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FRC Process Guide and Database Instructions Introduction

The purpose of the Family Resource Center Process Guide and Database Instructions is to provide
information on how the foundational FRC service flow aligns with the FRC CRM Database and how to
document work at the FRC and with families in the FRC CRM Database.

Below is the program’s “FRC Service Flow Model” (see the FRC Operational Guide for further FRC
operational information). This is a visual representation of the program’s sequence of steps to client
service delivery.

The FRC CRM Database is a Microsoft Dynamics 365 Client Record Management (CRM) System
accessible online from any location at any time. Utilizing this database allows for a more efficient,
streamlined process in managing data and is the foundation for all FRC data reports provided by the
Administrative Service Organization (ASO).

The FRC CRM database mirrors the program’s forms, also known as the FRC Standard Forms. Notice
how each FRC standard form plays a role in the different sections of the “FRC Service Flow Model”
below. Continue through this guide to understand how to find and enter these forms into the FRC CRM
database.

FRC Service Flow Model
Welcome/Intake Screening Clinical Assessment Family Support Plan Services and Supports
Front Desk Log (Form E) Adult Screening Information Form Tamily Strengths Tamily Support Event Participation Table (Form F)
Consent Form (Agency Form) {Form C1) and Needs Plan (Form K)
Child Screening Information Form Assessment (Form J)

Family Intake Form (Form A) (Form C2)

Additional Family Member Services Provision Form (Form D)
Information Form (Form B)

FRC Services
. Information and Referral Services
+ Evidence-based programs for parents and
children
* Peer-to-peer support groups for youth and
adults
+ Assessment and family support planning

’ - Networking and mentoring opportunites

- Cultural, social, recreational, and community
service activities for families and youth

. Connection to services from state agencies,
school, and community agencies

:

Referral Follow-up
(2 weeks)

Case Follow-up
(60 days)
Client Satisfaction
Survey

Welcome/
Intake

(All staff)

Family Support
Plan

Interview &
Assessment

(Clinician &
Family Partner)

(Clinician &

Family Partner)

DATA COLLECTION

OUTCOME DATA FOR EVALUATION AND ANNUAL REPORT
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A. Signing into the FRC CRM Database

To sign into the FRC CRM Database, navigate to your preferred browser and open an Incognito or
InPrivate browsing window. Outlined below is how to sign in using Google Chrome Incognito.

If you need further information on managing your @Community-Family.org account. Please see the
Community-Family Homepage Sign in Instructions.

1) Open a Google Chrome window. Select the 3 dots in the top right corner. Select “New Incognito

Window”
& New Teb X o+ v - x
€« > ¢ (sl 2 w) 0o @
@ Simultaneous Inter... FRC Expansion Rese... Check out later UMass Links FRC Links Teams Info Helpful B® CCCCRM New tab Ctrl+T
New window Cirl+N
sl e Incognito window  Ctrl+Shift=N
History 3
Downloads Ctrl+)
Bookmarks »
Zoom - 0% (£
Brint... Ctrl+P
oo e g
Find.. Ctrl+F
More tools »

2) Copy and paste the following link into the search bar.
https://myapps.microsoft.com

v &5 New Incognito Tab X =

> C B myapps.microsoft.com £ Incognito (2)

[0 Community-Family XM Qualtrics [ UMass

UMass Chan Team -.. [ Data FYCE Features Boar.. K! Library - Kahoott [ NFSN

3) Enter your “@community-family.org” username, then select “Next”. On the following
screen, enter your personalized password, then select “Sign in”.

BE Microsoft
2 B® Microsoft
Sign in _

< demo.nv@community-family.org
dema.nv@community-family.org|

Enter password

No account? Create one!

Can't access your account? 00lllll0u|

Bm Forgot my password

Q}. Sign-in options
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4) Select a method to verify your identity.
e If you choose to receive a call, follow the steps on the phone call.

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

B Mi
icrosoft VT
N B® Microsoft
demo.nv@community-family.org
demo.nv@community-family.org

Verify your identity

Enter code

Iv_—l {28 JEoaeneen [ We texted your phone +X X200000(X40. Please

enter the code to sign in.

(s'_g Call + X0000KXAD

686983
More information Having trouble? Sign in another way
Are your verific methods current? Check at More information
https://aka.ms/
—] -
Cancel > Verify

5) The Community-Family Homepage will appear, and you will see the proper
applications you have access to. The FRC CRM Database is the icon with the FRC logo
and “Family Resource Center” title.

i My Apps O search apps
Apps

© Apps Settings

i
e ¥
1S

Community

Connections...
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B. Contact Logs

A Contact Log, also known as FRC Standard Form E — Contact Log, is created when there is contact with
a person or family that has not already or does not want to engage with the intake process as well as
when there is contact with another organization or agency unrelated to an already intaked family
member.

If the person making the call or visit is a parent/caregiver, make the effort to engage the
individual/family and if appropriate, conduct an intake. Once a person or family engages with the
intake process, do not use the Contact Log to document contact with that person or family.

Contact Log examples are, but not limited to:

Agency/provider calling on behalf of a non-FRC intaked individual/family for resources/referrals
Agency/provider contacting FRC to learn more about their services, resources, or programs
offered

Agency/provider or individual/family donation to FRC

Court/probation contacting FRC to check-in on a referral

FRC contacting individual/family because they were referred to the FRC by an agency/provider
FRC Staff contacting a New Arrival individual/family that does not want to engage with an
intake

FRC staff coordinating with another agency/provider to table at their event

FRC Staff received a referral via phone from a probation officer

FRC Staff received a FRCMA.org email referral

FRC Staff shares information to School Counselor for non-English speaking family

Non-intaked individual expressing interest or initial registration in Parenting Education Class
Non-intaked individual participating in a Mutual Self-help group

Non-intaked individual/family asked for information on a local CNA Training Program. FRC Staff
gave client information to MassHire.

Non-intaked individual/family called asking to sign up for Community Baby Shower (or general
event/activity)

Non-intaked individual/family called asking to sign up for ESOL class

Non-intaked individual/family lost housing due to fire and FRC staff provided information on
where to find clothing

Non-intaked individual/family wanting FRC Calendar/brochure
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To create and a Contact Log record:

1) Select “Contact Logs” on the left-hand navigation bar to navigate to the “Active Contact Logs”
page. Select “+New” at the top of the page to create a new record.

[ ]
ﬂ % ( Sales Team Member O search
[

& | 9 Focusedview Wt New (O Refresh A Visualize thisview 1 Emaila Link | - RunReport “ W Excel Templates ~ @) Exporttofxcel | v |
@ Home
® Recent . . ) e
Active Contact Logs - [F Editcolumns Y Edit filters Filte:
5 Pinned v
[J Datean.. L Incoming..v ConfactT.. ContactF..v ContactlL.v Contactl.v Contactis¥  Reasonf.. v Notes~ Owner v Business... v [
Family Forms
Famil O ve3es s Agency/... @ FrRC Traini.. Training o
amilies
R Family Members 0O 1572058 @2 pemoko2... Training &
[ 1/15/2025 3... @ Demo k2. Training [
FRC Forms
&3 Event/ Activit 0 ve/02580.. @ pemo kD1 Training >
vent / Activity
] & Contact Logs el /1202510, Ougoing  PhoneCall..  Tatiana R 2342342 Agency. Follow-up Received referral from PO Ni... (@) Demo KD1... Training 2
& Providers [J 11/202580..  Incoming  PhoneCall  Nicole T 908-000-2. Agency/. Agency/Pr..  Probation Offcer, Nicole Ti, .. (@ Demo KD1... Training [
ety [ 12726/2004 .. @ Demo kD1 Training @
& Monthly Reporting [J 12/6/20241..  Incoming  PhoneCall... Jennifer P kaskdfa ask..  Agency. Agency/Pr..  Kasdfias asdikfmaskdf askdl.. (@l FRC Traini..  Training e
&3 Monthly Reporting N.. [] 12/6/20248..  Outgoing  PhoneCall... FEileen M asdfdsfs Parent/ CRA Relate.. @ FRCTaini..  Training e
[ Reports [ 12/6/20248..  Incoming In-person .. Parent/ Referral Ou.. @ FreTraini.. Training i
[] 12/520248.. Incoming  PhoneCall  Maria Rivera 100-100-1 Parent/ General Dis...  general questions about FRC... (@R FRC Traini.. Training e
Rows: 155

<

[ [

2) Fill in all relevant information related to the contact.
e The required fields to save a Contact Log record are the “Date and Time” and “Is the
contact a result of any of these situations?”.
e See section “Contact Log Field Definitions” for more information on each field.

Sales Team Member O search SAN D BOX @

<« | o save @' Save & Close New
@ Home
© Recent v
= New Contact Log - Unsaved
# Pinned v
Family Forms Contact Information
Families
R Family Mermsmmmmlp  Dste and Time Incoming or Outgoing
Contact
FRC Forms Contact Type Contact provided nwhst ¢
language(s)?
4 Event / Activity
I &3 Contact Logs Contact First Name o Contact Last Name
& Proviers Contact Information B
Reporting
Contact is

€3 Monthly Reporting

€3 Monthly Reporting Is this contact a result of
any of these situations?
Reports

Reason for Contact

Notes

[ L.

<
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Contact Log Field Definitions

1) Date and Time*: The date and time of the contact.

2) Incoming or Qutgoing: Incoming contact means the FRC received the contact, whereas outgoing

contact means the FRC initiated the contact.
3) Contact Type: The type(s) of contact used in order to communicate with the person.
4) Contact provided in what language(s)?: The languages used in order to have the contact.

5) Contact First Name: The first name of the person the FRC is in contact with.

6) Contact Last Name: The last name of the person the FRC is in contact with.

7) Contact Information: Any type of contact information the FRC has for the person they are in

contact with.

8) Contact is: Agency/provider means the person the FRC is in contact with is a staff member at
another agency/provider, whereas Parent/Community Member means the FRC is in contact
with a general person in the community.

9) (if ‘Agency/Provider’ is selected in #8) Select the agency/provider: Indicate the agency/provider

from the drop-down list.
10) Is this contact a result of any of these situations?*: Indicate if this contact is related to or

because of an emergency or unforeseen consequential event. If the contact is unrelated, select
“Not Applicable”.
11) Reason for Contact: Indicate all reasons for the contact.
12) (if ‘Mutual Self-Help Group Walk-in’ was selected in #11) Select the Mutual Self-Help Group:
13) (if ‘Referral Out to Agency/Provider’ is selected in #11) Select the agency/provider 1: Indicate

the agency/provider the parent/community member was referred to from the Provider list.
14) (if ‘Referral Out to Agency/Provider’ is selected in #11) Select the agency/provider 2: Indicate
the agency/provider the parent/community member was referred to from the Provider list. Not

all 3 fields are required to be filled out.
15) (if ‘Referral Out to Agency/Provider’ is selected in #11) Select the agency/provider 3: Indicate

the agency/provider the parent/community member was referred to from the Provider list. Not
all 3 fields are required to be filled out.
16) Notes: Utilize the notes section as you see best fit.
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C. Family Record — Beginning the Intake Process

Families that come into the FRC for the first time for direct services and support will engage in an
intake known as FRC Standard Form A — Family Intake. This form documents information that applies
to one or more family members in the household and must be entered into the FRC CRM database
before an individual family member intake. In the FRC CRM, a Family intake begins by creating a Family
record.

To enter a Family intake:

1) Select “Families” on the left-hand navigation bar to navigate to the “Active Families” page. To
create a record, select “+New” at the top of the page.

B SANDBOX

< H8 Focused view m + New (D Refresh | Visualize this view  [Z] Emaila Llink = v RunReport v £ Excel Templates : @ Share -
@ Home
© Recent v . o = s 0 by keyword
Active Families* T9 Editcolumns 7 Edit filters Filter by keywor
<2 Pinned v
] Family ID T v Family Last Name v Address 1: Street 1> AddressP... ¥ City >~ Zip Code ¥ Main Phone ¥ Primary Contact v Owner ¥ C
Family Forms
| & Families — O iy Danels 10 West street Weston 01609 @ Treining Test
L Family Members [] FAM-510527 Mi-Truitt Experiencing homeles... 01001 0 Training Test
[J  FAM-510924 Smith Natick 01609 Training User
g
FRC Forms
& Event/ Activity O  rAM-511227 Jofe 60 Main st Worcester 01609 (508) 900-98. @ Training User
vent / Activi
{3 Contact Logs [J  rAM-512155 Damian 23 Main st Worcester 01609 @ Training User
&2 Providers [0 FAM-512327 Gabriel 56 Main st Abington 01609 @ Training User
Reporting [ FAMS512377 Williams 23 Main st West Den 01094 @ maining user
& Monthly Reporting O FAM-513115 John 5 Main Street Worcester 01603 (508) 555-12. @ Training Test
{% Monthly Reporting N... [J  FAM-513251 Mullens 15 Main Street Worcester 01011 @ Training Test
Reports — -
Rows: 206

ﬂ Forms <
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2) Fill in the family’s information and once finished, select “Save”. A Family ID will auto-generate
in the space to the right of the “Family Last Name”. This confirms the family record now exists
in the CRM.

e The required fields to save a Family record are the “Family Last Name”, “Your Family is”,
and both “Household Size” questions.
e See section “Family Record Field Definitions” for more information on each field.

N Em SANDBOX & i+ ¢

———— Save @ Save &Close | New g Openorgchart % Connect =~ 3 AddtoMarketingList R, Assign () Refresh € Check Access : @ Share v
@ Home
© Recent \/
v Last Name - saved
2 Pinned v Family - Family -
Family Forms Family Information  Referral Source ~ Family Members ~ Notes Related
|@ Families
R Family Members Family Last Name * Family ID &
Last Name FAM-584722
FRC Forms

Household Type
@ Event / Activity

Two-Parent v
ae Contact Logs Other Phone
Main Phone
<@ Providers
(800) 809-8090 8
Reporting Your family is: *
4% Monthly Reporting Homeless and Not Sheltered v
4 Monthly Reporting N... What is your total household income?

3) Although not a required field, “City” is also an important field to have answered.
e [f the family does not have a permanent address, please enter the city your FRC is located in
and utilize the “Address 1: Street 1” field as needed to note the situation.

O EE— SANDEOX

= save @ Save&Close | New gk Openorgchart ‘& Comnect ~ "5 AddtoMarketingList &, Assign () Refresh € Check Access : (& share -
® Home
® Recent %

v Last Name - saved
s Pinned % Family - Family -
Family Forms Family Information  Referral Source  Family Members ~ Notes Related ~
|8 Families Primary Contact Address

L Family Members

Address 1: Street 1 Experiencing homelessness { City Attleboro v
FRC Forms

Address 1: Street 2 . State Massachusetts &7
&> Event/ Activity
{& Contact Logs Apt. # Zip Code 02703 v
¢ Providers
Reporting

& Monthly Reporting Household Size

& Monthly Reporting N... Total number of children/youth living in household: *
Reports 2

Total number of household members: *

u Forms v 1
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4)

Once complete with the “Family Information” tab, continue to the “Referral Source” tab.
Although not required, indicating at least one referral source for a family is essential.

B T SANDBOX & - =

@ Home
© Recent
2 Pinned
Family Forms

| Families

=1 Save @& Save &Close New gk Openorgchart R Connect =~ 5 AddtoMarketingList 2, Assign (O Refresh @ Check Access  HY Process v :

w Last Name - saved
Family - Family ~
Family Information ~ Referral Source  Family Members  Notes Related v
——

How did you hear about us?

8 Family Members

FRC Forms

&% Event/ Activity CSA (Community Service 0 DCF (Department of 0

Church/Faith Based 0 Community Connections 0 Court/Probation Officer
Qrganization/Minister Coalition
DDS (Deparment of

Agency) Children and Families) Developmental Services)

% Contact Logs

DMH (Department of O DTA (Department of O DYS (Department of Youth 7]
&b Providers Mental Health) Transitional Assistance) Services)
Reporting El (Early Intervention) O ;Z:I\Ic)e\swo Used FRC 0 Referring Family Name 0
{a Monthly Reporting ERC Website o FriendFamily HLA (Health Law Advocates) O
4% Monthly Reporting N
i Reports Mass211 O Mental Health O Other CBHI ]
P Counselor/Clinic
N Preschool/Head Start
Other Healthcare Provider [~ PeditriconFomiy Doctor [ ]
School WIC (Women, Infants and
ﬂ Forms < o = Self ] Children U
s : : “« . » o« n o« . .
5) The remaining tabs in the Family record are “Family Members”, “Notes”, “Family — Family

Strengths and Needs Assessments”, and “Family Support Plans”. The “Notes” tab does not
have specific instructions and may be used as needed. The remaining three sections are
covered in Sections D, G, and H of this guide.

Family Record Field Definitions

1)
2)

3)
4)
5)
6)

7)

8)

Family Last Name*: The family’s last name.

(Locked) Family ID: Once the family record is saved in the CRM database, a unique identification

number is automatically assigned.
Household Type: Details about the family’s current living situation.

Your family is*: Details about the family’s current living situation.
What is your total household income?: Details about the family’s current living situation.

Address 1: Street 1: The family’s address. If the family is frequently transient or is experiencing

homelessness, write in a note instead of an address.

City: The city the family lives in. If the family is frequently transient or is experiencing
homelessness, select the city your FRC is located in. It is essential this data point is filled in
because it is reported on in the FRC Monthly Tableau Report.

Total number of children/youth living in household*: The number of children/youth actively

living in the family’s household. If the family is renting a section of the home, report on the
number of children related to the family being intaked.
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9) Total number of household members*: The number of members, children and adults, actively

living in the household. If the family is renting a section of the home, report on the number of
family members related to the family being intaked.
10) Referral Source tab: Indicate all of the referral sources for the family and its members.

D.Family Member Record — Continuing the Intake Process

Once a family intake is completed, a family member intake, also known as FRC Standard Form B —
Family Member, will be completed for each family member receiving direct FRC services and support.

In the FRC CRM database, a family member receiving direct FRC services must have a Family Member
record. This record contains information regarding that one person, such as birthdate, screening
information, and service provisions.

In the FRC CRM database, a family member that is not receiving direct FRC services and support may
also have a Family Member record but is not required to. Although not required, doing so will provide
staff with a holistic understanding of the household while also informing the FRC’s Monthly Tableau
Report. Each month, FRCs can see a count of ‘Household members impacted by FRC programs and
services’ meaning the number of family members not receiving direct services but are impacted by the
FRC by living in the household with a family member receiving direct services.

To create a Family Member record for an individual receiving and not receiving direct services:

1) Navigate to the Family record the individual(s) are associated with. Select the “Family
Members” tab.

0 EE— SANDSOX

<« o Save @ Save&Close | New ¢& Openorgchart & Connect Vv < Add to Marketing List R, Assign () Refresh @ Check Access : (& Share
@ Home
@© Recent
v Last Name - saved
57 Pinned v Family - Family ~
Family Forms Family Information Referral Source  Family Members ~ Notes Related
I@ Families
8 Family Members Family Last Name * Family ID &
Last Name FAM-584722
FRC Forms.
Household Type
¢ Event / Activity
Two-Parent g
&3 Contact Logs Other Phone
Main Phone
<&@ Providers
(800) 809-8030 (S
Reporting Your family is: *
&% Monthly Reporting Homeless and Not Sheltered v

{* Monthly Reporting N... What is your total household income?
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2) Select “+ New Family Member” located in the right corner of the “Family Members” box.

% Sales Team Member O Search SANDBOX  + v ®

« o Save & Save & Close New @& Openorgchart 83 Comnect v 5 AddtoMarketinglList 2, Assign () Refresh  ©\ Check Access 59 Process v

@ Home

© Recent v
v Last Name - saved

* Pinned N7 Family = Family -

Family Forms Family Information  Referral Source  Family Members Notes Related v
| 2 Families

R el s Family Members (for those receiving FRC services) > New Fomiy Member O Refresh Run Report

FRC Forms Family Mem... T~ Initial Contact Date v Services Need... v First Name v Last Name v Agev  Primary Cont.. ¥  Owner v Business... v [3

< Event/ Activity
4> Contact Logs
<2 Providers

We didn't find anything to show here
Reporting

9~ Monthly Reporting Rows: 0

3) On the “Family Member Info” tab. Provide information in the required fields and select “Save”.
A Family Member ID will auto-generate in the space above the “Last Name”. This confirms the
family member record now exists in the CRM. This MBR number is connected to the main
Family Record ID.

e Note the “Birthdate” field is not a required field but plays a key role when reporting on age
groups, such as reporting on CRA/at-risk CRA youth. Please try to provide a birthdate for
members completing an intake, screening, and receiving direct services. If an individual is
hesitant to share this information, is also acceptable to provide an accurate birth year then
indicate the month and date as January 1.

B EET— SANDBOX &+~ »

— Save @ Save&Close g Openorgchart “ AddtoMarketingList 2, Assign () Refresh @ Check Access B Process B Word Templates ~  *

@ Home
© Recent v . -

v First Name Last Name - saved @ FRC Training
57 Pinned 7 Family Member - Family Member - Owner
Family Forms Family Information ~ Family Member Info  Notes & Activities  Related
Families

| & Family Members Family Member Requesting Services
FRC Forms Family Member ID &
) MBR-647776

&% Event/ Activity First Name * Middle Name
45 Contact Logs Last Name * First Name

Last Name
) BreiEEs Birthdate * Age &

Preferred Name YRR @ m
Reporting
9 Monthly Reporti
oty feporting Gender

4% Monthly Reporting N -

il Reports
Preferred Pronouns

4) If entering a family member not receiving direct services, only enter the “Family Member Info”.
Do not proceed with the family member intake, meaning do not change “Services Needed” at
the bottom of the page from ‘No’ to ‘Yes’. “Save & Close” the record once complete.
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5) To document family members directly receiving services, enter their information in the ‘Family
Member Info’ tab and change “Services Needed” to ‘Yes’. Notice additional fields and tabs
appear.

e Doing this translates to completing FRC Standard Form B — Family Member Intake and
means this individual is engaging with the intake process, screening, and thus, service
provisions. Indicate the date the intake began in the “Initial Contact Date” field and
proceed with answering intake questions on each tab.

e See section “Family Member Record Field Descriptions” for more information on each field.

B e SANDBOX o =&

« o Save ' Save &Close sk Openorgchart 5 Addto Marketing List 2, Assign () Refresh G Check Access B Process @8 Word Templates ~
@ Home
© Recent v . -
e First Name Last Name - unsaved e FRC Training v/
X7 Pinned v Family Member - Family Member Ovmer
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information  Preferences  Notes & Activities  Related
Families O

] & Family Members

Services Needed?

FRC Forms
¢ Event / Activity Services Needed & Initial Contact Date * Age from Initial Date ()
5 Contact Logg—’ Yes ——  15/3/2024 & m
<@ Providers
. What's Your Role in the Family
Reporting

¢ Monthly Reporting
% Monthly Reporting N

il Reports
Race (check all that apply)

Race

"
[ - - 5
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Release of Information

1) In section 4 of the intake, or family member record, you may add one or more release of
information forms. To do add one, select “+ New Release of Information”.
e Note for a child/youth’s release of information, please enter and save the information
under the adult family member that signed the form or the family’s primary contact family
member.

B EEEC SANDBOX ¢ + v o

« o Save @ Save&Close gk Openorgchat S AddtoMarketingList &, Assign () Refresh € Check Access B Process €H Word Templates ~  :
@ Home

@© Recent v . -
ey First Name Last Name - saved @ FRC Training v
5 Pinned 7 Family Member - Family Member - Owner

Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information  Preferences  Notes & Activities  Related
Families

| & Family Members —- | New Release of Inform... () Refresh
FRC Forms ROI Signed? v Name of Child/Youth for ROI v Release to v ROI Consent v Expiration Date v Created By v Created On T+ @

4 Event/ Activity
4 Contact Logs
&% Providers

We didn't find anything to show here
Reporting

¢ Monthly Reporting Rows: 0

4@ Monthly Reporting N.

2) The “Release of Information” record will display on your screen.
e If the form is for a child/youth, please indicate their name in the “Name of Child/Youth for
ROI”. If the form is for an adult, you may leave this field blank.

B ECICE SANDBOX ¢

¢« o save @ Save & Close New
@ Home
® Recent v .

New Release of Information
2 Pinned v
Family Forms Release of Information
Families
8 Family Members ROI Signed?

No v

FRC Forms

Release to Name of Child/Youth for ROI
G Event / Activity
¢ Contact Logs

ROI Consent Expiration Date
e Providers

v ]
Reporti
S Timeline
¢ Monthly Reporting
4 Monthly Reporting N...
il Reports
Almost there

m,... A Select Save to see your timeline.
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3) After entering the information in the fields, you may also upload a copy of the original Release
of Information form. To do so, create a note and select the paper clip icon.

LB Em SANDEOX

« o Save & Save & Close New () Refresh @ Check Access R, Assign  GH Word Templates Run Report
@ Home
@© Recent v .
New Release of Information - saved
2 Pinned v Release of Information
Family Forms Release of Information  Related
Families ROI Consent Expiration Date
2 Family Members v &)
FRC Forms Timeline + v = O

: £ search timeline
& Event / Activity
Create a note
4w Contact Logs

Title
&3 Providers

v 9 v B segoeul 1 B I US VY. a = = =SB A Y X% X 2y e v @82
Reporting

Enter text.

4@ Monthly Reporting
4 Monthly Reporting N...

fill Reports

—_—
& ons c

4) From your computer files, select the original release of information form and attach it to the
note. Once the file is attached to the note, select “Add note and close”.

@
<« v 4~ &3 > ThisPC » Windows (C) v U  SearchW »r
3a8c9195&pagetype=entityrecord8etn=frc_r.. & & ¢ & Incognito
Organize - New folder =- @ 0
~ brary - Kahoot! [ NFSN

= This PC o Name Date modified Type

3D Obje Program Files 11/5/2024 8:56 AM File folder SANDBOX ¢ + v & 2

[ Desktop Program Files (x86) 12/2/2024 12:58 PM File folder

4 Docume Temp 7/27/2023 2:19 PM File folder Templates Run Report

& Downlo Users 7/27/2023 2:11 PM File folder

B Musi Windows 12/9/2024 4:59 PM File folder

usic

&= Pictures

B videos

£ 7 Window

v <K >
File name: v| All Files ~ LY EO
ﬂ Open Cancel
Create a note
4w Contact Logs
Title
& Providers
% v D . B Segoeul 1 B I USV¥ & = iz = =8 A9 X% X P @@
Reporting
Enter text.

4% Monthly Reporting
¢ Monthly Reporting N

il Reports

a j —_—
Forms <
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5) Once you are finished with the overall “Release of Information” record, select “Save & Close”.

L8 &m SANDBOX o~ ~

o | — < Close New () Refresh G CheckAccess &, Assign U8 Word Templates Run Report

(@ Home
@© Recent v .

New Release of Information - saved
= Pinned v Release of Information
Family Forms Release of Information  Related
Families

Organization Child Name

R Family Members

ROI Consent Expiration Date
FRC Forms Full Consent v - ®
&% Event/ Activity Timeline + v E O
% Contact Logs P Search timeline
& Providers

& Enteranote ]
Reporting & Highlights v
& Monthly Reporting Recent
& Monthly Reporting ... @ odtiedon 1000am

S Note modified by 2 ERC Training s D m

il Reports

%5 Release of Information.docx

View more v

CRA Related Questions

* Please refer to pages 9 through 12 of the FRC Operational Guide for detailed information and
guidance on working with CRA/at-risk CRA youth and families.*

1) Section 2 of family member intake, or family member record, is the “CRA Related Questions”. In
the CRM, the visibility of this section is based upon the “Birthdate” field. If the birthdate
entered produces an “Age” 18 or over, the “S2-CRA Related Questions” tab will not display.

B SANDBOX o+ v o

< o Save Save&Close g} Openorgchart 5 Addto Marketing List &, Assign () Refresh @, Check Access 8 Process 85 Word Templates ' :

@ Home
@ Recent v . -

v First Name Last Name - saved e FRC Training v
57 Pinned N7 Family Member - Family Member - Ovner
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information ~ Preferences ~ Notes & Activities  Related
Families

| K Family Members Family Member Requesting Services

FRC Forms Family Member ID &

MBR-647776
b Event/ Activity First Name * Middle Name
{3 Contact Logs Last Name * First Name

Last Name
) HEES Birthdate * Age &

Preferred Name B — &) w
Reporting
; January 1980 ro
& Monthly Reporti
ey Eperng Gender Su Mo Tu We Th Fr Sa

&P Monthly Reporting N. )

1 2 3 4 5
fill Reports L
" Preferred Pronouns 6 7 8 9 10 1 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30 31 1 2

"
[+ - ¢
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2) If the birthdate entered produces an “Age” 17 or under, the “S2-CRA Related Questions” tab
will display.

o Note the “S2-CRA Related Questions” tab will also display if no birthdate is entered, thus

the member record does not have an age. Please keep in mind that for reporting CRA/at-

risk CRA youth, we can only include members aged 6 to 17. This means if there are
members identified as CRA/at-risk CRA, but do not have an age, they will not be included in
CRA/at-risk CRA reports.

. Em SANDBOX o o~

€ =1 Save Save & Close g Openorgchart 5 Addto Marketing List &, Assign (O Refresh @ Check Access  Hd Process ~ @& Word Templates :
@ Home
© Recent v . .
e First Name Last Name - unsaved @ FRC Training
Owner

57 Pinned v Family Member - Family Member -
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S2-CRA Related Questions ~ S3-Reason for visit ~ S4-Release of Information ~ Preferences -+

Families

| & Family Members Family Member Requesting Services

FRC Forms Family Member ID &

. MBR-647776
da Event/ Activity First Name * Middle Name

4% Contact Logs Last Name * First Name

Last Name

<2 Providers Birthdate * Age B
Preferred Name 3/1/2010 E 14
Reporting

& Manthhy Renartina

3) When prompted to answer the questions on the “S2-CRA Related Questions” tab.
Appropriately indicate in the “CRA Related Question” if the child/youth is a CRA, at-risk CRA, or
the section is “Not Applicable”.

e If “A CRA Application has been filed for this child” is selected, notice today’s date
automatically fills into the “CRA Indicator Last Set On” field. Then, for the “Application was
filed by” field, make sure to indicate the entity or person that filed the CRA application.

e If “The child meets CRA at-risk guidelines” is selected, notice today’s date automatically fills
into the “CRA Indicator Last Set On” field. Then, for the “Application was filed by” field,
make sure to select “Not Applicable” because an application has not been filed.

e If “Not Applicable (not a CRA and not at risk)” is selected, notice no date fills into the “CRA
Indicator Last Set On” field. Then, for the “Application was filed by” field, make sure to
select “Not Applicable” because overall this section is not applicable to the child/youth.
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NOTE: For the FRC Admin Support, Family Support Worker, School Liaison, and Family Partner the “CRA
Indicator Last Set On” field is not editable and the “CRA Related Question” as well as “Application was

filed by” fields lock after initially being answered during the intake. For the FRC Clinician, Program
Manager, and Program Director, all fields on the “S2-CRA Related Questions” are always editable.
These permissions are in place because during the initial intake process, FRC staff must understand if
this child/youth and family should be connected to the FRC clinician due to being a CRA/at-risk CRA.
From there, it is the responsibility of the FRC Clinician, as well FRC Program Director and Manager, to
ensure proper and accurate documentation of CRA/at-risk CRA youth information.

= SANDBOX ¢ + v e
« o Save Save& Close g Openorgchart 5 AddtoMarketing List &, Assign () Refresh @ Check Access B3 Process @B Word Templates v &
@ Home
© Recent v . .
ey First Name Last Name - unsaved @ FRC Training v/
Owner

57 Pinned v Family Member - Family Member ~
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S2-CRA Related Questions ~ S3-Reason forvisit ~ S4-Release of Information  Preferences  ---
Families

| R Family Members CRA Indicator Last Set On
12/372024 E
FRC Forms

CRA Related Question *
< Event / Activity
This child meets CRA at risk guidelines v

@ Contact Logs

Application was filed by *
<@ Providers

Not Applicable v

Reporting

Family Member Record Field Definitions

1) (Locked) Family Member ID: Once the family member record is saved in the CRM database, a

unique identification number is automatically assigned.
2) Last Name*, First Name*, Middle Name: The family member’s name.

3) Preferred Name: If applicable, the name the family member likes to be called or a nickname.

4) Birthdate*: The family member’s birthday. If an individual is hesitant to share this information,
is also acceptable to provide an accurate birth year then indicate the month and date as
January 1.

5) (Locked) Age: Once a birthdate is entered, an age is automatically generated and will
automatically update as time goes on.

6) Gender: Have the family member identify their gender. Utilize ‘Other’ if you need a write-in
field.

7) Preferred Pronouns: Have the family member identify their preferred pronouns. Utilize ‘Other’

if you need a write-in field.
8) Do you have health insurance?*: Indicate if this specific family member currently has health

insurance.
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9) Do Not Contact: Related to the contact information fields; phone and email address. Check and

save this box if you need to notify any staff member accessing this family member’s account to
not contact the member via phone or email. This field is mostly used due to safety concerns.
10) Services Needed: Indicating ‘Yes’ services are needed means this family member is completing a

full FRC intake, including a screening, to then receive direct FRC services and/or an external
provider referral. Leave this field as ‘No’ if the person will not be receiving direct FRC services or
an external provider referral.
The remaining fields are only accessible if #10 is changed to ‘Yes’. The remaining fields mean a full
intake is being done with the member and they will receive services and/or referrals from the FRC.
11) Initial Contact Date*: The first date the family member began the family member intake.

12) (Locked) Age from Initial Date: An automatically generated age meaning the age the family

member was when they began the family member intake.

13) What’s Your Role in the Family: Allow the family member to identify their role in the family
from the drop-down list.

14) Race & Ethnicity: Allow the family member to identify their race and ethnicity.

15) Primary Language: Indicate the main language the family member communicates with. Utilize

‘Other’ if you need a write-in field.
16) (Military) Service: Indicate if the family member’s relationship to serving in the military.

17) Primary Contact & Secondary Contact: Indicate if this specific family member is the overall

family’s primary or secondary contact. If this member is not either, leave both fields as ‘No’.
18) Information Different from Primary Contact: Indicate if this specific family member does not

live at the same address identified on the overall family’s record. If ‘Yes’ is indicated, additional
fields will display to specify the family member’s address.
19) Family Member Status & Marital Status: Allow the family member to identify their information.

20) CRA Related Questions: See this guide’s “CRA Related Questions” section for more information.

21) Reason for Visit tab: Indicate one or more reasons the family member is there to receive direct

FRC services and/or an external provider referral.
22) Release of Information tab: See this guide’s “Release of Information” section for more

information.
23) Preferences tab: Optional information to collect and enter related to the family member’s

contact preferences and FRC status.

E. Adult and Child Screenings — Finalizing the Intake Process

After completing the Family Member intake for an individual receiving direct FRC services and support,
a screening must be completed. For intaked members 18 and over, complete an Adult Screening, also
known as FRC Standard Form C*! — Adult Screening Information. For intaked members 17 and under,
complete a Child Screening, also known as FRC Standard Form C2 — Child Screening Information.
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Gather as much information in the screening and as close to the intake date, or “Initial Contact Date”,

as possible. Providing a screening to members receiving direct services as well as the number of days
between the “Initial Contact Date” and screening date are important to be mindful of and enter
accurately. These data points are reported to FRC Site Management through the FRC’s Adult and Child
Screening Benchmarks in Tableau.

1) Inthe already intaked Family Member’s record, select “Related” (or the 3 dots) on the far right
of the tabs and select the appropriate screening (i.e., select “Child Screening” for a member 17
and under, select “Adult Screening” for a member 18 and over).

B SANDBOX & =

« o Save @ Save&Close g Openorgchart 5 AddtoMarketinglist R, Assign () Refresh € Check Access B Process ~ @B Word Templates ~  °
@ Home
© Recent v . .
e First Name Last Name - saved @ FRC Training ~ \/
X Pinned 7 Family Member - Family Member Oumer
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information ~ Preferences ~ Notes & Activities Related v h
Families .

Related - Common
| & Family Members

sl [5] Adult Screenings

Services Needed?

FRC Forms [ Service Provisions
&% Event/ Activity Services Needed @ Initial Contact Date * Age fron 8 Housing
£ Contact Logs - AEETED () —p  [] Child Screenings
o X Child - Family Strengths and Needs
Providers Assessment
) What's Your Role in the Family
Reporting

4 Monthly Reporting
4 Monthly Reperting N...

G Reports
Race (check all that apply)

Race

[ - o

2) To create a screening, select “+ New Adult Screening” or “+ New Child Screening” depending
on which you are looking to enter.

Sales Team Member P Search SAN DBOX Q + ¥ &

¢« o save @’ Save & Close g Openorgchart 5 AddtoMarketingList &, Assign () Refresh @ Check Access Hd Process ~ @B Word Templates :
@ Home
© Recent v . .
e First Name Last Name - saved @ FRC Training v
5 Pinned N Family Member - Family Member Guner
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S2-CRA Related Questions ~ $3-Reason for visit ~ Adult Screenings -+
Families
| R Family Members Cmmswewanrt  + NewAdultScreening O Refresh B RunReport ~ 8 Excel Templates I Export Adult Screenings |
FRC Forms Active Adult Screenings ™ A Filter by keyword
&% Event/ Activity Family Member ID (Family Member) v First Name (Family Me... v Last Name (Family Me... ~ Initial Date Initial Contact Date (Fa... ~  Owner 1 v )

s Contact Logs

b Providers

Reporting
9@ Monthly Reporting

@ Monthly Reporting N
We didn't find anything to show here
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3) The only required field is the “Date”. However, please enter as much information as you have
into the respective tabs. Once finished, select “Save & Close”.

e Note the relationship with the family member is the priority. In the instance a member is
not willing to provide all the screening information during the first or second time you meet
with them, it is acceptable to create the screening record without having all the fields
answered. As you work with the member more, you may add the missing information
obtained into the existing screening record.

B e SANDEOX.

& o el & save&Close - New () Refresh @ CheckAccess &, Assign @8 Word Templates Run Report (& share
@ Home
© Recent v .

New Adult Screening - saved
57 Pinned v Adult Screening
Family Forms Family Member Information S1-Education/Employment — S2-Physical and Mental Health ~ S3-Safety ~ S4-Basic Needs  S5-Agency Involvement
A Families
R Family Members

Family Member ID & MBR.647. Last Name *@  Last Name First Name *@  First Name Middle Name &
FRC Forms Nickname [a] Birthday “® /171080 Age A 4
{* Event/ Activity Gender ] Other Gender [a]
4~ Contact Logs
&r  Providers
=P e " 12/6/2024 ()  Steff Completed * @ FRCTraining (Offiine) X £

Reporting

U URNTIO SO

4) After saving the screening, you will see the record on the screening homepage. This screening is
a ‘living’ document and may be updated as the member’s information changes.
e |tis appropriate to create a new screening record, for both adults and children respectively,
if your FRC has not worked with this member in at least 1 year.

R Em SANDEOX

= Save @ Save &Close gk Openorgchart 5 Add to Marketing List &, Assign () Refresh @ Check Access  Hd Process : [ Share
@ Home
© Recent v . -
ey First Name Last Name - saved @ FRC Training
. Ow
57 Pinned N Family Member - Family Member ~ ner
Family Forms Family Information  Family MemberInfo  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information Preferences  Adult Screenings -+
1 Families
| R Family Members Bl ShowChat + NewAdultScreening () Refresh RunReport v 8 Excel Templates ~ @ Export Adult Screenings <
FRC Forms Active Adult Screenings v~ A Filter by keyword
&P Event / Activity (] Family Member ID (Family Member) ¥ First Name (Family M... ¥ Last Name (Family M... ¥ Initial Date ¥ Initial Contact Date (... ¥  Owner T~ i
& Contact Logs .
- Irsi lame ast Name . raining (( Ine)
O MBR-647776 First N Last N: 12/6/2024 12/3/2024 @ FRCT (Offline) @

&b Providers
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F. Service Provisions

During and after the intake process, the FRC will collaboratively work with the family/members to
identify the appropriate referrals to another community organization and/or direct services the FRC
may provide. Each instance of an external provider referral and direct FRC service given will be a
service provision record, also known as FRC Standard Form D — Service Provision. Then, each time
there is reengagement in the same service or referral, the service provision record, or FRC Standard
Form D — Service Provision, will be updated with an additional service date.

In the instance of an external provider referral, the CRM’s Providers section becomes accessible within

a service provision record to appropriately note the provider the family member was referred to. This
translates to the use of FRC Standard Form D! — Provider Referral.

In a Family Member’s service provision section, there are 3 different views to see the individual’s
service provisions. Select the menu title, “Active Service Provisions (Associated)”, to see the different
view options.

e “Active Service Provisions (Associated)” and “Active Service Provisions (Default Public)”
are the same view and display services dated 1/1/2025 and beyond.

e “All Service Provisions” displays both the “Active Service Provisions” and “Legacy Service
Provisions” in one centralized view.

e “Legacy Service Provisions” displays services dated 12/31/2024 and prior. Note these
records are only viewable and cannot be edited.

M Em SANDEOX

=1 Save @ Save & Close ¢k Openorgchart 5 Addto MarketingList R, Assign (D Refresh @ Check Access 84 Process v : @ Share ~
@ Home
® Recent ~ . -

ey First Name Last Name - saved @ FRC Training v/
. ow
5 Pinned N Family Member - Family Member ~ e
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information ~ Preferences  Service Provisions -
N Families
I 2 Family Members [ Show Chart -+ New Service Provisions O Refresh Run Report v €E Excel Templates » @  Export Service Provisio. v

FRC Forms Active Service Provisions (Associated) v G A Filter by keyword

&5 Event/ Activity System Views 0. v  LastName| SSlectaview Lry v Service Provi... ¥ FRC NickName~  Notes > Created By ~ Created On v ]

&¢ Contact Logs Active Service Provisions (Associated)

&5 Providers Active Service Provisions (Default Public)
All Service Provisions
Repertng Legacy Service Provisions

dv  Monthly Reporting
R — We didn't find anything to show here

Reports

ﬂ Forms v

Rows: 0
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To add a service provision to a family member record:

1) Locate the family member record and on the navigation bar, select the “Related” tab (or 3 dots)
at the end. Then, select “Service Provisions”.

a ales Team Member P search
= Save @ Save&Close g Openorgchatt 5 Addto Marketing List R, Assign () Refresh € Check Access  Ha Process : & Share ~
® Home
© Recent v . -
e First Name Last Name - saved FRC Training v/
. Owi
52 Pinned W Family Member - Family Member - e
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information Preferences W; Related v
N Families
Related - Common
| & Family Members Family Member Requesting Services

[ Adult screenings

FRC Forms Family Member ID & ﬁ [ service Provisions

MBR-647776 =
ivi Housin:
¢ Event / Activity First Name * Middle Name 9
4 Contact Logs Last Name * Fi e [ child Screenings
& Providers Last Neme B Child - Family Strengths and Needs
Birthdate * Age & Assessment
Preferred Name 1/1/1980 &) 1
Reporting

<% Monthlv Renortina

2) The CRM defaults to the “Active Service Provisions (Associated)” view. Select “+New Service
Provisions”.

N Em SANDBOX

« o Save @& Save&Close gk Openorgchart = AddtoMarketing List &, Assign () Refresh G Check Access B4 Process ~ @8 Word Templates v °
@ Home
O Recent v . .
ey First Name Last Name - saved @ FRC Training v/
& Pinned v Family Member - Family Member - Ovmer
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information  Preferences  Service Provisions
Families
| & Fomity Members s+ NewSenvice Provisions () Refresh RunReport B Excel Templates @ Export Service Provisio..
FRC Forms Active Service Provisions (Associated)
& Event/ Activity Family Member ID... ¥ First Date of ... |~  LastName (Fa.. v  Category“ Service Provision v FRC NickName v Notes v Created By v Created On v ]

4 Contact Logs

P Providers

Reporting
& Monthly Reporting
% Monthly Reporting N

We didn't find anything to show here
fill Reports
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3) On the “Service Information” tab, enter:

e The “Initial Date of Service”. This is the first date the member engaged with the service,
resource, or program. Note this field will lock after saving the record.

¢ Indicate the “Service Provided By”, meaning was this service, resource, or program
provided by directly FRC Staff Only, an External Partner, or a collaboration between FRC
staff and an external partner simultaneously.

e Inthe instance this service is related to an emergency or unforeseen consequential event,
indicate the appropriate information in the “Service Provided During” field. If it is
unrelated, select “Not Applicable” from the drop-down list.

)

e Next, select the “Category” the service exists in, then select the specific “Service Provision’
from the provided drop-down menu.

NOTE: “Other” is no longer an option. If you do not see the service, resource, or program you
need, please consult with your FRC Site Management.

e Then search the “Service Provision Initially Managed By” field for the appropriate staff
person managing the direct service or giving the external provider referral.

e As needed, utilize the “FRC Service Provision Nickname” space to further identify the
service, resource, or program. For example, specifying “Youth LGBTQ+ Group” and “Adult
LGBTQ+ Group” if your FRC provides both groups.

e Once complete, select “Save”.

[ A
N Em SANDBOX

< | =F Save @ Save&Close | New () Refresh @ CheckAccess 8, Assign B Word Templates Run Report [ Share -
@ Home
© Recent v . -
New Service Provisions - saved
S Pinned v Service Provisions
Family Forms Service Information  Service Dates  Notes Related v
£ Families
A Family Members Family Member ID & MBR-647. First Name “B  First Name Last Name *@  Last Name Age & 44

FRC Forms

&> Event / Activity

Initial Date of Service  *® 17172025 Service Provided By External Partner v Service Provided During Not Applicable v

& Contact Logs

& Providers .
Service, Resource or Program

Reporting Category * 1. Basic Needs v Service Provision * Clothing v Service Provision Initially ~ * @ FRC Training (Offline) X jo)

. Managed By B

&P Monthly Reporting

&% Monthly Reporting N... FRC Service Provision Optional field FRC can use as needed
NickName

Reports
Notes

n Forms <
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Giving a Provider Referral

In the instance the service provision record is for an external provider referral:

1) First, ensure “External Partner” is selected in “Service Provided By”. Then, change “Referred
Out” from ‘No’ to ‘Yes'.

B EE—— SANDBOX v+ =&

< o Save @ Save&Close + New () Refresh @ CheckAccess R, Assign B Word Templates Run Report # Share v
@ Home
© Recent v . ..
New Service Provisions - Unsaved
57 Pinned v Service Provisions
Family Forms Service Information  Service Dates Notes Related ™
£ Families Initial Date of Service  *& 112025 Service Provided By External Partner ~ SqisaRinuidage 11ing Not Applicable ~

oy Family Members

Service, Resource or Program

FRC Forms
&3 Event/ Activity Category * . Basic Needs ~ Senvice Provision * Clothing v Senice Provision Inifaly * @\ FRC Training (Offine) X £
Managed By
<@ Contact Logs
) FRC Service Provision Optional field FRC can use as needed

<@ Providers NickName

. Notes
Reporting
4 Monthly Reporting

v No
Monthly Reporting N...

% Monthly Reporting Yes ——
Beports Referred Out No ~

A rorms ¢

2) The “Initial Provider Referral” field will appear. Begin typing the provider record’s name in the
box or select the magnifying glass to see a brief list of providers.
e To see a large list of providers, select “Advanced lookup”.

NOTE: Please only create provider records in CRM’s the Providers section. See Section J of this
guide for further information.

O e SANDBOX

<« B = Save @' Save&Close | New () Refresh @ Check Access R, Assign U8 Word Templates Run Report @ Share -
@ Home
©  Recent v . -
New Service Provisions - Unsaved
2 Pinned v Service Provisions.
Family Forms Service Information  Service Dates  Notes Related
8 Families Initial Date of Service  *& 112025 Service Provided By External Partner ~ Service Provided During Not Applicable v

R Family Members

—
Service, Resource or Program Providers
FRC Forms
d

; . 4 asi v : * o
€3 Event / Activity Category 1. Basic Needs v Service Provision Demo KD2 ion Initially @ FRC Training (Offline) % pel
¢ Contact Logs Esfl;zh:ﬁhamnes o

) FRC Service Provision Optional field FRC can use as needed )
& Providers NickName — Hisd o
Agawam
R i Notes . MassH
eporting g MassHire o
FRC Training
&3 Monthly Reporting Savation Army o
4 Monthly Reporting N...
v Reporting —+ New Provider £ advanced lookup G
—
i
K7 Referred Out - +  Initial Provider Referral  * |00k for Initial Provider Refer O
Search

u Forms <
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3) Upon selecting the provider and saving the overall service provision record, the “Initial Provider
Referral” field will lock.

O SANDBOX

& o Save @ Save&Close + New (D Refresh @ CheckAccess &, Assign B Word Templates Run Report (@ Share ~
@ Home
© Recent v . ..
New Service Provisions - saved
< Pinned v Service Provisions
Family Forms Service Information ~ Service Dates  Notes Related v
S Families Initial Date of Service B 17172025 Service Provided By External Partner v Service Provided During Not Applicable ~
R Family Members
Service, Resource or Program
FRC Forms
&3 Event / Activity Category I. Basic Needs ~ Service Provision * Clothing v Service Provision Initially ~ * @ FRC Training_(Offling) X §el
Managed By
<@ Contact Logs
X FRC Service Provision Optional field FRC can use as needed
<?  Providers NickName
. Notes .
Reporting
¢ Monthly Reporting
¢ Monthly Reporting N...
Repell Referred Out Yes v Initial Provider Referral & Salvation Army. h
[ - [P e

Adding Service Dates to a Service Provision

1) Inthe instance a family member returns and receives a service provision that exactly matches
the details of a service provision already in their account, do not create a new service provision
record. Instead, select the existing service provision record to add an additional subsequent

service date.

%r’ Sales Team Member £ Search
=1 Save @ Save & Close ¢k Openorgchart 5 Addto MarketingList R, Assign (D Refresh @ Check Access 84 Process v : @ Share ~
@ Home
© Recent N7 . .
ey First Name Last Name - saved @ FRCTraining v/
. o
£ Pinned N7 Family Member - Family Member ~ ner
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information ~ Preferences  Service Provisions
A Families
I & Family Members B showChart  + New Service Provisions (O Refresh Run Report v €8 Excel Templates ™ @@  Export Service Provisio.. v
FRC Forms Active Service Provisions (Associated) Vv /O Filter by keyword
& Event/ Activity [ Family Member... v FirstDateo... | ¥  LastName (F.. ¥ Category ¥ Service Provi.. ¥  FRC NickName~  Notes ¥ Created By ¥ Created On v ]
{% Contact Logs .
—E MBR-647776 1/1/2025 Last Name 1. Basic Needs Clothing Optional field F... @ FRC Training (.. 12/10/2024 9:5... [}
§¢  Providers
Reporting

$v  Monthly Reporting
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2) Within the existing service provision record, navigate to the “Service Dates” tab and select “+

New Dates”. Each additional subsequent service date beyond the “Initial Date of Service” a
family member engages in will be documented here.

B ECTT SANDBOX &+~

< | of B sae & saeaclose | New () Refresh @ Check Access R, Assign  GF Word Templates ~  fil] Run Report @ Share +
@ Home
® Recent ~ . ..
New Service Provisions - saved
s Pinned v Service Provisions
Family Forms Service Information  Service Dates Notes Related
£l Families
& Family Members Service Dates cannot Contain dates that are less than or equal to the First Date of Service. The first date of service represents the first date the family/family member is receiving services
FRC Forms Dates (Service Provision) —’ + NewbDates () Refresh Run Report
% Event/ Activity Service Date | ¥ Service Provision Currently ... T~  Is Service Date related to a Pr... ¥  Provider Referral v Created By v Created On v ]

& Contact Logs

& Providers

Reporting

We didn't find anything to show here
&3 Monthly Reporting

&% Monthly Reporting N... Rows: 0

fill - Reports

3) Inthe Service Date record, enter:

e The “Service Date”. Again, Services Dates are dates beyond the Initial or First Date of
Service. Service Dates should not match or be a date prior to the Initial or First Date of
Service.

e Then, search the “Service Provision Currently Managed By” field for the appropriate staff
person managing the direct service or giving an external provider referral.

e [f the Service Date is for an external provider referral, change “Is Service Date for a Provider
Referral?” from ‘No’ to ‘Yes'.

o If thisis done, a “Provider Referral” field will appear. Search and select the provider
from the list.

e |[f needed, see the “Notes” tab to document notes related to the service date.

e Once complete, select “Save & Close”.

N Em SANDBOX

& oeiielye G Save &Close | New () Refresh @ CheckAccess &, Assign &5 Word Templates Run Report (& share
@ Home
® Recent %
New Dates - saved
£ Pinned % Dates
Family Forms Service Dates Notes Related v
3 Families
R Family Members Service Date 1/2/2025 E)  Provider Referral *® @ Catholic Charities
FRC Forms Is Service Date for a Ves ~

Provider Referral?
&P Event/ Activity

o

Service Provision Currently * @ Demo KD1 (Offline) X

e Contact Logs Managed By

&P Providers
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4) All service dates related to the overall service provision will be seen in the “Dates” list. Once
complete, select “Save & Close” on the service provision record.

Sales Team Member P Search

R

& miemmiesle G save&Close | New () Refresh @ CheckAccess &, Assign @8 Word Templates Run Report ® share -
@ Home
© Recent v . ..
New Service Provisions - saved
7 Pinned v Service Provisions
Family Forms Service Information ~ Service Dates Notes Related
A Families

R Family Members Service Dates cannot Contain dates that are less than or equal to the First Date of Service. The first date of service represents the first date the family/family member is receiving services

FRC Forms Dates (Service Provision) + NewbDates () Refresh Run Report v
v Event / Activity [J  service Date | ~ Service Provision Currently ... T~  Is Service Date relatedtoa Pr... ¥  Provider Referral ¥ Created By v Created On > [E4
T  Contact Logs - . L PP ’

O] 1/2/2025 @ emo ko1 (Offling) Yes Catholic Charities @ FRCTraining (OF.. 12/10/2024100.. @
4t Providers
Reporting

s Monthly Reporting
9@ Monthly Reporting N... Rows: 1

Reports

5) The saved service provision and service date will be displayed on the “Active Service Provisions
(Associated)” page.

ales Team Member P search

< o Save @ Save & Close dh Openorgchart 5 Addto Marketing List &, Assign () Refresh @ Check Access  Hd Process v : @ share -
@ Home
© Recent v . .
v First Name Last Name - saved @ FRC Training
. o
52 Pinned N Family Member - Family Member - ) e
Family Forms Family Information ~ Family Member Info ~ Contact Information ~ Family Status ~ S3-Reason for visit ~ S4-Release of Information ~ Preferences ~ Service Provisions
& Families
I R Family Members B ShowChart  + New Service Provisions (O Refresh RunReport v &8 Excel Templates ~ @3 Export Service Provisio... v
FRC Forms Active Service Provisions (Associated) Vv A Filter by keyword
G Event / Activity [J  Family Member... v First Dateo... | ¥  Last Name (F.. ¥  Category v Service Provi.. ¥ FRCNickName-  Notes ™ Created By v Created On &
<@ Contact Logs X . . ) .
- ast Name . Basic Needs lothing ptional field F... A raining (... 5.0
] MBR-647776 1/1/2025 Last N 1. B Need Clothi Opti | field F. @ FRCTH ( 12/10/2024 9:5. [
<> Providers
Reporting

€% Monthly Reporting
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EVB Parenting Education Classes — AAPI Indicators

If the service provision is for an Evidence-Based Parenting Education Class, the Adult Adolescent
Parenting Inventory (AAPI) fields will appear. Please consult with your FRC Site Management for
further information and guidance on when and how to use the AAPI.

To use the AAPI indicators in the FRC CRM:

)

1) Enter the service information such as, the “Initial Date of Service”, “Service Provided By”,
“Service Provided During”, and “Service Provision Initial Managed By” fields.
e Next, select the “Category” ‘Evidence-Based Parent Education Classes’, then select a class
from the “Service Provision” drop-down menu.

N Em SANDBOX o =

Sl = Save @ Save&Close | New (D Refresh @ Check Access R, Assign B Word Templates Run Report ® Share v
@ Home
© Recent v . ..

New Service Provisions - saved
2 Pinned v Service Provisions
Family Forms Service Information  Service Dates  Notes Related
1 Families
o3 Family Members

Family Member ID & MBR-647. First Name *@  First Name Last Name “©  ast Name Age 6 44

FRC Forms
o Event / Activity
& Contact Logs Initial Date of Service "B 112025 Service Provided By FRC Staff Only v Service Provided During Not Applicable v
< Providers

Service, Resource or Program
Reporting

Category * A Evidence-Based Parent o Service Provision * Nurturing Families Program ™ Service Provision Initially ~ * @ FRC Training_(Offline) % pl
Managed By

¢ Monthly Reporting

Education Classes

€% Monthly Reporting N...

FRC Service Provision
Repaiss NickName

I o

2) Notice the “AAPI Indicators” appear at the bottom of the “Service Information” tab when
“Category” ‘Evidence-Based Parent Education Classes’ is selected. Each time an indicator is
completed, check the appropriate box and a date field will appear. Enter the date the action or
form was completed.

Notes

© Recent v . -
New Service Provisions - Unsaved
52 Pinned % Service Provisions
Family Forms Service Information ~ Service Dates  Notes Related v
Famil
A Families Notes
K Family Members
January 2025 o
FRC Forms Su Mo Tu We Th Fr Sa
112 3 4
£3 Event / Activity
Referred Out No v 5 6 7 8 9 10 1
<@ Contact Logs
12 13 4 15 16 17 18
<»  Providers 19 20 21 22 23 24 25
AAPI Indicator
26 27 28 29 30 31 1
Reporting
Pre-Test Administered Pre-Test Administered * - & Post-Test Administered Post-Test Administered d ()
43 Monthly Reporting Date Date
43 Monthly Reporting N...
Reports Reviewed with Family Reviewed with Family Date * ___ ® Graduated Graduated Date o ()

I rorms &
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G. Entering the FSNA or a ‘Declined FSNA’ Service Provision

*Please refer to pages 9 through 12 in the FRC Operational Guide for detailed information and
guidance on working with CRA/at-risk CRA youth and families.*

NOTE: Only the FRC Clinician can conduct a Family Strengths and Needs Assessment. Based on the
family’s preference, the Family Partner may assist this process by providing support to the family.

To document FRC Standard Form J — Family Strengths and Needs Assessment, or a declined FSNA
service provision, in the CRM database:

First, ensure the child’s family member record correctly indicates the child’s status under the “S2-CRA
Related Questions” tab. For further information and guidance on documenting a family member’s CRA
information, see “CRA Related Questions”.

Next, the Family portion and/or Child portion of the Family Strengths and Needs Assessment (FSNA)
may be entered in the CRM. However, if the FSNA is verbally declined or the family repeatedly does
not show to the scheduled assessment, a ‘Declined Family Strengths and Needs Assessment (FSNA)’
service provision may be entered into the identified CRA/at-risk youth’s family member account.

See the appropriate section below for data entry guidance.
Entering the Family Portion of the FSNA

1) Inthe Family’s record, select the “Related” tab (or 3 dots). Then, select “Family — Family
Strengths and Needs Assessments”.

B T SANDBOX + v ¢

= Save @ Save &Close - New g Openorgchart R Comnect ~ ‘3 AddtoMarketingList R, Assign (O Refresh @ Check Access : (& share -
Home

v Last Name - saved
Pinned Y Family - Family -

@
® Recent %
bs

Family Forms Family Information Referral Source  Family Members Notes Related
I@ Families

R Family Members Family Last Name *

Related - Common

el (&3] Family - Family Strengths and Needs
(si (e Assessments
FRC Forms

Household Type & Family support Plans

&b Event/ Activity
Two-Parent v

e Contact Logs Other Phone

Main Phone
e Providers
(800) 809-8090 %

Eepeiong Your family is: *
{* Monthly Reporting Homeless and Not Sheltered

{& Monthly Reporting N... What is your total household income?

Reports Less than $10,000 ~

ﬂ Forms < Primary Contact Address
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2) To enter this portion of the assessment, select “+ New Family — Family Strengths and Needs

”
Assessment”.
a- e
N < o Save @ Save&Close - New g Openorgchart & Connect = Add to Marketing List &, Assign () Refresh & Check Access : # Share -
@ Home
© Recent v
v Last Name -saved
A Pinned v Family - Family v
Family Forms Family Information  Referral Source  Family Members ~ Notes Family - Family Strengths and Nee...  Related
| & Families
R Family Members Cimmgivosm@rt 1 New Family - Family St. O Refresh RunReport \/ @8 Excel Templates ™ B3 Export Family - Family .. |~
FRC Forms Active Family - Family Strengths and Needs Assessments v
& Event/ Activity Family ID (Family) v Family Last Name (Fa... ¥  Assessment Date v Clinician v Owner v Created On T v &

¢ Contact Logs
9 Providers
Reporting

4@ Monthly Reporting

€3 Monthly Reporting N We didn't find anything to show here

Reports

[ - o

Rows: 0

3) Enter the “Assessment Date” and all other assessment information. Once complete, select
“Save & Close”.

nar’f‘ ales Team Member P Search

&« %e & Save & Close  —+ New () Refresh &, CheckAccess R, Assign €8 Word Templates Run Report & Share v
@ Home
© Recent v . .

New Family - Family Strengths and Needs Assessment - saved
< Pinned v Family - Family Strengths and Needs Assessment
Family Forms Family Information ~ General Household Status ~ Family Strengths and Supports ~ Family Relationships ~ Parenting Team Status - Parental C...  Parenting Skills
B Families
R Family Members Assessment Date *

——  1/3/2025 &

FRC Forms

e Event/ Activity

Members of Household (name) Relation to Children/Role in Household DOB/Age
& Contact Logs

&r  Providers

Reporting
dp  Monthly Reporting T o
{&* Monthly Reporting N...

Reports

n Forms <
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Entering the Child Portion of the FSNA

1) Inthe CRA/at-risk CRA’s Family Member record, select the “Related” tab (or 3 dots). Then,
select “Child — Family Strengths and Needs Assessments”.

n%rj Sales Team Member L search

S =1 Save @ Save&Close & Openorgchart 3 AddtoMarketing List R, Assign (D Refresh @ Check Access  5d Process : @ Share -
@ Home
© Recent v . :
ey First Name Last Name - saved @ FRC Training v/

3 ow
* Pinned N7 Family Member - Family Member et
Family Forms Family Information ~ Family Member Info  Contact Information  Family Status ~ S2-CRA Related Questions  S3-Reason for visit ~ S4-Release of Information
9 Families

Preferences
| 8 Family Members Family Member Requesting Services
Notes & Activities
FRC Forms Family Member ID & Related - Common
. MBR-647776
S Event / Activity First Name * Mid [ Adult screenings
&% Contact Logs Last Name * First Name __ [ senvice provisions
. Last Name [ Housing

) s Birthdate ~ Age i .

. Preferred Name YA ® | [ child Screenings
Reporting . ' [ child - Family Strengths and Needs

Assessment
&% Monthly Reporting
Gender

2) To enter this portion of the assessment, select “+ New Family — Family Strengths and Needs

4
Assessment”.
O
=1 Save @ Save & Close gk Openorgchart 5 AddtoMarketing List 2, Assign () Refresh @ Check Access  HJ Process : @ share -
@ Home
© Recent v . -
fn First Name Last Name - saved @ FRC Training v
S Pinned N7 Family Member - Family Member - Owner
Family Forms Family Information ~ Family Member Info  Contact Information ~ Family Status ~ S2-CRA Related Questions  Child - Family Strengths and Need...
S Families
I & ramiy members Fiesswoweemep> + New Child - Family Str.. () Refresh RunReport ™ @8 Excel Templates ~ @3 Export Child - Family S..
FRC Forms Child - Family Strengths and Needs Assessment
& Event / Activity Family Member ID (Family ... ~  First Name (Family Member) Last Name (Family Member) ~ Assessment Date T~ Owner ¥ &

<&@ Contact Logs

@ Providers

Reporting
4w Monthly Reporting
&% Monthly Reporting N... We didn't find anything to show here

Reports

u Forms o

Rows: 0
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3) Enter the “Assessment Date” and all other assessment information. Once complete, select
“Save & Close”.

O T SANDBOX ¢+ =

< o Save @ Save&Close | New () Refresh @, CheckAccess &, Assign ©E Word Templates Run Report # share -
® Home
© Recent v . .

New Child - Family Strength and Needs Assessment - saved
5 Pinned v Child - Family Strength and Needs Assessment
Family Forms Family Member  Child Health and Well-Being  Developmental Needs  Education High Risk Behavior =~ Notes Related “
3 Families
f Family Members

Family Member ID & Last Name * & First Name * & o]

FRC Forms MBR-647776 Last Name First Name
&3 Event/ Activity
& Contact Logs & ] 5] c]
e Providers 3/1/2010
Reporting
$v Monthly Reporting
$¢  Monthly Reporting N...

Assessment Date *1/3/2025 5] b

Reports

Documenting a Declined FSNA
1) Inthe CRA/at-risk CRA’s Family Member record, create a service provision record.
e For “Category”, select ‘CRA Services’. Then for the “Service Provision”, select ‘Declined
Family Strengths and Needs Assessment (FSNA)’.
e For further information on entering a service provision record. See section, Service
Provisions, for further guidance on how to document a service provision.

8- Em SANDBOX.

= Save @ Save&Close | New

Home

@

© Recent v . ..
New Service Provisions - Unsaved

<

Pinned Vv
Family Forms Service Information  Service Dates  Notes

B Families
CRA Family Support Plan
L Family Members .
Family Member ID B MBR-64T. First Name A CRA-Related Bridge Therapy Age & 1a

FRC Forms CRA-Related Court Meeting
CRA-Related Family Meeting

{ Event/ Activity

Initial Date of Service *1/3/2025 &) Service Provide CRA-Related Referral to Bxtemnal LMHC ded During Not Applicable ~

CRA-Related School Meeting

i Contact Logs

& Providers
Declined CRA Family Support Plan
Service, Resource or Program |
Reporting Declined Family Strengths and Needs Assessment (FSNA) -
& Monthly Reporting Category *  F.CRA Services v Service Provision * _Select-- v Service Provision Initially ~ * @ ERC Training (Offline) X 0
35 — Managed By
@ Service Provision: Required fields must be
& Monthly Reporting N... filled in.
Reports FRC Service Provision
NickName
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H.Family Support Plan

* Please refer to pages 11 through 12 of the FRC Operational Guide for detailed information and
guidance on working with CRA/at-risk CRA youth and families.*

A Family Support Plan is offered and developed for all CRA related families as well as any non-CRA
related families that may want one. This plan documents goals the family has identified along with
service provisions that will help them achieve those goals.

If the Family Support Plan is CRA related and the family engages with the plan, it is essential the “Plan
Original Date” and according “Plan Modified Date(s)” in the CRM are on or after the identified
child/youth’s “CRA Indicator Last Set On Date”. For more information on this field, see section “CRA
Related Questions”. It is also essential the CRA related Family Support Plan is uploaded to the CRM
each time one is created and modified to properly inform the FRC Workplan reports.

If the Family Support Plan is CRA related and declined, enter a ‘Declined CRA Family Support Plan’
service provision. See section, “Documenting a Declined FSNA”, for similar guidance and a visual.

To create a Family Support Plan:

1) Navigate to the family’s record and select “Related” (or 3 dots), then select “Family Support

Plans”.
[
%l Sales Team Member £ search SA N D BOX Q 4F Y Fo)
S =] Save @’ Save&Close | New & Openorgchart %3 Connect = Add to Marketing List &, Assign () Refresh @ Check Access : & Share ~
@ Home
© Recent v
v Last Name -saved
X Pinned v Family - Family ~
Family Forms Family Information Referral Source  Family Members  Notes Related
|8 Families
Related - Common
A Family Members Family Last Name *
=] Family - Family Strengths and Needs
(st Eme Assessments
FRC Forms
Household Type B Family Support Plans ~ mmm—
{ Event/ Activity
Two-Parent v
d  Contact Logs Other Phone
Main Phone
% Providers
(800) 809-8090 &
Reporting Your family is: *
¥ Monthly Reporting Homeless and Not Sheltered v
& Monthly Reporting N... What is your total household income?
Reports Less than $10,000 v
E Forms < Primary Contact Address
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2) Next, select “+ New Family Support Plan”.

R Em SANDBOX v+ o

=] Save @ Save&Close -+ New gk Openorgchart & Connect v < Add to Marketing List 2, Assign () Refresh @ Check Access : @ share -
@ Home
®© Recent g
v Last Name - saved
7 Pinned 4 Family - Family -
Family Forms Family Information  Referral Source  Family Members ~ Notes Family Support Plans Related
Iﬂ Families
A Family Members [mmwowmem> | New Family Support Pl. () Refresh RunReport /88 Excel Templates \ @) Export Family Support..
FRC Forms Active Family Support Plans v
& Event / Activity Name T v Created On v

{% Contact Logs

& Providers

Reporting

¢r Monthly Reporting

& Monthly Reporting N We didn't find anything to show here

Reports

Rows: 0

ﬂ Forms c

3) In the “Plan Original Date”, enter the initial date the plan was created with the family. Then
select “Save”
e When the plan is modified or updated, do not create a new Family Support Plan record.
Instead enter the date the plan was modified or updated in a “Plan Modified Date” field.

B T SANDBOX o1+ o

< o Save @ Save &Close —+ New () Refresh & CheckAccess 2 Word Templates Run Report @ share -
@ Home
© Recent v .
New Family Support Plan - saved
£ Pinned v Family Support Plan
Family Forms Family Support Plan  Notes Related v
& Families
-
R Family Mm . . "
Plan Original Date 1/3/2025 &) Plan Modified Date 1 2/3/2025 [
FRC Forms Plan Modified Date 2 . 6]
4 Event / Acti
T/ A Plan Modified Date 3 . [
4 Contact Logs
Plan Modified Date 4 .
W Providers &
Plan Modified Date 5 - )
Reporting
—

< Monthly Reporting
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4) Once the date information is saved, go to the “Notes” tab next to the “Family Support Plan”
tab. Create a note to upload the Family Support Plan into the FRC CRM database by selecting

the paper clip icon.
e Each time the plan is modified or updated, upload the new copy of the family support plan.

B] Sales Team Member P search S A N D B OX Q + ¥

< o Save @ Save&Close —+ New () Refresh @ Check Access 48 Word Templates ™ ] Run Report [# share -
@ Home
©  Recent v .
New Family Support Plan - saved
57 Pinned ~ Family Support Plan
Family Forms Family Support Plan  Notes Related
3 Families
2. Family Members Timeline v E O
F search timeline
FRC Forms
Create a note
4 Event / Activity .
&+ Contact Logs
g v 9 B segoeun o B I USY .4 = = S =B AN X% X P o . BB 2
<* Providers
Reporting

4@ Monthly Reporting
4 Monthly Reporting N...

{l Reports

ﬂ Forms <

5) From your computer files, select the family support plan and attach it to the note. Once the file
is attached to the note, select “Add note and close”.

()
« v 4 = ThispC v O | Search This PC
3a8c9195&pagetype=entityrecord&etn=frc f.. & & v & Incognito
Organize ~ = i |

brary - Kahoot! [ NFSN

Hl Docume N L Eolders )]

o SANDBOX

Microsc ©

Microse -
plates Run Report v/ @ Share ~
&= Pictures . Documents Downloads
° A ¥
f& UMass Ct
S This PC ) Music o Pictures
¥ 3D Obje —_
[ Desktor X
o v g Videos v
Y IE
Filename:| V‘ All Files b T ©
ﬁ Open Cancel
I Event/ Activity Tite
&b Contact Logs
a v D v G segoeUl -1~ B I USY &~ = = = = A X X Py oo v @B 7
&> Providers
Enter text..
Reporting

dw  Monthly Reporting
dw  Monthly Reporting N...

Reports

i —
ﬂ Forms <
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6) Once complete, select “Save & Close”.

0 SANDBOX

&« m @ Save &Close -+ New () Refresh @ Check Access  €E Word Templates Run Report (& Share
@ Home
© Recent v .

New Family Support Plan - saved
<~ Pinned v Family Support Plan
Family Forms Family Support Plan ~ Notes Related v
8 Families
L Family Members Timeline + v = O

O Search timeline
FRC Forms

& Enteranote.. [
& Event / Activity

~ "
& Contact Logs ¥ Highlights ™

v
{&* Providers Recent

@ rodifiedoni 1026 Am
Reporting = Note modified by & FRC Training /s D m

i Family Support Plan

o iy RE e, @ Family Support Plan.docx
& Monthly Reporting N... View more v

Reports

I. Event/Activity

An Event/Activity, also known as FRC Standard Form F — Event/Activity, are public community
engagement and outreach events/activities coordinated by your FRC or coordinated by another

organization that your FRC collaborates with.

Event/Activity participants may or may not be Families and Family Members that already completed
FRC intakes. All participants at any Event/Activity, regardless of their FRC intake status, are to be
counted as Event/Activity attendees.

If there is an Event/Activity attendance for an already intaked family member, you may also document
their engagement with the event/activity or receival of a basic good at the event/activity as a service
provision in their account (see the Family & Individual Support — Social/Networking Activity or

Engagement service provision as well as Basic Needs category).
Event/Activity examples are, but not limited to:

e FRC Basic Services — Arts/Cultural/Social events

e Public drives, clinics, and child safety programs

e FRC Anniversary celebrations or an Open House

e FRC Staff tabling at another agency/organization’s event

NOTE: Do not ‘Deactivate’ an event/activity record. If you need the record deleted or need any
assistance, contact FRCHelp@umassmed.edu.
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To create a new Event/Activity record:

1) Select “Event/Activity” on the navigation panel, then select “+ New”.

i)
B =
I
& | M Focusedview WESeSWSWREMT -+ New [J Delete v () Refresh i Visualize thisview [ Emailalink | v % Flow v RunReport v i
@ Home
©  Recent v . o B "
Active Events / Activities* - 3 Editcolumns Y Editfiters | £ F
X Pinned ~
BBl []  FRCEventTitle T v Event Date v Event Category v Event Type v Collaborative wit... v Created By v Created On v Ownin
mily Blun
Joe Kelley [0 Demonstrating CR... 8/21/2024 A. Arts/Cultural/Social Events Back to School Event Yes @ Nikhil Venkit 8/21/2024 3:32 PM ung
Family Forms [ Developingarobu..  8/20/2024 A. Arts/Cultural/Social Events Back to School Event No Q Nikhil Venkit 8/20/2024 11:48 AM unq
Families [J  Food Drive 10/15/2024 B. Goods Distribution Food/Marketplace Drive Yes @ Nikhil Venkit 10/15/2024 2:58 PM ungq

R Family Members

[J  FRCEvent Title 12/18/2024 A. Arts/Cultural/Social Events Back to School Event No @ #ounn kacla 10/3/2024 1:42 PM ung

FRC Forms [J  installing gutters a..  6/3/2024 8. Goods Distribution Backpack Drive Yes @ nikhil Venkit 8/16/2024 1046 AM  unq
|43 Event/Activity —<«@memmm—i] interiorDemolion  9/18/2024 D. FRC Promotions/Milestones Anniversary No @ niknit venkit 9/8/2024 1:14 PM ung

) @izl 0 km 12/31/2024 A Arts/Cultural/Social Events Back to School Event Ves @ #Dunn kacla 10/30/2024 826 AM  unq
e Providers

[ sad 10/2/2024 A. Arts/Cultural/Social Events Special Celebrations Yes @ #punn, kacla 10/29/202411:40 .. ung
Reporting [J Sometext here 11/13/2024 2. Goods Distribution Car Seat Drive No @ # venkit, nikhil 11/21/202411:03 .. Bosl
&b Monthly Reporting [] THSFELDISNOL.  8/9/2024 D. FRC Promotions/Milestones Table/Booth at Community Event Yes @) scortWoffenden  8/9/2024 3:24PM ung
& Monthly Reporting N

(1 \ieitine ai ~ tack °rnna N COr Nrmmatinne  filnstanne An Vi M kit anie °ANANIA 11-12 AN .
fill Reports

Rows: 11

"
- o

2) Fillin all relevant information in each tab: “Event / Activity”, “Distribution & Engagement”, and
“Outreach”. Once complete, select “Save & Close”.
e The required fields to save an Event/Activity record are the “FRC Event Title” and “Event
Date”, “Event Category”, and “Event Type”.
e Although not required, “# of Attendees” and “Is # of Attendees an Actual or Estimated
count?” are important data points for reporting and are in the FRC Monthly Tableau report.
e See section “Event/Activity Field Definitions” for more information on each field.

[ ]
HT ( .am Member O Search
Il

« B o Save &' Save & Close New [3 Deactivate [i] Delete () Refresh G Check Access &, Assign 9 Flow “ @8 Word Templates ~  :
fn Home
O Recent v )
FRC Event Title - saved
52 Pinned ~ Event / Activity
Emily Blunt Event / Activity Distribution & Engagement ~ Outreach  Related
Joe Kelley —_—
Information
Family Forms
Families FRC Event Title " FRC Event Title Event Date T 12/18/2024 &
R Family Members
Event Category ™ A Arts/Cultural/Social Events v Event Type " Back to School Event v
FRC Forms )
Virtual, In-person, or In-person v safflanguage(s) Offered? o
7
| & Event/ Activity Hybrid
4P Contact Logs
Collaboration
¢ Providers
Collaborative with another o ~
Reporting agency?
%@ Monthly Reporting
&b Monthly Reporting N Event Attendance
] Reports
# of People Registered 7 # of Attendees 9 Is # of Attendees an Actual  Actual v
n — s or Estimated count?
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Event/Activity Field Definitions

1) FRC Event Title*: The name the FRC or collaborative agency gave the event.

2) Event Date*: The date the event occurred.

3) Event Category*: The category the specific event/activity is listed in.

4) Event Type*: The specific event/activity from the category list.

5) Virtual, In-person, or Hybrid?: How or where the event/activity was held.

6) Staff Language(s) Offered?: The language(s) used at the event/activity to communicate with

attendees.
7) Collaborative with another agency?: Indicate if the event/activity was offered to the public

through a conjoint effort with another agency/organization.

8) (if ‘Yes’ to #7) Describe FRC's Role: Indicate the FRCs role(s) in order to provide this
event/activity to the community.

9) (if ‘Yes’ to #7) Name of Agency 1-5: Indicate the agencies the FRC collaborated with to offer this
event/activity to the community.

10) # of People Registered: If there was a registration for this event/activity, provide the number
that registered.
11) # of Attendees: Provide the number of participants that attended or engaged with the

event/activity.
12) Is # of Attendees an Actual or Estimated count?: Indicate if the number is a precise count

(actual) or an approximate (estimated) count.
13) Target Audience?: Indicate the groups this event/activity was hoping to engage or was created

for.
14) # of Parents/Adult/Caregiver Attendees & Actual or Estimated count?: Provide the number of
attendees at the event/activity that in this group as well as indicate if the count is precise

(actual) or approximate (estimated).
15) # of Tween/Teens (ages 11 - 17) Attendees & Actual or Estimated count?: Provide the number
of attendees at the event/activity that in this group as well as indicate if the count is precise

(actual) or approximate (estimated).
16) # of Children/Youth (ages 0-10) Attendees & Actual or Estimated count?: Provide the number of
attendees at the event/activity that fall in this group as well as indicate if the count is precise

(actual) or approximate (estimated).
17) Was a basic good offered at the event?: Indicate if a tangible basic need was given to a

family/individual at the event/activity.
18) (if ‘Yes’ to #17) Please select the basic good(s) offered & # of...: Select one or more types of

basic need(s) given out at the event/activity. Then for each type of basic need given, provide
the total number given.
19) What methods were used to engage attendees?: Select one or more methods used to support

families in attending the event/activity.
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20) Did other agencies table at the FRC event (not one of the agency collaborators)?: Indicate if
another agency attended the event to provide information on their organization to the
event/activity attendees.

21) (if ‘Yes’ to #20) How many agencies?: Provide a total count of the agencies that attended.
22) What outreach method(s) were used?: Select one or more methods used to notify or market
the event/activity to the public community.

J. Providers

The Providers section, translatable to FRC Standard Form D! — Provider Referral, contains a list of
other agencies/organizations your FRC commonly refers families and individuals to. If your FRC
provides families and individuals handouts with information for two or more agencies/organizations,
you may create a Provider record for the handout.

Each provider record is accessible in a family member’s service provision section as well as a contact
log record so you may indicate the provider, or handout, the family/individual is referred to.

1) To begin, select “Providers” on the navigation panel. Before creating a new Provider record, it
is best practice to check if the provider, or handout, is already listed. If you need to create a
new record, select “+ New”.

N SANDBOX & v

<& B5 Focused view Lmn - New () Refresh | Visualize this view  [F] EmailaLink v Run Report v : & Share +
@ Home
@ Recent v . N % /Q ilter by keyword
Active Providers T3 Edit columns 7 Edit filters Filter by keywar
=7 Pinned v
[J  provider Name 1 v Provider Address v Provider City v Provide... ¥ Notes ™ Created By v Created Or
Family Forms
Families \:\ Catholic Charities 1 Square St Abington 01001 @ FRC Training (Offline) 12/10/2024
L Family Members ) MassHire 1 Triangle St Acton 01002 @ FRC Training (Offline) 12/5/2024
(] salvation Army 1 Circle St Acushnet 01003 @ FRC Training (Offline) 12/10/2024

FRC Forms

& Event/ Activity
&> Contact Logs

|<X} Providers — <mumm—
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2) Fillin all relevant information related to the provider or handout. Once complete, select “Save

& Close”.

Sales Team Member /O Search

E:

& W @’ Save & Close New

(M Home

Recent % .
© New Provider - unsaved
57 Pinned £
Family Forms Provider
Al Families
A Family Members Provider Name Provider Name Provider Address -
FRC Forms Provider City . v Provider Zip -

Event / Activit
& Event/ Activity Notes
&b Contact Logs

I ¢p  Providers

Reporting

& Monthly Reporting

o
A
ﬂ Forms v

K. How to Search in the FRC CRM Database

v Provider Phone

There are many records in many different sections of the CRM! There are a few different methods of

searching such as using the search bar at the very top of the screen, the search bar in the top right

corner of the page, as well as filtering the column headers.

1) The search bar at the top of the page will search the records on the “Families” and “Family

Members” pages.

O Search

L B

& B8 Focusedview  [5] Show Chart New [i] Delete =~ () Refresh
@ Home
© Recent . .

Active Events / Activities* -
5 Pinned v

[J  FRC Event Title v EventDate | v  Event Category v

Family Forms

el [ BacktoSchool 12/31/2024 A. Arts/Cultural/Social Events
amilies
@\ Fyiees (] FRCEvent Title 12/18/2024 A. Arts/Cultural/Social Events
[J  Sometext here 11/13/2024 B. Goods Distribution
FRC Forms
Food Drive 10/15/2024 8. Goods Distribution
42 Event/ Activity o
& Contact Logs [ Community Baby Shower 10/2/2024 A. Arts/Cultural/Social Events
£ Providers [ FRC Anniversary 9/18/2024 D. FRC Promotions/Milestones
. Teen Movie Night 8/21/2024 A. Arts/Cultural/Social Events
Reporting m e Nigt ftural/Social
5 Monthly Reporting [ OtherOrganization's Event  8/20/2024 D. FRC Promotions/Milestones
¢3 Monthly Reporting N [J  Food Pantry/Drive 8/20/2024 B. Goods Distribution
il Reports O i X
ild Safety Swim Program  8/9/2024 C. Clinics/Child Safety Progra...
MV i i e - limion IA C b Penmrn
Rows: 11

A
[+ - o
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| Visualize this view %] Email a Link

Event Type v
Back to School Event
Back to School Event
Car Seat Drive
Food/Marketplace Drive
Special Celebrations
Anniversary
Movie Night - Teens
Table/Booth at Community Event
Food/Marketplace Drive

Child Safety Program

v D Flow v

Collaborative wit...

Run Report

{7 Edit columns

Created By v

@ # ounn, Kaela
@ #ounn, Kaela
@ # venkit, niknil
@ wiknit venkit
@ # ounn, Kaela
@ nikhil venkit
@ nikhil venkit
@ niknit venkit
@ nikhil venkit

€ scott Woffenden

N e

Y Edit filters

+ Y @

L
Created On v
10/30/2024 8:26 AM
10/3/2024 1:42 PM
11/21/2024 11:03 AM
10/15/2024 2:58 PM
10/29/2024 11:40 AM
9/8/2024 1:14 PM
8/21/2024 332 PM
8/20/2024 11:43 AM
8/20/2024 11:48 AM

8/9/2024 3:24 PM
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2) Each homepage of the 5 sections accessible on the navigation panel have a search bar in the
top right corner of the page. This search bar will search through data within a specific column
on that page.

Sales Team Member O search

@a?

& B9 Focusedview [ Show Chart New [ Delete | ~ () Refresh i Visualize this view %) Emailalink | v 2 Flow v RunReport ~
@ Home
©® Reeent . . )
Active Events / Activities* - 7 Edit co\uw!—h’ers RF
£ Pinned v
[J  FRCEventTitle v EventDate | v Event Category v Event Type v Collaborative wit... v  Created By v Created On v Owning Bu
Family Forms
Famili - D Back to School 12/31/2024 A. Arts/Cultural/Social Events Back to School Event Yes @ # Dunn, Kaela 10/30/2024 8:26 AM unq176b
amilies
i ] FRC Event Title 12/18/2024 A. Arts/Cultural/Social Events Back to School Event Yes # Dunn, Kaela 10/3/2024 1:42 PM unq176k
R Family Members q
[J  Ssometexthere 11/13/2024 B. Goods Distribution Car Seat Drive No @ # venkit, niknil 11/21/2024 11:03AM  Boston
FRC Forms
148 tvent, Actui L [J  Food Drive 10/15/2024 B. Goods Distribution Food/Marketplace Drive Yes @ wikhil venkit 10/15/2024 2:58 PM unq176k
vent / Activity
& Contact Logs [ Community Baby Shower 10/2/2024 A. Arts/Cultural/Social Events Special Celebrations Yes @ # ounn, Kaela 10/29/2024 11:40AM  unq176k
4% Providers [J  FRC Anniversary 9/18/2024 D. FRC Promotions/Milestones Anniversary No @ Nikhil Venkit 9/8/2024 1:14 PM unq176b
Reporting [J  Teen Movie Night 8/21/2024 A. Arts/Cultural/Social Events Movie Night - Teens Yes @ Nikhil Venkit 8/21/2024 3:32 PM unqi76b
.
£ Monthly Reporting [J  OtherOrganization's Event  8/20/2024 D. FRC Promotions/Milestones Table/Booth at Community Event Yes @ Nikhil Venkit 8/20/2024 11:43 AM unq176k
43 Monthly Reporting N [0 Food Pantry/Drive 8/20/2024 B. Goods Distribution Food/Marketplace Drive No @ nikhil venkit 8/20/2024 11:48 AM  unq176k
@ Reports [ Child Safety Swim Program ~ 8/9/2024 C. Clinics/Child Safety Progra.. Child Safety Program Yes € scott Woffenden 8/9/2024 3:24 PM unq176b

imin £  Pliminn (WA C Bt Pen s Fieitisinn Climin \ian [ NIRRT, Q412 ANAA T00AE AR mm17CR

Rows: 11

A
[ - - o

3) Beyond the search bars, there is an ability to filter any column in any section of the CRM. This
means you can filter columns in sections that are not accessible on the navigation panel, such
as service provisions, service dates, and family support plans. To filter any column header, click
on the column header. In the menu that popped up select a filtering option.

e Below you see the “Event Date” being filtered from “Newer to older” meaning all records
on the page will sort to have event dates closest to the present date at the top and have the
event dates farthest from the present date at the bottom.

O Search
& B8 Focused view [ Show Chart New [i] Delete ~ () Refresh | Visualize this view [ Emailalink ~ 2 Flow ~ Run Report
@ Home
© Recent v . Lo S )
Active Events / Activities* - ¥ Editcolumns Y Edit filters
& Pinned v
[]  FRC Event Titiomssssssll>  Event Date | v Event Category ¥ Event Type ~ Collaborative wit.. v  Created By v Created On v Owning Bu
Family Forms
— [J  Backte School T Older to newer #/Cultural/Social Events Back to School Event Yes @ # Dunn, Kaela 10/30/2024 8:26 AM ung176k
amilies
o 3 v | Newerto older h
R Family Members [J  FRCEvent Title 3/Cultural/Social Events Back to School Event Yes @ # Dunn, Kaela 10/3/2024 1:42 PM unq176b
38 Group by >
[] Sometext here »ds Distribution Car Seat Drive No @ # venki, Niknil 11/21/2024 1103 AM  Boston
ERCEo e Y Fiker by
) O Food Drive »ds Distribution Food/Marketplace Drive Yes @ wiknit venkit 10/15/2024258PM  unq176k
|42 event/ Activity Column width
& Contact Logs [0 Community Baby Shower & Move left 3/Cultural/Social Events Special Celebrations Ves @ # bumn, Kacla 10/29/2024 11:40 AM  unq176k
4% Providers [J  FRC Anniversary = Move right © Promotions/Milestones Anniversary No @ Nikhil Venkit 9/8/2024 1:14 PM unq176k
P [J  Teen Movie Night 8/21/2024 A. Arts/Cultural/Social Events Movie Night - Teens Yes @ Nikhil Venkit 8/21/2024 3:32 PM unq176k
£ Monthly Reporting [0 Other Organization's Event  8/20/2024 D. FRC Promotions/Mileston bl h at Community Event Yes @ nikhil venkit 8/20/2024 11:43AM  unq176k
<% Monthly Reporting N [0  Food Pantry/Drive 8/20/2024 B. Goods Distribution Food/Marketplace Drive No @ Nikhil Venkit 8/20/2024 11:48 AM unq176b
i Reports [J  Child Safety Swim Program ~ 8/9/2024 C. Clinics/Child Safety Progra.. Child Safety Program Yes @ Scott Woffenden 8/9/2024 3:24 PM unq176k
[ - s - P i . YT, 6iacnaa anac A eamen
Rows: 11

- o
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4) Another way to filter using this menu is selecting, “Filter by”.

=

& M Focusedview 5] Show Chart New [0 Delete |~ () Refresh i Visualize thisview 2 Emailalink 2 Flow RunReport v !
@ Home
© Recent v . S - . O Fit q
Active Events / Activities* ~ {7 Editcolumns 7 Edit filters F
57 Pinned v
[]  FRCEvent Title v EventDate | ¥ EventCategory v Event Type v Collaborative wit... v  Created By v Created On v Qwning Bu
Family Forms
ol [ Backto School 12/31/2024 T Atz nts Back to School Event Yes @ # Dunn, Kaela 10/30/2024 826 AM  ungi76k
amilies
- ZtoA
B\ Fmly WS []  FRCEventTitle 12/18/2024 Lz nts Back to School Event Yes @ # ounn, Kaela 10/3/2024 1:42 PM unq1765
38 Group by
Some text here 11/13/2024 Car Seat Drive No # Venkit, Nikhi 11/21/2024 1103 AM  Boston
[m] h i Kit, Nikhil
FRC Forms <7 Filter by
) [ Food Drive 10/15/2024 Food/Marketplace Drive Yes @ nichil venkit 10/15/2024 258 PM  ung176t
| & event/ activity = Column width
& Contact Logs []  Community Baby Shower 10/2/2024 & Moveleht nts Special Celebrations Yes @ +# Dunn, Kaela 10/29/2024 1140 AM  unq176k
£ Providers [J  FRCAniversary 9/18/2024 - Move right ones Anniversary No @ wikhil venkit 9/8/2024 1:14 PM unq176t

5) If the column you selected is a drop-down list type of field, you will be presented the drop-
down list to select one or more options to filter the column by.
¢ Notice the first field states “Equals”. This means the column will filter to only include the
options that have been selected.

Sales Team Member O Search

E:

¢ M Focusedview [ Show Chart New [ Delete | ~ () Refresh i Visualize thisview [ Emailalink  ~ 2 Flow RunReport ~ !
@ Home
© Recent . R L ) o
Active Events / Activities* - 8 Editcolumns 7 Edit filters F
S Pinned v
[J  FRC Event Title v EventDate | v Event Category ~ Event Type ~ Collaborative wit... v Created By v Created On ~ Owning Bu
Family Forms
s [J  BacktoSchool 12/31/2024 Filter by % Back to School Event Yes @ # bunn, Kaela 10/30/2024 826 AM  unq176k
R Family Members D FRC Event Title 12/18/2024 Back to School Event Yes @ # Dunn, Kaela 10/3/2024 1:42 PM unq176b
O Some text here 11/13/2024 ——————————————— CarSeatDrive No o*\/snk\(, Nikhil 11/21/2024 11:03 AM Boston
FRC Forms A. Arts/Cultural/Social Even...

I & Event/ Activity D Food Drive 10/15/2024 A. Arts/Cultural/Social Events ‘ood/Marketplace Drive Yes o Nikhil Venkit 10/15/2024 2:58 PM unq176b
& Contact Logs [ Community Baby Shower  10/2/2024 B. Goods Distribution pecial Celebrations Yes @ = umn, Kaela 10/20/2024 1140 AM  unq176k
¢ Providers [ FRC Anniversary 9/18/2024 [[] ¢ clinics/Child Safety Programs nniversary No @ Nikhil Venkit 9/8/2024 1:14 PM unq176k
D [ Teen Movie Night 8/21/2024 [0 #RC promotions/ilestones . oy Teens Yes @ nichil venkit 8/01/2024332PM  unqi76k

6) Notice the “Event Category” column now only displays records labeled with category A or B.

-
=

& B Focusedview [ Show Chart New [ Delete | ~ () Refresh Al Visualize this view 02 Emailalink | v 2 Flow v RunReport ~
@ Home
© Recent . T " y 0
Active Events / Activities* - [ Editcolumns Y/ Edit filters F
X Pinned v
[]  FRCEvent Title v EventDate | v  Event Category Y+ Event Type v Collaborative wit.. v  Created By v Created On v Owning Bu
Family Forms
Famili O FRC Back to School Event 12/31/2024 A. Arts/Cultural/Social Events Back to School Event Yes @ # Dunn, Kaela 10/30/2024 8:26 AM unq176bbd
amilies
R Family Members [J  FRCEvent Title 12/18/2024 A Arts/Cultural/Social Events Back to School Event Ves @ # Dunn, Kaela 10/3/2024 1:42 PM unq176bbd
[0 some text here 11/13/2024 B. Goods Distribution Car Seat Drive No @ # venkit, niknil 11/21/2024 11:03AM  Boston
FRC Forms
I o e / Activi D Food Drive 10/15/2024 B. Goods Distribution Food/Marketplace Drive Yes @ Nikhil Venkit 10/15/2024 2:58 PM unq176bbd
vent / Activity
& Contact Logs [J  community Baby Shower 10/2/2024 A. Arts/Cultural/Social Events Special Celebrations Yes @ # Dunn, Kaela 10/29/2024 11:40AM  unq176bbd
4% Providers [J  Teen Movie Night 8/21/2024 A Arts/Cultural/Social Events Movie Night - Teens Yes @ Nikhil Venkit 8/21/2024 3:32 PM unq176bbd
Reporting O Food Pantry/Drive 8/20/2024 B. Goods Distribution Food/Marketplace Drive No o Nikhil Venkit 8/20/2024 11:48 AM unq176bbd
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7) To filter on columns that do not contain a drop-down list and instead are open write-in style
fields, we will still select the column header. Then “Filter by”.

Sales Team Member O search

NDBOX ¢ + v & »

BEl:-

& Focusedview 5] Show Chart New [ Delete ~ () Refresh ] Visualize thisview [ Emailalink v 2 Flow v RunReport v/
) Home
@© Recent . s ——— . el
Active Events / Activities* - [ Editcolumns 7 Edit filters F
7 Pinned v
ey FRC Event Title EventDate | v Event Category v Event Type v Collaborative wit... v Created By v Created On v Owning Bu
Family Forms
- O T Atz 12/31/2024 A Arts/Cultural/Social Events Back to School Event Yes @ # bunn, kaela 10/30/2024 826 AM  unq176t
amilies
— 1l Ztoa .
@ Emly T 0 12/18/2024 A Arts/CulturalfSocial Events Back to School Event Yes @ #ounn, Kaela 10/3/2024 1:42 PM unqt76k
38 Group by
O 11/13/2024 B. Goods Distribution Car Seat Drive No @ # Venkit, Nikhil 11/21/2024 11:03 AM Boston
ERCESIDS Y Filter by
) O 10/15/2024 B. Goods Distribution Food/Marketplace Drive Yes @ wikhil venkit 10/15/2024 2:58 PM unq176k
| &% event/ Activity Column width
5 Contact Logs O 10/2/2024 A. Arts/Cultural/Social Events Special Celebrations Yes @ # bunn, Kaela 10/29/2024 1140AM  unq176E

> Move right

M i I Aimnmans A U . Ainans s s I

8) Select the drop-down list that states “Equals”, then select a requirement to filter the text by.
e For this example, we are going to select “Contains”. This means the filter will keep records
that contain the text we filter by.

Sales Team Member £ search

B

& M rocusedview G Show Chart New [0 Delete |~ () Refresh Visualize thisview 2 Emailatink  ~ 2 Flow - RunReport
@ Home
© Recent . s g S o O
Active Events / Activities* - 8 Editcolumns 7 Edit filters e
S Pinned v
[]  FRCEvent Title v EventDate | v Event Category v Event Type v Collaborative wit... v Created By v Created On ~ Owning Bu
Family Forms
. [ Filterby X 2024 A. Arts/Cultural/Social Events Back to School Event Yes @ #0unn, Kaela 10/30/2024 826 AM  unq176k
(] amilies
i ] 2024 A. Arts/Cultural/Social Events Back to School Event Yes # Dunn, Kaela 10/3/2024 1:42 PM unq176b
8 Family Members _L» Equals ) @ q
O | equais 2024 B. Goods Distribution Car Seat Drive No @ # venki, Nikhil 11/21/2024 1103 AM  Boston
FRC Forms
[0 euent actit [J  Does not equal 2024 B. Goods Distribution Food/Marketplace Drive Yes @ nikni venkit 10/15/2024 258 PM  ung176k
vent / Activity
B EEEes . Contains 024 A. Arts/Cultural/Social Events Special Celebrations Yes @ # bun, kaela 10/20/2024 1140 AM ung1 76k
. - Does not contain
4% Providers O 3/2024 D. FRC Promotions/Milestones Anniversary No @ niknil venkit 9/8/2024 1:14 PM ung176b
Begins with Py
N O 1 1/2024 A. Arts/Cultural/Social Events Movie Night - Teens Yes Nikhil Venkit 8/21/2024 3:32 PM unq176b
Repailing Does not begin with
& Monthly Reporting O ¢ g with /2024 D. FRC Promotions/Milestones Table/Booth at Community Event  Yes @ nikhil Venkit 8/20/2024 1143AM  unq176k
&> Monthly Reporting N I Does not end with 1/2024 B. Goods Distribution Food/Marketplace Drive No @ nikni venkit 8/20/202411:48AM  ung176t
0 Reports [] ¢ Contains data 2024 €. Clinics/Child Safety Progra... Child Safety Program Yes @) scott Woffenden 8/9/2024 3:24 PM ung176&

Does not contain data

M

9) Next, in the open text field, write-in the text you want to filter the column by.
e To continue with the example, we wrote “FRC”. Once we apply this filter, we will only see
records that have the text, “FRC”, in the “FRC Event Title” field.

Team Member £ search

Bl

& B Focusedview 5] Show Chart New [ Delete | « () Refresh i Visualize thisview [ Emailalink | v~ 9 Flow Run Report
) Home
R it . P N -
O Recen Active Events / Activities* 3 Editcolumns 7 Editfiters | O Fi
> Pinned
[]  FRCEvent Title v EventDate | v Event Category v Event Type v Collaborative wit... v Created By v Created On v Owning Bu
Family Forms
—_— O Filter by X 2024 A. Arts/Cultural/Social Events Back to School Event Yes @ # bunn, Kaela 10/30/2024 826 AM  ung176k
% Families
] rts/Cultural/Social Events ack to School Event fes #Dunn, Kaela B un
Family Members - 2024 A. Arts/Cultural/Social B Back to School B Ye Dunn, Kael 10/3/2024 1:42 PM q176k
(] 2024 B. Goods Distribution Car Seat Drive No @ # venki, niknil 11/21/2024 1103 AM  Boston
19 fent/act (] 2024 B. Goods Distribution Food/Marketplace Drive Yes @ Nikhil Venkit 10/15/2024 2:58 PM ung176tb
t tivit
& Contact Logs 0O 024 A Arts/Cultural/Social Events Special Celebrations Yes @ #0unn, Kaela 10/20/2024 11:40 AM ung176k
¢ Providers [T FRC Anniversary 9/18/2024 D. FRC Promotions/Milestones Anniversary No @ Nikhil venkit 9/8/2024 1:14 PM unq176k
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10) Notice the “FRC Event Title” column now only displays records that contain the text, “FRC".

B 0 s SANDBOX ¢ + v o 2
& B Focusedview [ Show Chart New [ Delete | v () Refresh ] Visualize thisview R Emailalink | v~ 2 Flow RunReport v  :
{ Home
Re it . PR " -
© ez Active Events / Activities* - [ Editcolumns 7 Edit filters
% Pinned v
(] FRC Event Title Y+ EventDate | v Event Category v Event Type v Collaborative wit... v Created By v Created On v Owning Bu
Family Forms
Famili D FRC Back to School Event 12/31/2024 A. Arts/Cultural/Social Events Back to School Event Yes @ # Dunn, Kaela 10/30/2024 8:26 AM ung176bbd
amilies
@ Rt []  FRCEventTitle 12/18/2024 A. Arts/CulturalfSocial Events Back to School Event Yes @ #ounn Kaela 10/3/2024 1:42 PM ung176bbd
[J  FRC Anniversary 9/18/2024 D. FRC Promotions/Milestones Anniversary No @ nikhil venkit 9/8/2024 1:14 PM ung176bbd
FRC Forms
| €2 Event Activity

Family Resource Centers, DCF, and UMass Chan’s ASO team use a lot of acronyms. See the most
commonly used acronyms below.

e AAPI| = Adult Adolescent Parenting Inventory

e ASO = Administrative Service Organization (aka ForHealth Consulting team at UMass Chan
Medical School)

e CCC or CC = Community Connections Coalition

e CCWT = Center on Child Wellbeing and Trauma

e CRA = Child Requiring Assistance

e CRM = Client Relationship or Record Management (another name for the FRC database)
e CSM = Community Support Managers (Regional FRC Managers at DCF)

e DCF = Department of Child and Family

e DDS = Department of Developmental Services

e DMH = Department of Mental Health

e DTA = Department of Transitional Assistance

e DYS = Department of Youth Services

e EB or EVB = Evidence-based (usually seen as, EB-Parenting Education Program)
e EOHHS = Executive Office of Human and Health Services

e EOHLC = Executive Office of Housing and Livable Communities (new title for DHCD —
Department of Housing and Community Development. May also be referred to as HLC for short)
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FACRA = Families and Children Requiring Assistance Advisory Board
FHC = ForHealth Consulting (aka UMass Chann or ASO)

FRC = Family Resource Center

FRCMA.org = The FRC network’s public facing website

FSNA = Family Strengths and Needs Assessment

FSP = Family Support Plan

GRG or GP = Grandparents Raising Grandchildren

JDAI = Juvenile Diversion Alternatives Initiative

OCA = Office of the Child Advocate

PMPD = Program Management and Practice Development

RFR = Request for Responses

SSO = Single Sign-On (the way the FRC staff sign into their @community-family.org accounts)
SSYI = Safe and Successful Youth Initiative

TAY = Transition Age Youth
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