Tableau and CRM Monthly Reports Instructions

Each FRC is required to submit a monthly report to their Community Support Managers
at DCF and the Program Director at UMass Medical School. These reports are the
documentation to support the FRC’s monthly billing. FRC Program Managers and/or

Directors must complete and submit the report by the 15" of the month.

The data for the monthly report is pulled from two applications, Tableau, and the CRM.
e Tableau Dashboard Page 1 and 2
e CRM Monthly Reporting Narrative

Best practice is to add to the monthly narrative as the month progresses. This will save
you from having to complete it all at once. You will need the Tableau data to help
inform some of the narrative content. This portion may need to be entered between the
15t and 15™ of the month following the month you are reporting on. Please set an

expectation with your staff of when all their monthly data needs to be entered.
This job aid is to help you with completing and downloading your monthly report

requirement. If you do not have @Comunity-Family.org credentials or have any

guestions, please contact @ FRCHelp@umassmed.edu.
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l. Signing into the Community-Family Homepage

1. Toopen a Google Chrome Incognito Window. Follow the steps outlined below.
a. Open a Google Chrome window.
b. Select the 3 dots in the top right corner.
c. Select “New Incognito Window”.

& NewTab x e v - a8 x
¢ > cn(sl ¢ %) 0@
@ Simultaneous Inter... FRC Expansion Rese... Check out later UMass Links FRC Links Teams Info Helpful ¥ ccccRM New tab Ctrl+T
New window Ctrl+N
) New Incognito window  Ctrl+Shift+N

History

Zoom - 9% - ™

Print... Ctrl+P
oo e S

Find, 1+F

More tools

Edit Cut Copy | Paste
Q Search Google or type a URL 4 Settings
Help
0 ‘ ° ° ‘ -
Dynamics 365  Microsoft 36.. Home Massachuset..  Tableau Server

2. Copy and paste the following link into a Google Chrome Incognito window.
https://myapps.microsoft.com

& New Incognito Tab x + -
C 0O & myapps.microsoft.com o % Incognito (2)
§'. Simultaneous Inte|

- My Apps - https://myapps.microsoft.com

Q. https;//myapps.microsoft.com - Go

You've gone Incognito

Now you can browse privately, and other people who use this device won'
However, downloads, bookmarks and reading list items will be saved. Lea

Chrome won't save the following information: Your activity might still be visible to:

= Your browsing history « Websites you visit
= Cookies and site data « Your employer or school
« Information entered in forms * Your internet service provider

Block third-party cookies
When on, sites can't use cookies that track you across the web. Features on
some sites may break.
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3. A Microsoft sign in page will display. Enter your username (e.g.,
Kaela.Dunn@Community-Family.org) and select “Next”.

B Microsoft

Sign in

Mo account? Create one

NOTE: If you do not use Google Chrome Incognito, Microsoft may automatically
log you into your most recently used account. By using Incognito browsing, you
will easily be able to enter the appropriate username and password.

4. Next, you will be prompted to enter your password.

o8 Microsoft

& demo.nv@community-family.org

Enter password

Forgot my password




Family
a Centers

5. Select a method to verify your identity.
a. If you choose to receive a call, follow the steps on the phone call.

b. If you choose to receive a text, enter the 6-digit code you received into the
provided box. Then select, “Verify”.

g *
mm Microsoft BS Microsoft

demo.nv@community-family.org

demo.nv@community-family.org

Verify your identity

Enter code

m RS [ We texted your phone +X XXXXXXXX40. Please
= enter the code to sign in.

% Call +X XXXXXXXX40

686983

Having trouble? Sign in another way

Check at

More information

6. The Community-Family Homepage will appear, and you will see the appropriate
applications you have access to.

i My Apps -

L search apps &2
Apps
~ Apps 03 Settings

P s ’

- b

LAY +i+

T 2

Community Family Resource FHC - Tableau

Connections. Center - Training
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lI. Monthly Tableau Report

1. Onthe Community-Family Homepage, select the Tableau icon.
31 My Apps O search apps

Apps

' Apps 1 €03 Settings
P { '
i B o+
= +F

Community Family Resource FHC - Tableau
Connections... Centel

2. Select the “Explore” term and/or icon displayed on the left side of the screen.

a. Example 1:

ot Home

Your Tableau site—where analytics and your ogganization meet

b. Example 2:

Explore
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3. Your FRC Tableau workbook will display. You will see options for your FRC
Benchmarks, the Graphic Aggregate, the Two Page Snapshot Aggregate, and the
new Satisfaction Survey Benchmark. Select “Two_Page_Snapshot_Aggregate”.

a. Note the DCF folder shown below is an example. Again, your FRC Tableau
workbook will display along with the appropriate site reports.

Prusakov, Alex

4. Locate ‘Dashboard Page 1'. Now, locate the filters in the top right corner. Change the
‘Year’ and ‘Month’ filters to the year and month needed.

Year

2015

Konth

December o
|

I

[] (am

[[] tanuary
[:] February
[:] March

[] April

[[] May

[:] June

O iy

[:] August
[:] September
[] october
[j Movember
December
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5. Next, select the ‘Download’icon in the top right corner.

D Watch -

es | Services Deta Event ative Bv >
[ image
1 Frc Mame
« | [amnerse| O Data -

E Crosstab

& PDF <

arand Total
i PowerPoint

6. When the next box pops up, under ‘Include’, change “This View” to “Specific sheets
from this workbook”.

Download PDF

Include
Specific sheets from this workbook v

Dashboard Pa Dashboard Pa 1 Family & Me 2.New Ch
Oofll Select All | l Clear All
Scaling

t most 1 page wide -
Paper Size Orientation
Unspecified v Landscape v
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7. Select specifications outlined below. When finished, select “Create PDF”.
a. The first 2 dashboard squares as shown below.
b. Set Scaling to “At most 1 page wide”.
c. Set Paper Size to “Unspecified”.
d. Set orientation as “Landscape”.

Download PDF

Include

Specific sheets from this workbook v

Dashboard Pa 1 Family &Me... 2.NewCh
20f11 Select All | | Clear All
Scaling

At most 1 page wide v
Paper Size Orientation

— Unspecified v  Landscape N —

8. There will be a popup at the bottom of your screen notifying you the download is
complete. Select the PDF to view your report.

DCF_Two_Page_Sn...pdf ~ ~ Showall X

: 236 AM
£ Type here to search i A G ey B

9. When saving your Tableau report use the following saving title:
2 page Dashboard_FRCName_MonthYear

10. Finally, remember to log out of Tableau when you are finished.
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lll. CRM Monthly Reporting Narrative

1. On the Community-Family Homepage, select the Family Resource Center
CRM icon.

i1 My Apps - O search apps I3 ? D)

Apps

' Apps 1 €03 Settings
PN :
. +
| L1 + 4+
it W i

Community Family Resource FHC - Tableau
Connections... Center

2. Onthe CRM homepage, check the top left corner, it should show “Sales Team
Member”. Next, select “Monthly Reporting Narrative”.
a. The 1% tab states, ‘Monthly Reporting’, do not select that as it is the old
report. Locate the 2" tab that states ‘Monthly Reporting Narrative’.

E %ﬁ’, Sales Team Member bl g Q + Y o @ @

= B Show Chart New [i] Delete | v () Refresh [ EmailaLink | v RunReport v BB Excel Templates
@ Home 2 g% -
i Active Families v Y | Search this view P
(® Recent v
e

7 Pinned v

FAM-5104... Daniels 45 Main St Worcester 01609 Training User  6/18/20;
Family F
e FAM-5105...  Miller 333 South St Shrewsbury 01001 Training User  6/23/20;

|8 ramilies N _

FAM-5109... Smith 34 Main st == Worcester 01609 o2 = Training User  7/8/202(
8 Family Members

FAM-5112...  Flores 60 Main st --- Worcester 01609 (508) 900-9878 --- Training User  7/16/20:
FRC Forms FAM-5114... Jones 23 Main st Worcester 01609 Training User  7/21/20:
S Event Participation FAM-5121.. Damian 23 Main st Worcester 01609 Training User  8/13/20:

Contact Lt

W G FAM-5123.. Gabriel 56 Main st Worcester 01609 Training User 8/20/20;
Reporting FAM-5123...  Williams 23 Main st Worcester 01609 Training User  8/24/20:

&> Monthly Reporting

& Monthly Reporting N...

1-27 of 27 (0 selected)
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3. To create a new report, please select “+New”.

Sales Team Member

3

O Refresh

%) Email a Link
@ Home

(® Recent %
v

52 Pinned v
3/17/2021 12:05 PM Kaela

Family Forms N
2/10/2021 8:44 AM Kaela
Families

R Family Members

FRC Forms

& Event Partici pation

&> Contact Logs

Reporting
& Monthly Reporting

]2 Monthly Reporting N... Al #

g
@
o
o
m
o)
T
~

Reports

1-2of 2 (0 selected)

Run Report

Month and Year Covered b

February 2021

Training

February 2021 Training

M N

4. The default record that displays is “Monthly Reporting Narrative Old”. This is the

monthly report for 2022 and prior.

n ol

— ¢ f @ Save @& Save & Close New 2 Flow
@ Home 3 S
= New Monthly Reporting Narrative - Uncaved
T Recent Monthly Reporting Narrative - Monthly Reporting Narrative Old
8. Monthly Summary ~ C.Staffing  D. Training  E. Operating Hours - For this repor

52 Pinned A. General

Family Forms
PROGRAM DESIGN AND ADMINISTRATION

1 Families

R Family Members Month and Year Covered by this Repor Re
February 2023

FRC Forms
Name of Staff Completing Report

¢ Event Participation
Kaela Dunr{

P Contact Logs

Reporting

&> Monthly Reporting

| €% Monthly Reporting N.

[ Reports

@

F. Family Engagement

G. Outreach and Marketing Outrea,

H, Evaluation

™~

10
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a. To view the 2023 and beyond monthly report, select “Monthly Reporting
Narrative OIld”, then select “Monthly Reporting Narrative”.

Sales Team Member earch Q } Y @& ? (xo)

& Close New 2 Flow

() Home

New Monthly Reporting Narrative - Unsved

©) Recent Monthly Reporting Narrative - Monthly Reporting Narrative Old —

Monthly Reporting Narrative Old

2 Pinned 2 A. Gel B ly Su E. Operating Hours ~ For this repor...  F. Family Engagement G, Outreach and Marketing Outrea...  H. Evaluation
— Monthly Reporting Narrative

Family Forms
PROGRAM DESIGN AND ADMINISTRATION

& Familie

R Family Members Month and Year Covered by this Reg Report Dal
February 2023

FRC Forms
Name of Staff Completing Report

& Event Participation
Kaela Dunn

{% Contact Logs

Reporting

{® Monthly Reporting
| <% Monthly Reporting N.

[ Reports

a -

5. Proceed with filling out each section of the monthly report.

Ha;(; Sales Team Member D search

— C B save @& Save&Close -+ New [i] Delete Refresh & Check Acce R, Assign 2 Flow 68 Word Templates {# Run Report (L4
@ Home

" Kaela Dunn

D Recent Monthly Reporting Narrative - Monthly Reporting Narrative

52 Pinned ™ A. General B.Monthly Summary  C. Hiring and/or Staffing Challenges  D. Languages Spoken  E. Basic Services ~ F. Community Collaborations  G. Grant Proposals

Family Forms
PROGRAM DESIGN AND ADMINISTRATION
£ Families

R Family M

Month and Year Covered by this Report

February 2023
FRC Forms
B Name of Staff Completing Report B Business Unit
¥ Event Participation b
Kaela Dunn £33 FRC CRM
¢¥ Contact Logs

Reporting

£ Monthly Reporting
&
il Reports

nthly Reporting N

[

11
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a. Please remember to fill in all fields, including the staffing positions including ‘FTE
Amount’. Once the report is completed, select “Save & Close”.

Ao New Monthly Reporting Narrative

D Recent

A.General  B.Monthly Summary  C. Hiring and/or Staffing Challenges D. Languages Spoken  E. Basic Services  F. Community Collaborations  G. Grant Proposals

52 Pinned

Family Forms If you have vacancies, please share your plans for filling the vacancy. Pleased report on any staffing challenges that were experienced in the last month,

1 Families

K Family Members

FRC Forms
{3 Event Participation

& Contact Logs C2. Staffing Please indicate any changes to your FRC regular staff positions that happened this month. Please indicate if the position is covered filled part-time, full-time, % time, (i.e. 1FTE, .SFTE, 7SFTE,
Vacant). Please report changes in staffing including the date of employment termination, date of new hire, etc. For new staff, include contact information. Please be sure to include lead agency staff that have

some regular role in the program. For staff include Name, FTE, Termination date if applicable, New hire date and contact information if applicable and languages spoken

Reporting
% Monthly Reporting rogram Director 1 Language

| % Monthly Reporting N.
[ Reports Program Director E Amoun! Language
FTE Amount Language

rogram Manager 1

@ o

6. On the main ‘Active Monthly Reporting Narrative’ page, select the Monthly Report you
need to download. It will highlight in grey to show it has been selected.

Sales Team Member M Search

— ¢ [ Show Chart & Edit  [i] Delete R, Assign  1# Share [ Email a Link 2 Flow fa@l] Run Report &8 Word Template

o il Active Monthly Reporting Narrative

D Recent
U i Croated On Name of Staff Completing Report Month and Year Covered by this Report Business Unit (Owning User)
2 Pinnec

Fam 3/8/2023 839 AM Kaela Dunn February 2023 FRC CRM

February 2023

& Families 3/8/2023 8:33 AM nin

7. Select the 3 horizontal dots in the top right corner, then select “Word Templates”.

Sales Team Member

= < B show Chart ¢ Edit [ Activate  [@ Deactivate [i] Delete | ~ &, Assign 12 Share [ Email a Link Run Report v -
2 Home ” 5 .
Active Monthly Reporting Narrative v Word Templates | 2
® Recent v
1 i Export Selected Records
52 Pinned v i
[ Create view
V| 3/18/2021 9:48 AM Kaela March 2021
Family Forms -
3/17/2021 12:05 PM Kaela February 2021 Training
Families _
2/10/2021 8:44 AM Kaela February 2021 Training

R Family Members

12
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8. Select “Monthly Reporting Narrative” if you filled out the ‘Monthly Reporting Narrative
Old’ or select “2023 Monthly Reporting Narrative” if you filled out the ‘Monthly
Reporting Narrative’'.

= & vChart & Edit [@ Delete R, Assign  |1# Share [%) Email a Link 2 Flow @ Run Report @& Word Templates @ Exportto Excel  [E Create view
@ Home 5 g 3 o

Active Monthly Reporting Narrative Create Word Template
Y) Recent T Upioad Templat,
5 Created On | v Name of Staff Completing Report | Month and Year Covered by this Report 1 ling User) ~
2 Pinned L Down
Family Forms Q@ pR023839AM Kaela Dunn February 2023 Word Templates

[ 2023 Monthly R t

& Families 3/8/2023 8:33 AM ! r February 203 le] lonthly Repo

K Family Members

)3 1:50 PM Training Use February 2023
Personal Word Templates

3/7/2023 11:33 AM Tr : February 2023 m

FRC Forms Al s 9 ® View All My Template:
¢& Event Participation 3/7/2023 10:01 AM e g Use February 2023

9. There will be a pop-up at the bottom of your screen notifying you the download is
complete. Select the Word Document to view your report.

&) 2023 Monthly Re...docx  ~ _ Showall X

10. When saving your Monthly Report use the following saving title:
Monthly Narrative_ FRCName_MonthYear

2023 Monthly Reporting Narrative 3-8-2023 9-13-16 AM.docx - Protecte... « Saved v pe) Dunn, Kaela (i\ c3]
File Home  Insert  Design  layout  References  Mailings  Review  View  Help  Foxit PDF I Comments
(D PROTECTED VIEW This file has been verified by Microsoft Defender Advanced Threat Protection and it hasn't detected any threats. If you need to edit this file, click enable editing. Enable Editing X
L " \ 1 | 2 3 | 4 5 | 6 7 &
i Monthly Narrative Report
A. [General

PROGRAM DESIGN AND ADMINISTRATION

Month and Year Covered by this Report Report Date  3/8/2023
February 2023

Name of Staff Completing Report
Kaela Dunn

B. Monthly Summary - Reflecting on the past month, please provide a summary of the activities
convened and/or goals achieved during the month. Please include challenges that may have been
~ encountered.

Business Unit FRC CRM

C. Hiring and/or Staffing Challenges — If you have vacancies, please share your plans for filling
the vacancy. Pleased report on any staffing challenges that were experienced in the last month.

C.2 staffing - Please indicate any changes to your FRC regular staff positions that happened this
month. Please indicate if the position is covered filled part-time, full-time, % time, (i.e. 1FTE, .5FTE,

TREETE \/anantl  Diancn ranart nhanane in ataffina inclidina tha data Af amnlaumant tarmination

D), Focus B ———4——~ w00

5}

Page10of2 434 words
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