user time spent on issues. 

 

Navigation: Case Management>Time Management>Project Time 

 

 

 

Select User Project Time With Issue Tracking from the User Project Time portion of the Project Time 

dashboard. The User Project Time Summary form displays. 

User Project Time w Issue Tracking (Summary) 

 

Enter a date range and click the  button to populate results for the selected time period. 
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To edit or delete a transaction, click the action gear  icon associated with the desired transaction and 

select the appropriate menu item. To add a new transaction, click the add new button. Click the  

button when finished.  
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User Time Sheet 

 

Objective: Print user time sheet. 

 

Navigation: Case Management>Time Management>Project Time 

 

 
 

Select User Time Sheet from the User Client Time portion of the Project Time dashboard. The Print Entity 

Time Sheet form displays. 

Print Entity Time Sheet 
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The User defaults. Enter a date range and check all relevant fields. To view or create scheduled reports, 

click the  button. Click the  button to view and print reports. The report displays in 

a new pop-up window. 

 

 
 

Print according to computer settings.  
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Transportation Requests 

 

 

 

 
 

The Transportation Request functionality allows documentation of agency offered transportation services. 

The Transportation Request Summary sheet provides the capability to filter the list by Status.  
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Completed transportation requests include scheduling, approval and driver assignment.  

To add a new transportation request, select the  button. The form has three main section which 

must all be filled out. 

The first section is Transportation Information. Once a client is selected, the address fields for that client 

are automatically filled. If the pick-up location is the client’s address, select the Pick-up Location checkbox. 

Select mode of transportation, round trip, one way, or multiple destinations, from the drop-down box. 

The date transportation is needed, the reason for the request and the number of passengers needing 

transportation are required fields. Additional comments may be included in the comment box if needed. 

 

 

 

The Program and Service to be attached to the transportation request are chosen in the second section by 

selecting each from drop-down lists.  

 

The last section of the form is the To and From Address Location Information. If the Pick-up Location 

checkbox was selected earlier, that information appears automatically in this section. If not, the address is 

to be entered in this section along with the address of the destination. Click  to verify.   
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Once verified, the calculated total travel distance between the two locations is provided.  

 

 

 

After the form is completed, click the  button. 
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Google Calendar Sync 

 

Objective:   Set up user’s CaseWorthy™ calendar to synchronize with Outlook calendar and Google 

calendar. 

 

 

 

Click the Enable check box and enter the desired Gmail account name. Click the  button. 
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A separate Google Sign-in window displays. 

 

 

 

Enter the Gmail password and click the  button. 

 

 

Click the  button.  
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Group Case Note 

 

 

 

In Group Case Notes, case notes can be created and then posted to multiple clients’ records. 

Group Case Notes is a two-step process; case note creation and assignment. Upon saving, the system 

posts the case note to each client record. Both steps can be achieved by selecting the Post Group Note to 

Multiple Clients in the Group Case Notes dashboard. 
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To begin, select or create a case note by selecting the magnifying glass icon  next to the Group Case 

Note box on the Group Case Note Header screen.  

 

 

 

A list of all previously created group case notes displays. If present, select the desired case note, if not, 

begin the process of creating the new case note by selecting the  button.  

 

 

 

On the Add New screen, enter a description of the new group case note. If a template has already been 

set up for this case note, it can be selected here, if not, the note can be keyed in. 

NOTE:  For a case note to appear up on the Group Case Note page, the ‘Type’ must be set to 

‘Group’. This automatically adds the new group case note to the Group Case Note list when saved.  
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After creating the group case note (or selecting an existing case note), select the clients to whom the case 

note should post. There are several different ways to narrow down the list of clients:  by Case Manager, by 

Program within Case Manager, by Program, or by Usage within Resource.  

 

The first option in the dropdown list is by Case Manager. When selected, the list of clients assigned 

displays. Selecting a case manager further narrows the list. Only clients assigned to the specified case 

manager appear.  

 

 

 

To display a list of clients by program within case manager, select the second option in the List Options 

field, Case Manager/Program. Select the desired case manager from the Case Manager drop-down list 

and the desired program from the Program/Enrollment drop-down list. The displayed list only shows 

clients meeting both requirements.  

 

 

 

The third option in the List Options drop-down list is Program.  
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When selected in conjunction with the desired program from the Program/Enrollment list, a list of clients 

enrolled in the specified program displays.  

 

 

 

The fourth and final option on the List Options drop-down list is Resource/Usage. When selected along 

with the desired resource from the Resource drop-down list and the desired usage from the Usage drop-

down list, the list of clients meeting those criteria displays.  

 

 

 

Regardless of the method chosen to create a client list, select the clear checkbox  next to the client 

name to add them to the list of clients for the group case note. After selecting all desired clients, click 

 and the group case note is automatically recorded under each of the selected clients. 
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Services Summary 

 

Objective:  View all services, locate service providers on a map, add and edit services including diagnoses 

codes. 

 

 

 

 

 

The Services Summary form displays a list of services rendered. To view the list in map form, click on the 

 button.   
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The map opens in a new window. 

 

 

 

Map functionality includes zoom and pan and pop up labels. 

 

To edit a service, click on the action gear  icon associated with the desired service. Select Edit Service 

from the pop up menu that appears.  
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The Add / Edit Service form displays. 

 

 

 

Make any desired changes and click on the  button. 

 

To view the account transaction information, click on the action gear  icon associated with the 

desired service and select View Account Transaction from the pop up menu that appears. 

 

 

 

The View Transaction History form displays. 
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Mental Health Group Data 

 

Objective:  View the shift log and group encounters summary of mental health group. 

 

 
 

Shift Log 

 

From the Mental Health Group Data dashboard, click on the Shift Log icon on the Mental Health Bulk 

Data Entry menu.  
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The Shift Notes form displays.  

 

Enter any desired date range and shift information and click on the  button to display the list. 

 

 
 

To preview a shift note, click on the magnifying glass  icon. A new window opens with the preview. 

 

 
 

To edit a shift note, click on the action gear  icon associated with it and select Edit from the pop up 

menu that appears.  
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The Edit Case Note form appears. 

 

 
 

Make any desired changes and click the  button in the lower right corner of the form. 

 

Note:  The  button only displays if the Shift Note was created by the current user and the 
shift note has not been set to “read only”. 

 

Group Encounters 

 

 
 

Click the Group Encounters icon on the Mental Health Bulk Data Entry menu.   
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The Group Encounter Summary form displays. Enter the desired date range and Encounter Name if 

desired and click on the  button. The participant list appears. 

 

 
 

To view participation details, click the  button associated with the desired participant. The 

Group Encounter Participation form displays client specific information. 
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Job Openings 

 

Job Opening Data Presentation 

 

Objective:  Access job opening information filtered by Employer, Date, Qualifications, Industry, Location 

or Keywords. 
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All Job Openings by Date and Employer 

 

 

Select the “By Date and Employer” icon from the Search Openings menu. The Search Job Openings By 

Date and Employer form displays. 

 
 

To see all job openings, click on the  button. The resultant list is printable and filterable by date 

range, employer and status.  
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Print using the  button or the  button. Drill deeper into the data by clicking on the 

Qualifications  icon or preview the print by clicking on the magnifying glass  icon. Contact the 

employer by clicking on the action gear  icon and selecting Contact Employer from the pop up menu 

that appears. 

 

 
 

NOTE:  Job openings by employer can also be accessed following the 

Organization>Providers>Employer path as shown below. 

 

 

 

Click on the action gear  icon associated with the desired employer and select Job Opening from the 

pop up menu that appears. 
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The All Job Openings form displays a list all job openings for that employer. 

 

 
 

Search Job Openings by Qualifications 

 

 

 

Select the “By Qualifications” icon from the Search Openings menu. The Search Job Openings By 

Qualifications form displays. 

 
 

To see all job openings, click on the  button.   
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The resultant list is printable and filterable by credential, skill and status.  

 

 
 

Print using the  button or the  button. Drill deeper into the data by clicking on the 

Qualifications  icon or preview the print by clicking on the magnifying glass  icon. Contact the 

employer by clicking on the action gear  icon and selecting Contact Employer from the pop up menu 

that appears. 
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All Job Openings by Industry 

 

 

 

Select the “By Industry and Location” icon from the Search Openings menu. The Search Job Openings By 

Industry and Location form displays. 

 
 

To see all job openings, click on the  button. The resultant list is printable and filterable by 

industry category, public transportation accessibility, employer, date range zip code and status.  
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Print using the  button or the  button. Drill deeper into the data by clicking on the 

Qualifications  icon or preview the print by clicking on the magnifying glass  icon.  

 

Contact the employer by clicking on the action gear  icon and selecting Contact Employer from the 

pop up menu that appears. 
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Job Orders by Keywords 

 

Select the “By Keywords” icon from the Search Openings menu. The Search Job Openings By Keywords 

form displays. 

 
 

To see all job openings, click on the  button. The resultant list is printable and filterable keywords. 

 

 
 



CaseWorthy™ User Guide v 7.2 

755 

 

Drill deeper into the data by clicking on the Qualifications  icon or preview the print by clicking on the 

magnifying glass  icon. Contact the employer by clicking on the action gear  icon and selecting 

Contact Employer from the pop up menu that appears. 
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Time Management 

 

 

 

The Time Management menu contains forms that allow users to enter time against a customer project. 

The process includes referencing the work date, hours, pay type, customer, projects, project tasks and 

more. The overall approach includes entering weekly time based on a range of dates followed by a formal 

process to approve time.  

 

Calendar Event Time 

 

Objective:  A searchable, editable view of volunteer calendar events filtered by date, event type and 

volunteer.  
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By clicking on the Calendar Event Time menu item, the Calendar Event Time form displays. 

 

 

 

Click on the magnifying glass  icon next to the Volunteer field. The Volunteer Lookup form displays. 

 

 

 

Enter any or all of the desired volunteer name and click on the  button.  
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A list of matching volunteer names displays. Locate the desired name and click on it. 

 

 

 

The user is returned to the Calendar Event Time form. Select a date range. Select a resource, if desired, 

from the drop-down list. 

 

 

 

Click on the  button. The list of matching data displays 
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Project Time 
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User Project Time 

 

To initiate the time entry process, enter the desired week’s date range. If hours for this date range exist, 

they display in the summary screen. To add new hours for the week, click  then  on the 

following screen.  

 

 

Select Customer. Projects that exist for that customer display in a drop-down list when requested. Select 

Project. Project tasks specified under that project display in a drop-down list when requested. Select Task. 

Enter a description of the work, the pay type and rate.  

The amount calculates and displays. Click the  button. 

 

 

Once the hours are saved, the user is returned to the User Project Time (Summary) page. Click  to 

verify that the hours were added to the database.  
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Print User Time Sheet 

 

The Print Entity Time Sheet allows generation of a report for easy printing of user time. Enter a client 

name and a date range. Select either of the two print options if desired. Click the  button. 

 

 
 

 

The report displays in a new window where it can be printed. 

 

 
 

  



CaseWorthy™ User Guide v 7.2 

762 

 

Volunteer Calendar 

 

 

 

The volunteer calendar displays events for all volunteers. It is also located under 

Organization>Volunteers>Event Schedules / Calendar. A more in depth look at the calendar may be 

found in that section of this document. 
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Volunteer Time by Event 

 

The Volunteer Time Summary displays a list of volunteers and their time involved with an event.  

 

The list can be filtered to a specific event by entering the event in the Event box and clicking the  

button. 
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Organization 
 

Find Organization 
 

Providers 

 

Providers 

 

 

 

The first menu item in the Providers menu group is the "Providers" summary form. This form provides the 

user with a list of all providers associated with a given organization. 

 

Provider Resources 

 

Objective: A summary page of all Provider Resources. 

 

Navigation: Organization>Providers>Providers>Provider Resources 

 

 
 

Under the Organization tab, select Providers. A pop-up menu appears. Select Providers. The Providers 

Search form appears.  
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Click the  icon next to a provider. Select Resources from the pop-up menu that appears. The Provider 

Resources form appears. 

 

 
 

Listed are all resources associated with the chosen provider. Use the filter bar at the top to choose a 

category or a resource to search for. Click the  button to return to the Provider Search form.  
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Note: Resources set up with category ‘Resource’ need a usage that is configured as "PrimaryUsage" 
to work with the reservation form that exists with a calendar. 

 

Enter Background Check Information 

 

Objective: Create a new background check. 

 

 

 

Click on the action gear  icon associated with the desired provider and select Contacts from the pop 

up menu that appears. The Contact Summary form displays. Click on the action gear  icon associated 

with the desired contact and select Background Check from the pop up menu that appears. 
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The Background Check Summary form displays. To create a new background check, click the  

button.  

 

 

 

The Back Ground Check (Input) form displays. Click the magnifying glass  icon to add a Background 

Agency.  

 

 

 

The Foster Care Provider Select lookup form displays. Select an existing provider from the list or click the 

 button to add a new provider. 
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The Add Employer form displays.  

 

 

 

Enter an employer name and any desired categories. Add any other desired information and click the 

 button. The background agency field now contains the added provider. 

 

 

 

Click the magnifying glass  icon for Case Manager.   
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The Select Users by Org Lookup form displays. 

 

 

 

Select a user from the list. To search for a user, enter a name into the User Name field and click the 

 button. The user’s name appears in the Case Manager field. 

 

 

 

Finally, enter a position in the Position field. Modify the remaining fields as necessary and click the 

 button when finished. 

 

 

 

The Background Check Summary form reflects the newly added info. 
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Classroom Absence 

 

Objective:  Manage absences with the classroom resource usage for a provider. 

 

 
 

From the Provider Search form, click the action gear  icon associated with the desired provider and 

select Resources from the pop up menu that appears. 

 

 
 

The Provider Resources form displays. 

 

 
  



CaseWorthy™ User Guide v 7.2 

771 

 

Click the action gear  icon associated with the desired resource and select Classroom Absence from 

the pop up menu that appears. 

 

 
 

The Resource Usage Attendance form displays. 

 

 
 

Select a date and event and then click on the  button. Results display in the spreadsheet below 

the search parameters. 
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To modify an absence or make notes, click the clear checkbox  next to an entry. 

 

 
 

The row expands. Click on the Absence Type field and select a value from the drop-down list that appears. 

Add a reason and notes if desired. Click on the  button. 
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Update Employer Status - Job Match Edit 

 

Objective:  Update the employer status on a job match, indicating whether the employer has reviewed 

the application, is interested in the client or not. 

 

 

 

Click on the action gear  icon for the desired provider and select Job Opening from the pop up menu 

that appears.  
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The All Job Openings form displays. 

 

 

 

Alter the date range, benefits type and status if desired and click on the  button. The form 

displays a list of qualifying job openings. 

 

 

 

Click on the action gear  icon for the desired job opening and select Client Matches from the pop up 

menu that appears. 
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The Job Match – Client List form displays a list of clients whose qualifications match the job requirements.  

 

 

 

Click on the action gear  icon associated with the desired client and select Update Employer Status 

from the pop up menu that appears. 

 

 

 

The Update Employer Status - Job Match Edit form displays. 

 

 

 

Click on the down arrow for Employer Status and select the desired value from the drop-down list that 

appears. Click on the  button. 

 

*Alternate navigation path for this functionality is Organization>Providers>Job Orders (View/Edit 

Job Orders | Action Gear | Client Matches | Action Gear |Update Employer Status) 
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Reservation with Check-in  

 

Objective:  Make a client reservation for service and check the client in at the same time. 

 

 

 

The Provider Search page displays a list of providers. Locate the desired provider and click on the action 

gear  at the left of the provider name. 

 

 

 

  



CaseWorthy™ User Guide v 7.2 

777 

 

Select Resources. A list of resources for that provider displays. Refine the list by selecting a category from 

the drop-down list.  

 

 

 

Click the action gear  for the specific resource and select Reservation w Checkin.  

 

 

 

The Reservations with Check-in form appears. 

 

 

 

Verify the reservation dates and click on the  button.   
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All reservations for the resource appear.  

 

 

 

Click on the  button. The expanded row displays.  

 

 

 

Click on the Client Name field. The Find Client with Reservation Information Lookup form displays. 

 

 

 

Enter the client name or a portion thereof and click on the  button.   
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A list of matching clients displays. 

 

 

 

Select the desired client from the list.  

 

CaseWorthy™ returns to the Reservations-Assign Slot New form with the client name in the row. Adjust 

the dates if needed. Click the Check Client In checkbox. 

 

 

 

Click on the  button. 

In the background, CaseWorthy™ has logged the housing service. 
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The Housing Check-In History table on the Class and Housing History dashboard also shows the service  
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Reservation / Slot Assignment w Check-In 

 

Objective:  Provide a checkbox on the reservation form that indicates Create Check-in. When checked, 

the Check-in Dates default to the same as the reservation dates. If the reservation is for a multi-month 

period, the check-in is only through the end of the current month. 

 

 

 

Select Resources from the pop-up menu when the action gear  icon to the left of the desired provider 

is clicked. 

 

 

 

  



CaseWorthy™ User Guide v 7.2 

782 

 

The Provider Resources form displays. 

 

 

 

 

Select Housing from the drop-down list accessed by clicking on the down arrow  at the far right of the 

Category field. 

 

 

 

The filtered resource list displays on the Provider Resources form.  
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Select Housing from the pop-up menu that displays after clicking on the action gear  to the left of the 

desired resource. 

 

 

 

The Emergency Housing Usage form appears.  
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Click on the action gear  to the left of the desired resource usage. Select Reservation/Slot Assignment 

Check-In from the pop-up menu that displays. 

 

 

 

The Reservations – Assign Slot New form displays. Click on the  button to see existing and 

previous reservations for this room. 

 

 

 

Click on the  button to create a reservation. A new, expanded row appears. 
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Click on the magnifying glass icon  for Client. The Find Client with Reservation Information Lookup 

form opens. 

 

 

 

Enter search criteria, such as the first few letters of the last name, and click the  button.  

A list of matching names displays.  

 

 

 

Select the desired client by clicking on the associated row. 

 

 

 

The Client name fills. Check the Check Client In? checkbox and select the program from the drop-down 

list accessed by clicking on the down arrow  at the far right of the Enrollment field. Click the  

button.  
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To verify the reservation and check in, navigate to the client‘s housing history dashboard (Case 

Management>Client Information>Class and Housing History). 

 

 

 

The reservation and the check-in correctly appear in the tables on the dashboard. 

 

 

Two bed nights also appear on the Services Summary for the client. 
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Excuse Unexcuse Summary New 

 

Objective:  View or record client absences from housing reservations. 

 

 

 

Locate the desired provider and click on the action gear  icon associated with it.  

 

 

 

Select Resources from the pop-up menu that appears.   
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The Provider Resources form displays. 

 

 

 

Locate the desired resource and click on the action gear  icon associated with it. 

 

 

 

Select Housing from the pop-up menu that appears. The Emergency Housing Usage form displays. 
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Locate the desired Resource Name and click on the action gear  associated with it. 

 

 

 

Select Housing Exception from the pop-up menu that appears. The Excuse Unexcuse Summary New form 

displays. From this form, add or edit absences. 
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Housing Exception 

 

Objective:  Reduce the number of days in housing based on excused absences by recording a negative 

service for the number of days the client is excused from housing. 

 

 

 

Select Resources from the pop-up menu when the action gear  icon to the left of the desired provider 

is clicked. 
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The Provider Resources form displays. 

 

 

 

Select Housing from the drop-down list accessed by clicking on the down arrow  at the far right of the 

Category field. 

 

 

 

The filtered resource list displays on the Provider Resources form.  
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Click on the action gear  to the left of the desired resource. Select “Housing” from the pop-up menu 

that displays. 

 

 

 

The Emergency Housing Usage form appears.  
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Click on the action gear  to the left of the desired resource usage. Select “Housing Exception” from the 

pop-up menu that displays. 

 

 

 

The Excuse Unexcuse Summary New form displays. 

 

 

 

Click on the  button, then Click on the  button. A list of reservations displays. 

 

 

 

Select the desired reservation and click on the clear checkbox  to the left of the name.   
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The row expands to allow absence entry.  

 

 

 

The absence type defaults to Excused but can be altered if required. Enter the begin and end dates for the 

absence, the emergency contact, the reason for the absence and notes. 

 

 

 

Click on the  button. The summary form returns.  

 

 

 

Click the  button. The absence now appears in the list. 
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Navigate to Case Management>Client Information>Class and Housing History.  

 

 

 

Click on the Absences icon under Housing to verify the absence was recorded. The Client Absence form 

displays. 

 

 

 

The absence was also recorded in the Services Summary. Navigate to Case Management>Case 

Management>Services. The service record for the absence has a negative unit value. 
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Front Desk – Quick Add Client 

 

Objective: Add new client within front desk wait list. 

 

Navigation: Organization>Providers>Providers 

 

 
 

Locate the desired provider, click the action gear  and click Resources. The Provider Resources form 

displays. 

 

 
 

Select Front Office from the Category drop-down list and click the  button.  
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The list filters for Front Office resources. 

 

 
 

On the desired resource, click the action gear  and click Wait List. The Usage Wait List form displays. 

 

 
 

Click the  button. The Enter Resource Wait List form displays. 

 

 
 

Select a date and click the magnifying glass lookup  icon.  

  



CaseWorthy™ User Guide v 7.2 

798 

 

The Find Client with Add form displays. 

 

 
 

Click the  button. The Quick Add Client form displays. 

 

 
 

Enter a last name, first name, and any other available info. Click the  button. 

 

 
 

If this is a new client, click the  button. Otherwise, select the client’s name from the results. 

Click  when finished. Click   on the Enter Resource Wait List form. The client has now been 

added to the wait list. 
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Resources 

 

From the action gear  icon, select the "Resources" option to view resources associated with the 

provider. 

 

 

From the resource action gear  icon, a spot can be reserved for a client in one of the various usages 

(typically housing or classes). It is also possible to check-in a reservation, or place a client on a wait list for 

a spot. To check-in a client who doesn't have a previous reservation, use the "Roster/Check-in" option. 

 

Reservation with Check-in:  Select a start and end date for the reservation and click  then click 

 to reserve a client. Find a client using the client lookup. Click the checkbox for Check Client In if 

desired to check the client in at the same time.   
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Add a locker, attach a lease, and enter an enrollee rent amount. 

 

 

 

Check-in Reservations:  Select the event date, then choose the client in need of check-in. 
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Call Center (Add) New 

 

Objective: Record time and keep track of calls. 

 

Navigation: Organization>Resources>Call / Walk-In Management>Add New 

 

 
 

Under the Organization tab, select Resources. Click on Call / Walk-In Management from the pop-up menu 

that appears. The Call Intake Summary form appears.  

 

 
 

Click the  button to add a new call.  

The Add Call form appears. 
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The call time begins upon opening the form. When the call is over, click the stop button. Fill in the rest of 

the information using the drop-down menus and entering any relevant text into the Call note text box. 

Click the  button to save and close the form.  
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Check In Manager 

 

Objective:  Reserve, check-in, check-out, show an absence or change the location for clients within a user 

friendly graphical representation of resources. 

 

 

 

Select desired Provider from the Provider Search list and click on the action gear  icon to its left. Select 

Resources from the action gear drop-down menu. The Provider Resources form displays a list of 

resources. Select the desired resource and click the action gear  icon to the left of the resource. 
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Select Check-In Manager from action gear  drop-down menu. 

 

 

 

The graphic display of the resource appears. Although not dimensionally exact, the graphic display does 

represent the physical layout of the resource. In the example, a permanent housing resource with rooms 

or apartments on either side of a hallway.  
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Clicking on the Information icon  on the upper right of the form displays a panel that slides out from 

the right edge of the window that includes the clients with reservations and those that are checked in. 

 

 

 

Client Reservation 

 

Select an available bed for the client and click on it. Click on Client Reservation from the pop-up menu. 

The Client Reservation form displays. 

 

 

 

Click on the magnifying glass  icon to search for the desired client.   
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The Search for Client Lookup form displays. 

 

 

 

Enter any or all of the desired client name and click on the  button. The filtered list appears. 
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Select the desired client by clicking on the row. 

 

Enter the range of dates for the reservation. Select the program enrollment from the drop-down list and if 

desired, check-in the client and attach a lease by checking the check boxes. 

 

 

 

Click on the  button. The Check-in Manager form displays. Click on the  button. The 

reservation appears on the form. 

 

 

 

  



CaseWorthy™ User Guide v 7.2 

808 

 

To check a client in, click on the bed icon and select Check-In from the pop up menu. 

 

 

 

The Check-In form displays. If this is the last day for the client’s reservation, or if the client is leaving the 

shelter tomorrow, check the End Reservation check box. 

 

 

 

Click on the  button. 

 

 

Check in a client by clicking on the orange check mark circle next to the client name. 
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Selecting the tabular data icon  on the upper left of the form displays related resources. 

 

 

 

Hovering over a yellow (reservation), green (checked-in) or blue (capacity) numbered box in a “room” 

brings up a pop-up window with the client name(s) related to that condition for that room. 

 

               

 

Clicking on a room causes a pop-up menu to display providing options to manage the room reservations 

and check-ins. If no client is checked in, Check In is one of the options. 
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Client Check-In 

 

To check in a client, click on the room graphic and select Check In from the menu. The Check In form 

displays. 

 

 

 

Click on the  button. The clients with reservations for the room display. 

 

 

 

Click on the clear checkbox  next to the client checking in.   
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Click on the  button in the lower right corner of the form. 

 

 

 

 

Client Check Out 

 

If the client is already checked in, Check Out is one of the menu options. 

 

 

 

To check out a client, select the Check Out option by clicking on it.   
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The Check-out form displays. 

 

 

 

Click on the clear checkbox  next to the client checking out. By default, the End Reservation check box 

is checked and today’s date is inserted. Make any required changes and click on the  button in the 

lower right corner of the form.  
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Edit Reservation w Check-In 

 

Objective:  Edit client reservations and check-in the client at the same time. 

 

 

Locate the desired provider and Click on the action gear  icon to the left of the provider name. 
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Select Resources from the pop-up menu that appears. 

 

 

 

The Provider Resources form displays.  

 

 

 

Locate the desired resource and click on the action gear  associated with it.   
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Select Check-In Manager from the pop-up menu that displays. 

 

 

 

The Check-In Manager form opens in a new window. Locate the desired room and click on it. 
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To edit a reservation, select Reserve from the pop-up menu that displays. 

 

 

 

The Reserve form displays. 

 

 

 

Click on the  button.  
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Select the desired row to edit and click on the blue checkbox  associated with it. The row expands. 

 

 

 

Click on the  button. The Reserve form appears in edit mode. Make any desired 

changes and click on the  button. 
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Emergency Housing Check-In 

 

Objective:  Check-in a client to an emergency housing reservation through the graphical user interface. 

 

 

 

The Provider Search form displays. Locate the desired provider and click on the action gear  icon 

associated with it.  

 

 

 

Select Resources from the pop up menu that appears. 
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The Provider Resources form displays. Locate the desired resource and click on the action gear  icon 

associated with it. 

 

 

 

Select Check-In Manager from the pop up menu that appears. 
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The Check-In Manager form opens in a new window. 

 

 

 

Locate the desired bed and click on it. Select Check In from the pop up menu that appears. 

 

 

 

The Check-in form displays. If appropriate, check the End Reservation check box.   
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To complete the check-in process, click on the  button. 
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Emergency Housing Usage 

 

Objective:  Maintain, utilize and research resource usages from this list.  

 

 

 

Locate the desired provider and click on the action gear  associated with it. Select Resources from the 

pop-up menu that appears. 

 

 

 

The Provider Resources form displays. Locate the desired resource and click on the action gear  

associated with it.   
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Select Housing from the pop-up menu that appears. 

 

 

 

The Emergency Housing Usage form displays. Locate the desired Usage and click on the action gear  

associated with it. 
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Many options are available from the pop-up menu that displays. 
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Job Opening 

 

 

 

Job openings can be posted to the system by or for existing employers. To view job openings, first 

navigate to Providers>Providers. 
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Select the action gear  next to a provider and click Job Opening. 

 

 

 

Select a date range and click on the  button. To add a new job, click on the  

button.  

 

The Create Job Order Workflow displays 
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Employer Lookup 

 

Select an employer with the magnifying glass  icon.  
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The Employer Lookup form displays. 

 

 

 

If desired, filter the results by entering any or all of the desired employer in the Provider field and the 

desired city. If not, merely select the desired employer from the list presented. 

 

Enter an order date, select a status, enter a job title, and enter a job description. Enter begin and end 

dates and finally select a position type and pay type. Enter any additional info and click  to 

proceed to the next step. 

 

Enter any skill and credential types using the magnifying glass  icon. Click  to add additional 

slots for credentials.   
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Click  to proceed to the next step. 

 

 

 

Click  to add a keyword and use the magnifying glass lookup  to lookup any keywords 

desired to be associated with the job. Click  to proceed to the next step. 

 

 

 

Add a crime by clicking the clear checkbox and select either Not Preferred or Not Acceptable. Click 

 when finished. 
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The job is now created. Click  to return to the Job Openings form. 

 

 

 

To edit an existing job, click the action gear  and click the desired item to edit for the job. The same 

forms seen in the Create Job Order Workflow display. 
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Landlords 

 

The Landlord Search form displays a list of providers with properties. The search bar can be used to filter 

the list of providers. To view properties, click the  button. The Landlord Summary form 

displays. 

 

 
 

To view ratings on a property, click the  button for ratings based on questions and click 

 for overall ratings. 

 

 
 

Each rating summary can be filtered by selecting a follow up type from the drop-down list and clicking 

the  button. 
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Employers 

 

Entity Demographics 

 

Objective:  View and edit hiree demographic information for employers. 

 

 
 

On the Employer summary form, click the action gear  associated with the desired employer and select 

Contacts from the pop up menu that appears. 

 

 
 

The Contact Summary form displays. 
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Click the action gear  icon associated with the desired contact and select Demographic from the pop 

up menu that appears. 

 

 
 

The Entity Demographic form displays. 

 

 
 

Enter all required info and click on the  button. 
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Contact Summary 

 

Objective:  View contact info for a hiree. 

 

 
 

Click the action gear  icon for the desired employer and select Hirees from the pop up menu that 

appears. 

 

 
 

The Contact Summary form displays. 

 

 
 

To add a contact, click the  button.   



CaseWorthy™ User Guide v 7.2 

835 

 

The Add Contact form displays. 

 

 
 

Enter all required fields and click on the  button. 
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Customers 

 

Generate Housing Invoice 

 

Objective: Generate a provider housing invoice. 

 

Navigation: Organization>Providers>Customers 

 

 
 

Click the action gear  associated with the desired customer and select Projects from the pop up menu 

that appears. The Projects Summary form displays. 
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Click the action gear associated with the desired project and click Generate Housing Invoice from the 

pop up menu that appears. The Create Invoice Line form displays. 

 

 
 

Enter a description and date range. Click the clear checkbox  icon for an item, enter a quantity and 

amount. Click  when finished. 

 

Assign Project Tasks 

 

Objective: Create and assign task assignments for a customer project. 

 

Navigation: Organization>Providers>Customers 

 

 
 

Click the action gear  on the desired customer and click Projects. 
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The Projects Summary form displays. 

 

 
 

Click the action gear  and click Project Tasks Summary. The Project Tasks Summary form displays. 

 

 
 

Click the action gear  and click Assign Project Tasks. The Assign Project Tasks form displays. 

 

 
 

Click the  button. The Enter Project Task Assignment form displays. 
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Enter a target date, note, and assign to a team and member if desired. Click  when finished. 
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Generate Invoice From Customer New 

 

Objective:  Select an invoice to be generated from a list based upon the customer.  

 

 

 

 

 

Locate the desired customer and click on the action gear  associated with it.   
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Select Generate Invoice from the pop-up menu that appears. 

 

 

 

The Create Invoice Line form displays. Enter a description, make any other changes and click  

when finished. 

 

 

 

To view invoices, click the action gear  and click Invoices. 
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The Summary of Invoices by Customer form displays. 
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Customer Project 

 

Objective: View Files for a customer project. 

 

Navigation: Organization>Providers>Customers 

 

The Customers form displays. 

 

 
 

Click the action gear  icon associated with the desired customer and select Projects from the menu 

items. The Projects Summary form displays. 

 

 
 

Click the action gear  icon associated with the desired project and select View Files from the menu 

options.  
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The View Files form displays. 

 

 
 

Any files that have been uploaded for that project display here. Use the action gear  icon to view the 

attached file. Click the  button when finished. 
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Mentors 

 

Mentors may be filtered by entering a name and clicking the  button. 

 

 
 

To view or edit contacts, click the action gear  and click Contacts. The Provider Contacts Summary form 

displays. 

 

 
 

To add a new contact, click the  button. To edit a contact, click the action gear  and click Edit. 

 

 
 

Enter a first and last name and any other desired info. Click  when finished. 
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To view or edit service activities, click the action gear  and click Service Activities. 

 

 
 

To add a new service, click the  button. To edit a contact, click the action gear  and click Edit 

Service. 

 

 
 

Click the magnifying glass  icon for Client Name and select a client using the Find Client Lookup. Enter 

all other required information. Click  when finished. 
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To view or edit teams, click the action gear  and click Teams. 

 

 
 

Click the  button to create a new team or click the action gear  and click Edit to edit an 

existing team. 

 

 
 

Enter a team name and select the organizations to associate it with. Click the  button when 

finished. 

 

 
 

To view or edit Assigned Clients, click the action gear  and click Assigned Clients. 
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Click the  button to create a new assignment or click the action gear  and click Edit to edit an 

existing assignment. 

 

 
 

Fill out all info and click  when finished. 
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Vendors and Payees 

 

Vendor / Payee Summary 

 

Objective:  Add edit or review vendors and payees. 

 

 

 

The Vendor/Payee Summary form displays. 

 

 

 

Click on the  button.   
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The Vendor/Payee form displays. 

 

 

 

Enter the payee name as well as an address or any other desired details. Click on the  button.  

On the summary form, locate the new vendor and click on the action gear  icon associated with it. 

Select Edit from the pop-up menu that appears. 

 

 

 

The Vendor/Payee form displays. Any necessary changes can be made.   
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Click on the  button when finished. 

 

 

 

Vendor Payee List 

 

Objective:  View a list of payees and view info from payments. 

 

 
 

From the Vendor/Payee Summary form, click the action gear  icon associated with the desired 

vendor/payee and select View Payments from the pop up menu that appears. 
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The Vendor Payee List form displays. 

 

 
 

Enter a date range and click on the  button. 

 

 
 

Click on the action gear  icon for the desired row and select View Payee Detail. The Payee Check Detail 

form displays. 

 

 
 

The date range auto-populates with the previously selected dates but can be changed if desired to further 

filter check details. After the desired date range is set, click on the  button. The check details 

display in the spreadsheet below the search parameters. 
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Payee and Vendor Payments 

 

The Vendor Payee List displays a list of vendors. Enter a date range and click the  button to filter 

the list. 
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Property Search 

 

Using the Landlord Property Search form, properties may be located based on desired parameters. 

 

  

 

Enter an available date, range of rent amount, range of square feet, and the minimum number of 

bedrooms. Enter location search parameters and select any additional search options if desired. Click the 

 button and all properties within the entered parameters display in the spreadsheet below. 

 

 
 

To edit a property, click the action gear  and click Edit Property.   
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The Provider Property form displays. 

 

 
 

Make any changes and click  when finished. 
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Resources 

Incident Management 

 

 

 

The first menu item in the Resources menu group is the "Incident Management" dashboard. From here, 

the user can track and view all of their organization’s incident reports. 

 

Incident Intake Workflow 

 

Objective: Create new incident report in a workflow. 

 

 

 

Click the icon for the Incident Intake Workflow. The workflow opens in a new window. 
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On the first step of the workflow, select a status, severity/sensitivity, resource location, incident type and 

enter an incident summary. Add any other information as desired. Click the  button to proceed to 

the next step. 

The Combined Participants Incident (Spreadsheet) form displays. 

 

 

 

Use the  button to add a participant. Select a participation type from the drop-down list and 

enter any other desired info. Click the magnifying glass  lookup icon. The Find User and Client Lookup 

form displays. 
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Use the filters and  button to locate the desired client or user and when found, click to return to 

the previous form. 

 

 

 

Once all required fields have been completed click  to proceed to the next step of the workflow. 

The Incident Action / Resolutions (Edit) form displays. Select an action type from the drop-down list, enter 

a description and select the status from the drop-down list. 

 

 

 

xccccccccccccccccc

ccccc 
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Enter any other desired fields and click  when finished. The workflow is now complete and the 

incident has been recorded. 

 

 

 

View Files (Incident Management) 

 

Objective: View or add files in an incident report. 

 

 

 

Click the icon for Incident Reports. The Incident Report Summary form displays. 
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Click the action gear  icon associated with the desired incident and select Attachments from the pop 

up menu that appears. 

 

 

The View Incident Activity Files form displays. To add a new file to the incident report, click the  

button.  

 

 

 

The Add Client File form displays. 

 

 

 

Select a file type from the drop-down list and use the  button to locate the desired file on the 

computer being used. Alternatively, if using a scanner simply click the  button. Click 

 when finished. 

 

To view a summary of actions and resolutions, click the relevant action gear  icon and select Action / 

Resolution Summary from the pop up menu that appears. 
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The Action Resolution form displays. Click the  button to add a new (or click the action gear  

icon and click Edit to edit an existing) action resolution. 

 

 

 

The Incident Action / Resolutions (Edit) form displays. 

 

 

 

Select an action type, add a description and select a status. Add any other desired information and click 

 when finished. 

 

To view incident outcomes, click the relevant action gear  icon and select Outcomes. 
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The Incident Outcomes form displays. 

 

 
 

To edit an outcome, click the blue hyperlinked text. The Post Incident Outcomes form displays. Enter any 

desired changes and click  when finished. 

 

 

Front Desk Check-in Summary 

 

Objective:  View a summary of check-in events. Can be filtered by provider, resource, event, and dates. 
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On the Front Desk Check-in Summary form, enter a provider and date range. Optionally choose a 

resource and event. Click the  button. Results display in the area below the search parameters. 
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Referrals 

 

Provided To By Provider – Service 

 

Objective: View service referrals provided by a provider. 

 

 

 

Click the Referrals to Providers chart. The Provided To By Provider – Service form displays. 

 

 

 

To view referrals in detail, click an item in the pie chart.   
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The Client By Referral form displays. All relevant referrals display in the form. 

 

 

 

Client By Referral 

 

Objective:  View and drill into client referral data. 

 

The Referral dashboard displays. The dashboard consists of four graphic displays; Referrals to Providers 

(Top 10), Referral Services (Top 10), Provided From By Provider and Provided From By Service. 
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Click on the Referral Services (Top 10) window. The Provided To By Service - Provider form displays a 

graphical representation of the data.   
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Hover over any slice of the pie chart to see the pop up label.  

 

 

 

Click on any slice of the pie chart to display the drill down spreadsheet of the data on the Client By 

Referral form. 
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Unsheltered PIT Count 

 

 

 

The Unsheltered PIT Count area allows users to enter their Unsheltered Point-In-Time Counts. 

 

On the Unsheltered Beds Summary, either select edit from the action gear pop up menu or click on the 

 button. 
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The Enter Unsheltered Bed Information form displays. 

 

 

 

 

All fields are required. Enter all information and click on the  button. 
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Donations 

 

 

 

The Donations Dashboard allows donations to be entered into the system. Different work flows display 

depending on whether the donation is monetary, or an item for inventory, such as furniture or clothing. 

 

 

 

Click on the Donors icon.   
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The Summary of Donations Grouped by Donor form displays.  

 

 

 

To add a donation, select the  button. 

The workflow begins with a question form. Select the donation type by answering the question presented. 

 

 

If the donation is an inventory item, the resulting form requires a description of the item, an inventory 

status, the type of donation, when the donation will be available, and how much is being donated.  
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If the donation item is an automobile, the resulting form requires information such as vehicle type and 

Vehicle Identification Number.  

 

 

Once all the required information is entered, select the  button.  
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Another form pops up requesting the donor’s name, and verification of the information entered earlier. 

There is also an area to add additional information about the donation. 

 

 

 

To view the detail of a donation, click on the action gear  icon for the desired entry. Select Detail from 

the pop-up menu that appears. 
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The Donations Detail form displays. 

 

 

 

To edit a donation, click on the action gear  for the desired donation and select Edit from the pop-up 

menu that appears. 

 

 

 



CaseWorthy™ User Guide v 7.2 

875 

 

The Edit Donations form displays. Make any desired changes to the donation information and click on the 

 button. 
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Customer Project 

 

Using the Customer Project form, a project can be looked up and an invoice can be generated for it. 

 

 

 

Enter a date range and click the  button. Projects display in the spreadsheet below. 

 

 

 

To generate an invoice, click the action gear  and click Generate Invoice. The Create Invoice Line form 

displays. 
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Enter a date and description and click the  button. 
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Call Management 

 

 

 

The next menu item in the Resources menu group is the "Call Management" summary form. This form 

allows users to track details related to incoming phone calls or walk-in information requests. Click the 

 button to create a new call intake item. 

 

 

 

Select the type of caller and an encounter type. Next, select a reason for the call and a status. Using the 

 button and  button at the top of the form, starts and stops the timer as needed.   
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If necessary, add caller general information and a call note. 
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My Referrals 

 

 

 

The next menu item in the Resources menu group is the "My Referrals" summary form. This form displays 

all client referrals for clients referred to the user's organization. From this form, the user can review 

referrals and, if needed, approve, deny or place the referral on hold. 
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Lockers and Parking 

 

 
 

The Locker and Parking dashboard features only one item, Lockers. Clicking the Lockers icon displays the 

Locker Check In form. 

 

 
 

Select a resource, type, date range, and click the  button. Lockers fitting the specified parameters 

display in the spreadsheet below. 
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To edit a locker, click the checkbox icon  and to assign a client to that locker, click the magnifying glass 

 icon for Client Name. The Find Client no Locker Lookup form displays. 

 

 
 

Use the search parameters to locate the desired client and select the client from the list. Click the  

button on the Locker Check In form when finished. 
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Job Orders 

Job Opening Management – Employer Side 

 

Objective:  Enter and manage job opportunities including job description, qualifications, keywords and 

criminal record limitations. 
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Click on the “Add Job Order” icon on the Job Orders menu. The workflow begins with the Job Opening 

form. 

 

Job Opening (Add) (2) 
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Minimally, enter the required fields of Employer, Status, Job Title, Job Description, Begin Date, End Date, 

Position Type and Pay Type. Add any other information desired. Click on the  button.  

 

Note:  Clicking on the magnifying glass  icon for Contact Person opens a new form, Job Order 

Contact (Select). 

 

Job Order Contact (select) 

 

 

 

If the desired contact person does not appear on the list presented, click on the  button. The 

form changes to facilitate adding a new contact. 
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Job Order Contacts - Entity (Add New) 

 

 

 

Enter the first name, last name and any other information desired. Click on the  button. 

 

The Job Order Skills and Credentials (Add New) form displays. 

 

JobOrder Skills and Credentials (Add New) 

 

 

 

Click on the magnifying glass  icon and establish that all desired skills and credentials appear on the 

list that appears. If the desired skill or credential is not included in the list, click on the  icon to return 

to the previous screen. Click on the  button.  

 

NOTE:  Check the skill and credential list for matches to the desired skills and credentials. Any 

desired skill or credential not on the existing list must be added prior to selecting skills and 

credentials for the job opening. If not, skills and credentials selected to appear on the job opening 

prior to adding skills and credentials to the list are not saved on the job opening. 
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The Add New Skill Types form displays. 

 

 

Start typing to find a skill already in the database. If the desired skill does not appear in the drop-down, 

click on the plus sign  to add it to the inventory. 

 

 

 

Enter the desired skill or credential and click on the  button.  

 

Once all desired skills and credentials are in the system, click on the magnifying glass  icon for 

credential type and select from the list that appears. Repeat the process until all desired skills and 

credentials appear on the Job Order Skills and Credentials (Add New) form. Click on the  button. 

 

Job Order Keywords Spreadsheet 

 

The next step in the workflow displays the Job Order Keywords Spreadsheet form. 
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Click on the  button. A new row appears. 

 

 

 

Click on the magnifying glass  icon. The Select/Add Keyword Lookup form displays. 

 

Select/Add Keyword Lookup 

 

 

 

If the desired keyword is present on the list displayed, click on it. If not, click on the  button. 
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Add Keyword 

 

 

 

Enter the desired keyword and click on the down arrow  icon for Category. Select the desired value 

from the drop-down list that appears. Click on the  button. The keyword spreadsheet returns into 

view with the selected and added keywords. 

 

 

 

Click on the  button.  
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Job Order Crimes 

 

The next step in the workflow displays the Job Order Crimes (Spreadsheet). 

Job Order Crimes (Spreadsheet) 

 

 

 

To filter the list displayed, click on the down arrow  icon for Crime Group Category. Select from the 

drop-down list that displays. 

 

 

 

Select a crime to add to the job opening by clicking on the clear checkbox  associated with it.   
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The row highlights, the clear dot changes to blue checkbox  and the Acceptability field appears. 

 

 

 

Click on the down arrow  icon and select the desired value for acceptability (Not Acceptable, Not 

Preferred) from the drop-down list that appears. 

 

NOTE:  If not indicating “Not Acceptable” or “Not Preferred” for any crimes, click on the  

button, not the  button. 

 

After all desired crimes are added, click on the  button. 

 

The workflow status screen indicates that the workflow is complete. 

 

 

 

Click on the  button. 
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View / Edit Job Orders 

 

 

 

Click on the “View/Edit Job Orders” icon on the Job Orders menu. The All Job Openings form displays. 

 

 

 

If desired, filter the resultant list by entering a date range, status and benefits type. Click on the  

button. The list, filtered to specifications, appears. 
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Click on the action gear  icon associated with the desired job opening. Select Client Matches from the 

pop up menu that appears. 

 

 

 

The Job Match – Client List form appears.  

 

Job Match - Client List 

 

 

 

To contact the client with job information, click on the action gear  icon associated with the desired 

job opening. Select Contact Client from the pop up menu that appears. 

 

 

 

The Contact Client form displays. Utilize the contact information provided on the form to call or email the 

client. To email the client, click on the  button.  
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Contact Client 

 

 

 

The Create Email form displays. Click on the down arrow  icon for Email Template. Select an email 

template from the drop-down list that appears. Enter a message into the Body of the email and click the 

 button. 

 

 

 

To view the job opening qualifications, from the Job Match – Client List form, click on the qualifications 

 icon. The Client Qualifications Summary form displays. 
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Client Qualifications Summary 

 

 

 

When finished viewing the qualifications, click on the  button. 

 

To edit a job opening, click on the action gear  icon associated with the desired job opening on the 

All Job Openings form. Select Edit from the pop up menu that appears. 
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The Job Opening (Edit) form displays. 

Job Opening (Edit) 

 

 

Make any desired changes and click on the  button. 

 

To edit the skills and credentials for a job opening, click on the action gear  icon associated with the 

desired job opening on the All Job Openings form. Select Edit Skills and Credentials from the pop up 

menu that appears. 
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The Edit Job Order Skills and Credentials form displays. 

Edit Job Order Skills and Credentials 

 

 

Add new skills or credentials, or edit existing ones by clicking on the  button, the 

 button or the blue checkbox  icon for the associated skill in the list. Make any desired 

additions or changes and click on the  button. 

 

To edit the keywords for a job opening, click on the action gear  icon associated with the desired job 

opening on the All Job Openings form. Select Edit Key Words from the pop up menu that appears. 
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The Job Order Keywords Spreadsheet form displays a list of keywords for the job opening. 

Job Order Keywords Spreadsheet 

 

 

Add a new keyword by clicking on the  button or edit an existing keyword by clicking on the 

clear checkbox  icon associated with it. A new row appears, or the existing row expands. Make any 

desired additions or changes and click on the  button. 

 

To edit crimes associated with a job opening, click on the action gear  icon associated with the 

desired job opening on the All Job Openings form. Select Crimes from the pop up menu that appears. 
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The Job Order Crimes (Summary) form displays. 

Job Order Crimes (Summary) 

 

 

Click on the action gear  icon for the desired crime and select Edit form the pop up menu that appears. 

 

 

 

The Job Order Crimes – Single Input form displays.  

Job Order Crimes - Single Input 

 

 

Make any desired changes to the acceptability and click on the  button. 
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Search by Keyword 

 

 

 

Click on the Search by Keyword icon on the View Client Job Candidates menu. The Client Job Candidates 

by Keywords form displays. 

 

Client Job Candidates by Keywords 

 

 

 

Click on the down arrow  icon for Keywords and select all desired keywords from the drop-down list 

that appears. Click on the  button. The list of matching clients displays. 
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Click on the action gear  icon associated with the desired client and select Contact Client from the pop 

up menu that appears. 

 

 

 

The Contact Client form displays. Utilize the contact information provided on the form to call or email the 

client. To email the client, click on the  button. 

  



CaseWorthy™ User Guide v 7.2 

902 

 

Contact Client 

 

 

 

The Create Email form displays. Click on the down arrow  icon for Email Template. Select an email 

template from the drop-down list that appears. Enter a message into the Body of the email and click the 

 button. 
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All Job Matches 

 

 

 

Click on the “View Job Matches” icon on the View Client Job Candidates menu. The All Job Matches form 

displays a list of all job opening to client matches. 
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Close Reservations 

 

 

 

End Reservations 

 

Objective:  Reservations made but not used can have negative effects. Close unused reservations with 

this functionality. 

 

 

 

The End Reservations form displays a list of manually closed unused reservations. To close unused 

reservations, click the  button. The End Reservation Add form displays. 
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End Reservation Add 

 

 

 

Enter a description for this instance of reservation closings. Click on the down arrow  icon for Provider 

and select the desired provider from the drop-down list that appears. Repeat the process for Resource 

and if desired, for Usage. Multiple usages may be selected if desired. Click on the  button. 
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Medications 

 

Administer Medications 

 

Objective:  Administer medications to a client. 
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Click on the Administer Medications icon. The Medication Calendar displays. 
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Click on a calendar event and select Medication Administration from the pop up menu that appears. 

 

 
 

The Medication Administration Signature form displays. 

 

 
 

The date and shift automatically fill in based on the event selected from the calendar. Make any 

alterations required. Click on the magnifying glass  icon to select the client the medication is being 

administered to.  
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Add a witness if necessary. To view medications the client has taken today, click the  

button. The Medications Taken Today form displays. 

 

 
 

 Finally, click  to open the Add Signature window.  

 
 

Enter a name, select a role or title from the dropdown box, and sign in the designated field. 

Click on the  button. 

Click on the  button. 
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Pending Refills 

 

Objective:  View or edit pending medication refills. 

 

 
 

Click the Pending Refills icon. The Medication Refills Needed form displays. 
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Click the magnifying glass  icon to select the desired pharmacies. 

 

 
 

Click  to filter results to the selected pharmacies. 

 

 
 

Click the action gear  and click Edit to edit any refills.   
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The Medication Refill not complete Edit form displays. 

 

 
 

Change any necessary info and enter a reason for the edit. Click  and then click  when 

finished editing. 
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Controlled Substances 

 

Objective:  Edit refill status or close prescriptions for controlled substances. 

 

 
 

Click the Controlled Substances icon. The Controlled Substance Summary form displays. 
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To filter between Active or Closed prescription, click the Prescription Status dropdown box. 

 

 
 

Select the desired status and the results filter. 

 

 
 

To close a prescription, click Close Prescription. To manage refills, click the action gear  and then click 

Refills. The Refill form displays. 

 

 
 

 
 

Click the action gear  and Edit to edit refills.   



CaseWorthy™ User Guide v 7.2 

915 

 

The Medication Refill not complete Edit form displays. 

 

 
 

Make any necessary changes and enter a reason for the edit. Click  when finished. Click  

when finished editing. 
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Medication Inventory 

 

Objective:  Manage medication inventory. 

 

 
 

Click the Medication Inventory icon. The Medication Inventory form displays. 
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Click on the Category dropdown box to filter to a specific category. 

 

 
 

Enter a description and click  to display existing medications. Click  to add a new 

medication. The Edit Medication Inventory form displays. 

 

 
 

Fill out all the necessary fields and click  when finished. The Medication Inventory form displays. 

 

 
 

Click the action gear  and click Edit to edit an existing medication.   
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The Edit Medication Inventory form displays. 

 

 
 

Make any necessary changes and click  when finished. The Medication Inventory form displays. 

 

 
 

Click  when finished editing. 

 

  



CaseWorthy™ User Guide v 7.2 

919 

 

Pharmacies 

 

Objective:  View, edit, or add new pharmacy providers. 

 

 
 

Click the Pharmacies icon. The Pharmacies Providers form displays. 

 

 
 

To search for a provider, enter the name in the Provider Name field and click the  button. To add 

a new provider, click the  button.   
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The Edit Pharmacy Provider form displays. 

 

 
 

Fill out all required info and click  when finished. The Pharmacies Providers form displays. 

 

 
 

To edit an existing provider, click the action gear  next to the provider name and click Edit.   
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The Edit Provider form displays. 

 

 
 

Make any necessary changes and click  when finished. 

Click  when finished. 
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Excused Absences 

 

Resource Absence Management 

 

Objective: View or edit client excused absences. 

 

The Resource Absence Management displays a list of absences. To filter the list, use the drop-down lists 

and click the  button. 

 

 

 

To edit an excused absence, click its action gear  icon and select Edit. 
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The Absence Management (Edit) form displays. Make any desired changes and click  when 

finished. 
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Approvals 

 
The Client Project Time, Case Note, SA / Time Service Request, Gift Card Transfers, Incident Reports, 

Service Obligations and General areas of approvals all function in the same way as outlined in Service 

Requests. 

 

Service Requests 

 

To approve service requests, first click the Approvals icon in the Service Requests dashboard. 

 

 
 

Here all Service Requests can be approved. Use the drop-down boxes to select the appropriate approval 

step and referral type. Select  and a list matching the search criteria displays. 
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Select the blue checkbox  next to the client’s name to approve the request.  

Once the request is approved, the system changes the status from Pending Approval to Accepted/ 

Approved and post the service under the approved services list.  

 

 

 

The service also shows up under the client’s service list.  
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Remove Approval 

 

Objective:  Undo an approval. 

 

 

 

Click on the Remove Approval icon on the Service Requests menu. The Remove approval form displays. 
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Click on the down arrow  icon for Step and select the desired value from the drop-down list that 

appears. 

 

 

 

Click on the  button. A list of approved service requests displays. 

 

 

 

Click on the action gear  icon associated with the desired service request and select Undo Approval. 
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Client Project Time 

 

 

 

Use this area to approve client project time. The functionality works the same as in Service Request 

Approvals outlined above 
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User Project Time 

 

User Project Time Hold 

 

Objective: View and release holds for user project time. 

 

Navigation: Organization>Approvals>User Project Time 

 

 
 

Click the icon for Hold Management. The User Project Time Hold form displays. 

 

 
 

Holds are released in the same way as described in the Background Check section of this document. 
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User Client Time 

 

 

 

User Client Time Approval 

 

Objective:   Approve client time. 
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The User Client Time Approval form displays. Select values for step and status from their drop-downs lists. 

Limit the resultant list by selecting a user value and a client name. Enter the desired date range. Click on 

the  button. 

 

 

 

To approve client time, click on the desired blue  checkbox. The row expands with the approval 

defaulted to approved. 

 

 

 

Make any desired changes and click on the  button. 
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User Client Time Hold 

 

Objective: View and release user client time holds. 

 

Navigation: Organization>Approvals>User Client Time 

 

 
 

Click the icon for Hold Management. The User Client Time Hold form displays. 

 

 
 

Holds are released in the same way as described in the Background Check section of this document. 
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Transportation 

 

 

 

Once a transportation request has been filed, the request must be approved before it can be completed. 

To approve a transportation request, select the appropriate Approval Process in the Step field. The step in 

the approval process is assigned to a team. The system only displays steps for the teams where the user is 

a member. Select the  button. Pending requests display. 

 

 

 

To change the request status, click the blue checkbox  next to the Request Date.  

 

NOTE:  If the request is denied, a text box pops up that requests a reason for the denial. Denied 

requests status is final and cannot be changed; to provide the denied service, a whole new request 

must be filed.   
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The option to approve, deny, or put the request on hold appears.  

 

 

 

The option to assign the driver and vehicle also appears in the expanded field. If assigning a driver and 

vehicle at approval time, the Status defaults to Driver and Vehicle Assigned. Otherwise, the Status is 

“Approved”. Select  when finished.  

 

Assigning a Driver and Vehicle 

 

Once a transportation request has been approved, the next step is usually to assign a driver and a vehicle 

for the job. Select a driver from the drop-down list. Select a vehicle from the drop-down list. To verify any 

info for the request, click the magnifying glass  icon under View Trans. Request. Click  when 

finished.  
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Hold Transportation Request 

 

Objective: View and release holds on transportation requests. 

 

Navigation: Organization>Approvals>Transportation 

 

 
 

Click the icon for Hold Management. The Hold Transportation Request form displays. 

 

 
 

Holds are released in the same way as described in the Background Check section of this document. 
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Transportation Denied 

 

Objective: View denied transportation requests. 

 

 

 

Click the icon for Denied. The Transportation Denied form displays. 

 

 

 

Any denied transportation requests display in the summary form. 
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Case Note 

 

Case Note Approval Hold Summary 

 

Objective: Manage case note approvals. 

 

Hold Management 

 

 

 

Click the icon for Hold Management. The Case Note Approval Hold Summary form displays. Select a Step 

using the drop-down list and click the  button. 

 

 

 

Results display in the spreadsheet below. 
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To release a hold, click the case note’s action gear  icon and select Release Hold. 

 

 

 

The Release Hold form displays. Select a Released Reason from the drop-down list and click  

when finished. 

 

 

 

 

Denied 
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Click the icon for Denied. The Case Note Denied form displays. To view a read only view of the denied 

case notes, click the blue hyperlinked text in the Case Note Summary column. 

 

 

 

The Case Note Preview Read Only form displays. 
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SA / Time Service Request 

 

 

 

Use this area to approve incident reports. The functionality works the same as in Service Request 

Approvals outlined above  
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Gift Card Transfers 

 

 

 

Use this area to approve gift card transfers. The functionality works the same as in Service Request 

Approvals outlined above 

 

 
 

 

Hold Gift Cards 

 

Objective: View and release holds for gift card transfers. 

 

Navigation: Organization>Approvals>Gift Card Transfers 
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Click the icon for Hold Management. The Approval Gift Cards form displays. 

 

 
 

Holds are released in the same way as described in the Background Check section of this document. 
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Service Obligations 

 

 
 

Use this area to approve gift card transfers. The functionality works the same as in Service Request 

Approvals outlined above 

 

Service obligation hold 

 

Objective: View and release service obligation holds. 

 

Navigation: Organization>Approvals>Service Obligations 
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Click the icon for Hold Management. The Service Obligation Hold form displays. 

 

 
 

Holds are released in the same way as described in the Background Check section of this document. 

  



CaseWorthy™ User Guide v 7.2 

947 

 

Incident Reports 

 

 

 

Use this area to approve incident reports. The functionality works the same as in Service Request 

Approvals outlined above. 

 

 

Incident Approval Management 

 

Objective: View or release holds on incident reports on hold. 

 

Hold Management 
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Click the icon for Hold Management. The Approval Incident Report form displays. Select a Step from the 

drop-down list and select a Severity if desired. Click the  button. 

 

 

 

Results display in the spreadsheet below. 

 

 

 

Holds may be released as documented in the Absence Request section of this document. 
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Invoices 

 

 
 

To view invoices, enter any parameters to filter and click the  button.  

 

 
 

Relevant invoices display in the spreadsheet below. 
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Service Authorization Eligibility 

 

 

 

Objective:  Approve or deny pending service authorization requests. 

 

 
 

Use the Step and Status drop-down lists to filter results and click the  button.  
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Results display in the space below. 

 

 
 

Changes can only be made if approval status is Hold or Pending. Click the blue checkbox  to modify 

the date, amount, or approval status. Click on the  button. 
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General 

 

 

 

Use this area for any type of approval process. Use the Approval Context Type drop-down list to select the 

type of approval process to utilize. The functionality works the same as in Service Request Approvals 

outlined above. 
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Individual Service Plan 

 

Individual Service Plan Management 

 

Objective: Manage individual service plan requests that have been approved, denied or are on hold. 

 

Hold Management 

 

 

 

Click the icon for Hold Management. The Service Plan Approval Hold Summary form displays. 

 

 

 

Select a Step from the drop-down list and click the button. Results display in the spreadsheet below. 

 

 

 

Holds may be released as documented in the Absence Request section of this document. 
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Denied 

 

 

 

Click the Denied icon. The Denied ISP Summary form displays a list of all denied individual service plans. 
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Absence 

 

Absence Management 

 

Objective: Approve, put on hold or deny absence requests. 

 

Absence Approval 

 

 

 

Click the icon for Absence Approval. The Approve Absence Request form displays. 

 

 

 

Select a Step from the drop-down list and click the  button. Results display in the spreadsheet 

below. 
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To change the change the status of a request, click the blue checkbox  icon and select the desired 

status from the drop-down list. Make any other desired changes to the request and click  when 

finished. 

 

 

 

 

Hold Management 

 

 

 

Click the icon for Hold Management. The Approval Absence Request Hold Summary displays. 
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Select a Step from the drop-down list and click the  button. 

 

 

 

Results display in the spreadsheet below. 

 

 

 

To release a hold, click the action gear  icon associated with the desired absence and select Release 

Hold. The Release Hold form displays. Select a Released Reason from the drop-down list, enter a 

description if desired and click the  button. 

 

 

 

The hold has now been released. 
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Denied 

 

Objective: View or edit absence requests that have been denied. 

 

Navigation: Organization>Approvals>Absence 

 

 

 

Click the icon for Denied. The Denied Absences form displays. 

 

 

 

To view details or edit an absence, click the blue hyperlinked text.  
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The Absence Management (Edit) form displays. 

 

 

 

Make any desired changes and click  when finished. 
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Background Checks 

 

Approval Contact Background Check Hold Summary 

 

Objective: Manage approvals for contact background checks. 

 

 

 

Click the icon for Approvals. The Approval Contact BackGround Check form displays. 

 

 

 

Select a Step from the drop-down list and click the  button.   
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Results display in the spreadsheet below. 

 

 

 

To change the status of an item, click the blue checkbox  and select a status from the drop-down list. 

Click the  button when finished. 

 

 

 

To view or edit a request, click the  button. 

 

 

 

Make any desired changes and click  when finished. 
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Approval Contact Background Check 

 

Objective: View and release holds for background checks. 

 

Navigation: Organization>Approvals>Background Checks 

 

 

 
 

Click the icon for Hold Management. The Approval Contact Background Check form displays. 
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Use the drop-down lists and  button to view a filtered list of existing holds. 

 

 
 

To release a hold, click the action gear  icon associated with it and select Release Hold from the pop 

up menu that appears. 

 

 

Background Check Denied 

 

Objective: View denied background checks. 

 

Navigation: Organization>Approvals>Background Checks 
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Click the icon for Denied. The Background Check Denied form displays a list of all denied background 

checks. 
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Expense Reports 

 

Objective: View and approve expense requests. 

 

Navigation: Organization>Approvals>Expense Reports>Approved 

 

The Approve Expense Request form displays. 

 

 
 

Approve expense requests here. The status of Pending shows requests waiting to be approved. Expand 

the row to select an approval status for a specific request. 

 

 
 

The Approval status defaults to Approved. Save and close. 

 

On Hold 

 

Objective: View and/or approve expense requests on hold. 
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Navigation: Organization>Approvals>Expense Reports>On Hold 
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The Hold Expense Request form displays. 

 

 
 

Click the action gear  icon associated with the desired expense report and select Release Hold to 

release the hold on the request. A new form displays asking for a Released Reason. Once this form has 

been saved the request goes back to a status of pending so it can be approved. 

 

Denied 

 

Objective: View denied expense requests. 

 

Navigation: Organization>Approvals>Expense Reports>Denied 

 

The Expense Denied form displays. 

 

 
 

This is view only form, click the  button when finished. 
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Time-Off Request 

 

Approval Time Off Request 

 

Objective: Manage time off requests. 

 

Navigation: Organization>Approvals>Time Off>Time Off Approval 

 

 
 

Under the Organization tab, select Approvals. A pop-up menu appears. Select Time Off.  
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The Time Off dashboard appears.  

 

  
 

Click the icon labeled Time Off Aprroval. The Approval Time Off Request form appears. 

 

 
 

Select a Step and Status by clicking the drop-down menus. Click the  button. A summary list 

appears.  

 

 
To manage a pending request, click the  icon next to a request date. The row expands. 
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Select a desired outcome from the drop-down menu under Approval. Edit any other desired information. 

It is possible to manage multiple requests at once by clicking any  icons desired. Click the  button 

to finish and return to the Approval Time Off Request form. Once a request is assigned a label and saved, 

it will appear under the appropriately named Status list. 
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Time Off Denied 

 

Objective: Display a summary of all Time Off Denied claims. 

 

From the Time Off dashboard, click the icon labeled Denied.  

 

 
 

The Time Off Denied form appears and displays a summary of information regarding each denied claim.  

 

 
 

To return to the Time Off Dashboard, click the  button. 
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Hold Time Off Request 

 

Objective: Manage holds placed on time off requests. 

 

 

From the Time Off dashboard, click the icon labeled Hold Management.  

 

 
 

The Hold Time Off Request form appears. 

 

 
 

Select a Step by clicking the drop-down  icon. Click the  button.  
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A summary list appears. 

 

 
 

Click the action gear  icon next to the desired time off request. A pop-up menu appears.  

 

 
 

Click Release Hold to view the Release Hold form.  

 

 
 

Enter in any necessary information and click the  button to save and return to the Hold Time Off 

Request form. 
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Randomizers 

Shelter Randomizer Wait List 

 

 

 

The Wait list can be filtered using the search bar. Enter a name or date range and click the  button. 

To create a new randomizer, click the  button. The Randomizer Wait List Input form displays. 

 

 
 

Click the  button. A new row appears. 

 

 
 

Select a client using the magnifying glass  icon lookup. Select dates, a program, and a service if 

desired. Click the  button. The Randomizer Wait List Input form reappears. 

 

 
 

The new wait list item has been added.   
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To edit an existing click the blue checkbox  icon and make any desired changes. Click the  

button when finished. 
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Drug Screening Randomizer 

  

 

 

The Shelter Randomizer Wait list requires extensive System Administrator set-up and user training. Please 

contact a CaseWorthy™ project manager for information and training on using this functionality. 

 

To create a new drug screening randomizer, click the  button. The Run Randomizer Drug form 

displays. 

 

 

 

Select a provider, program, and team from the drop-down lists. Indicate the available slots for each day. 

Click the  button when finished. 
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The new randomizer is added. 

 

 
 

To edit, run, or view the randomizer, click the action gear  and click the relevant menu item. 
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Volunteers 

 

Volunteer Application 

 

The Volunteer Intake Application Summary is used to view and manage volunteer applications. To create a 

new application, click the  button. 

 

 
 

The Edit Volunteer form displays. 

 

 
 

Select a volunteer reason from the “Are you required to volunteer to satisfy” drop-down list by clicking 

the checkbox  icon and clicking the  button. 
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Fill out all other available info and click the  button. 

 

To edit an existing application, click the action gear  and click Edit. Make any changes and click the 

 button when finished. 

 

 
 

All Volunteers 

 

The Portal Users Summary form displays a list of portal users. The list can be filtered by typing all or part 

of a name in the Entity Name field and clicking the  button. To add a user, click the  

button. The Add/Edit Administrative Portal User form displays. 

 

 
 

Enter a login name and click the  button. 

 

 
 

 

  



CaseWorthy™ User Guide v 7.2 

982 

 

Volunteers Without User IDs 

 

Objective:  View a list of volunteers without user IDs. 

 

 
 

To assign a user ID, click the action gear  icon associated with the desired volunteer and select Create 

User from the pop up menu that appears. 

 

 
 

The Add/Edit Administrative Portal User form displays. 

 

 
 

Enter a login name and click the  button. 
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Volunteer Intake Workflow 

 

Objective: Add or edit portal users within the volunteer application workflow. 

 

 

 

Select Volunteer Intake Workflow from the Volunteers menu. The first step of the workflow, Volunteer 

Name and Contact Information, opens. 

 

 

 

Enter a first and last name for the volunteer, along with any other available information. Click the  

button.  
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The next step of the Contacts – Entity As Volunteer (Add New) form, Address Information, displays. 

 

 

 

Enter an address and zip code and click the  button. If the location displayed is correct click 

it to proceed. Click the  button. The Demographic Information area displays. 

 

 

 

Optionally, enter any available demographic info. Click the  button. The Disability area displays. 
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Enter any disability information or barriers using the drop-down lists. Click the  button when 

finished. 

The next step in the workflow, Edit Volunteer Application, displays. 

 

 

 

Select a reason for volunteering using the drop-down list and enter any further required information in 

the fields that appear. Enter any other available information in the remaining fields. Click the  

button when finished. The Entity Credential form displays. 

 

 

 

Add any relevant credentials using the clear checkbox  icon or click  to make a new entry. 

Click  when finished.   
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The next step of the workflow, the question about creating a user login, appears. 

 

 

 

If creating a user login is desired, click the radio button  for Yes. Click  to proceed. The form 

used to enter the desired user login name displays. 

 

 

 

Enter the desired user name and click  when finished. The workflow is complete and the user has 

been created.
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Volunteers Not Yet Approved 

 

Objective:  Display list of volunteers based on approval status. 

 

On the Volunteer Not Approved form, enter the desired volunteer name and select a value from the drop-

down box for Approval Status to filter the list displayed. Click  when parameters are chosen. The 

list appears on the lower part of the form. 
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Application Dashboard 

 

Application Dashboard 

 

Objective:  Edit volunteer applications and access volunteers by reason categories. 

 

 
 

 

Volunteer Court Ordered Summary 

 

Click on the Court Ordered icon. 
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The Volunteer Court Ordered Summary form displays. 

 

 
 

To filter by approval status, choose a status from the drop-down list and click the  button. The list 

changes to reflect the selected approval status. 

 

 
 

 To edit a volunteer, click the action gear  icon associated with it and select Edit from the pop up menu 

that appears.  
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The Edit Volunteer Application form displays. 

 

 
 

Make any necessary changes and click  when finished. 

 

 

Volunteer Job Training Summary 

 

Click the Job Training icon. 
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The Volunteer Job Training Summary form displays.  

 

 
 

Edit an application using the same steps as shown for the Court Ordered Summary form. 

 

 

Volunteer Court Dismissal/Truancy Summary 

 

Click the Truancy / Case Dismissal icon. 

 

 
 

The Volunteer Court Dismissal/Truancy Summary form displays. 

 

 
 

Edit an application using the same steps shown for the Court Ordered Summary form. 
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Volunteer School Requirement Summary 

 

Click the School icon. 

 

 
 

The Volunteer School Requirement Summary form displays. 

 

 
 

Edit an application using the same steps shown for the Court Ordered Summary form. 
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Volunteer Workforce Requirement Summary 

 

Click the Workforce icon. 

 

 
 

The Volunteer Workforce Requirement Summary form displays. 

 

 
 

Edit an application using the same steps shown for the Court Ordered Summary form. 
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Volunteer Other Reason Summary 

 

Click the Other icon. 

 

 
 

The Volunteer Other Reason Summary form displays. 

 

 
 

Edit an application using the same steps shown for the Court Ordered Summary form. 
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Volunteers by Location 

 

Objective:  Display list of volunteers based on provider, date, resource, and event. 

 

On the Volunteers by Location form, enter reservation dates and select values from the drop-down boxes 

for Provider, Resource and Event to filter the list displayed. Click  when parameters are chosen. 

The list appears on the lower part of the form. 
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Event Schedules and Calendar 

 

Objective:  Make reservations and check-in participants to events. 

 

 

 

The Event Calendar form displays upon selecting Event Schedules / Calendar from the Volunteers menu. 
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Filter the events displayed by entering parameters in the location, resource and usage fields at the top of 

the calendar form. 

 

 

 

Make reservations or check in clients by clicking on the desired event and selecting from the pop-up 

menu that appears. 

 

 

 

Select Reservation from the pop up menu. The Reservation form displays. 
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Click on the magnifying glass  icon. The Available Volunteers Lookup form displays. 

 

 

 

Enter any or all of the desired participant name and click on the  button. A list of matching 

participant names appears. 

 

 

 

Select the desired participant by clicking on the row. The name now appears on the Reservation form. 

 

 

 

Click on the  button. 
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To check in a participant, select Check-In from the pop up menu.  

 

 

 

The Check-In form displays. Click on the clear checkbox  associated with the desired reservation. 

 

 

 

The row expands, presenting editable fields. Make any desired changes or additions to the row including 

adding case notes. When finished, click on the  button. 
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Group Volunteers 

 

The Event Calendar form displays. 

 

 
 

Select a Location, Resource, and Usage from the drop-down menus and click the  button to 

populate results. 

 

 
 

Click on desired event and select Group Volunteer from the menu options. 
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The Volunteer Reservation form displays. 

Group Volunteer Reservation 

 

  
 

Click the clear checkbox  icon associated with the desired volunteer to add them to the group 

reservation. Once selected the checkbox turns  blue. Click the  button to save and exit. The 
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Event Calendar form displays once again. Select the desired calendar and event. Then select Leader 

Check-In from the menu options. 

 

 
 

The Volunteer Leader Check-In form displays. 

Volunteer Leader Check-In  

 
 

Only those previously checked in to this event as volunteers populate this form. Click the clear checkbox 

 icon associated with the desired volunteer leader to assign them a leader role for the reservation. 

Once selected, the checkbox turns blue  and the row expands for editing. 
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Enter information as desired. Click the  button to save and exit. 
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Store Locations - Portal 

Providers - Store Locations 

 

Objective:  View a map of provider store locations or navigate to any of several provider related actions. 

 

 

 

The Providers – Store Locations form displays. 

 

 

 

Click on the action gear  for any entry to see the options offered there. 
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To map the store locations, click on the  button.  

 

A new window opens with a map of the locations on the list. 

 

 

Select values from the drop-down lists for start and end on the map.  
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The image changes and the matching locations display to the right of the map. 

 

 

 

Click on Satellite and the image changes again. 
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Volunteer Contact Search 

 

Objective:  Search for a volunteer, view and edit volunteer contact info. 

 

 
 

The Volunteer Summary form displays a list of all the volunteers in the system. To filter the list, on the 

form header, choose a group from the drop-down list and/or enter a name, then click on the  

button. 

 

To edit a volunteer’s information, on the filtered list, click the action gear  icon associated with the 

desired volunteer and select Edit from the pop up menu that appears. 
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The Edit Contacts – Entity as Volunteer form displays. 

 

 
 

Make any necessary changes and click  when finished. 

 

Add Volunteer 

 

To add a new volunteer, click the  button. The Contacts – Entity as a Volunteer (Add New) form 

displays.  

 

 

 

Enter the new volunteer’s first and last names and the dates of service. If desired, enter the telephone and 

email information.  
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Click  to proceed to the next step. 

 

 

 

Enter the volunteer’s address information. Use the  button to verify after enter address 

information. Click  to proceed to the next step. 

 

 

 

Demographic information is voluntary. If desired, enter the volunteer’s gender, date of birth, social 

security number, ethnicity, and veteran status of the volunteer.  
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Click  to proceed to the next step. 

 

 

 

The last section of the form allows the user to identify any limitations the volunteer may have by making 

selections from the multi-select drop-down lists of disabilities and barriers. If the volunteer is a member of 

a group, the default value of “No” can be changed to “Yes”. This displays a new field, “Select the Volunteer 

Group”. Choose the group of which the volunteer is a part. Click the  button.  

The new volunteer is now in the volunteers list and various actions can be taken from the list by selecting 

from the menu that displays when the desired volunteer’s record is clicked on. 
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Calendar 

 

To view a calendar specific to an individual volunteer, locate the desired volunteer and click on the action 

gear  icon associated with it. Select Calendar from the pop-up menu that appears. 

 

 

 

The Volunteer Calendar form displays. Enter the desired date range and click on the  button. The 

calendar displays any time served by the volunteer within the entered date range. 
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Volunteers by Agency 

 

The Volunteer Summary by Provider form allows volunteer information to be viewed specific to providers. 

 

The search bar can be used to filter providers by name. 

 

 
 

Summaries of volunteers, service activities, teams, assigned clients, and time may all be accessed through 

the relevant menu items. 
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View Volunteer Time 

 

Objective: View volunteer hours by volunteer. 

 

Navigation: Organization>Volunteers>View Volunteer Time 

 

The Calendar Event Time form displays 

 

 
 

Use the Volunteer lookup  field to select a volunteer for whom to view time. The Find Volunteer form 

displays. 

 

 

Search by volunteer name or birthdate or simply click the  button to populate all results. 
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Select the desired volunteer. The form closes upon selection. 

 

Note: Click the  button to add a new volunteer record on the fly. 
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Find Volunteers 

 

Objective: View volunteer hours by volunteer. 

 

Navigation: Organization>Volunteers>Find Volunteers 

 

The Volunteer Summary form displays. 

 

 

 

Click the action gear  icon associated with the desired volunteer and select Volunteer Contact Log 

from the menu options. 
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The Contact Log form displays existing contact information for the volunteer. 

 

 

 

To add additional contact information, click the  button. A new row appears.  

 

 

 

Select a reason for desired contact as well as a status indicating what kind of contact has already been 

made. Add any notes as desired. To edit existing contact requests, click the blue checkbox  icon 

associated with the desired request, the row expands for editing. Click the  button to save and 

exit. 
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Volunteer Dashboard 

 

The Volunteer Information form is used to view and manage current unapproved volunteers. Click the 

desired volunteer to begin. The Approve Volunteer Applications form displays. This form is covered in the 

next section. 

 

 

 

Approve Volunteer Application 

 

Objective:  View a list of volunteer applications filtered by status and step in the approval process. 

 

To edit, click the blue checkbox  next to a volunteer. 
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The row expands. Click  to open the application and make any changes. 

 

 
 

The Volunteer Application form displays. 

 

 
 

Click  when finished. 
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Volunteer Applications on Hold 

 

Objective: Change status of volunteer applications placed on hold. 

 

 

 

Click the Applications on Hold icon. The Volunteer Applications on Hold form displays. 

 

 

 

To change the status on an application on hold, click the blue checkbox  icon. The field expands. Select 

the new status from the drop-down list and click  when finished. 
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GW – Volunteer Application 

 

Objective:  Start a new volunteer application. 

 

 
 

Fill out all required info, click  when finished. 
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Donors 

 

Find Donors 

 

Objective: Add and view donor contact information. 

 

Navigation: Organization>Donors>Find Donors 

 

 

 

To add another contact entry, click the  button. The Add New Contacts – Entity As Volunteer 

form displays. 

Add New Contacts – Entity As Donors (8688) 

 

 

Enter information into the required fields: First Name and Last Name. Fill remaining fields as desired.   
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To move on to the next portion of the form and subsequent portions, click the  button. 

 

 

 

Enter information into the required field ZipCode. Fill remaining fields as desired. To navigate between 

portions of the form, click the  or  button as applicable. 
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Fill fields as desired. Click the  button to continue and the  button to finish. 
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Campaign Management 

 

Objective: Add and mange new campaigns. 

 

Navigation: Organization>Donors>Campaign Management 

 

 
 

Select Campaign from the Campaign Management Dashboard. The Campaign Summary form displays. 

 

 
 

To add a new campaign, click the  button.  
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The Add Entity Mailing List form displays. 

 

 
 

Enter information into all fields, as they are all required. To select a Template, click the magnifying glass 

 icon. The Lookup Case Note Templates form displays in a new pop-up window. 

 

 
 

Search by Subject and/or Type. To add a new template, click the  button. Click on the desired 

line to select. The form closes upon selection. 
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To edit an existing campaign, click the action gear  icon associated with the desired campaign and 

select edit from the menu options. 

 

The Edit Entity Mailing List displays. 

 

 
 

Use the magnifying class  icon to lookup a different client. Click the  button to add a new 

client to the mailing list. Click the  button to save and exit. 
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Other 

Batch Invoice Service 

 

General Invoice Summary 

 

Objective: View and create invoices on the batch level. 

 

Navigation: Organization>Other>Batch Invoice Service 

 

The Batch Invoice Service form displays. 

Batch Invoice Service 

 
 

This is a view only form, no edits can be made. To add a new invoice, simply click on the  button. 

The Generate General Invoice form displays. 

Generate General Invoice 

 
 

Enter information into required fields: Invoice Date, Due Date, and Description. Select a desired program 

and service. Click the  button to populate results of clients matching the date range and Program 

and Service selections. 
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A blue checkbox  icon indicates selection. Click the blue checkbox  icon to edit or delete from 

selection. The row expands. 

 

 
 

Enter information as desired. Click the  button to save and exit. 
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Campaign Management 

 

Create Campaigns 

 

Objective: View existing campaigns. 

 

Navigation: Organization>Other>Campaign Management 

 

 
 

Select Create Campaigns from the Campaign Management portion of the Campaign Management 

dashboard. The Campaign Summary form displays. 

Campaign Summary 

 
 

To edit or delete an entry click on the action gear  icon and select the desired menu option. To add a 

new entry click on the  button. Click the  button when finished.  
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Program Bar and Wait List 

 

 

 

From this dashboard, the user can view all clients barred from programs and services in their organization, 

and all clients on a wait list in their organization. 

 

 

 

Clicking the "Wait List" icon opens a wait list search form.   
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Select the program and date range, then click  for the clients that meet those criteria. 

 

 

 

 

 

Clicking the "Bar List" icon opens the bar list summary form. Here the user can view any client bars related 

to their organization. The form can also be sorted by program, date or client last name. 
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Indirect Service 

 

 

 

The next menu item in the Other menu group is the “Indirect Service” form. This functionality works 

similarly to the forms in the Case Management>My CaseWorthy area, except that it automatically assigns 

the services to the Indirect Service client. 
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Program Client Service 

 

 

 

The next menu item in the Other menu group is the "Program Client Service" form. This form allows the 

user to provide a service to multiple clients in a program at the same time. Select a program and service, 

then click  for a list of eligible clients. Click the clear checkbox  next to the client's name to 

provide the select service to them. 

 

 

 

  



CaseWorthy™ User Guide v 7.2 

1035 

 

High Volume Services 

 

Objective:  Add services to a program with high volume. 

 

 
 

On the Add Services for High Volume Program form, enter a service date and choose a program and 

service. Optionally choose a method of contact. Click the  button. 

 

 

 

A new, expanded row appears on the form. 

 

  

 

Click the magnifying glass  icon to look up a client.  
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The Find Clients in a Program form displays. 

 

 

 

Enter any or all of the client’s name and click on the  button. 

 

A list of matching clients appears. 

 

 

 

Select the client from the results. The Add Services for High Volume Program form displays with client 

name in the new row. 

 

 

 

Add as many clients as desired by repeating the process. Click  when finished. 
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Categorize Clients 

 

Objective:  Categorize clients, edit client categories, and find clients in a program. 

 

 

 

On the Categorize Clients form, choose a category from the drop-down list and click on the  

button. The list of clients in that category appears. To add a client to the list, click the  button. 

 

 

 

The list closes and an expanded row appears. 
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Click the magnifying glass  icon. The Clients in Program Lookup form displays. 

 

Select a program from the drop-down list and enter a name if desired. Click on the  button.  

 

Results display in the space below the search parameters. 

 

 
 

Select a client by clicking on the associated row. The Categorize Clients form appears again with the client 

name. 

 

 
 

Click on the down arrow  icon for the Categories field and select any desired categories from the drop-

down list that appears by clicking on the clear checkbox  associated with them. Click on the  

button. Click  when finished. 
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Edit Client Categories 

 

Objective:  Edit categories associated with a client. 

 

On the Categorize Clients form, click the action gear  icon associated with the desired client. 

 

 

 

Select Edit from the pop up menu that appears. 

 

 

 

The Edit Client Categories form displays. Make any changes and click on the  button. 
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Medical Billing 

 

 
 

Manage Charge Entry Batches 

 

Objective:  Manage medical billing charge entry batches. 

 

 
 

Click the  button. The Charge Entry Line Item form displays. 

 

 
 

Click the magnifying glass  icon to choose a batch. 
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The Charge Entry Batch Lookup displays. 

 
 

To find an existing batch, use the Created By drop-down list to filter the list. Click the desired batch when 

located. To create a new batch, click the  button. The ChargeEntryBatch Add form displays. 

 

 
 

Simply enter a description and click on the  button. The Charge Entry Line Item form displays. 
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Click the magnifying glass  icon to choose a patient. The Find Client Lookup form displays. 

 

 
 

Enter any known client info and click on the  button. Select the desired client from the results 

displayed below. The Charge Entry Line Item form displays. 

 

 

 
 

Select an enrollment and fill out any other fields. Click  if an additional line item is needed. Click 

 when finished. 
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The Manage Charge Entry Batches form displays. 

 

 
 

To view existing batches, use the Created By drop-down list to filter and click the  button. 

 

 
 

 
 

Click the action gear  and click Charge Entries. The Batch Charge Entry Summary form displays. 
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To view services, click the  icon. The Charge Entry Services form displays. 

 

 
 

Click  when finished viewing. 
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Billing History 

 

Objective: View organization medical billing history. 

 

Navigation: Organization>Other>Medical Billing 

 

 
 

Click the icon for Billing History. The Billing History form displays. 

 

 
 

Select a date range and click the  button. 
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Billed items display below the  button. 
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Invoice Processing 

 

 

 

Use this area to generate invoices related to Client Project Time entry. Refer to the Client Project Time 

Entry section of this manual for more information on how to enter the data necessary to generate 

invoices. Once the time data has been entered, navigate to Organization>Other>Invoice Processing 

Approved Client Time – To Be Invoiced 

 

 

 

Locate the Approved Client Time – To Be Invoiced query table and select the desired entry by clicking on 

it.  
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The Approved Client Project Time Summary form displays. 

 

 

 

Click on the  button. The Enter Client Project Time form displays. 

 

 

 

Select the Client by clicking on the magnifying glass  icon. The Find Client Lookup form displays.  

 

 

 

Enter the desired lookup information and click on the  button.  
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Select the desired client from the list presented in the form. Enter the Customer, Project and Task from the 

drop-down lists and enter the Description of Work. Click on the  button. 
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Generate All Invoice 

 

Click the icon for Generate Invoice. 

 

 

 

The Invoice Line (Create) page displays. 

 

 

 

After supplying a date range, click  to display the records to be processed. 
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Select all desired records by clicking on the clear checkbox  at the left of each record. Click in the task 

field and press Tab for each line. The Amount field populates with the extrapolated value for each line.  

Click on the  button at the bottom of the page. 

 

 

 

The user is returned to the Invoice Processing menu. 

 

  

 

Click the icon for Invoice Summary.  
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The Invoice All Summary page displays. 

 

 

 

Click on the action gear  to the left of the invoice generated and click on Invoice Detail. 

 

 

 

The Edit Project Invoice form displays. Verify that the time records are listed individually. This page is 

editable if required. Return to the Invoice Processing menu by selecting the  button or the 

 button. 

 

 

  



CaseWorthy™ User Guide v 7.2 

1053 

 

To print invoices, click the Generate Invoice / Print Invoice icon. 

 

 

 

The Invoice Print Summary page displays. 

 

 

 

Select the invoice to be printed and click on the  button in the lower right of the page. 

The Invoice Batch Summary displays. Click on the action gear  to the right of the batch to be printed 

and click on Print Invoices in Batch. 
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The Print Client Invoice page displays. Verify the Batch ID is correct and click the  button in the 

lower right of the page. 

 

 

 

The invoice displays in a new window. 

 

 

 

Click  and  after printing to return to the Invoice Processing menu page. 

  



CaseWorthy™ User Guide v 7.2 

1055 

 

To view a specific customer’s invoices, first navigate to:  Organization > Providers > Customers  

 

 

 

Select a customer with the action gear  to the left and click on Projects. 
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The Projects (Summary) page displays a list of projects for that customer. 

 

 

 

Select one of the projects on the list and click on the action gear  to the left of the project record. 

Select Invoices from the pop up menu that appears. 

The invoices for that project display in a list, Project Invoice Summary.  

NOTE:  Invoices are also accessible through the following navigation: Organization > Providers > 

Customers > Select a customer with the action gear  to the left and click on Invoices. Invoices by 

Customer (Summary) page displays a list of invoices for that customer.  
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Batch – To Be Printed Detail 

 

Objective:  Presents a list of batches ready to be printed from which an individual invoice may be selected 

for printing. 

 

 

 

 

Click on the Batch – To Be Invoiced icon in the Invoice Processing window.  

 

The Invoice Batch Summary form displays. 
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Locate the desired batch and click on the action gear  icon associated with it. Select Detail from the 

pop-up menu that appears. 

 

 

 

The Batch – To Be Printed Detail form displays. 

 

 

 

Locate the desired batch and click on the action gear  icon associated with it.  

Select Print Individual Invoice from the pop-up menu that appears. 
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The Print Client Invoice form appears allowing the user to print the invoice. 

 

 

 

Click the checkbox to Show Detail Level if desired and then click the  button. The invoice displays 

in a new window where it can be printed. 

 

Invoice Unprinted All Summary 

 

Objective:  Access invoice detail for unprinted invoices from the list presented. 
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Click on the desired Provider in the Invoices Prepared - To Be Printed query table. The Invoice Unprinted 

All form displays of all the related invoices. 

 

 

 

Locate the desired invoice and click on the action gear  associated with it. Select Detail from the pop-

up menu that appears. 
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The Edit Project Invoice form displays. 

 

 

 

Make any desired changes and click the  button. 
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Inventory Management 

Inventory Charts 

 

 

 

Objective:  View graphic representation of inventory data as presented in charts. 
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Locate the Auto By Status chart. 

 

 

 

Click on the chart. The Automobile Inventory Drill from Chart form displays. 
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Locate the desired vehicle and click on the action gear  associated with it.  

 

 

 

Select Edit from the pop-up menu that appears. The Inventory (Add) form displays. 

 

 

 

Make any changes desired and click on the  button. 

 

To view images of the vehicle, select View Images from the pop-up menu. 
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The View Automobile Files form displays. 

 

 

 

Locate the desired image file and click on the action gear  associated with it. The image displays. 

 

 

 

To view vehicle disposition records, select View Dispositions from the pop-up menu. 

 

 

 

The View Disposal Information form displays with a list of dispositions for the vehicle. 
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To delete a vehicle, select Delete from the pop-up menu. 

 

 

 

A dialog pops up requesting confirmation. Click  to delete. 
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Background Report Summary 

 

Background Summary Report 

 

Objective: View a background summary report within a specified date range and status type. 

 

 

 

To filter the items that display in the spreadsheet: select a date range for the Applied Date category and 

select a status from the Status drop-down list. Click the  button to display the results. Results 

display in the spreadsheet below. 
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User Credentials 

 

Add Credentials to Multiple Users Header 

 

Objective: Add credentials to multiple users at a time. 

 

 

 

On the Add Credentials to Multiple User form, click the magnifying glass  lookup icon for Credential. 

The Select Skill and Credential Types Lookup form displays. 

 

 

 

The Credential Category drop-down list can be used to filter by category by clicking the  button. 

Click the desired credential upon locating it. 
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The selected credential and skill appear in the fields. 

 

 

 

To filter the users that display, use the Organization and Provider drop-down lists and click the  

button. To add a credential to a user, click the clear checkbox  icon. When all desired users have been 

selected, click the  button. 

 

Administration 
 

Instructions related to the Administration workspace are found in the CaseWorthy™ System Administrator 

Manual.  

 

 


