6. DIRECT CLIENT SERVICES

Direct Client Services in InfoNet refers to any service associated with a particular client. For Sexual
Assault, examples of direct client services are activities such as Medical Advocacy and Therapy. For
Domestic Violence programs, direct services include Advocacy Based Counseling and Emergency DV
Shelter. For Victims of Crime, direct client services include Legal Advocacy and Emergency Financial
Assistance. For Victim Witness Assistance Units, direct services include Victim Rights and Impact
Statements.

Direct Client Services are always associated with a particular client and a particular case, unlike services
like Sexual Assault Prevention activities, which are often presentations given to a group of people, or
crisis-line or hotline calls, where the person making the call may not ever be identified. In InfoNet, a
Client Intake form is entered for every client who receives Direct Client Services, and when the service
itself is entered into the InfoNet system, it is linked to the Client via the Client’s ID number and Case
number.

Before InfoNet, there was not an easy way for agencies statewide to keep track of the hours and staff
performing Direct Services. We have set up InfoNet to allow agencies to record the staff performing the
direct services, and the amount of time spent. While this may at first seem cumbersome for agencies that
are not used to tracking this data, we designed InfoNet to produce the maximum amount of information
with the least amount of time recording and entering information.

Why is it so important to enter this information into InfoNet? There are three essential pieces of
information that allow the InfoNet system to have a very flexible and powerful reporting system:

e OCVA and DSHS administrators enter the services that are eligible for each contract or
grant.

e Agency administrators estimate what contracts and grants pay for staff salaries.

e InfoNet users enter Client Intakes and Direct Client Service information, and report on the
staff performing services.

Using those three pieces of information, InfoNet then is able to connect clients, services, staff, and
contracts in order to compile a variety of state and federal reports.

As you begin using the InfoNet system, you may realize that there are better and more efficient ways for
your advocates to enter this data into the system. When you have those ideas, let us know! InfoNet is a
work in progress, and we will be making regular updates to the system as we discover new and better
ways to collect information. Even if collecting direct service information this way is not what your agency
is used to, in a matter of weeks it will become easier and easier to collect and enter direct service
information into InfoNet.
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DOMESTIC VIOLENCE DIRECT CLIENT SERVICES
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Activity (Optional) |

DIRECT SERVICES, BE
SURE THAT YOU HAVE

Staff/ Vol [Hatcher, Terri

Date

Hours Of Service

A CLIENT AND CASE
NUMBER SELECTED.

Shortcut to Secondary Victims Page

lobm] (g

Service

Emergency DV Shelter-DV Shelter Home

Other (please specify)
Advocacy-Based Counseling
Advocacy-Based Counseling

Hospital Response

Immigration Assistance

Emergency DV Shelter-DV Safe Home

Advocacy-Based Counseling

Previous 20 records Next 20 records

Staff/Volunteer

Hatcher, Terri
Cross, Marcia
Hatcher, Terri
Hatcher, Terri
Cross, Marcia
Huffman, Felicity
Crass, Marcia

Cross, Marcia

Date: Hours Of Service: Shelter Begin: Shelter End:

08/11/2000 1.25
o07/13/2009 1
05/03/2009 o
05/04/2000 0
02/11/2009 1.25
o02/11/2009 1.25
o7/03/2006 1

o7/oz/2006 1

Total Hours of Service Provided: 6.735

08/11/2000 08/25/2000 A X
QA x
QA x
QA%
QA x
QA x
Q%
QA x

To access the DV Direct Client Services page, click on the link on the left hand side of the screen. This
page is only available on the Domestic Violence Interface, although the Sexual Assault and Victims of
Crime interfaces have Direct Services pages that work very similarly.
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The DV Client Direct Services page has seven fields to complete for each service you provide to your

client. Those fields are described below:

DV Direct Client Service Fields

Service Advocacy-Based Gounseling

"

Child Care

Civil Legal Advocacy
Criminal Justice Advocacy

Crisis Counseling/Intervention

CVC Assistance

Emergency DV Shelter--DV Safe Home
Ernergency DV Shelter--DV Shelter Horme
Emergency DV Shelter - Hotel/Motel
Ernergency Financial Assistance
Ernergency Shelter (STOP)
Ernployment Assistance

Hospital Response

Housing Assistance

Immmigration Assistance

Medical Advocacy

Referrals

safety Flanning

Support Groups

TANFWelfars Assistance
Transitional Shelter (STOP)
Transportation Assistance

Victim Witness Notification

Other {please specify)

Service

Other (please specify)

Service: Select the first service you provided to the client.
You may always type the first letter of a selection to pull up
items starting with that letter — if more than one service
with that first letter exists, hitting the first letter multiple
times will allow you to toggle through the choices.

A list of all available services and their definitions is
provided in the back of this manual. You can also access
service definitions at any time by clicking the “View
Service Definitions” link at the bottom of the direct
services screen.

If you select the service “Other (please specity)” an
additional text box will appear for your description. You
must complete the “please specify” box in order to
continue. This text box will not appear for any of the
other services in the list.

Activity (Optional) IAttended trial|

Activity: For agencies that would like to further describe
the service provided, an optional text box is provided to
describe the activity associated with the service provided.

Stafff Volunteer Hagel, David j

Hazel, David
Gleason, Micky

Staff/Volunteer: Select the staff member or volunteer
who provided the service.

If the staff or volunteer is not shown in this pull down list,
you may need to update the Staff Information in the
Administrative Utlity for your agency.

If you are entering a series of direct service entries, the
staff field will default to the last used staff entry for your
next record. This makes data entry easier when entering a
series of service entries by the same staff member. To
select a different staff member, simply type the first letter
of their last name, or select with the mouse.

Date |1,.-‘2,-‘2006

Date: Enter the date the service was provided. Please note
the date cannot be carlier than the first contact date listed
on the Client’s Intake. If you try to enter a date prior to the
client’s first contact date, the service date will default to the
date you entered as the first contact date on the Client
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DV Direct Client Service Fields

Intake form.

Hours Of Service rE—— Hours Of Service: Enter the number of hours, rounded
to the nearest quatter hour you provided the service. For
example, if you provided the service for fifteen minutes or
less, enter 0.25.

Shelter Began Shelter Began: If the service you selected was a shelter
service (such as Emergency DV Shelter — DV Safe Home,
Emergency Shelter — DV Shelter Home, or Emergency
DV Shelter — Hotel/Motel) enter the date the client began
to stay in the shelter. You must complete the “Shelter
Began” date if an Emergency Shelter service is selected.

Shelter Ended [ Shelter Ended: If the service you selected was a shelter
service, enter the date the client left the shelter. You may
come back to this field and update this field after the client
has left the shelter, but you will need to enter both dates so
the system can calculate the number of bed nights a client
stayed in your shelter.

[Emergency DV Shelter - Hotel /Motel Add Same Shelter Stay: If the service you selected was
Emergency DV Shelter, you will see an option to add the
same shelter stay for existing secondary victims. If you
click this box, an identical shelter service will be added for
each of the client’s children.

[] Add the same shelter stay to existing secondary victims?

Submit When you have completed your service data, click on the
Submit button at the bottom of the page to save your
data.

After each service has been entered, it will appear at the bottom of the page in the Saved Records table:
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Service Staff/¥olunteer  Date: Hours Of Service: ghelter Begin: Shelter End:

Advocacy-Based Counseling Cross, Marcia 1z/01/z008 1.25 Qx
Child Care Cross, Marcia 12/o01f2008 1.25 Q%
Civil Legal Advocacy Crosg, Marcia 1z/01/z008 1.25 Qx
Criminal Justice Advocacy Cross, Marcia 1zfo01fz008 1 Qe
Advocacy-Based Counssling Longoria, Eva 12/01/z008 1.25 Qx
Emergency DV Shelter-DV Safe Home — Hatcher, Terri 1zf01fz008 1.25 12/01f=2008 Qo
Crisis Counseling/Intervention Cross, Marcia 1zfoz/2008 1 Qx
CWVC Assistance Cross, Marcia 1zfo2/2008 1 Q%
Emergency DV Shelter--DW Shelter Home Cross, Marcia 1z/oz/z2008 = 1z/pz{2008 12/03/2008 A ¥
Emergency DV Shelter-DV Safe Home  Cross, Marcia 1zf03/2008 1 12/03/2008 12zfo4fz008 A x
Emergency DV Shelter - Hotel/Matel Cross, Marcia 12/04/2008 = 12/04{2008 12/05/z008 AN
Ernergency Financial Assistance Cross, Marcia 12{04/2008 1.25 Q%
Emergency Shelter (STOP) Cross, Marcia 1z/o06/2008 1 1z/06{2008 12/07/2008 QA ¥
Ernployiment Assistance Cross, Marcia 1zfo7/2008 1.25 Q%
Huospital Response Cross, Marcia 12/08/2008 1 Qx
Housing Assistance Cross, Marcia 12/08{z008 1 QA x
Immigration Assistance Crosg, Marcia 12/08/2008 1 Qx
Medical Advocacy Cross, Marcia 12/08/2008 0.75 Qx
Referrals Huffman, Felicity 12z/o0g/z008 1.25 QA x
Safety Flanning Huffiman, Felicity 1z/0g9/2008 1.25 Qx

Previous 20 records Next zo records
View Service Definitions

You may click on any service record to update information about the service. For example, if your initial
record for a stay in shelter included the Shelter Began date, but you left the Shelter Ended date blank
because you weren’t sure when a client would be leaving shelter, you can come back to this page and
update information after the client leaves the shelter.
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ENTERING EMERGENCY DV SHELTER STAYS

Entering shelter services is similar to entering any other kinds of direct or secondary services. For direct
shelter (shelter of adults) log into InfoNet and access the DV Direct Client Services page by clicking on the
link on the left hand side of the screen.
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Service Staff/Wolunteer Date: HoursOfService: Shelter Begin: Shelter End:

Previous 20 records MNext 20 records
¥iew Service Definitions

B @ Trusted sites

a
m & W] [x] (0] |2] (B (2]| (O] mbox - Microsoit out...  [ESEGEGA=or 13 HilInfanetiManual | 8] nfoniet User's Manus... | 1] Document - Microsof... | ‘ Cl@® ¥ oz am

As with all services, you must first select a client and case to enter the services for. Select the Find Client
or Case button, and search for the client that stayed in shelter:
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Date | Hours Of Service
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I Submit \ \ Clear J | Cancel |
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When the client and case have been selected, you can enter a shelter service for that client. There are
three different Emergency DV Shelter services to choose from: DV Safe Home, DV Shelter Home, and
Hotel/Motel. For clarification on the difference between these terms, see the Service Definitions or contact
your program coordinator.

Svstem

Il Direct Client
Services

[l Hotline Calls/Info.
& Referral Services

[l Coordinated
Community
Response

[l Presentations,
Publications &
Conducting
Trainings

Bl Community

Education

‘ O @ o1 am ]

Client ID: Example1
Case Id: 86173
Service [Emergency DV Shelter - Hotel /Motel [v]

[[] Add the same shelter sta¥y to existing secondary victims?

Activity (Optional)

Staff/ Volunteer | Hatcher, Terri M
Date Hours Of Service
Shelter Began Shelter Ended

Shorteut to Secondary Victims Page

|Subm.it‘ |Clear| |Ca.noel|
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The staff/volunteer should be whoever has checked the person into shelter, or completed the shelter
intake for that shelter client. The hours of service should be the amount of time spent checking the person
into shelter, NOT the amount of time spent in shelter. The service date is typically the date that the staff
member performed the shelter intake.

At the bottom of the service box are two additional fields that apply only to Emergency DV Shelter:
Shelter Began and Shelter Ended. These two fields are how bed nights are calculated in InfoNet.

At this point, when entering a shelter service, one of two scenarios is true:

The client you are entering the shelter service for has already exited shelter.

The client you are entering the shelter service for is still being sheltered by your agency.

If scenario (1) is true, and the client has exited shelter, you will have all of the information you need to
complete this shelter record — both the Shelter Began date and the Shelter Ended date. Enter both of these
dates and click the submit button, and your shelter record will be saved at the bottom of the page:

[ Client Information

[ Medical and Criminal
Justice System

[ Direct Client Services

[ Hotline Calls/Info. &

Eeferral Services

[ Coordinated
Community Response

[ Eresentations,
Publications &
Conducting Trainings

generalerimes > sexualassault>  administrative utility »

welcome, Test User  lozouts

ﬁ“ﬁt.«m.m il
Department of Social
Im“

Find Client or Case

Client 1Dz
Case Id:

Service

Examplez

BE172

Advocacy-Based Counseling

Activity (Optional)

StafffVolunteer
Date

Shelter Began

Cross, Marcia

THIS SHELTER SERVICE IS
“COMPLETE” BECAUSE BOTH
o THE SHELTER BEGAN AND
aee]  OHELTER ENDED DATES HAVE

‘ Submit ‘

| Clear | ‘ Cancel ‘

Service

Advocacy-Based Counseling

Safety Planning

Referrals

Staff/Woluntesr Date: Hours Of Service: Shelter Begin: Shelter End:

Cross, Marcia
Cross, Marcia

Cross, Marcia

BEEN COMPLETED.

o7foz/z006 0.5
o7/oz{z006 1.5

o7fozfz006 o5

TS, AT

Emergency DV Shelter--DV Shelter Horme Longoria, Eva

T

oBfo1/z008 1.25 0Bfo1/z008  oBf14/2008 A

Frevious 20 IecoTds MEXT 20 TErort:

Vievr Serwice Definitions
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InfoNet will calculate the number of bednights for this client by calculating the difference between the
Shelter Ended date and the Shelter Began date. In the example above, InfoNet will calculate the difference
between 8/14/08 (Shelter Ended date) and 8/01/08 (Shelter Began date) and will record that this client was
in shelter for 13 nights. If the client entered shelter in one reporting period, and exited in another reporting
period, InfoNet will automatically determine which bednights get counted on each report.

But, what happens with Scenario (2), when you need to enter a shelter service for a client that is currently
IN shelter? InfoNet was set up for you to do this as well. In that case, just enter the Shelter Began date, and
leave the Shelter Ended date blank. Your saved record will look like this:

RRENTLY

VE A

‘EO Staff/Voluntesr Date: Hours Of Service: Shelter Begin: Shelter End:

ORD, BU Cross, Marcia  o7foz/z006 0.5 Qe

' DATE. o7/oz/2006 1.5 Q %

Cross, Marcia Q5

Housing Assistance Cross, Marcia  o7/13/2006 Qe
Emergency DV Shelter-DV Shelter Home Longoria, Eva  oB8/oi1/z008 1.25 08/o1/2008 Qe

Previone =0 Tecords Mext =0 records
<ﬂaw Service Definitions >

For this client, InfoNet will calculate the bednights for that client from their begin date until now. So,
for the client above, if a repott is pulled for 7/1/2008 through 9/30/2008, InfoNet will count the number of
bednights from 8/1/2008 through 9/30/2008 — because this client is “still in shelter.”

When this client does leave shelter, it’s extremely important to go back and enter that missing Shelter
Ended Date. To do this, click on the exact same shelter record. InfoNet will only calculate shelter nights
based on the same shelter service record. Select the shelter record with a Shelter Begin date, and the
information will appear in the Service fields at the top of the page:

Service StafffVolunteer Date: Hours OF Sarvice: Shelter Begin: Shelter End:
Advocacy-Based Counseling Cross,Marcia  o7/o2/2006 0.5 Qo
Safety Planning Cross,Marcia  o7/02/2006 1.5 Q

Referrals Cross,Marcia  o7/o2/2006 0.5 Q
Housing Assistance Cross,Marcia  o7/13/2006 2 Ax
Emergency DV Shelter--DV Shelter Home Longoria,Eva  oBfoif/zo08 1.25 08/01/2008 ax

Previous 20 records Next 2o records

WView Service Definitions
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Washington Stats

_r‘md Client or Case

Client ID: Exatnplsz
CaseId: 86172

Service Emergency DV Shelter--D¥ Shelter Home
Activity (Optional)

inated Stafff volunteer Longoria, Eva [~]
Comrkunity Response

Date |B/1f2008 Hours Of Service 125
[ Eresentatiq

PublicationN Shelter Began 8/1/2008 Shelter Endad

Bervice Staff/Volunteer Date: Hours Of Service: Shelter Begin: Shelter End:

Advocacy-Based Counseling Cross, Marcia  o7/ozf{z006 0.5

Safety Flanning Cross, Marcia  o7/oz/z006

Referrals Cross,Marcia  o7fozfzoo6

Housing Assistance Cross, Marcia  07/13/2006

Emergency DV Shelter--DV Shelter Home Longoria,Eva  08/o1/2008 1. 08/01/2008

Previous 2o records Next 20 records
¥iew Service Definitions
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When the shelter service is selected, enter the Shelter Ended date and click the Submit button. The

record at the bottom of the screen will now show a completed shelter record — both a Shelter Began and
Shelter Ended date.

Service Staff/Volunteer Date: Hours Of Service: shelter Begin: Shelter End:
Adwvocacy-Based Counseling Cross, Marcia  o7foz/zoob 0.5 Q x
Safety Flanning Cross, Marcia  o7foz/zoo6 1.5 Q¢
Referrals Cross, Marcia  o7foz/=zo006 0.5 &
Housing Assistance Cross, Marcia  o7f13/2o006 2 Q ¢
<< Emergency DV Shelter--DV Shelter Home Longoria,Eva  08/01/2008 1.25 08/01/2008  08/14/z008 S0

Previous 2o records Next 2o records
View Service Definitions
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IMPORTANT NOTE: The ONLY way that InfoNet will calculate bednights is in this manner.
Entering Shelter Begin and Shelter End dates for other services, such as Safety Planning or Advocacy-based
counseling, will NOT result in bed nights being calculated. InfoNet ignores shelter dates for all services
except shelter. So, for example, if you choose to enter shelter begin and end dates for other records, you
might end up with services that look like this:

general erimes > sexualassaults  administeativeutility = welcome, Test User  logout =

Washinglon §tate

i Clisnt Information Find Client or Case

[ Medical and Criminal

Justice Syatem Client ID: Examplez
[ Direct Client Services Case Id: 86172
Service | Advocacy-Based Counseling

[ Hotline Calls/Info. &
Referral Services Activity (Optional) |:|

[ Coordinated Stafffvoluntesr | Cross, Marcia
Community Response
[ Eresentations
Conducting Trainings
Submit Clear Cancel
Service StafffVoluntesr Date: Hours Of Service: Shelter Begin: Shelter End:
Advocacy-Based Counseling Cross, Marcia  o7/ozfzo06 0.5 08/01/zo008 Qx
Safety Planning Cross, Marcia  o7/ozfzo06 1.5 08/01/zo008 Qx
Referrals Cross, Marcia  o7fozfzoo6 0.5 08/01fz008 Q%
Housing Assistance Cross, Marcia  o7/13/zo06 2 08/14/2008 A
Emergency DV Shelter--DV Shelter Home Longoria,Eva  offo1/zo08 1.25 08/01fz008 Q¢
Previous 20 records Next 2o records

View Zervice Definitions

For this client, a Shelter End date has been entered, but for the wrong service record — for Housing
Assistance. InfoNet doesn’t look for shelter dates associated with Housing Assistance, or with any other
services. It is only looking at that Emergency DV Shelter record. On that record, the Shelter End date is
blank, and so InfoNet thinks the client is still in shelter. It will continue calculating more and more bednights
until the user selects that specific service and enters the Shelter End date there.
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INDIVIDUALS WITH MULTIPLE SHELTER STAYS

Sometimes, you may have a shelter client that stays in shelter, exits for a period of time, and returns for a
second stay. To enter the correct shelter designation for this, the client will need two different shelter entries
— one for the first stay, with one Shelter Began and Shelter Ended date, and a second entry for her second

stay. The final result might look something like this:

gemeralorimes>  sexualassaults  administrativeutility =

Data Entry

welcomne, Test User  logouts

Washington Gtate

| Client Information

| Medical and Criminal

Find Client ar Gase

Justice System Client ID: Examplez
[ Direct Client Services Gase 1d: B6172
Service | Advocacy-Based Gounseling
[ Hotline Galls/Info. &
Eeferral Services Activity (Optional) l:l
[ Coordinated Staff/Volunteer |Crnss, Marcia
Community Responce
[ Eresentations
e B ining [ ]
Conducting Trainings sheltar Began

Hours Of Service

Shelter Ended

L ]

Subrait Clear Cancel

Previous zo records Next 2o records

Service StafffVolunteer Date: Hours Of Service: Shelter Begin: Shelter End:
Advocacy-Based Gounseling Cross, Marcia  o7/ozfzoof 0.5

Safety Planning Cross, Marcia  o7/ozfzoof 1.5

Referrals Cross, Marcia  o7/ozfzoof 0.5

Housing Assistance Cross, Marcia  07/13f2006 2

Emergency DV Shelter--DV Shelter Home Longoria,Eva  07/13/2006 1.25 o7f1afzo06  07/15/z006
Advocacy-Based Gounseling Cross, Marcia  08/o1f2008 1.25

Child Care Cross, Marcia  08fo1/2008 2.25

Crisis Counseling,/ Intervention Cross, Marcia  08/o1f2008 0.5

Referrals Cross, Marcia  08/o1/2008 o.25

Emergency DV Shelter-DV Shelter Home Cross, Marcia  08/o1/2008 0.5 o08fo01/2z008 08142008

A x
A x
A x
A x
A x
A x
A x
A
A
A

WView Service Definitions

JPostBackWithOptions{new WebForm_PastBackOptions("ct0$LnkBEnSubmit", ™, true, ", ", False, true))

|23 HitInfonetiManual

Internet Explorer

W] (x| @] [B] |#] | (O] nbox - Microsoft Out... )
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_

For this client, you can see that the client stayed in shelter twice — once for two nights in July, 2006 and
then later for a two week stay in August, 2008. This could be done for any number of shelter entrances and
exits. It's important, however, that each shelter entry be “complete” with its own Began and End date
entered, as shown above. InfoNet can then calculate the right number of bednights and determine which

report those nights could get shown on.
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CHILDREN IN SHELTER

There are two ways to enter shelter stays for children of primary clients. On the Direct Client Services
Screen, when a shelter service is selected from the drop down menu, you will see a checkbox immediately
beneath the Services drop down menu:

vietims of erime > sexual assault > administrative utility = welcome, Test User  logout =

THE CHECKBOX TO ADD SAME
SHELTER STAY TO SECONDARY
VICTIMS IS ONLY DISPLAYED WHEN
ONE OF THE EMERGENCY DV

SHELTER SERVICES IS SELECTED.

Washingion &tata

| Submit | ‘ New Client or Case | | Find Client or Case |
Syst .
2ysiem Client ID: Example1
Il Direct Client 86173
Services
Service [Emergency DV Shelter—DV sheltar Home [v]

[ %ﬁ:ﬁ @ame shelter stay to existing secondary victims? >

Activity (Optional)

[l Coordinated

Community Staff/ Volunteer | Huffman, Felicity [+]
Response !
Date 8/13/20090 Hours Of Service  |1.25
[l Presentations.
Publications & Shelter Began 8/13/2000 Shelter Ended
Conducting
Trainings Shortcut to Secondary Victims Page

B Commumnity Submit Clear Cancel
Fdneation

If the client and the client’s children stayed in shelter for the exact same time petiod, click this box to add
an identical shelter entry to each of the children’s records. If the shelter entry contains no end date, be sure
to check this box again when you return to the record to enter a Shelter Ended date, so that the Shelter
Ended date will be applied to the children’s records as well.

Children in shelter may also be entered individually on the Children’s page of the client intake. This is
done when children do not astay in shelter the exact length of time as their parent. Sometimes, children stay
with a non-custodial parent for visitation, and stay in shelter only on weekends, or only on weekdays, or only
for certain periods of time, for which their mother may have stayed continuously. Likewise, not all children
stay for the same amount of time as one another. Therefore, a separate shelter entry may be submitted for
each child in shelter. In those situations, do not check the “add same shelter stay” box, as the entries will be
submitted individually instead.

To do this, navigate to the client’s Intake form and click on the “Children and Youth” tab. The client’s
children should already have been entered:



generalorimes»  sexnalassanlts  admindistrativeutility=

I Client Information

[l Medical and Criminal

Justice System ClientID: Examplez CaselID: 8617z

welcome, Test User  logout =

Washington &fate

[ Direct Client Services Demographics [ Children and Youth ][ Income ][ Referrals ][ Presenting Issues H Offenders “ Needed / Received

[l Hotline Calls/Info. &

- I e solect an o

Eeferral Services Racg| Select an Ttem

EthniCitY| Select an Item

[l Coordinated
Comrmunity Response

[ Eresentations
Publications

Age  Gender Relationship To Client
14 Fernale Child
g Male Child
Services Provided to this Child

Serwice

e

pp

Date

| Select an Item

‘ Crogs, Marciz |

Hours of Service Shelter In

Shelter Cut

[ ] | [

—_—

Service Staff Date

) ey o) g
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To enter service entries for these children, first select one of the children and click directly on their
record to select. You’ll know the child is selected when their information fills the gray box at the top of the

screen.

generalerimes>  sexualassault=  administrativeutility - welcorne, Test User  logout s

Washington Stata

Data Entry Administrative ilit
o Clent ot e lzasce)

[l Medical and Criminal
Jugtice System

[ Direct Client Services Demographics [ Children and Youth ][ Income ][ Referrals ][ Presenting Issues H Offenders ][ Needed / Received

Beferral Services Race| White EthniCitY ' Mon-Hispanic/Non-Latino

[l Coordinated -
comunt e | (I (NS
[ Eresentations
Publications &

Client ID: Examplez CaselID: 8617z Service has been added to the database.

Age  Gender Relationship To Client

Conducting Trainings 14  Female Child Q X

g Male Child [

Services Provided to this Child
Service Stafff Volunteer Date

Select an Item ‘ Crass, Marciz [ |

Hours of Service Shelter In Shelter Out

Service Staff Date Hours Shelter In Shelter Out

DV Shelter Home — Cross 8/1/z008 1.25  8f1/zo008 8f14/z008 Q@ X

) o) o) Lol

Above, the shelter entry has been entered for the 14 year old female. Now I need to select the 8 year old
male and enter the shelter nights for him as well. To do that, I click directly on the 8 year old’s secondary
victim record, and his information will populate the gray box at the top:
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[l Medical and Criminal )
Justice System Client ID: Examplez CaselD: 86172

[ Direct Client Services Demographics [ Children and Youth H Income " Referrals " PresentingIssues H Offenders " Needed / Received

[ Hotline Calls/Info. & Age g Gender| Male
Referral Services Race| white [ Ethnicity | Non-Hispanic/Mon-Latino

[l Coordinated -
communiee recenee | (ERERSY  (CEESSESY

[l Presentations

Publications & Age Gender Relationship To Client
Conducting Trainings = 14 Female Child Q X
8 Male Child Q X

Services Provided to this Child

Next, I move to the Secondary Service box lower on the screen and select the type of shelter in which the
child stayed. In this example, I'll be choosing DV Shelter Home. 1 enter the service data just like I did for
the mother, including the Shelter IN and Shelter OUT dates. However, when my information is complete, 1
click the Add/Edit Service button to enter children’s services — not the SUBMIT button at the bottom,
which is for entering information about the primary client only.

welcomne, Test User  logouts

gemeralorimes>  sexualassaults  administrativeutility =

Office of Washington Gtate
Crime Victi Department of
e P .
8 Client nfrmation (e cpientorcase | | pint lientor case |

[l Medical and Criminal )
Justice System Client ID: Examplez CaselD: 86172

[ Direct Client Services [ Demographics " Children and Youth ]{ Income ][ Referrals ][ Presenting Issues " Offenders H Needed / Received

[l Hotline Calls/Info. & Age Gender‘ Male

Eeferral Services Raca hite EthniCitY | Non-Hispanic/Non Lating

[l Coordinated -
eomuni e | (I (NS

[ Eresentations

Fublications & Age  Gender Relationship To Client
Conducting Trainings 14 Temale Child Q X

g Male Child [s 4

Services Provided to this Child
Service Stafff Volunteer Date

‘ DV Shelter Home ‘ Cross, Marciz |Bfo1/2008 |

Hours of Service Shelter In Shelter Cut

oszoon Jogon |

Service Staff Date Hours Shelter In Shelter Out

) ey o) laaal

Once the record has been saved, I will see it appear toward the bottom of the screen:

INFONET USERS MANUAL, MARCH 2010 6-16



Service Staff Date Hours ShelterIn  Shelter Out
DV Shelter Home  Cross 8/1f2008 1 8/1/2008 8f14f2008 Q X

Again, if the Shelter OUT date is left blank, InfoNet would assume this child is still in shelter, and would
continue to calculate bednights.
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SEXUAL ASSAULT — CSAPS AND SPECIALIZED SERVICES

demestioviolenes gemeralovimes>  admindstrative utility =

SA)

Data Entry | Administrative Utility

[l Client Intakes

welsome, Wicky Gleason

mlﬁesmwlan State
Department of Social
lm“

Find Client or Gase

logont s

[l Medical and Criminal

Justice System Client ID: shClientz
[l C54&F and Specialized Case 1d: 348
services Service | Medical Advacacy =l
Marginalized Services
o g Activity (Optional) |Assist v informed medical decisions j
Crisis It tion & -
u Ir{;;;srngtieggfgsg;]ral Stafff Volunteer |Hazel, David j
[l Frevention Activities Date I Hours Of Service I
[l Svstemns Coordination
& Progratm Support
. CLICK THE
[ Community CaseID: ClientID: Service Staff/Volunteer Date

VIEW SERVICE DEFINITIONS

Crganizing & Wiew Service Definitions 47

Responding

LINK TO VIEW THE SEXUAL

| submit | | clear | | cancel | ASSAULT SERVICE STANDARDS

There are two pages for Sexual Assault Client Services. The first, shown above, is CSAP and Specialized

Services, which is, appropriately enough, for CSAPs and Specialized Service providers.

To access the CSAPs and Specialized Services page, click on the link on the left hand side of the screen.
This page is only available on the Sexual Assault Interface. The page has seven fields to complete for

each service you provide to your client. Those fields are described below:

CSAPs and Specialized Services Fields

Service | Medical Advocac

Legal Advocacy
General Advocacy
Therapy

Medical Social Work
Support Groups

Service: Select the first service you provided to the client.
This pull down list shows those direct client services for
which CSAPs and Specialized SA services are eligible. You
may always type the first letter of a selection to pull up items
starting with that letter — if more than one service with that
first letter exists, hitting the first letter multiple times will
allow you to toggle through the choices.

Zervice | General Advocacy

Activity (Cptional)

i
Outreach calls or wisits
Information and referral, case specific
Cngoing crisis intervention
Arranging services
Consult with others about case

GENERAL ADVOCACY ACTIVITIES

Activity: Activity is an optional field agencies may use to
drill down and determine more specifically how they use
their time. Each of the CSAPs and Specialized services has
activities associated with it.

The picture to the left, for example, shows the activities
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CSAPs and Specialized Services Fields
Service [ Therapy when General Advocacy is selected as the service on the top
and the activities when Therapy is selected as the service on
the bottom.

Activity (Cptional) | Psychosocial history taking
al history taking
Psychiatric evaluation
In-person interviews
Collateral contacts
Report writing
Individual therapy
Group therapy
Family therapy
In-person visit
Interpretation of findings
Expert testimony

i L

THERAPY ACTIVITIES
Staff/Volunteer :azelllga"ﬁ; El Staff/Volunteer: Select the staff member or volunteer who
azel, Davi . . .
Glszcon, Nicky provided the service. If the staff or volunteer is not shown

in this pull down list, you may need to update the Staff
Information in the Administrative Utility for your agency.

Date [i/z/=006  Date: Enter the date the service was provided. Please note
the date cannot precede the first contact date listed on the
Client’s Intake. If you try to enter a date prior to the client’s
first contact date, the service date will default to the date you
entered as the first contact date on the Client Intake form.

Hours Of Sarvice s Hours Of Service: Enter the number of hours, rounded to
the nearest quarter hour you provided the service. For
example, if you provided the service for fifteen minutes or
less, enter 0.25.

. When you have completed your service data, click on the
submit Submit button at the bottom of the page to save your data.

After a service has been entered, it will appear at the bottom of the page:

CaseID: Client ID: Service Staff/Volunteer Date
248 SACliente Medical Advocacy Hazel, David 672006 Qg
348 sAcClientz Legal Advocacy  Emery, Bev £/8/2006 Qg

348 SAClientz  Support Groups  Gleason, Nicky 6/8/2006 QA
View Zervice Definitions

You may click on any service record to update information about that service by clicking on the
magnifying glass next to it.
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SEXUAL ASSAULT — NATIVE AMERICAN AND MARGINALIZED SERVICES

domestic violence = general crimes > administrative utility » welcorne, Test User  logouts

Sexual Assault (SA) _ ﬁnﬁt”"""‘“

Administrative Utili

[ Client Intakes Find Client or Case

[l Medical and Criminal
Justice Systerm Clisnt ID: Mo Client Selected

[ CSAP and Specialized Caseld: Mo Case Selected

Services Service Peer Support Group @

B Mative American and
Marginalized Services Activity (Optional) Mo activities associated with this service. @

[l Crisis Intervention & StafffVolunteer (Cross, Marcia [~]

Information/Referral
Date Hours Of Service
[l Erevention Activities

[l System Coordination

| Subrnit | | Clear | | GCancel |

B Community
Organizing &
Responding Zarvice StafffVolunteer Date: Hours OfService: Zhelter Begin: ghelter End:

Previous zo records Mext 2o records
WView Service Definitions

The Native American and Marginalized Services page on the Sexual Assault interface is for direct client
services provided by Native American and Marginalized service providers only. This page is NOT for
CSAPs to enter services provided to clients who are from marginalized communities — if you enter data
here and do not receive either Native American Specialized SA funding or Sexual Assault to Marginalized
Communities funding, your services will not appear on the correct report, and you may be asked to go
back and re-enter your data.

To

access the Native American and Marginalized Services page, click on the link on the left side of the

screen. This page is only available on the Sexual Assault Interface. The page has seven fields to complete
for each service you provide to your client. Those fields are described below:

Marginalized Services Fields

Service

Feer Support Group Service: Select the first service you provided

Peer Suppart Group : : :

[Educational Support Group to the client. This puu down list shows those

Therapy . , direct client services for which Marginalized

Culturally/Linguistically Appropriate Technigues . . .. .

Support/ Accompaniment through Service Delivery and Criminal Justice Systerand Native American SPCClahZCd Services are
eligible. You may always type the first letter
of a selection to pull up items starting with
that letter — if more than one service with
that first letter exists, hitting the first letter

multiple times will allow you to toggle
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Marginalized Services Fields
through the choices.

Activity (Optionaly [ Mo activities associated with this service. ACthlty: Curreﬁdy, there are no SPeCiﬁC
activities  associated with  Marginalized
Setvices, so you may skip this field.

Staff/Volunteer Hazel, David | Staff/Volunteer: Select the staff member
Hazel, David : :
Gleason, Nicky or volunteer who provided the service. If the

|Ernery, Bev | staff or volunteer is not shown in this pull

' ' down list, you may need to update the Staff
Information in the Administrative Utility for
your agency.

Date [+/2/z008 Date: Enter the date the service was
provided. Please note the date cannot
precede the first contact date listed on the
Client’s Intake. If you try to enter a date
ptior to the client’s first contact date, you
will receive an error message.

Hours Of Service s Hours Of Service: Enter the number of
hours, rounded to the nearest quarter hour

you provided the service. For example, if you
provided the setvice for fifteen minutes or
less, enter 0.25.

When you have completed your service data,
sSubmit click on the Submit button at the bottom of
the page to save your data.

After a service has been entered, it will appear at the bottom of the page:

CaseID: ClientID: Service Staff/Volunteer Date

348 3aClientz  Peer Support Group Gleason, MNicky 612006 QA
348 SAClientz Therapy Hagel, David f/1/z006 QA x
348 Saclientz  Culturally/Linguistically Appropriate Techniques Hazel, David 6/afzo06 QA

View Service Definitions

You may click on any service record to update information about that service by clicking on the
magnifying glass next to it. If you have entered a service in error, click on the red X to delete.

INFONET USERS MANUAL, MARCH 2010 6-21



VICTIMS OF CRIME DIRECT SERVICES

[ Client Information

domestic violence = sexuzl assanlt>  administrative utility = welcome, Test User  logouts

Data Entry I Administrative Utili

[ Medical and Criminal

Service
[ Hotline Galls/Info. &
Beferral Services Actiwity (Optional)

I Community Education Staff/Volunteer

Date

Justice System Client I0; Exarmple1
[ Direct Services Case Id: 138004

| Crisis Intervention

E-Longofia, Eva

Hours Of Service

Service
Crisis Intervention
Legal Advocacy

Medical Advocacy

Submit Clear Cancel

Staff/Volunteer  Date: Hours Of Service: Shelter Begin: Shelter End:

Hatcher, Terri 1zfo1/z008 1.25 A
Huffman, Falicity 1z/oz/2008 2.5 Q.
Longoria, Eva 1z/o5/2008 0.75 Qo

Previous zo records Mext 2o records

i0ns

WView Service Definit:

To access the VOC Direct Services page, click on the link on the left hand side of the screen. To enter
services, you must first search for the client you wish to add services to by using the “Find Client or

Case” button in the upper right hand corner of your screen.

The VOC Direct Services page has five fields to complete for each service you provide to your client.

Those fields are described below:

VOC Direct Client Service Fields

Crisis Intervention

Information and Referral
Support Groups

Therapy

Emergency Financial Assistance
Legal Advocacy

Advocacy

Medical Advocacy

Community Responding

Service: Select the first service you provided to the client. You may
always type the first letter of a selection to pull up items starting with
that letter — if more than one service with that first letter exists,
hitting the first letter multiple times will allow you to toggle through
the choices. A list of all available Victims of Crime services and their
definitions is provided at the end of this manual.

Activity I
{Optional)

Activity: For agencies that would like to further describe the service
provided, an optional text box is provided to describe the activity
associated with the service provided.
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VOC Direct Client Service Fields

StafffVolunteer Hazel David

Emery, Bev
Fenna, Chris

Staff/Volunteer: Select the staff member or volunteer who
provided the service. If the staff or volunteer is not shown in this
pull down list, you may need to update the Staff Information in the
Administrative Utlity for your agency.

Date |6,-‘3,.-‘2006

Date: Enter the date the service was provided. Please note the date
cannot precede the first contact date listed on the Client’s Intake. If
you try to enter a date prior to the client’s first contact date, the
service date will default to the date you entered as the first contact
date on the Client Intake form.

Hours Of |1.25

Bervice

Hours Of Service: Enter the number of hours, rounded to the
nearest quarter hour you provided the service. For example, if you
provided the service for fifteen minutes or less, enter 0.25.

subrnit

When you have completed your service data, click on the Submit
button at the bottom of the page to save your data.

After a service has been entered, it will appear at the bottom of the page:

dormestic viclence:

[ Client Information

[ Medical and Criminal

sexmal assaults  adroinistrative utilitys

welcome, Test Usar  logout >

Washington Sfate

Data Entry | Administrative Utility

Find Client or Case

Justice System Client 1D: Exaraplet
[ Direct Services Caseld: 138004
Service Crisiz Intervention [V]
[ Hotline Calls/Info. & i
Beferral Services Activity (Optional)
[ Community Education Stafff Volunteer Lnngufia, Eva @
Date Hours Of Sarvice
‘ Suhbrmit | | Clear | | GCancel |
Service Staff/Volunteer — Date: Hours Of Service: Shelter Begin: Shelter End:
Crisis Intervention Hatcher, Terri 1z/o01/2008 1.25 A
Legal Advocacy  Huffman, Felicity 1z/02/z008 2.5 Qo
Medical Advocacy Longoria, Eva 1z/05/2008 o.75 Q¢

Previous 2o records Next zo records
Wiew Service Definitions

You may click on any setvice record to update information about the service at any time.
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VICTIM WITNESS ASSISTANCE UNITS DIRECT SERVICES

{2 OCVA Victim Witness Assistance Units - Windows Internet Explorer (3] x]
x| [

5@- [l hetpsititest-fortross ms.govictediqazocvaifonstiDetaul. ssox?nid=éeclentid=1727558agency Clnt id-ExampleZbcaseld=11042 =1 & |[E][4) x| ¥ co0e |o]-]

Fie Edt Yiew Favortes Tooks Help x & -

< Favorkes | 5 P Google & |InfoNst @] Infoniet QA T Survey Monksy (§) OcvA Q) My WebEx

Egl ~| (& oA Victin Witness fssi... X | 4 New Tab | | T v B) - ) sh v Page~ Safety - Took - @@~ 7
[ elcome, Test U B
- - e - - N 1= ‘welcome, Test User
domestic violence > victims of crime > sexual assault > administrative utility > ? logout >

Crime Vi

Victim Wltness Asmstance Units Offceof _ _ﬁﬁt g

WHEN ENTERING

[ Client Information DIRECT SERVICES, BE

SURE THAT YOU HAVE
A CLIENT AND CASE
NUMBER SELECTED.

@ Direct Services

@ Hotline Calls/Info. & Client ID:
Referral Services i

Examplez

181042

@ Stop Grant G
Coordinated
Community

Response gy (Gl

[ Stop Grant Staff/Volunteer | Cross, Marcia =
Stop Grant

Presentations. l— 5
Publications & Wi Hours Of Service
Training

@ Stop Grant Submit Clear Caneel

Narrative Questions

@ Victim Witness Service Staff/Volunteer | Date: Hours Of Service: | Shelter Begin: | Shelter End:
N v
arrative Court Proceedings | Cross, Marcia | 03/15/2010 | 1.5 Qe
@ stop Grant Funded Victim Rights Cross, Marcia | 03/15/2010 | 2 [s %
Prosecution
Activities Restitutions Cross, Marcia | 03/15/2010 | 1 Q
Total Hours of Service Provided: | 4.5

J | of

To access the Victim Witness Direct Services page, click on the link on the left hand side of the screen.
To enter services, you must first search for the client you wish to add services to by using the “Find
Client or Case” button in the upper right hand corner of your screen.

The Victim Witness Direct Services page has five fields to complete for each service you provide to your
client. Those fields are described below:

VOC Direct Client Service Fields
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VOC Direct Client Service Fields

Service: Select the first service you provided to the client. You may
always type the first letter of a selection to pull up items starting with

Protection Orders that letter — if more than one service with that first letter exists,
Criminal Justice Support hitting the first letter multiple times will allow you to toggle through
Court Proceedings the choices.

Impaet Statements

Restitutions

Hearings and Court Dates
Compensation Claims
Information and Referrals

Activity | Activity: For agencies that would like to further describe the service
(Optional provided, an optional text box is provided to describe the activity
associated with the service provided. For example, an agency that
selected “Court Proceedings” for the service might choose to specify
“Sentencing Hearing” in the optional Activity box. If that level of
detail is not useful to your agency, you may leave the Activity box

blank.

Staff/Volunteer: Select the staff member or volunteer who
provided the service. If the staff or volunteer is not shown in this
drop down list, you may need to update the Staff Information in the
Administrative Utility for yout agency.

Stafffvoluntesr L
{H.

e [efaizone  Date: Enter the date the service was provided. The date cannot
precede the first contact date listed on the Client’s Intake. If you try
to enter a date prior to the client’s first contact date, the setvice date
will default to the date you entered as the first contact date on the
Client Intake form.

Hours Of [20 Hours Of Service: Enter the qumber of ho‘urs, rounded to the
Service nearest quarter hour you provided the service. For example, if you

provided the service for fifteen minutes or less, enter 0.25. If you
provided two or more services over a period of time, estimate the
amount of that time spent on each. For example, if you assisted a
victim with Victim Rights, Protection Orders, and Compensation
Claims over a two hour period, you might estimate 0.5 hours spent
discussing Victim Rights, 1 hour working on Protection Orders, and
0.5 hours working on Compensation Claims.

When you have completed your service data, click on the Submit
| sSubmit | button at the bottom of the page to save your data.

After a service has been entered, it will appear at the bottom of the page:
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Service Staff/Volunteer | Date: Hours Of Service:

Court Proceedings | Cross, Marcia | 03/15/2010 | 1.5 Q w
Victim Rights Cross, Marcia | 03/15/2010 | 2 Q w
Restitutions Cross, Marcia | 03/15/2010 | 1 Q x

Total Hours of Service Provided: | 4.5

You may click on any setvice record to update information about the setvice at any time. To edit or
update an existing record, click on the record to select, then edit the information after it appears in the
data entry area, and click Submit to save the revised entry.

To delete a service that was entered in error, click the red X to the right of the saved service entry.
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