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Using These Instructions

If you are using TDM CA v.2.5, please refer to ‘TDM CA Quarterly Reporting Instructions for TDM CA v.2.5’, which are located on the web support page, in the Self Evaluation/Reporting section, at:

http://cssr.berkeley.edu/tdm/#reporting
If you are using TDM CA v.2.6, you may still wish to refer to ‘TDM CA Quarterly Reporting Instructions for v. 2.5’.  That document also provides detailed instructions for retrieving entry, placement move, and exit estimates from the UC Berkeley CWS/CMS Reports website, which are needed for the completion of the Quarterly Report in v.2.6.  In the Self Evaluation/Reporting section of the web page, the document ‘TDM CA Quarterly: Section I Quick Guide’ provides a quick reference for creating these estimates.

NOTE: If you have customized your database, you may need to make a few adjustments once you have created your Quarterly Report in Word.

Creating the Quarterly Report in TDM CA v.2.6

Open the TDM CA Database v.2.6

From the Main Menu, click on ‘Reports’ 

Click on ‘Create Reports’ button.

Click on the ‘Quarterly Report’ button.
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The Quarterly Report form will appear. 
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TDM CA Quarterly Report
County/Site Name: ucs
Please enter the time period of the report:
Beginning Date: 071012005 Example: 01/0172004

Ending Date: 09/30/2005 Example: 03/31/2004

Please enter the CWS/CMS Data for this time period:

Total Entered Placement 16 oK
Total Placement Moves: 18

Total Exits from Placement: 15





(1) Enter the County/Site Name, e.g., Stanislaus. 

(2) Enter the dates for the Quarter you are reporting:

Quarter 1: January 1-March 30

Quarter 2: April 1-June 30

Quarter 3: July 1-September 30

Quarter 4: October 1-December 31 

(3) Enter estimates based on CWS/CMS data.  See the ‘TDM CA Quarterly Reporting Instructions for v. 2.5’ or the ‘Section I Quick Guide’ on the TDM Support web page. 

(4) Click ‘OK’.  A Quarterly Report document like this will be generated in Access
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Please note, in fields calculated with a denominator of zero, you will notice the error message: #Num!  If you experience this problem, please save the report as a Word document (see instructions below), as this error message will not be displayed in the Word document format, whereas it will be carried over in PDF format.
Some of the values in the completed quarterly report may not match the individual summary reports in the TDM database.  For example, the recommendation values in the Placement Recommendation report and the quarterly report, specifically Section IV column F, #2, #3 and #15, may not match.  This is because the Placement Recommendation report assumes if there is no specific out of home placement, the recommendation is to leave the child at home.  Therefore, if there are missing values for the specific out of home placement recommendation, this will inflate the 'Maintain/Return Child Own Home' cell value.  In contrast, the quarterly report examines the general recommendation (i.e. move to less restrictive, move to more restrictive, etc.) and assigns values to 'Maintain/Return Child Own Home' cell accordingly.  Therefore, the values calculated in the quarterly report are preferable. 

See also footnote 1 (below) for other possible sources of discrepancy.

Saving the Quarterly Report

There are two ways to save this document to your desktop in a format that is appropriate to email or submit electronically:

A. Word document  

B. PDF file (for this option you will need Adobe Acrobat PDF Writer/Distiller installed on your computer). 

Below are the instructions for both options:

A) Word Document

1) After generating the Quarterly Report in Access (see instructions above), right click on the document and select ‘Export’
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2) Choose the location on your computer where you would like save the report:

a. Save Type As  ‘Rich Text Format’ 

b. Enter a filename with ‘County_Quarter_Year’ e.g., Stanislaus_Q3_2005.

c. Select the ‘Autostart’ box (this feature will automatically launch Microsoft Word after saving the document)

d. Click ‘Save’ 
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Please review the report you have created for accuracy and possible data errors.  Then you can send this Word Document as an email attachment to Jana Rickerson and the TDM Support Team.

B) PDF File

1) After generating the Quarterly Report in Access (see instructions above), select the File menu > Print
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2) In the print menu, select Acrobat PDF Writer/Distiller, and click OK

[image: image7.png]nt x|

Printer

\STAYLOR\Lexmark 100071100 Color Jefpr it
o e I )/

Type:  [Cibice 3

Fax
File Print FedEx Kinko's
Comment; |hp deskjet 960
Ihp deskjet ga0c
IHP Laserlet 4M Plus
[inko's File Prep Tool

Where:

I Print o File

Print Rangs|

@ all Nurrber of Capies

€ Fages From: o 3
.

€ Selected Record(s), !

Setup,

22l ¥ otz

Cancel





3) Choose the location on your computer where you would like save the report:
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a. Save Type As  ‘PDF’ 

b. Enter a filename with ‘County_Quarter_Year’ e.g., Stanislaus_Q3_2005.

c. Click ‘Save’

Please review the report you have created for accuracy and possible data errors.  Then you can send this Word Document as an email attachment to Jana Rickerson and the TDM Support Team.













� If your county has added attendee categories to the Meeting Form (for example, ‘Wraparound Staff’), these custom categories will not be included in the numbers for ‘Section II. Meetings: Meetings Attended By At Least One…’.  Therefore, in the ‘Wraparound Staff’ example, the ‘Meetings Attended By At Least One…Service Provider’ may be an undercount.  





To correct this, once you have produced your Quarterly Report in Word, run the ‘Meeting Attendance: Summary’ report for the same quarter and, if the ‘Service Provider’ numbers differ (again following the ‘Wraparound Staff’ example), update the row in your Word document.





A similar issue exists for ‘Section II. Meetings: Location Type’.  If your county has added a new location type (i.e., in addition to County Offices, Public Agency, Community Site, Private Home, Correctional Facility, and Other), the custom type will not appear on the Quarterly Report.  You can run the ‘Location’ report for the appropriate time frame and add the appropriate row to the Quarterly Report you created in Word.  





Please note, however, those specific locations that have been categorized as one of the standard types (i.e., County Offices, Public Agency, etc.) will be counted in the Quarterly Report.  
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