iMs

a Dynetics company

Integrated Management Solutions

IMs Connexis
User Guide

www.iMs-Dynetics.com
Support@iMs-Dynetics.com
1-888-946-5227



2 iMs Connexis User Guide

Table of Contents

Foreword
Part | Using iMs Connexis S)
o o 11 o PP 5
2 NaVIigation ElEmMENtS. . .. 6
G T = 7= R ol U1 '] o 1 B 7
Viewing, Updating, and Deleting RECOTUS ...ttt et st e e st e e nbeesbeeanteeeanes 7
[0 11=T o Yo -1 g (oo ] o K PSP SUUPRP
Export and Print Saved Data on a Screen ....
Y TN I I o] ST e Yo ] o - 1
LTI ST (1 1 PP 10
OSPA: CHENt DAtA FITEITNG eteiiiiieiiie ettt ab et e e bt e e s e e e be e e be e e ebe e e sneeeaneeeanes 10
USEI'S @GN ROIES .ottt ettt ekt ettt ekt e eh st e e b et e bt e e e ab e e eae e e eab e e eabe e e nan e e nnbeeennns 10
Managing ASSESSMENT TOOIS ..ottt ettt e bt s bt et e sae e e sat e e eabr e e nareennbeeennns 11
Create ASSESSMENT SECTIONS ... ..iiiiit ittt et b e be e e eab e e e bt e eae e e anbe e e nnneesaneeennnes 11
Create ASSESSMENT IEITIS .....iiiiiiii ittt ea et b e e s bt bt e e e hb e e e b e e e sbe e e e sbe e e nnneesnneeannnes 11
Managing ACLIVITY SCHEAUIES ...ttt st et e 14
USING the HOME PerSPECtIVE ...t e e e e ees 16
USING the ClieNts PerSPECIIVE ..iui i e e e e e e e e e e ees 17
[ O X T (ol O T { I W O 1= o | APPSR 17
(O 17=] 1 A = F= ToT =4 1 Y o | USRS TOTRRUPPRNE 18
(DT aa oo L =To] o oSS =T ol 4 (o] o RN PRSP PUR 20
(0] (oF: To IF- W = (o1 (1] =TSRSS UURTR 20
[O7e1U ] 4 AR Y=Y o3 1o o HEUU USRS TOURRPPRNE 20
TrACKING NUMDIET ...ttt ettt ettt ettt ettt e e bt e e sabeesate e e ke e e sabeeembeaeasbeeanbeeanbeeeanbeeaneeaaneeaanes 21
Create a TraCKiNg NUMDET .......c.uii ittt e st e e te e e e ab e e ebeeaabbeeabeeasbeeeanbeeeanaeeanreaanneas 21
Manage a TraCKiNg NUIMDET ........coouuiiiiii ettt et et e e e ab e e st e e e eaeeesabeeanbeeeesbeeanbeaaseaean 22
(@] a]To =110 o LSS USTRR 22
I A L O] 1 = o] £ SU P UPRTUURTRUPRN 23
TrEAIM @NT PLANTNING .ottt ettt e ettt e ettt e e bt e e sat e e aabe e e bbeesabeesmteeeambeeanbeeanbeaeanbeeebeeaanneaan 24
(@ g T(oF T B 7= oo To ] SRR SPTRP 24
[ 0] 0]1=7 1o/ TR U PSPPSRI 25
[T - PR SPTPR 26
[0 o] 1=T03 117 7= PP RTUSTPR 27
ACTIVITIES SECTIONN ettt ettt ettt e e bt e e bt e e ettt e e s bt e e aae e e aabee e beeesabeeeateeeambeeanbeeanbeaeanbeeebeaaanneaan 28
ClIENT ACTIVIEY PANS ...ttt ettt et e e e e e e et e e e sb e e e bt e e be e e ambee e beeesabeeasbeaeanbeesnteaanneas 28
F o LAYV = a1 o] ([ 1= o | ST P PR OUROURTUPPRNE 29
Scheduled ACHIVIEY ATENAANCE ........ooiiiiiiiie ettt ettt ettt e st e e bt e e sabeeanbeeeaabeesabeeanseaeanbeesnbeaaseaean 30
Ad HOC ACHVIEY AIENUANCE ...ttt ettt ettt et e et e ekt e e sabeeeabeeeasbeesnbeeaabeeeanbeeabeeaaneeaanes 31
ACHVILY COMPIETIONS ... ittt ettt ettt ket e et e ettt e s et e e e s bt e e sabeeeateeasseesmbeeaabeeeasbeeaabeeanbeeeanbeeaneeaaneeaanes 32
[0 11=T o Yo o1 gS 1Yol 4 o ] o HN USSP RTOURPUPPRINE 32
N0 ) =TS 1= o1 4 (o] o USRS 33
(O =T L= N o (= OO PP PPRUPPPPPTN 33
VIBW AN PrINE NOTES ... e ieteeiiie ettt ettt ettt ettt e bt e e s te e e bt e e sabeesateeesbeesabeesabeaeasbeeambeeabeeeanbeeaneeaaseeaanes 35
[ 1] (0] Y/ USRS 35
1Y/ 1 = T OO T PP UPPUP TP 35

F X oT o010 11 1o To TR U O PP ROURTUPPRNE 35




Contents 3

AASSESSITIEINES ...ttt ettt ettt b ekt oo s bt e bt h e e oAb et h e R Rt e b et e na Rt oAbt ek bt e e b et e b et e en e e e ne e e nneeeann 37

DIUQ TESTS HISTOY .....eeeteeiitie ettt h et h e a e e st e e kbt esa b e e et e e e ab e e et et e be e e en e e e aneeennneeanne 38

SUMIMAIY INOTE ...ttt h et a e e sttt et eea e e ket ehb e e o bt e e b et e h bt e e ane e e ebe e e ente e e nnneesnneeennnes 39

S o1 £ Y7 4= 40
Manage ACTIVILY SCREAUIES ..ot ettt b e b sb et e e nneentees 41
Manage Group ACHIVITY ATEENTACE ...couiiiiiiiiiee ettt e b e e s at e e st e e sabeesateeesbeesnbeesnteeeses 43

S I T 10 1 (IO U T=] oY PP PP 43

Generate Custom Query Report

Index 0




IMs Connexis
Quick User Guide




Using iMs Connexis 5

1.1

Using iMs Connexis

Login

Each person who has access to iMs Connexis should have a unique username and password assigned.
This Username will be used to determine what data the user will have permissions to view.

To access the Login screen, enter https://connexis.georgiacourts.gov into the address bar in Internet
Explorer.

Username
Password*

Lagin



https://connexis.georgiacourts.gov
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1.2

Navigation Elements
The iMs Connexis application utilizes the following four main navigation elements:

1. Main Links Toolbar - This Toolbar appears at the top of the screen and allows the user to navigate
between the main perspectives within iMs Connexis .

2. Client Links Toolbar - This toolbar appears below the Main Links Toolbar when the user selects the
"Clients" link. Users may navigate between the client specific sections of the Client perspective.

3. Menus - The Menus appear on the left side of the screen when the user selects certain sections of
iMs Connexis including the Client and Settings perspectives.

4. Tabs - The Tabs appear across the center of certain menu options within the Client perspective. The
user can navigate between tabs by clicking on the tab name.

User TRY

QOTTS [ oo oomn owon sonom bty e
Lesssa
| eomourantics  Tesaiment  Bezens : i
’1 2, Client Links

Oldacre, Bradley Jo@  corporaton: Geongla ADC

E . - St Hall County D
- - Program: Treatment Court Program  Adg lisie
o —— 0% 2412
e '_'f":’ priap A AMfinity Group: HC Drug 1
Cilant informalion n | e gy 4. Tabs
Genery miormaes
Fraz Chant la 2an2
Resoenze Soeis Seeurity llumbsr Mz U UsE
e Firn Bep e
F
— Vese doe
- 3. Navigation |
k 2 i Didacre
! Menus
SaciafSpr izen
Eoummion, ¥ | contuctmionmasen T i
Lmpsoyment ¥ o
Farmity ¥
uvenile ¥ Home lumbe
Legal L] A
Emai 20em

Eshnicity CALCASIEH w
Gender Uate ~

Date of Birth BLDE D

Height

WGt

Hair Ciodor Brown W

Eye Cobor

Edemifying Llariky

-~
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1.3
13.1

Basic Functions

Viewing, Updating, and Deleting Records

Most screens within iMs Connexis allow the user to make changes to any record that has already been
added to the system. To update a record, select the View button and make the necessary changes to
the data on any or all tabs within that screen. Once all changes have been made, select the "Update"
button.

The Revert button also appears when the user selects the View button to update an existing record. The
Rewert button allows the user to revert new changes back to the data that was saved for this record
before the View button was selected. For example, Jon Smith's phone number was initially saved as
111-1111. Then, the user updated Jon Smith's phone number to 222-2222 and clicked the Update button
to save that change. If the user selects the View button again and starts to change the phone number to
333-3333, the Revert button only reverts the number back to the last number that was saved, which was
222-2222. The user can still make changes to a record after selecting the Revert button.

The Cancel button also appears when the user selects the View button to update an existing record. The
Cancel button takes the user back to the list screen without making any changes.

Most screens within iMs Connexis allow the user to delete a record that has already been added to the
system. To delete a record, select the View button that appears to the left of the record. Select the
Delete button to permanently delete the item from the list.
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13.2

Calendar Icon

Numerous screens within iMs Connexis require use of the Calendar Tool to save a date and/or time.
Dates can only be entered by clicking on the Calendar icon (circled below) that appears to the right of
the date field. The Calendar Tool allows the user to move back or forward one month at a time by
clicking on the “<* and “>” buttons or move the date back or forward one year by selecting the “<<* and
“>>" puttons. The user can also click on the month or year displayed at the top of the Calendar Tool to
select the month or year from a list. Additionally, the "Today" option automatically selects the current
date and the "Clean" option clears the date and time selected.

)

<< < MNovember, 2008 > >>| x

Sun Mon Tue Wed Thu Fri Sat

45 2 | 3 NN 5|6
45 9 10|11 12|13

47 16 17 18 19 20

48 23 24 25 26 27

49 30

50

Clean | 12:00 | Today | Apply

There are some date fields within iMs Connexis that require a start time in addition to the date. Once the
user clicks on the correct date within the Calendar Tool, the time can be viewed in the bottom left corner
of the same Calendar Tool. The user can change the time by clicking on the time. This will open a
second window that allows the user to manually enter the time or use the up and down arrows that
appear to the right of the hour and minutes fields. Once the correct time is displayed, select the "OK"
button to save the time and then select the "Apply" option in the lower right corner to save the date and
time.

oK Cancel

To Save a Date and Time:

. Left click on the Calendar Icon next to the correct date field

. Select the correct date using the calendar tool

. The time field will appear in the bottom left corner of the Calendar Tool.
. Enter the correct time.

. Click on the "OK" button

. Click on "Apply" in the lower right corner of the Calendar Tool.

OO, WN P
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1.4

Export and Print Saved Data on a Screen

Many of the screens within the iMs Connexis application allow users to export data saved on a screen
into one of three file types: PDF, CSV, and Excel files. To save the data on a screen into one of these
file types, click on the correct icon which appears on the far right side of the screen.

:
1
— Excel Icon - When this icon is selected, the data displayed on the screen is exported to a
Microsoft Excel Spreadsheet.

—

I‘.."E." CSV Icon - When this icon is selected, the data displayed on the screen is exported to a CSV
file (Comma Separated).

Froe

A

PDF Icon - When this icon is selected, the data displayed on the screen is exported to a
printable PDF file.

Main Links Toolbar

iMS [:nn “exis Home Calendar Clients Activities Reports Settings

The following are descriptions of each of the perspectives shown on the Main Links Toolbar in iMs
Connexis:

e Home — Displays important information regarding a Treatment Professional’s clients

e Calendar - Displays activities and scheduled events which the User is set to manage.
e Clients — Allows users to select and view client specific data

e Activities — Allows users to manage attendance for group activities

e Reports — Allows users to run global reports

e Settings — Allows users to create and manage activity schedules, drop down lists, user permissions,
and system preferences
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1.5
151

152

Initial Setup
OSPA: Client Data Filtering

The iMs Connexis application allows users to segment data based on four levels - Organization, Site,
Program, and Affinity Group. Each client entered in iMs Connexis must be assigned to at least one
Placement (also known as OSPA). Users will each be assigned to an OSPA lewel. Users will only be
able to view clients that fall under the placements that are on or below the user's assigned permissions
level. For example, if User Joe was only given permissions to view the "Mental Health Court" on the Site
level, he could see all clients whose placements are in the "Mental Health Court"; however, User Joe
could not see those clients that whose site placement was "Drug Court." Users may only have
permissions to view one OSPA level; howewer, they may have access to any options that fall within that
level.

Additionally, the Court, Treatment, and Notes sections of the Clients perspective are filtered according to
placement. If the client has more than one placement, the user must select which placement (OSPA)
should be active. All data entered for the client under one of the filtered sections will be tied to the active
OSPA selected in the Client Bar (indicated by the Green Box). If the user has permissions to view more
than one of the client's placements, he must select which OSPA should be active. Only users who also
have permissions to view that OSPA will be able to view the data entered while that OSPA was active.

Organization

i Mental
S Ite prueGeut

Program

T Earl C Ci

Drug Court

Users and Roles

Enter topic text here.
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153

Managing Assessment Tools

Before the user may create assessment records for a client, the Assessment Tool must be created
and managed in the Settings perspective. An Assessment Tool must be created with Assessment
Sections and Assessment ltems. If these are not created, the assessment tool will not be available for
use in the Clients perspective.

To Create an Assessment Tool:

1. Click on "Settings" in the Main Link Toolbar.

2. Click on the "Assessments" link located under the "Treatment" section on the Settings screen.
3. Enter the name and a description of the Assessment Tool in the provided fields.

4. Click on the "Create" button.

Create Assessment Sections

Each Assessment tool can be segmented into multiple sections. If the user sets the assessment tool
up to calculate scores, these scores can be tied to sections of the assessment.

To Create an Assessment Section:

1. Click on the "Edit Sections" button next to the correct Assessment tool displayed in the List.
2. Enter the name and description of the Assessment Section in the provided fields.

3. Click on the "Create" button.

4. Repeat Steps 1 - 3 for each section of the Assessment Tool.

Create Assessment Items

To Create an Assessment Item:

Assessment Items are those questions that appear within each section of an Assessment Tool. The
user may indicate which position each Item should appear in the Assessment Section. For example, if
the user wished the question "How often do you read books for pleasure?" to appear as the first
question in a section, the user would enter a "1" in the field labeled "Position." The user would then
enter the question in the field labeled "Prompt."

1. Position - This field allows the user to indicate in what order each ltem should appear in the
Assessment Section

2. Prompt - This field records exactly how each Assessment ltem should appear on the screen when
administering the Assessment Tool.

3. Response Type - The user may select one of four different Response Types for an Assessment
Item. These response types allow the user to indicate what type of answer should be given for the
item. The four types are:

e True/False - This response type is used for "Yes" or "No" questions. If this type is selected, the
user should add the appropriate responses ("Yes" and "No") in the "Responses" section with the
appropriate scores indicated for each response.
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e Free Text - This response type is used for essay or open-ended questions. No responses and
scoring are necessary for this response type.

e Single Selection - This response type allows the user to select one option from a response drop
down list. If this type is selected, the user should add the appropriate responses in the
"Responses" section with the appropriate scores indicated for each.

e Multiple Selection - This response type allows the user to select multiple options from a list of
response check boxes. If this type is selected, the user should add the appropriate responses in
the "Responses"” section with the appropriate scores indicated for each.

4. Response Required - This check box allows the user to indicate that a response must be
selected or entered for the Assessment Item before moving to the next Item. It is suggested that
this option be selected if the user intends to count the responses to this Item in the Assessment
score.

5. Count Response in Score - This check box allows the user to indicate that the responses to the
Assessment Item will be used to calculate the client's score. These scores are indicated in the
"Responses" section of the screen.

6. Responses - This section allows the user to indicate what response options should appear for an
Assessment Item and how much each response counts towards the final score of an Assessment.

To Add A Response:

1. Enter the correct position in which the response should appear.

2. Enter the "Label." The label determines exactly how a response will appear in the response list.

3. Enter a "Score" for that response option. Each score should be entered as a positive or negative
integer. This score is used to determine the final score for an Assessment.

4. Click the "Add" button to save that response.

NOTE: Responses must be saved to the list before the user clicks "Create" for an Item. Any
responses that are not saved to the Response list WILL NOT appear as a response option for that
Assessment Item.
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Edit Assessment ltem for Example Assessment - Response Types

Position 3 =

Single Selection
Example:
Prompt”®

Response Type* | Single Selection ¥

pEoamm e e
Response Required |:|

Count Response in Score |:|

Responses

Action Position

Remove 1

Remove

ra

Remove

wa

Remove 4
Add 5 =

Update Delete Revert Cancel

Excellent

Good

Fair

Poor

Label

Score

13
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Managing Activity Schedules

The iMs Connexis application filters each Activity Schedule by Site. In order to ensure that activities are
filtered correctly, each Activity Schedule must be assigned to a Site and an Instructor when created. The
user must also select the exact Start Date and Time and Duration for that Scheduled Activity. These
schedules can be set to recur in many different intervals by selecting from the options available in the
"Recurs" drop down list. For example, if the user wishes to create an activity that occurs on the first and
third Thursday of each Month, he should select the "Week of the Month" option from the "Recurs" list.
When creating a recurring activity, the "Interval” field requires the user to indicate how often the selected
recurrence type will occur. For example, if the user selects "Weekly" in the "Recurs" drop down lists
and enters "1" in the "Interval” field, the activity will be scheduled every week. If "2" is entered in the
"Interval" field, the activity would be scheduled every other week.The user may also indicate on which
day of the week the activity should occur by clicking on the check box(es) for the day(s) on which the
activity should be scheduled. The user may also select "Ad Hoc" from the "Recurs" drop down list if the
Activity does not have a specific schedule (ex. AA / NA Meetings and Community Service).

To Create an Activity:

Select the “Activities” link from the Main Links Toolbar.

Select "Activity Settings" from the menu that appears on the left side of the screen.

Click on the View button in the "View Schedules” column next to the correct Activity in the list.
Select the correct "Site" from the drop down list.

Create a name for the Activity Schedule.

Select the correct "Instructor” from the drop down list.

Use the Calendar Tool to enter a Start Date/Time for the Activity Schedule.

Enter the duration of the activity in minutes. (NOTE: This field only allows numeric characters.)
Select the correct type of recurrence for the activity from those available in the "Recurs" drop down
list.

10.  Enter the correct interval related to the option selected in the "Recurs" drop down list.

11.  Enter any other necessary information in the available fields.

12.  Click on the "Create" button to save the schedule for an activity.

©CoOoNoOR~LONPE
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Create Activity 3
Hame
Description
Type | select =l
Exportable -

Fee for Enrollment

Fee if Present

Fee if Absent

Fee if Excused

Create Cancel
View View Schedules Hame % Description & Type % Exportable # Fee for Enrollment #  Feeif Present ¢4 Fee if Absent ¢ Feeif Excused ¢ Archived ¢
E] Q eeting | A4A/MNA Mesting A falze falze
==
[ Carbage Detail | Garbage Detail ég:’:‘l”e"“’ true 10.00 0.00 10.00 0.00 false
[ |[s] Miestone 1 | ESONE S g false 50.00 false
[ | Fhase 1 Group Group true 10.00 20,00 20,00 15.00 false
[ | Phase 2 Group Group true 10.00 20,00 30,00 15.00 false
[ | Phase 3 Group Group true 10.00 20.00 30,00 15.00 false

Copyright © 2009; ils. All rights reserved.
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Using the Home Perspective
This screen is intended to notify the user when one of the following occurs:

An Instructor has an activity occurrence that still requires the attendance be entered for participants
Any Recent Notes added to those clients which the user has permissions to see

Clients with Expired Treatment Plans

Clients with Expired Goals

Clients with Expired Objectives

Clients with Expired Activity Plans

Clients with Unscheduled Activity Plans

The user may click on the "View" link that appears to the left of each client or activity in order to view
and/or update the selected item.

User: Consultant =]
Last login: 06/11/2010 10:56
Last location: 192.168.1.167
Logout

Home Calendar Clients  Activities Reports Settings

Upcoming activities for today through: 05/112010

Action Meeting Date/Time # Activity # Location # Attendee Count ¢

Recent notes since: 05/11/2010 10:58

Action Date ¢ Client Author # Comments

Expired treatment plans through: 05/11/2010

Action Due for Revision Client Current Milestone 3 Prognosis

Expired goals through: 05/11/2010
Action Target Date & Client # Description # Status 4

ie: 05/07/2010 Morgan, Wiliam John Discuss Self Ezteem lz=ue in Each Milestone Class Open

Expired objectives through: 05/11/2010

Action Target Date % Client ¢ Description # Status

Unmet activity plans through: 05/11/2010

Action Completion Date = Client # Activity & Frequency &

Unscheduled activity plans

Action Completion Date % Client # Activity 5 Frequency #
05/28/2010 Jane, Smith Q Community Service Weekly
07/30/2010 Morgan, Wiliam John AAMNA Mesting Daity
Moore, Shelby Leigh Phase 1 Group
Fletcher, Irwin Maurice Phase 1 Group
Worgan, Wiliam John Phase 1 Group
Thempson, Hunter Samuel Phase 1 Group
06/01/2010 Jane, Smith Q Phase 1 Group

Version: 1.3.0 (0) Copyright @ 2009; iMs. All rights reserved. LI
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1.7

171

Using the Clients Perspective

The Clients perspective in iMs Connexis provides the user a place to manage a client's record. From this
perspective, the user can enter and manage the client's information regarding all of the following:

Demographics

Court Information including Cases, Charges, and Sanctions
Treatment Evaluations, Plans, and Team Meetings
Calendar of scheduled events for the Client

Notes

Activities and Activity Attendance

History

Reporting

Account Balances

Documents

Drug Testing

Demographics Court Treatment Activities Calendar Notes History Reportis more

Moore, Shelby Leigh

Organization: iMs Helps Org

D = T—— O Site: iMs Helps Site KMilestone: Milestone 1
- el : Add Hote Program: iMs Helps Court Program Prognosis: Guarded
gt . 10: 2020202 St .
l S DOB: 1976-03-10 (Age: 34) Affinity Group: Court Group
-
Legal # Create Case Information

Tracking Mumber
Case Number

ments
formation Open Date
Charge
BAC
Court Schedule
Custody Refused BAC Test [
Fetmon Arrest Date
Obligation <
Referral Contract Arresting Agency Select v
Sanction/incentive UTC Number
Seven Day Letter
o Bond Amount
Violation
Varrant Bond Set Date
Bond Post Date
Bond Status Select v
Defender

How to Create a Client

Users can create a client by selecting the "Create Client" button on the Clients Search Screen.

1. Click on the Clients link in the Main Links Toolbar.

To Create a Client in iMs Connexis:

2. Click on the "Create Client' button that appears in the bottom left of the Clients Search screen.
3. Enter all required information (indicated by red stars) including the Initial Placement.

4. Enter all other necessary information in the provided fields.

5. Click the "Create" button that appears in the bottom left corner of the screen.
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Main | Agency
Clignt 1d*
Social Security Humber
Name e
First
Middls
Last
Initizl Placement™ [ EEI%& .v
Ethnicity | sslax v
Gender .SE|EC3 '
Diate of Birth
Height
Weight
Hair Color ;EE|E:‘. v'_
Eye Color :EE|—:‘:{ v
Identifying Marks
Relstionship Status Szlact L
Langusge .SE|E‘:¢' W
Needs Interpreter ]
Reading Ability éil—::: w
Writing Ability EE|=C.{. L'
DUl Cffender |
Sex Offender D
Drivers License State Select W
Drivers License Number
1.7.2 Client Placement

All clients must be assigned to at least one placement in iMs Connexis. When the client is created, he
or she is assigned to the Site level based on the "Initial Placement” option selected. Only users who
have permissions to view that placement will be able to view the client in iMs Connexis. Because the
initial placement only includes the Organization and Site levels, the user will be automatically placed in
a Program and Affinity Group named "Intake.” The user MUST go into the Placement screen and edit the
existing placement to include the correct Program and Affinity Group before entering data under the
Court, Treatment, or Notes sections. If the user does not update the existing placement, the data could
be filtered to the Intake placement group rather than the correct placement.

Additional placements can be created for the client. These can be used to allow other users to view and
enter data for a client without risk of displaying information which that user should not view. (See OSPA:
Client Data Filtering for more details.)
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Edit Placement
Organization”
Site *

Program *
Affinity Group”

Comments

Upclate End Revert

| is Helps Crg

|ills Helps Site v |

| ils Helps Court Program

Court Group

Creeted on 4/2Z5/710

Cancel

19
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1.7.3 Demographics Section
This section provides users a place to easily view and enter demographic data for a client. This data is
not filtered by the user's placement permissions to prevent the need for dual entry of data.
The user may navigate to each of the menu options available in the Demographics section by clicking on
the title of the menu category. All sub-categories will display below the selected menu section.
e MOOI’E, Shelby Leigh Organization: iMs Helps Org
- s Q Site: iMs Helps Site Kilestone: Milestone 1
= - = \0: 2020202 Add Note Program: iMs Helps Court Program Prognosis: Guarded
! - ! DOB: 1976-03-10 (Age: 34) Affinity Group: Court Group
~ =
Client Information # Main Agency
General Information
Fiaceiment Client Id 2020202
Alias Social Security Number 333 |44 13333
Residence
Cohabitants Name First Shelby
Contacts
i Widdle Leigh
Contact Device
Funding Source Last Moore
Transportation
ldentification Maiden Smith
Picture
= Ethnicity | CAUCASIAN M
Social’Spiritual L 2]
Education ¥ Gender” fl__i:emale v
Employment ¥ Date of Birth 03101976
Relations ¥ Height
Juvenile ¥ Weight
Legal ¥ . =
Hair Color | Blonde
Eye Color _. ;SFE.'EH v
1.7.3 Upload a Picture
The "Pictures" option in the Client Demographics Menu provides a place for users to upload pictures for
a client. The Pictures list will display all pictures that have been uploaded to this screen. The most
recent picture that has been uploaded will display in the Client bar.
To Upload a Client Picture:
1.
1.7.4 Court Section

The Court section of the Clients perspective allows the user to manage Court-specific data regarding the
client. This includes Case Information, Charges, Sanctions/Incentives, etc.

To View the Court Dashboard and Menu:
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. Click on the Clients link in the Main Links Toolbar.

. Enter search criteria to select a client.

. Click the "View" link that appears to the left of the client's name in the search results.

. Click on the "Court" link that appears in the Client Toolbar.

. Click on the correct Tracking Number link that appears in the list.

. The screen will refresh to display the Court Dashboard and Menu based on the information saved
under that Tracking Number.

User: Consultant
Home  Calendar Clients  Activities Reports  Seffings Last login: 05112/2010 19:53

Last location: 192.168.1.103
Logout
Demographics ~ Court  Ireatment  Activities Calendar MNotes  History Reports  more
0:iMs Helps Org
3 Oldacre, Bradley Joe - ps Org

S:iMs Helps Site

q-%b | Q P: Intake Milestone: Milestone 1

iy 1D: 2412 Add llote A: Intake Prognosis: Guarded

i ! DOB: 1977-09-29 (Age: 32)

-

Legal A Tracking Number

Tracking Number: 365881

Case Manager: Censuttant

Referral Source: DUl Court

Charge Referral Date: 22010 12:00

Court Schedule Organization emo Treatment Center
Custody Site: eatment Site1

Petition

Obligation

Referral Contract

Sanction/incentive
Seven Day Letter
Vielation
Warrant
Case Management ¥

Version: 1.3.0 (0) Copyright © 2008; iMs. All rights reserved.

1.7.4 Tracking Number

Enter topic text here.

1.7.4  Tracking Number

To Create a Tracking Number:

O~NO OIS WDNPE

. Click on the Clients link in the Main Links Toolbar.

. Enter search criteria to select a client.

. Click the "View" link that appears to the left of the client's name in the search results.
. Click on the "Court" link that appears in the Client Toolbar.

. Click on the "Add Tracking Number" link.

. Enter all required information (indicated by red stars).

. Enter all other necessary information in the provided fields.

. Click the "Create" button that appears in the bottom left corner of the screen.




22

iMs Connexis User Guide

Add Tracking Humber

Tracking Humber’
Organization”

Site”

Referral Source
Referral Date
Program Assessed
Casze Manager

Create Cancel

1.7.4  Tracking Number

1.7.4

Obligations

Create Obligation

Type*

Description

Complete By

Activity Type*

Required Units

Comments

Create Cancel

| Select

-

|Select v |

| Select

[Select  |w

Activity Obligation

Select
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1.7.4 Referral Contracts

Create Referral Contract
site”

Clinical Impression

Program Recommendations

Obligations

Create Cancel

'il.ls Treatment Site1 »

Select
Ll
O
O

Type %

Obligation
Employment Obligation

Obligation

Description #

Complete Life Ezzay

Complete Orientation Packet

Complete By ¢ Specification

06/30V2010 12:00

05/31/2010 12:00
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1.75 Treatment Planning
1.7.5 Clinical Diagnosis

The Clinical Diagnosis screen allows the user to create and save multiple diagnoses for a client. This
diagnosis can be tied to Problems listed on the client's treatment plan.

To Create a Clinical Diagnosis:

Click on Client in the Main Link Toolbar.

Search for and select the client.

Click on the Treatment link in the Client Toolbar

Select the "Treatment Planning" category from the Treatment Menu

Click on the "Clinical Diagnosis" option that appears on the treatment menu.
Select the Diagnostician from the provided drop down list.

Use the Calendar Tool to select the Date and Time when the client was diagnosed.
Enter all necessary information in the remaining fields.

Indicate if the diagnosis is primary by clicking on the "Primary" check box

10. Select a Sewerity type from the drop down list

. Select a Diagnosis from the drop down list.

. Click on any applicable specifiers that may appear once the diagnosis is selected.
. Click on the "Add" link that appears to the left of the "Diagnoses" section

. Repeat steps 9 - 13 to add any additional diagnoses.

. Click on the "Create" button

CoNoO~WNE

e ol o
aDhwWNPRE

Create Client Diagnosis

Diagnostician Demo, David bt
Diagnosed 06/01/2010 12:00 PM

Current GAF

Expected Discharge GAF

Comments

Diagnoses

Action  Primary Severity Diagnosis Specifiers

| Axis 1-290.11 - Dementia of the Alzheimer's Type, With Early Onset, ¥With Delirium

Add F Moderate |

Create Cancel
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1.7.5

Problems

The Client's Treatment Plan requires Problems be identified. To allow treatment professionals to track
traceability, each problem can be tied to a clinical diagnosis, assessment, assessment section, and a
supporting document. The problem requires a common problem name be selected from the drop down
list and additional information regarding that problem can be added to the "Description" field which allows
free text. To track the client's progress with each problem, the user is required to select a problem type
and status. When a client's problem has been addressed as required by the treatment plan, the user

may edit a problem'’s status and select the "Resolved" option.

To Create a Problem:

Click on Client in the Main Link Toolbar.

. Search for and select the client.

. Click on the Treatment link in the Client Toolbar

. Select the "Treatment Planning" category from the Treatment Menu

. If applicable, enter any necessary data in the "Traceability” section of the screen.
. Select the Problem from the drop down list.
. Enter a more detailed description regarding the client's problem.

Select a Problem Type from the drop down list

1.
2
3
4
5. Click on the "Problem" option that appears on the treatment menu.
6
7
8
9.

10. Select a Status from the drop down list.

11. Click on the "Create" button

Craate Chont Problem

Clinkcal Diagnosis Select »

AREesamani SASE] &
AsSessment Section Face Valigity-Alcohod (F
Supporting Bocument Select =

Hame Salac

Description

Type Select

Status Selact o

Creaie Cancel

Wiew Clinscsl Dasgnosis Hame &
300 02 - Generadzead Arocety Dsgrde
e e of AEa —

0002 - Generslized Armcety Dmorder |, o oo . o

Substance-Rewisd Dagrdery % - Drug Seving Behawipr

worwx - Substance-Redated Dsorders

Description »

when he feels he § beng e® &

gne n

Status 8 Stalus Change oste 8 Entered By o

Dema, David

Copynght © 2005 i, All Nghts reserved,
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1.7.5

Goals

The Client's Treatment Plan requires the user to identify Goal and Target Dates for the client to complete
during treatment. To allow treatment professionals to track traceability, each goal must be associated
with an existing problem. The goal requires a Target Date. When a client's goal has been completed as
required by the Treatment Plan, the user may edit the goal's status and select the "Resolved" option. If
the status of a Goal has not been changed before the Target Date, the client's goal will appear under the
"Expired Goal" section of the Home Dashboard.

To Create a Goal:

Click on Client in the Main Link Toolbar.
Search for and select the client.

©oN>G AN

lO Select a Status from the drop down list.
11. Click on the "Create" button

Cresle Chend Goal

Targe1 Date
Description

Probems

Subsiance-Reaied D &y

Type
Safus

Creale Cancel

Wi Progmiems

Subsisrce-Seated Daorers - Exrbdy Orug Sesiorg
Behivor on s Oaky Basi

Generakzed anwety Daoner (GAL
veliet B TR R B BERG BT BENE B SUBLS oF SOVAE Each Yieak

Subsissce-Ryind Daoniers - Uses Alkcohsl o Cratrnd Foct

Click on the Treatment link in the Client Toolbar
Select the "Treatment Planning” category from the Treatment Menu
Click on the "Goal" option that appears on the treatment menu.
Use the Calendar Icon to select a Target Date for the Goal.

Enter a detailed description regarding the client's Goal.
Select one or more existing Problems with which the objective should be associated
Select an Goal Type from the drop down list.

Generaized Araely Dasceoer (GAD| - Be

Far D Qrtwis of SREROI U

Type &

Entered By & Established 3 TargetDate #  Status & Status Changed &

Copyright & J00% lds. All rights reserved
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1.7.5

Objectives

The Client's Treatment Plan requires the user to identify Objectives and goal dates for the client to
complete those objectives. To allow treatment professionals to track traceability, each objective must be
associated with an existing goal. The Objective requires a Target Date. When a client's Objective has
been completed as required by the Treatment Plan, the user may edit a problem’s status and select the
"Resolved" option. If the status of an Objective has not been changed before the Target Date, the client's
objective will appear under the "Expired Objectives” section of the Home Dashboard.

To Create an Objective:

Click on Client in the Main Link Toolbar.

Search for and select the client.

Click on the Treatment link in the Client Toolbar

Select the "Treatment Planning” category from the Treatment Menu
Click on the "Objective" option that appears on the treatment menu.
Use the Calendar Icon to select a Target Date for the Objective.
Enter a detailed description regarding the client's Objective.

Select an existing Goal with which the objective should be associated
Select an Objective Type from the drop down list.

lO Select a Status from the drop down list.

11. Click on the "Create" button

©oN>G AN

Create Clienm Objective #

Target Date

Description

Goal Select bt
Type Select v

Status Select ¥

Create Cancel

View Goal Description Type Entered By Established TargetDate Status Status Changed

0 Days To Share One E2m in Each A4 Westing Therapeutic  Demo, David 123172008 Open 10232005

ViTrite in Amcety Journal Each Day Therapeutic | Demo, David 1272172009 Open 1072372003

te hod to Dealng with Pain | WWill Exercise Foct and Follow Dr.s Order Regardng Pain Managament
Quiside of Alechel Use Vinile Documenting Daiy Pain

Copyright & 2009; iMs. All rights reserved.
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1.7.6
1.7.6

Activities Section
Client Activity Plans

The Activity Plan screen allows the user to specify which activities the client is required to attend and
the number of participations required for that activity. The iMs Connexis application will calculate the
number of participations completed as the activity attendance is entered for the client. This screen
requires that the user select an Expected Completion Date for the Activity Plan. When the requirements
for an Activity Plan are not met before the Expected Completion Date, the client will appear under the
"Expired Activity Plans" section of the Home Perspective.

NOTE: The user must create an Activity Plan before enrolling the client in Activities.

To Create an Activity Plan:

1. Click on Client in the Main Link Toolbar.

2. Search for and select the client.

3. Click on the Treatment link in the Client Toolbar

4. Select the "Case Management" category from the Treatment Menu

5. Click on the "Activity Plans" option that appears on the treatment menu.

6. Select an Activity from the drop down list

7. Enter the number of required participations

8. Use the Calendar Tool to enter the Expected Completion Date for the Activity Plan
9. Select the applicable Frequency from the provided drop down list

10. Enter the Duration in minutes

11. Select the user that will be responsible for managing the client's attendance for that activity
12. Click on the "Create" button

Edit Client Activity Plans

Activity 44 Meeting N

Required Participations

Expected Completion Date 12731720098

Frequency Daily w

Duration 60

Responsible Party dema v

Update Delete Revert Cancel
View Activity = Required Participations = Expected Completion Date = Frequency = Duration = Responsible Party *

Ad Westing Diasity &0 Dema, David
Pan Managment Journaling B0 Daity

Anxiety Journaling &0 Daity

Exsrcise

Copyright © 2009; iMs. All rights reserved.
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1.7.6

Activity Enroliment

The Activity Enrollment Screen is organized into three sections:

. Planned Client Activities — Displays the Activity Plans that have been created for a Client.

o Currently Scheduled Activities — Lists each activity schedule in which the client is enrolled.

o Available Schedules — Lists all available schedules for each planned activity. Clients are enrolled

in a schedule by selecting the “Add” button next to the desired schedule.

LEN )
b
Activities

Activity Plans

Enrallment

Activity Attendance

Activity Completions

Version: 1.3.0 (0)

Home Calendar Clients Activities Reports Settings

Demodgraphics Court Treatmeni  Acfivifies Calendar lotes History Reporis more
0: iMs Helps Org
Oldacre, Bradley Joe :ills Helps Site

O P: Intake Milestone: Milestone 1
1D: 2412 Add Hote A: Intake Prognosis: Guarded
DOB: 1977-09-29 (Age: 32)

Planned Client Activities

Action Activity # Hum Participations # Expected Completion # Frequency #
View Community Service S 06411/2010 00:00 Weekly
Currently Scheduled Activities
Action Activity # Site # Schedule # Instructor Start Date % End Date # Duration (minutes) +
Available Schedules
Action Site + Activity + Schedule Name # Instructor + Start Date + End Date #
Add iMs Helps Site | Community Service | Community Service Hours | Consuftant 04/28/2010 12:00

User: Consultant

Last login: 05/14/2010 09:17
Last location: 192.168.1.103
Logout

g

Duration (minutes) # Responsible Party 3

Consultant

oy [ e
Aoy
Recurrence 3 Interval *

Sl

Duration (minutes) ¢+ Recurrence ¢ Interval #

Ad hoc 1

Copyright ® 2009; iMs. All rights reserved.
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1.7.6 Scheduled Activity Attendance

Users can use the Activity Attendance screen in the Clients view to manage the client’s attendance for
scheduled activities. When the user selects the View link for an Activity, the correct attendance status
can be selected from the available drop down list. The user may also enter a comment regarding the
Client’s participation in the Activity.

When the client completes all requirements for the activity as set in the Activity plan, the user may click
on the "Completed" check box to indicate the requirements have been met. This will remowve the client
from any future occurrences of that Activity schedule and the activity will appear in the Activity
Completions screen.

The Activity Attendance numbers that appear on both the Activities and Treatment Dashboards reflect
the requirements set in the Activity Plan. When the user changes the attendance status for an Activity
occurrence, these numbers will calculate accordingly.

To Save an Attendance Status for a Scheduled Activity:

. Click on Client in the Main Link Toolbar.

. Search for and select the client.

. Click on the Actiwities link in the Client Toolbar

. Click on the "Activity Attendance” option that appears on the Activities menu.
. Click on the View button next to the correct Activity and Meeting Date/Time

. The Activity can be edited in the top portion of the Activity Attendance screen.
. Select the Status from the drop down list

. Enter any notes related to the client's participation in the activity

. Click on the "Sawe" button

O©CoO~NOOOITA,WNPE

A335 AIeNAINCE/MNILIES -RA IMesling -1VLgZUUT 100

Hamae Status Comment C

7
0
"
m
B
3
L3
a
™

Present w [

Record Activity Attendance

View Activity = Meeting Date/Time = Location =

Copyright & 2009; iMs. All rights
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1.7.6 Ad Hoc Activity Attendance

In addition to scheduled activities, iMs Connexis allows users to manage the client’s attendance for
unscheduled activities such as AA Meetings or Community Senice hours. These unscheduled activities
are called Ad Hoc Activities. The user may enter attendance records for Ad Hoc Activities by clicking on
the activity's link that appears in blue on the Activities Dashboard in the Clients view.

When the client completes all requirements for the activity as set in the Activity plan, the user may click
on the "Completed" check box to indicate the requirements have been met. This will remowve the client
from any future occurrences of that Activity schedule and the activity will appear in the Activity
Completions screen.

The Activity Attendance numbers that appear on both the Activities and Treatment Dashboards reflect
the requirements set in the Activity Plan. When the user changes the attendance status for an Activity
occurrence, these numbers will calculate accordingly.

To Save an Attendance Status for an Ad Hoc Activity:

. Click on Client in the Main Link Toolbar.

. Search for and select the client.

. Click on the Actiwities link in the Client Toolbar

. Click on the blue link for an activity showing in the Activities Dashboard.
. Enter the Meeting Date/Time for the activity.

. Select the Status from the drop down list.

. Enter any comments related to the client's participation in the activity

. Enter the correct number of occurrences for the activity.

. Click on the "Sawe" button

O©CoO~NOOOITA,WNPE

Create Ad hoc Attendance for Phase 1 Group

Meeting DateTime

Location

Attendance Status” Fresent |
Performance Rating” Good Paricipation s |
Comments

Hum. Occurrences” 1 =

Completed |:|

Add
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1.7.6

1.7.7

Activity Completions

After the client completes the required participations listed for an activity plan and the user selects the
"Completed” check box on one of the attendance screens, that activity will appear in the list on the
Activity Completions screen. This will allow users to review a history of all activity requirements the client
has completed to date.

User: Consultant

Last login: 05/14/2010 09:17
Last location: 192.188.1.103
Logout

Home Calendar Clients Activities Reports Settings

Demographics Court Treatment Activities Calendar lotes History Reports more
0:iMs Helps Of
Oldacre, Bradley Joe o s Helos 5o
; :ills Helps Site ; -
*»e R D P: Intake Milestone: Milestone 1
,J"L'! ) ID: 2412 Add Hote At Intake Prognosis: Guarded
i, ! DOB: 1977-09-29 (Age: 32)
5 ‘
Activities A | Activity Completions =
Activity Plans Activity = Completed # Instructor ¢
Activity Enraliment Community Service 05/14/2010 13:38 Consultant
Alftendance
Completions
Version: 1.3.0 (0) Copyright © 2009; iMs. All rights reserved.

Calendar Section

The Client Calendar displays a list of each activity or important Target Date scheduled for a client. This
includes target dates for Goals and Objectives, Treatment Plan Revision Dates, scheduled court
activities, as well as all other activity dates. This calendar can be viewed in one of three formats - Day,
Week, or Month; however, the Calendar defaults to the Month format. The user can navigate back and
forth within any given format by clicking on the forward and back arrows that appear in the top left corner
of the Calendar screen.
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1.7.8
1.7.8

User: Consultant
Last login: 05/14/2010 10:20

Home  Calendar Clienis Aclivities Reporis Setlings Last location: 192.168.1.103

Logout
Demodgraphics Court Treatment  Activities Calendar Hotes History Reporis more
Oldacre, Bradley Joe el Dl e
4 S: iMs Helps Site
Y t& i) O P: Intake Milestone: Milestone 1
(“r ) 1D: 2412 Add Hote At Intake Prognosis: Guarded
= | DOB: 1977-09-29 (Age: 32)
L ,"‘
May 2010 R weck | oar |
Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5 8
] 10 11 12 13 14 15
12:00 - 12:00 AANA 12:00 - 13:00 Community|{ 12:00 - 13:00 Community
Meeting Service Service
18 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31
Em
cistion Day
Yersion: 1.3.0 (0) Copyright © 2009; iMs, All rights reserved.

Notes Section
Create a Note

Enter topic text here.Users can create treatment notes from all Client-specific screens in iMs Connexis
by selecting the Universal Note icon which appears in the Client Bar across the top of the screen..
Treatment notes can be associated with any existing Problem, Goal, and/or Objective. The most recent
note associated with a problem, goal and objective will appear on the Client's Treatment Dashboard.
Notes can be set as "Private" which limits access to this note to only the user who created the note; all
other users can open the Notes screen and see that a note was added but cannot view the note itself.
Users can also set notes as "Exportable” which means they can be viewed by any user who has
permissions to see the client regardless of the selected placement.
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U e

Last bogire 112042009 07:40
Heme GHemls  Actvices  Beoons | Senings Last location: 204154, 192,583
Lot

Demooraohics  Dreatmenl  Bsoonls

2 Bond, James Robart
2 0 007
OB veEg-0700 140) -
Universal Note ]

To Create a Note:

Select the Universal Note Icon labeled "Add Note" in the Client Bar.

Select the Note Type from the provided drop down list.

Enter a Date/Time using the Calendar Tool.

If applicable, select a Problem, Goal, and/or Objective with which the note should be associated.
Select "Exportable" or "Private" if applicable.

Enter the note in the provided field using any formatting options where appropriate.

Left click on "Add."

NooswdbrE

NOTE: If the user has permissions to see more than one placement for a client, the user must
select which Placement should be active for a note by clicking on the "Make Active" link that
appears below a placement in the Client bar. The green border indicates which placement is
active. Users that do not have permissions to see the selected placement will not be able to
view that note unless the "Exportable" box is selected when adding the note.

Create Client Note

Hote Type Treatment Mote L
Date/Time 11/0472009 11:80

Problem Select

Goal Select w

Objective Select w»

Exportable

Viewabie by Note Author Only ]

Hote

Treatmant Nobes alow users to include formatting

BOLD
falics

et

Add
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1.7.8

1.7.9

1.7.10

1.7.10

View and Print Notes

The Notes screen displays a history of all notes that have been entered for the client. This list will be
filtered according to the user's permissions. The user may print a note by clicking on the Printer icon
next to the correct note.

L= [l
View Print  Date/Time # Note Type % Entered By ¢ Problem # Goal ¢ Objective # Exportable +  Private #
04/30/2010 08:47 | Treatment Note | Consultant Inappropriate Social Drinking - Alcohol Abuse falze false
[:_\ = Admitted that she struggles with abuse of Alcohol when out with friends. Discussed several specific instances in which she lost control due to her alcohol abuse.
— 010 07:58 | Court Note Consultant false false
L‘:J b2 red before Judge and presented list of reasons why she wants to get sober. She is presenting signs of remorse for the affects her alcohol abuse has had on her family.
010 07:53 | Treatment Note | Consultant Abuse of Drugs to Feel Normal |f-Medicates for Depression using Alcoho! Complete Phaze 1 |Write Life Story Essay | false false
Life essay turned in today. Her story describes a pattern of behavior related to the seif-medication. She has admitted that this i= a problem that she needs to address
Y e
& Wil be dizscussing this with her family
Wil make appt with dr to see about possible prescription for depression

History

The History section of the Clients perspective allows the user to review a history of all notes, records,
activities, etc that have been entered for a client. The user may use the provided "Start" and "End" fields
to filter the entries to only those items created during the specified date range.

History “
Start 041172010
End 05/17/2010
Search
—rh
."}Ei"‘-".
Occurred Type Outcome Amount Comments/Description
04/30/2010 05:47 Client Note Admitted that she struggles with abuse of Alcohol when out with friends. Discussed several specific instances in
wihich she lost control due to her alcohol abuse
T R Appeared before Judge and presented list of reasons why she wants to get sober. She is presenting signs of
S0 D05 R0k Hot remorse for the affects her alcohol abuse has had on her famiy
Life essay turned in today. Her story d s a pattern of behavior related to the self-medication. She has
admitted that this is a problem that she needs to address.
47302010 07:53 Client Nots
Sl ) e dens & il be discussing this with her famity
# Wil maks appt with dr to se= abeut possible preacription for depreasion
04/30/2010 07:45 Entry Fee 10.00 Phase 1 - MWAMF Enroliment
04/20:2010 07:32 Fee 10.00 Phase 1 - M/WIF Enroliment
04 Present Hops House
04/28:2010 12:00 Present Hepe House
04/28/2010 12:00 Meeting Present Hope House
04/28/2010 12:00 eting Present Hope House
04/22:2010 12:00 AANA Nesting Late - Absent Showed up S minutes late and was not allowed into meeting.

More
Enter topic text here.
Accounting

The Accounting section in a client's record will be separated into accounts based on the client's
placements. Each site will have its own account. To view or manage fees and payments for a client, the
correct account must be selected. The user may enter fees in one of three ways - ad hoc fees, sanction

fees, and activity fees.

If the user enters a fee associated with a sanction or activity which is assigned to a client, that fee will
automatically show in the correlating site's account. Ad Hoc Payments (those not associated with a
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sanction or activity), all fees, and any account adjustments must be added on the Accounting screen.
Users cannot edit or delete a fee; if an adjustment should be made, the user should select the correct
adjustment type from the provided drop down list. The user may print a ledger that displays a history of
all fees, payments, and adjustments created for a client. The balance will automatically be calculated
based on the entries made in the client's account(s). This balance will always display in the Client bar.

User: Consultant

Last login: 05/1412010 09:17
Home Calendar Clients Activities Reports  Settings el
Logout
Demoqraphics ~ Court TIreatment Activities Calendar Motes  History Reports  more
O: iMs Helps Org
Oldacre, Bradley Joe 5:ills Helps Site )
ER =R ] D B Intaks Milestone: Milestone 1
P YT Add Note PR Prognosis: Guarded
= I DOB: 1977-09-29 (Age: 32)
e
\
Accounts
Creditor ¢ Balance 4 Updated ¢ Created ¢

20.00

Version: 1.3.0 (0) Copyright © 2008; ils. All rights reserved.
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1.7.10

Assessments

The Assessments screen allows the user to record information regarding the client's assessments
scores. Assessment types and sections are created and managed in the Settings perspective. If the
assessment has been created in the Settings, the user can choose to save the client's scores only or a
record of the client's answers for which iMs Connexis will calculate the assessment scores for the user.
This screen also allows users to view and print the client's saved assessments.

To Save Assessment Scores Only:

. Click on Client in the Main Link Toolbar.

. Search for and select the client.

. Click on the Treatment link in the Client Toolbar

. Select the "Assessments" category from the Treatment Menu

. Click on the "Assessments" option that appears under the "Assessments” category heading.
. Click on the "New Client Assessment" button.

. Select the Assessment from the provided drop down list.

. Select the name of the Proctor from the drop down list.

. Use the Calendar Tool to select the Date and Time the Assessment was taken.
10.Click on the "Enter Scores Only" if applicable.

11.Click on the "Next" button

12.Enter the Score for each Assessment Section

13.1f applicable, select the browse button to locate and select a supporting document.
14.Click on the "Next" button

15.Click on the "Sawe" button

O©CoO~NOOOITA,WNPE

To Enter Answers and Score Assessments:

Click on Client in the Main Link Toolbar.

Search for and select the client.

. Click on the Treatment link in the Client Toolbar

. Select the "Assessments" category from the Treatment Menu

. Click on the "Assessments" option that appears under the "Assessments" category heading
Click on the "New Client Assessment" button.

Select the Assessment from the provided drop down list.

Select the name of the Proctor from the drop down list.

Use the Calendar Tool to select the Date and Time the Assessment was taken.

10. Click on the "Next" button

11. For each assessment question, select the correct answer(s) and click on the "Next" button.
12. Click on the final "Sawe" button.

©CONDUA NP
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Home Calendar Clients Activities Reports Settings
Demographics Court Treatmeni  Activilies Calendar Hotes
0:iMs Helps Org
Oldacre, Bradley Joe §:ils Helps Site
O P: Intake
ID: 2412 Add llote A lntake
DOB: 1977-09-28 (Age: 32)
Hew Client Assessment
Client Assessmenis
View  Print Edit Delete Assessment lame Date Taken Proctor Score
€ = E: Delete Example Aszessment 05/11/2010 18:08 Consultant 5

Version: 1.3.0 (0)

1.7.10 Drug Tests History

Hisiory  Reports

=
=
B

Section Scores
Response Types
Section 1

Section 2

User: Consultant

Last login: 05/11/2010 14:23
Last location: 182.168.1.167
Logout

=y

Supporting Document

Copyright @ 2009; iMs. All rights reserved.

The Drug Tests screen will display a history of all the client's drug test information; this includes both
manually entered drug test results as well as the results imported from the WinTOX lab.
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Create Drug Test Result

Specimen Id*
Type

Collector

Collected At"

Tested At®

Entered At

Outcome* m
Ho Show (]

Rx Drugs Taken

Rx Drugs Comments ﬂ

Rx Verified [m]

flon Rx Drugs Used

Amount Due

Amount Collected

Admitted Drug Use O

Comments ﬂ

Assay Results
AMPH Select x| AMPH 200 Select x|
AMPH 500 Select x| Alcohol Select 7|
Amphetamines Select =] BARB Select =]
BENZ Select x| BENZ 200 Select x|
Benzodiazepines Select x| CocN Select x|
COCN 150 Select =] CREAT Select =]
Cocaine Select x| ETOH Select x|
EtG Select =] EiG 500 Select =]
GHB Select x| HALLUCINOGENS Select x|
HEROIN Select x| Inhalants Select x|
Ketamine Select =] WETH Select >
METHADONE Select x| Hariuana Select x|
llethamphetaming Select x| NOSHOW Select x|
OPIA Select x| QPIA 300 Select x|
OTHER Select x| OXYCOTH Select x|
Opiates Select x| PCP Select =]
SPGR Select =] Steroids Select =]
THC Select x| THC 20 Select x|
Create Cancel

1.7.10 Summary Note

The Summary screen provides a place for Treatment Professionals to create a treatment plan update
note. Each of the client's Problems, Goals and Objectives will display on the Summary screen with a
notes box below each. The user may enter a note in the provided notes box which will be automatically
tied to that Problem, Goal, or Objective. The user will then be able to print a copy of these notes in an
organized report that segments these into different sections.
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Froblems

Aloohol Abuse

DateTime ¢ lote Typs + Entersd By +

Dateime & lNoteType + Entersd By

1.8 Activities

The iMs Connexis application allows users to create and manage Activities. Activities are designed for
users to record clients' attendance for group sessions, court, community senice, AA meetings, etc.
Activities are separated into three parts - Activity Types, Activities, Activity Schedules. In a statewide
system, the Activity Types and Activities are usually managed by a system administrator. The Activity
Schedules are filtered on the Site level. Each Site may have multiple schedules for each Activity.

The "Activities" perspective allows the user to create Activity Schedules, manage attendance, and view
an attendance history for scheduled group activities.
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181

Manage Activity Schedules

The iMs Connexis application filters each Activity Schedule by Site. In order to ensure that activities are
filtered correctly, each Activity Schedule must be assigned to a Site and an Instructor when created. The
user must also select the exact Start Date and Time and Duration for that Scheduled Activity. These
schedules can be set to recur in many different intervals by selecting from the options available in the
"Recurs" drop down list. For example, if the user wishes to create an activity that occurs on the first and
third Thursday of each Month, he should select the "Week of the Month" option from the "Recurs" list.
When creating a recurring activity, the "Interval” field requires the user to indicate how often the selected
recurrence type will occur. For example, if the user selects "Weekly" in the "Recurs" drop down lists
and enters "1" in the "Interval” field, the activity will be scheduled every week. If "2" is entered in the
"Interval" field, the activity would be scheduled every other week.The user may also indicate on which
day of the week the activity should occur by clicking on the check box(es) for the day(s) on which the
activity should be scheduled. The user may also select "Ad Hoc" from the "Recurs" drop down list if the
Activity does not have a specific schedule (ex. AA / NA Meetings and Community Service).

To Create an Activity Schedule:

Select the “Activities” link from the Main Links Toolbar.

Select "Activity Settings" from the menu that appears on the left side of the screen.

Click on the View button in the "View Schedules” column next to the correct Activity in the list.
Select the correct "Site" from the drop down list.

Create a name for the Activity Schedule.

Select the correct "Instructor” from the drop down list.

Use the Calendar Tool to enter a Start Date/Time for the Activity Schedule.

Enter the duration of the activity in minutes. (NOTE: This field only allows numeric characters.)
Select the correct type of recurrence for the activity from those available in the "Recurs" drop down
list.

10.  Enter the correct interval related to the option selected in the "Recurs" drop down list.

11.  Enter any other necessary information in the available fields.

12.  Click on the "Create" button to save the schedule for an activity.

©CoOoNoOR~LONPE
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Edit Activity Schedule

Site \Hs Helps Site v
Hame Phase 1 - MAWIF

Location

Instructor _‘C:maullam v:

Max Enroliment

Start Date/Time

End Date

Duration (minutes) &0

Recurrence Type” | Every Mon., Wed., and Fri. s
Recurrence Interval* 1

Fee for Enroliment
Fee if Present
Fee if Absent
Fee if Excused

Update Delete Revert Cancel

Hame # Location # Instructor #
Phase 1 Censuftant
Phase 1 - T/TH Censuftant

Recurrence Type ¢

ery Mon.,

Wed., and Fri.

y Tues. and Thurs.

Max Enroliment &

Fee for Enrollment #

Fee if Present ¢

Fee if Absent # Fee if Excused #

Copyright © 2008; iMs. All rights reserved.
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1.8.2

1.9

Manage Group Activity Attendace

Users may manage group attendance from the Activities screen by selecting the View button that
appears to the left of the correct activity. The list of all clients scheduled for that activity will appear in the
top portion of the screen. The user may then select the correct Attendance Status from the available
drop down list and enter any comments regarding the client's participation in that activity. When a client
has completed the requirements for that activity type, the user may left click on the check box in the
"Completed" column to remowe the client from any future occurrences of that activity. Once ALL clients
have a status selected, click "Sawe" to save the activity attendance for those clients. It is important to
note that Activity Attendance in the Activities perspective must all be entered for all clients enrolled in
that activity at one time.

Only users who are marked as the Instructor for an Activity or users set as Attendance Recorders for a
site may view and manage attendance on the “Activities” screen.

NOTE: Attendance Recorders will be managed on the Site level. Any user with Site Level
Administration permissions can set a user as an Attendance Recorder.

Usar demo
Lasa Bogrin: 11042008 1150

Bome Clienis Adviies Becords  Ssioos Last tocation: 16.4.48.78
Lot
Locason
Class Commenis
liame » Status Commiment Completed ¢
REY, Bran Chre Angant - I
Swve
Record Actvity Antendance
View Activty 8 Meeting DeteTime & Location & Attendes Count &
»
Bae
Trash Piisp
t
rsh
1
Version: 1.9.0(0) Copyright © 200% ikle. AN rights reserved.

Custom Query

Users can create Custom Query Reports on data saved in iMs Connexis. This feature requires some
knowledge of the tables available in the system. At this time, the iMs team suggests that users contact
them to help create a Custom Query. A more in depth training and manual will be provided on this in the
near future.
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19.1

Edit Custom Query

Name* Charge Report
Site Select
Query Basis* [charge o
Joins,
Field Alias Left Join Position
Case Information ci fake 4
Remove Case Information:Tracking Number tr false 5
Remove Tracking Number:Client clie false (]
| Agg [select v O 7 =
Qutput Fields
Field Prompt Header Include in Results Restriction Required Position
Client:Name Client Name: true falze 1
Remove | Charge Class Charge Class Charge Class true Equal true %
Remove | Charge Type Charge Type true false 4
Charge Reault Charge Result true false 5
Agd Select || Select O e =
Update Delete Revert Cancel
View Site * Name # Query Basis ¢
Jal Charge Report Charge
Copyright © 2009; iMs. All rights reserved.
Reports
Address List Assessment (blank] Birthday List Cases By Program Status

Courl Appearance List

Offense Summary

uos Alert

Custom Queries

Charge Report

Eamily Staffing

8 entive Summary

Leaal History Offense Summary

sinaleMNoteReport

multipleNoteReport

Staffing
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