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N QOverview

The For Community
Support Management
database allows
organisations to manage
datarelating to:

e Clients

e Groups

e Contacts

e Staff, and...
e Workflow
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FCSM¥ - For Community Support Management

Purpose
Allovaing pou to manage data relating to:

- clients - general detailz, caze notes, evaluations. ...

- groups & projects - general detailz, notes, evaluations. ..
- pohtacts - refemrers, services provided, eto...

- rezources - descriptions, maintenance and loan logs.

- policies &_procedures - with links to full documents.

- ztalf - general detailz, izzues, incidents, etc. ..

Getting Started
A menu iz prezented on the left side of the zcreen. Click each menu
itern in turn and familianze yourself with the various components
within the application.

[t iz suggested that you bedin with the menu iterm titled: Defaulks.

Click on the Prnt Help button below to view and print selected help
detailz far thiz application.




NCIients - List

Aswith many
componentsin the
FCSM database, the
clients component opens
withalist Screenin
which you are able to:

e sorttheclient list
using the button at
the top of the screen,

o filter the clients with
the filter options at
the bottom of the
screen,

e add/edit selected
client details
and/or...

e selectaclientinthe
centre of the screen
by double clicking
onaclient’sFirst
Name field.

(NOTE: The double click
field isidentified by the
darker background
colour)
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BS Clients List

Firsk Mame

Lask Mame

=10l x|

| Phone | Age | Gender | Cultural Blgrnd |

Status

Y

|F|rst Sample

q Ih-r|r

1234 1234 16 |[Male = }{anglo » ||active = [lor
| |16 [ale -] | | |

|Sec0nd Sample

\ |[ 15 |Female = ][aT51 - | [pctive 'lE

| L = ~| e

EErEraes
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NCIients - Detall

Once aclient is selected,
you are able to add and
edit such details as;

General contact
details - phone, email,
addresses, etc.
Background details -
referrer, school, year,
group, cultural
background, gender,
efc.

Ongoing support
details - case notes,
emergency and
support details,
evaluations, etc.

(NOTE: Double click
fields are identified by
grey background
colouring within the
fields. EG: Referrer,
School, Cultural
Background, Satus, etc.)
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B= Clients List -0l x|
First Name | Last Mame | Phone | Age | Gender | Cultural Bkarnd | Skatus | -
|[1z34 1234 [ 1e |Male  -][andle - ] Active 3 |

3 |First Sample

*| I

Open | Clr

Iz Archi

Directory:
menksics1-1Y

C:\ForCaManagement\DocumentsiClientDocu

Edit I Create Directoryl

Locate

Date Referred (In):

E B8 client Details o [=]
[ 4
First Name:  [Clisnt Ref: 1 Address: Sample Address
Last Name:  |First Sample
Phone: 1234 1234 Suburb: |BBBEYWOOD ]
Mobile: |D4321 111 222 Skate: QLD
Email: |First@ajrovider.com.au Postcode: |4613 Save To History |
C kry: Austral;
Referrer: |Organisation Manager, Internal =+ ountry I H=rala
School: I ;I * Date Created: Sunday, 1 Movember 2009
Ref No |1234 Time Created: 10:13 AM
Year Level:  [TAFE |

|Sunday, 3 May 2009

First Interview Date: |

Final Interview Date: |

Personal Details ICIienthtesl MNates | Childien | Emergency Contact | Urgent Medical Info | Evaluation | Member of Graup | »

Record: |<|¢|| 1 r|n|m|nf2

Cultural Background: [anglo = DOB: |12||'D4,|'1994 Age: |16
Status: |.ﬂ.-:tive ;' Age when referred in: 15
CS Dfficer: |Organisation Managet = | Gender: I_
Is Parent? v To be included in Stats? ¥
ArchiveDate:
Funding Type: [Fund Typel ;l
Copy This | Add Referral | WorkFlow Lists | New | Help | Close |
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e Many of the application’s statistics are dependent on the entry of client and group details, and the entry of their Case Notes and Evaluations.

e |tisbestif the Case Note and Evaluation Groups and Types are decided on, agreed to and entered into the database before using the Case
Notes and Evaluations components. A set of worksheets have been provided in the User Manual to assist with this.

You are ableto add Client | Personal Details  Client Notes | Notes | Childhen | Emergency Contact | [52 _|ol x|

Entry Date Type (Detalls
|1?,|'03,|'2DID ||In|:||V|c|uaI by Client _'”_Sample Detall/ Detail I Support P'DV'dEdI Select Templatel
[6/07jz010 |[Mot Defined =] =

(Case) Notesto each
client viathe Client Notes
tab:

b
E3

Select Template:

Counseling Template
Group Meeting Template

Sample Detail

e Add/select an entry
date and select aclient

note type and funding
type (where Case Mate Betwesn and
applicable).

e Doubleclick onthe

Detal |S fldd to add Copy This | Add Referral | WiorkFlow |

the Case Note detail, a b T il o 2 Start Time: |
start and end date, and
time spent (where
app| icabl e) Close |

e Add, edit or select a
Case Note Template —
if and as required.

End Time: I Hours: [0 Mins: ID

For Community Support Management
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A\ Groups

The Groups component
allows you to add and edit
such details as:

General details-
name, dates,
description, etc.
Stakeholder details
including:
participants,
facilitators,
stakeholders and
urgent medical details.
Ongoing
Management — group
(file) notesand
evaluations.

For Community Support Management

E| Groups List

g

Title

=101 x|

Details

I Main Co-ordinator

-

Select

Sample Group

|Th|s is a weekly vouth group providing a range of ||F‘r|mar';.f Officer

-l

- B Group Details

. e o ©

Details:

Directory:

Title: ISampIe Group
Referrer: IOrganlsatlon Manager, Internal ;l
Main Co-ordinator: IF‘rlmarv Officer =1

to build self estesm.

This is a weekly youth group providing a range of activities

r

—

=10l x|

Edit | Create Directory I

C:\ForiZSManagementDocumentsharn
upDocumentsics -4

Locate

Date Created:

Time Created:

Is this a joint/collaborative Planning Event?: _|

Funding Type: |Fund Typel

[

Start Date:
Finish Date:
Date Finished:

Monday, 1 March 2010
1:10 PM

[Monday, 3 May 2010

[Tuesday, 13 Juky 2010

Graup Motes |Evaluat|0n| F'artlc:lpantsl Famlltatorsl Stakehnldersl UrgentMedlcaIInfoI MHotes I

Entry Date Type Details Funding Type
MEESQM Review _||Sessmn 1 | Extra I
* |5jn?f2|31|:| |[Mat Defined = | -]

ol 012010 WEnEmlS/ 10/2010

[»

Copy This |

Lists | e |

Help |

Close

Record: | || | 4] |P*| of 1

EE—————SSS———————————————————————_———————————S————m—m—m——m——m—m—m—m—mm—m—m—m——m—m§mm—m—m—m—m—m—ms——m——mm—m——m————s—§_=—_—_huEER=—_—__—RR__———ss8§—§S§$§SsSsSShsSSSSssssssssssssssssaeemeemhwb
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NContacts and Staff

The Contacts and Staff
components allow you to
add and edit such details

as.

General contact
details - phone, email,
addresses, etc.
Grouping details—
Contacts:
organisation type,
contact role,
notification
preference, preferred
user level.

Staff:

department, job title,
status, employment
type.

For Community Support Management

B Contacts List - 10| =|
Last Mame | First Mame: | Organisation Mame | Contack Role I Phone | Organisakic =
eroerieaten | R === ]| =
Sample Local Counseling Service  |FEaata = |[z344 | [Third Sectaor
EEl Contact Details B ] 4|
2

First Name: I-m Phone: |3344

Last Name: |Contact Mobile: |IZI411

Drganisation Name: ILDE-EI| Counselling Service Fax: |1 122

Is School? - Email: |Frank@anatherjmvider.cnm.au

Contact Role: |.0.ssnciate ;l Email Owner: |Frank

Organisation Type: |Thirc| Sector Organisation = | Entry Date: IDI-Mar-lD

Details |N|j[eg |
Office/Apartment: | Preferred User Level: |1
Street: I *hoke: Level 1 is the highest
Suburb: | =1
State: I
Post,/Zip Code: I
Countkry: I
Motification Preference: |Mai| ;'

Add Compliance Feminder Copy This Lists | e | Help | Close

Record: 14| « ] 2 v nirs]of 2
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NWorkrow — Adhoc Contacts

e The Workflow component allows you to add, edit and track Adhoc contacts.
e Asapersonringsin or callsinlooking for information and/or are making a general enquiry, their contact can be recorded as an adhoc

contact.

Adhoc contact details
include:

Date of contact
Type of person
Gender

Estimated Age
Cultura Background
Outcome, etc.

Note: where aselection is
not known, a ‘Not
Known’ entry can be
selected.

Entries within the various
drop-down lists, such as
Cultural Background,
Contact Type etc, can be
added and edited by your
team viathe Lists button

Lisks

at the bottom
of the screen.
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B workflow

#d Hoc Contact I Feferalz In | Feferrals Out | Marketing & Resources Distributed | Brokerage |

=101 ]

Contact Datel Contact Typel Gender | Age |Cultural Bckgrndl Contact Details | Qutcome |First BrieFl

Case Worker

;I |Male

;|| 15 | |Angl0 ;||0Ffice

;I|Pract Asst

B

|Organisati0n Man:

[ sfo7fz010|[Student
S ERED| |

= | i |

i |

0 F

[oraanisation Man:

Client
Mot Defined

Student
Worker

Between: |SEGEERN =nd [EEEET

For Report)

1/041201

30{06/2010

Efm L ) e pick any day in the gquarter:
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NWorkrow Referrals, Marketing & Brokerage

The Workflow component
also allows you to add,
edit and track such details

as

Referrals In and Out
— listing of those who
referred clientsin, and
to whom clients have
been referred.
Marketing Materials
Distributed — name,
detail, date sent, etc
Brokerage — for
tracking moneys or
equivalent provided to
clients.

For Community Support Management

alll

_ljx
__Ad Hoc Contact | Referrals In| Referrals Out  Marketing & Resources Distributed | Brokerags |
Details | Method I [ate Sent | Sent To | Skatus | Mo, Dlstrlbutedl =
|New Service Provision ||Mai| _|| EuII'IZI?,I'ZIZIIIZI| |.C\II Contacts ||Status 1 _|| 4DIZI| E
|New ‘outh Group || _|| D| [
1]
| || | F
Mew Method

pier: T

ESSESS—S—————————————————————————————————————m——m—m—m—m—m—m——m——m—m—m———m—m——m—m§—m_mm—m—m—mjmn§§—msmj———_—_mmm__—_——m_—§_m—_—mm_m_m——_m—m——_——m_—_m—_—m—_m_——_—_—=,y
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N Stats

Reporting

With data entry
appropriately structured,
FCSM alowsyou to print
one or more periodic
statistical reports.

Funding/Program
specificreport —a
number of specific
funding types or
programs have had
reports developed in
line with applicable
funding obligations.
General Stats Report
—agenera dtatistics
report is also available
for more general
information and
internal use.

For Community Support Management

El Stats Report

Filkers I Feport Sections To Shaw |

=10l %]

First Interview Date:

|1/o7 12010

Eebween:

and [30{09/2010 = | = |(by quarter)

EE stats Report -10] x|
Funding Source: Im =]| Settingsfor:  |Default =
Referred By: |-°-|| [ Fiters ~ Fepaort Sections Ta Shaw I
Schoal: |.|3.II =l )
Groups; I
Clients: e Group Case MNotes: v
Clients Case Motes: ¥ Group Evaluation Mokes: I
Clients Evaluation Mokes: I
; Clients Evaluation By Ttem r workFlow Referrals In: 3
¥SC Report | Brink and Gender: (Large Printouk) Workflow Referrals Qut; I
WorkFlow Marketing: ™
Projects: v d v
) workflow Brokerage: ™
Project Case Motes: v
] ] Workflow Ad Hoc: I
Project Evaluation Mates: v
Settings For: ;
|DEFaL|It Mew Settings |
¥aC Repork | Prink | Prink Skats 2 | Close
Page 9




NS[BIS Reportlng — Program-Specific Reports

As part of our
commitment to supporting
the various Third Sector
programs, we |ook to
maintain a number of
Funding/Program
specific statistical reports
— developed around the
program-specific funding
obligations.

These various program-
specific reports need to be
updated and added to
fromtime to time—
depending on the many
and varied programs, but
also depending on shifts
in focus within the
various government
departments.

For Community Support Management

Summary Report

Summary between dates: 1/07/2010 and 300092010

=10 x|

FSh Yers 02
User Mame
Shreet Address, Suburb State Postcode
Fhone: Fh Mumber,  Fax: Fax Mumber
Email: Your emal Account
Outcome Performance Measures Number
Oct Murnber of referrals to the YSC 0
0c2 Murnber of cases opened 0
Qc3 Mumber of contact sessions ]
Ocd Final evaluations with positive Improved engagement in learming’ ]
Och Any evaluation with positive 'Progress towards educational goals' ]
()5 Any evaluation with positive Tm |2 o (] S
Qcf Mumber of cases closed
(o)) Murber of referrals (out) to oth| ! Filers |.F|_|;|50-l.t-8_ectlonsTDShow|
[0)=s) Murnber of groups undertaken
Oc10 Murnber of participants in group Bt s Bicfics
Between:  [1j07/2010 ' and [30/09/2010 < | = | {by quarter)
Qe Evaluation with ¥'3C Service
Funding Source: [Fund Typel g o]
Referred By: I.ﬁ.ll n fn [~ | Reset |
Schoal: I.C\II - o _I
fef2 | Tumberof projet undensken
Mumber of participants in projen
Start Date: |1,fn?,fzmn | Manth | |
ol LG Jes Y5C Repart | EndDate:  [30/03/2010 P | Quarter | > |
Ocld Marketing Taken Up"
Ocls Mumber of resources distributed (e.g. newsletters, emnail updates)

Close

ESSESS—S—————————————————————————————————————m——m—m—m—m—m—m——m——m—m—m———m—m——m—m§—m_mm—m—m—mjmn§§—msmj———_—_mmm__—_——m_—§_m—_—mm_m_m——_m—m——_——m_—_m—_—m—_m_——_—_—=,y
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AY Setting Up: Defaults

FCSM alowsfor afair
degree of customisation.
Much of this should be
addressed on initia setup.

In the Defaults
component, you are able
to add/edit/set:

e Your organisation’s
Details (User Info
tab) — name, address,
phones, etc (which
appear on multiple
reports).

e Application
Preferences
(Application tab) —
screen sizes, formats,
registration code,
machine code (created
by you where one or
more copies are being
run on a laptop), etc.

For Community Support Management

EE Defaults -10] x|
_User Info  Application I File Path | Logo | ear Levels | Application Yariables | PPR Repatting |
Menu on Left of Screen: [
Maximise All Screens: (il
Data File Link Required: [
Uzer Marme
Startup Screen: IIntroducing -
Elizits Menu Height: 8600 Apply
EiteT Screen Width: I'I 0700 Reset
Berfess Machine Code: |c:s1
Staff
Utregistered Yersion
W orkflow e
Rerminders Registration Code: |FESTDVIJI23?4
Stats Report Reports Produced By: |F0r Community Support Management
Login
. Match List Screen Colours: v
Introducing
Flat & Non Bold Yiew: ird
A ‘, Add Colour to Menu & Intro: [
Add Colour ko List Screens: v
Defaults
Data File Management
|ntroducing
) Select Colour: Re-order:
Bk Detail Screen | Popup Screen | Menu ltems |

Wer: 2.1, Build: 20100503

Backup Your Default Settings? [~
Lists | Help | Close |
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NSettlng Up Defaults (Continued)

The Defaults component also alows
you to add/edit/set:

e Logo (Logo tab) — copy and
paste your organisation’s logo,
so that it appears on the Main
Menu and selected reports.

e Application Variables
(Application Variables tab) —
¢ Clients may have an internal

refer ence — you can set your
name for that reference field,

e Click onthe Lists button at
the bottom of the Defaults
screen and add and edit
Funding (or programs)
Types— as per your program
funding. Then select a
default Funding Type for use
within the database.

e If your organisation only has
one Funding sour ce, you
can set the default funding
type and turn off the funding
type drop-down lists on the
various screens.

For Community Support Management

_ioix

_ User Info | Application | File Path | Laga | Year Levels &pplication Varisbles | PPR Reparting

_|

Ref Name: |ReF M

Default FundingType: |Fund Twpel ;l

Show Funding Type on Screens: ¥

EE Admin Lists x|

Group Notes Tepe | Ealuation Type I rear Level I Subwib Regions I Suburb
Funding Type I Care Required Type | Project Stages | Froject Types

Funding Type

[FurdTypez |

Suburbs and Regions

Page 12
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NSetting Up: Drop-Down Lists

Each component Wlth_l nFCSM First Name: |Client Ref: 1 Address: Sample Address
allows you to categorise your :
lients, groups, contacts, staff etc LastName:  [First Sample
clients, groups, ’ e T Suburb: [EBEVWOOD 1
with arange of drop-down )
: Mobile: [p4321 111 222 SlEE [ap

selections. EE——
Email: |First@ajr|:wider.ccum.au Postcode: I'fhf'l3 MI

For instance, in looking at the Client Referrer: [Organisation Manager, Internal ( ] Country: |pwstralia

Detail screen there are drop-down school: I Date Created: Sunday, 1 Mowvember 2009

boxes provided for such fields as: Ref No [tz34 Time Created: 10:13 AM

Year Level: |TF'.FE

@u

e Referrer and School Date Referred (In): |S|_|n|:|a~fJ 3 May 2009
e Yea Leve Directory: Eﬂiﬁgﬁgﬁ??agement'l,Du:u:uments'l,CIientD|:u:u First Interview Date: I
e Suburb : . Final Interview Date: |
e Cultural Background, Status and E dit I Create Dlrecturyl Locate |
Community Support Officer Personal Details | Client Nu:ntesl Mates | Ehildrenl Emergency En:nnta-:tl Urgent bMedical Infn:-l Evaluatin:-nl b ember of Grn:-upll_*l

e Gender and Funding Type.

Some of these entries would be entered Cultural Background: [anglo [ -1 DOB: |12,|'III4,|'1'§94 Age: |16
into the Contacts and Staff sections of Status: IF'-Eti'-.-'E ;I ge when referred in: 15
thﬁ- databise. Othe'r‘S A\i\(/jou_ld Et_a ad,ded to 5 Dfficer: [orgerEtonrenoger | B Gender:
what are nOW.n as. min Lists’ — Is Parent? ¥ To be included in Stats?
(see the following page). .
ArchiveDate:
Funding Type: [Fund Typel ;l
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NSetting Up: Admin Lists

_|

¢ Inlooking to add and edit entries to these various drop-down lists, each component within FCSM has a selection of lists within a popup
Admin Lists screen.

e |tisbestif entriesfor these various lists are decided on, agreed to and entered into the database before using each component. A set of
worksheets have been provided in the User Manual to assist with this.

For instance, open the Client Detail zl
screen and click on the Lists button

Lisks Evaluation Type I E valuation Item Group I Evaluation Items I Client Eval Responzes I Irgent Medical Headings

= at the bottom of the ear Level I Suburb Regions I Suburb I Cultural Background I Status I Funding Type
screen. Tabs have been included to Care Required Type I Felation Type | SupportType | Project Stages I Project Types
allow you to add/edit entries for Client Mate Group Client Notes Type | Ealuation Type Group
drop-down lists such as:

Client Notes Type Type Group POC? Description 1=

e Client Note Types and Groups [ccommodation [Client =14
e Evaluation Types, Groups, Items [advocacy |[Client B

and Responses [Farily |[<lient e
e Cultural Backgroundsand Y ear Brudy Gt 14|

Levels
e Client Status and Support Type

[Transpart |[Clignt | ¥
e Suburbs and Suburb Regions. | | =14

(The ‘PO is For case notes that are ko be reported on as a Point of Conkact)

dl I

Suburbs and Reqions

For Community Support Management Page 14

L



