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TDM CA User Guide: Introduction

California Team Decision Making Application
(TDM CA. 2.3)
User Guide

Introduction

What is TDM CA?

TDM CA is a database that allows you to collect information about TDM meetings in your
county. In particular, it has been designed to help evaluate your county’s progress in
achieving your Family to Family goals. TDM CA has been designed to avoid duplication of
information in the Child Welfare Services Case Management System (CWS/CMS).

The information in TDM CA will be put together with information from CWS/CMS to
provide a complete picture of TDM in your county. This picture will include the results
(outcomes) for the children and families involved in the TDM process. For now, UC
Berkeley will help put together the information from TDM CA and CWS/CMS. Over time,
counties will develop the ability to integrate TDM and CWS/CMS information themselves.

Using TDM CA

Built-in flexibility allows your county to change TDM CA. Whether or not your county
makes changes to TDM CA, it is important that your county develop a ‘Facilitator Data
Entry Guide’ document (previously referred to as ‘User Rules’) that provides data
entry guidelines. The Facilitator Data Entry Guide document ensures that all the
facilitators in your county answer each question the same way. (Samples of Facilitator Data
Entry Guide documents are available on the website listed below.)

You do not need to connect to a network or the internet to use TDM CA. Your county can
use more than one copy of TDM CA, but the information in each copy will be separate. For
example, you have a copy of TDM CA on your desktop computer and a co-worker has a
copy on her laptop. This is fine, but the information in the two copies will be separate.

Another tool, TDM_Main, is being developed. This tool will allow your county to pull
together information from its copies of TDM CA for reporting.

Main Features

The central feature of TDM CA is the meeting form, which allows you to enter information
about a new TDM meeting. Information about children and youth is added to the database

as you work through the form. Children and youth who are already in your database can be
added without retyping their identifying information.
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A meeting index allows you to revisit meetings to add or correct information. A list of
children allows you to add or correct identifying information for children and youth.

Summary reports allow you to review information in your database. You can look at your
information organized by child, organized by meeting, or look at a summary of meetings in
your database.

The features of TDM CA are outlined in detail in ‘Database Tout’ and ‘How to...” sections
of this user guide.

Ongoing Development

TDM CA was based on the TDM tool developed in Cleveland, Ohio. Representatives of
several of California’s counties helped adapt TDM for use in California. Upgrades to TDM
CA will be based on feedback from users. Please report programming errors or bugs, and
send suggestions for improvement to:

Bill Dawson

Research Associate

Center for Social Services Research
16 Haviland Hall

School of Social Welfare
University of California, Berkeley
Berkeley, CA 94720-7400

Voice: (510) 642-3140

Fax: (510) 642-1895
tdmsupport@lists.berkeley.edu

Updates to this User Guide can be found on the web at:
http://csst.betkeley.edu/TDM

TDM CA is available for Microsoft Access 2000 and Access 97. For system administrators
and analysts, technical details (such as installation and troubleshooting guidelines, table
specifications, and customization tips) can be found in the TDM CA Technical Guide.
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Welcome Form

Navigation: This screen is automatically displayed when you open TDM until you have
made it ready to enter information.

If somebody else has made TDM ready for you then you will not see the ‘Welcome’
form. You will not need to use this section. Otherwise, the first time you open a copy of
TDM CA, you will see the Welcome Form (on top of the Main Menu):

Ed TpM application - [Main Menu] — = x|
J Ele Edit Insert Records ‘Window Help =5 ﬂl

Team Decision Making Application
=Iax

Team Decision Making Application

Welcome to the TOM Application.

This copy of the TDM Application has not been nitislized
for data entry.

Flease choose an operation balow:

[ TOM Options

o] Continue customizing TOM application.
(This copy 1S the county termplate.)

e, Import data from prior version of TOM,
Orne-time operation also alows you to enter info
(This copy 15 NOT the county termplate. )

e} Initialize this copy for data entry.
(This copy 1S NOT the county template
AND T don't want to import data.)

o Cancel.
(Close Application & Access without changes.)

States: [T =

¥ customizing 7 1mported T Initialized
Cancel & Close (Al-C) -

Exit TDM |

[Form view |l [rae [

=l

This form provides choices about how you will use this copy of TDM. Most users will use
only use this form the first time they open TDM, either to import information or
make TDM ready to enter data.
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“TDM Options” present four ‘radio buttons’. You may only choose one radio button.
Most users will pick option 2 or option 3 below:

Item Function
TDM Options Presents four choices. Click on the empty
[frame] circle (known as a ‘radio button’) beside your

choice. A black dot in the circle indicates
your current choice. You can only choose
one option at a time. Your choice is
activated by clicking the ‘Go’ button.

Option 1. ‘Customize TDM application
(This copy IS the county template) [1*
use]

OR

‘Continue customizing TDM application
(This copy is the county template)
[subsequent uses]

[radio button]

Selecting this option (and clicking the ‘Go’
button) allows you to modify the design of
the TDM template for your county.

NOTE: This option will only be used by
the person who is making changes to
TDM in your county. If you are
modifying TDM for your county, please
see the TDM CA Technical Guide

Option 2. ‘Import information from prior
version of TDM.

1 time operation also allows you to enter
info.

(This copy IS NOT the county
template.)’

[radio button]

Selecting this option (and clicking the ‘Go’
button) allows you to import information
from an earlier version of the TDM
application.

Choose this option if:

(1) All the planned changes to TDM are
finished.

(2) This is a COPY of the TDM template.

NOTES:

(1) After you finish importing information,
the information from your old version of
TDM will be in the new version.

(2) You'll be able to start entering
information in the new version.
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Item

Function

Option 3. Start entering information.
(This copy IS NOT the county template
AND I don't want to import data.)
[radio button]

Selecting this option (and clicking the ‘Go’
button) allows you to start entering
information.

Choose this option if:

(1) All the planned changes to TDM are
finished.

(2) This is a COPY of the TDM template.
(3) You don’t want to import information
from a prior version of TDM.

Option 4. Cancel.

(Close Application & Access without
changes.)

[radio button]

Selecting this option (and clicking the ‘Go’
button) allows you to exit the TDM
Application without changes.

Choose this option if:
You do not want to proceed at this time.

(Same as ‘Cancel & Close’ button below)

Go Activates the radio button choice you have
[button] made under “TDM Options’

Cancel & Close (Alt-C) Allows you to exit the TDM Application
[button] without changes.

Choose this option if:
You do not want to proceed at this time.

(Same as ‘Cancel’ radio button above)
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Main Menu

Navigation: This screen is displayed when you open TDM (after you have made TDM
ready: see ‘Welcome’).

This form is the gateway to all TDM functions.

Here is what the Main Menu looks like:

K TpM application - [Main Menu] — = x|
J Ele Edit Insert Records ‘Window Help =5 ﬂl

Team Decision Making Application

Your Agancy
Address Line 1 Yoice: (000) 000-0000 ext.00000
Address Line Z Fax: (000} 000-0000

Address Line 3 g
youragency@mailserver.domain

e ouragency@maiserver.domain
btbp: fumuw, youragency. domain

Edit Child Info | Edit Agency Info |

Go to Meeting Index Create Reports |
¢ 2
% =\
ke

Exit TDM |

[Form view |l [rae [

=l




It provides the following options:
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Item

Function

Team Decision Making Application
[title: label]

Click on title to see version information.

[Agency Information]
[header text: text boxes|

Displays name, address, and contact
information for you agency. Double-click
on this area to update agency information.

See Edit Agency Info Form for details.

(Double-clicking on this area is the same as
clicking ‘Edit Agency Info’ button below.)

Add New Meeting Enter information about a new meeting,.
[button]

Go To Meeting Index Look up an existing meeting record.
[button] Edit meeting information

Edit Child Info Find child already entered in database.
[button] Add or edit identifying information

Edit Agency Info Edit agency information (as displayed on
[button] main menu and for use in reports).

See Edit Agency Info Form for details.

(Same as double-clicking on agency
information at top of form above.)

Create Reports
[button]

Go to menu of report options.

Exit TDM
[button]

End TDM session.
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Meeting Form

Navigation Option 1 (New Meetings):
Main Menu > Add New Meeting [button]

If you got to this form by clicking the ‘Add New Meeting’ button on the Main Menu, this
form allows you to enter information about a new meeting, that is, a meeting for which there
is no pre-existing information in the database.

Navigation Option 2 (Existing Meetings):
Main Menu > Go to Meeting Index [button] > Detail [button beside a particular meeting]

If you got to this form by clicking the ‘Detail’ button beside a particular meeting on the

Meeting Index Form, this form displays information you already entered about the meeting.
It also allows you to add or makes changes to the information.

Here’s what the top section of the Meeting Form looks like:

E TDM Application - [Meeting Information for ...]
| Fle Edt Insert Records Window Help

Enter information about the meeting:

Create a complete list of children and youth who were focus of TDM:

Add children and youth already in database to this meeting: Add Children from Database
Add new children and youth to database and this meeting: Add Wew Children

Here's the list of children and youth you've added so far:
[child Last Mame [child First Mame  [Child Client humber chid Case Humber [child poB

Remove Selected Child
Dnce the list of children and youth is complete, add information about each child and youth:

Add Child Information

Finally, add general information about the meeting:

CWS/CMS referral number{s) associated with this meeting: '_}[

Meeting Process:

Did anyone leave the room during the meeting? [ fes I Mo
I YES, explain circumstances:

Attendance: Total number of peaple wha attended this mesting, including Facilitator(s): I

lose (withaut saving) Close and Save (Alt-C)

[Case Mame [ [ [



Top section (1 of 3)
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Item Function

Case Name Enter Case Name from CWS CMS.

Family Serial # Enter 7-digit family serial number in the
format #HHHHHH, e.g., 1234567,

Meeting Date Enter meeting date in format mm/dd/yyyy,

e.g. 08/01/2003.

Meeting Start Time

Enter meeting start time in format hh:mm
AM/PM, e.g. ‘10:30 PM.

Main Facilitator

Enter meeting facilitator’s full name.

Meeting location

Select a meeting location from the drop-
down list.

Add Children from Database
[button]

Opens pop-up form that allows you to add
children to the current meeting from the list
of all children you have entered into the
database.

See: Add Children from Database Form

NOTE: this prevents you from having to
retype identifying information about the
child.

Add New Children
[button]

Click to open pop-up form that allows you
to enter new information for a child with
no pre-existing information in the database.

See: Add New Children Form

Remove Selected Child
[button]

Click to removes all information from the
current meeting for the selected child
(current selection is indicated by the arrow
selection).

NOTE: this will not remove information
about the child from the database or from
other meetings.

Add Child Information
[button]

Click to open pop-up form that allows you
to record decisions made regarding each
child who was the subject of the current
meeting.

See: Add Child Information Form

10
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Here’s what the Middle Section looks like:

K oM application - [Meeting Information for ...]
J Eile Edit Insert Records window Help

Finally, add general information about the meeting:

CWS/CMS referral number(s) associated with this meeting: ’_}[

Meeting Process:

Did anyone lsave the room during the mesting? [ ves I Mo
1F YES, explain circumstances:

Attendance: Tatal number of peaple who attended this meeting, including Facilitator(s): I

Check Tokal

Enter the number of altendeer by gender For each category (F=female, M=male, Unk=gender nol recorded, Tot=tofall:
Caregivers: F M Unk Tot

EBirth Parent(s)
Adoptive Parents

Gther Relative Caregiver(s)
Mon-Related Extended Family Member(s)
County Foster Parentfs)

FFA Faster Parent(s)

Caregiver Partner(s)

Guardian(s)

Check all who attended and, I there iz more than F person in a category, ender the number of peapie who atienced !
Family members and other interested individuals:
I chideen 2 [ I Interested Individual e
[T Relative(s)  # l_
Crendsy  # [

Close {without saving) Close and Save (AlE-C) .
[Case Mame: 1 [ [ o | [
Middle Section (2 of 3)
Item Function
CWS/CMS Referral number(s) Enter 19-digit CWS/CMS referral number
associated with this meeting in format #H#HH-HHHH#-HHHH-
[subform)] HHHBHHH, c.g. 1234-1234-1234-1234567°

To add additional referral numbers, use the
‘Enter’ button to advance the cursor to
additional records.

Did Anyone leave the room during the Indicate by checking the ‘yes’ or ‘no’ box,

meeting? whether or not anyone attending the

[yes/no check boxes] meeting left the room, even for a short
period of time, while the meeting was in
progress.

If YES, explain circumstances If someone did leave the room, briefly

[memo field] describe who left the room, the reason that

they left (if known), and any other relevant
information, such as how long they left the
meeting. This is a memo field, allowing
longer answers.

11
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Item

Function

Attendance: Total number of people who
attended the meeting, including
facilitator(s)

[text field: numeric]

Enter the total number of attendees.
Include people who may have left the
meeting before its conclusion.

Check Total
[button]

The functions of the Check Total Button
are summarized below.

Check all who attended, and, if there is
more than 1 person in a category, write in
number of people who attended

[set of check boxes and corresponding text
tields: numeric]

Beginning with Caregivers, check the box
corresponding to the appropriate category
for each person attending the meeting.
Categories indicate the meeting participants’
relationship to the child(ren) who were the
focus of the meeting. If more than one
person with the same relationship to the
child(ren) attended the meeting, enter the
number of people with that relationship to
the child. For example, if both the child’s
Birth Parents attend the meeting, check the
category and enter the number 2 in the
corresponding number field.

Complete this process for each section:
Caregivers, Family Members and other
interested individuals,
Neighborhood/Community
representatives, (section list continued
below)

Caregiver gender
[text fields: numeric]

Enter the correct number for each
corresponding caregiver gender. For
example, if 4 non-related extended family
members attended the meeting, enter the
number of female and males, which should
total 4.

NOTES: You do not need to enter 0
values. Press the [Check Total] button, and
the total will be summed. The unknown
category should only be used if gender was
not recorded or if a record was created in a
prior version of TDM (imported records).

12
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Check Total Button: At any time, click to check if the total number of meeting participants
corresponds to the sum of all categories. This function:

(1) Totals gender entries,

(2) Cleans up incomplete entries,

(3) Checks for at least one facilitator, and

(4) Checks the total number of attendees entered against the sum of all categories.

The ‘Check Total’ function will alert you with a message box if an error is found. If totals
are incorrect, you will be prompted to correct the total or the numbers by category or both.
It also confirms that a facilitator has been entered, and prompts you to enter one if
incomplete. If the total is correct, a confirmation message will appear.

Totals will be automatically checked when you exit the form, with the same messages as the
‘Check Total’ button. You will not be able to exit the form until the numbers add up.

The following table summarizes the functions of the Check Total Button:

Situation ‘Check Total’ response

Caregiver genders are entered. Fills in corresponding subtotal. No
message (OK).

Attendee box is checked (e.g. ‘Service Enters a value of 1. No message (OK).

Provider’), but value field is blank.

Attendee box is checked but value is entered as | Message box prompts user to correct the

0. total or delete the meeting participant.

Attendee box is checked and value of 1 or No message (OK)

more is entered.

Attendee box and value are both blank. No message (OK)

Attendee box is unchecked and a value of O is | Clears the 0 value from the total and

entered. leaves the field blank. No message (OK).

Attendee box is unchecked and a value of 1 or | Adds a check mark to the corresponding

more is entered. attendee box (does not change the
present value). No message (OK).

No facilitator is indicated. Adds check mark and value of 1 and
confirms with user.

“Total number of people who attended’ does Alerts user of discrepancy and asks you to

not match sum of attendees by category. correct.

13
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Here is what the Bottom Section looks like:

Guardianis)

Check alf who attended and i there is more than I person in 8 category, ender the number of peopie who attenced !

Family members and other interested individuals:
I~ chidren ™ Interested Individual # |

#
[T Relative(s) #
™ Friend(s) #

¥ ives:
™ Community Representative(s)
™ schoal Staff

%

Service providers:

™ worker on Companion Case

#

—
I casn advocate #

™ Gther: specify

I™ Faciiator(s)

#*

—
—
[ Mental Health staff e[ ™ Healthy Family/Healthy Start/Early Start  #
I alcohol and Other Drugs Staff e I Regional Center taff [
™ Medical (including sacial warker) # l— ™ FFa Social warker #
I Gther: specfy e
I
DSS staff:
I wpjaftercars worker(s) « [ I FriFp worker(s) e[
I supervisors) [ I ndoptions Warker(s) [
™ Emergency Response Worker(s) « I other social worker(s) «
™ Family Mainksnance Workeris) [
I Gther: speciy [
I
mhf_r' Guardian Ad Litem # [ I attorney *
—
—
—

#

TF Multi-Faciitator staffing, indicate total number of fadiitators

Click below to return to the index:

Close {without saving) Close and Save (Alt-C)

[Case Mame: [ [ [raoe | [

Bottom Section (3 of 3)

Item Function

Attendance section continued Check and enter the corresponding number
of people, when more than one individual
attended the meeting in one category.
Complete this process for the ‘Service
Providers’ (non-DSS staff), ‘DSS staff’,
and ‘Other’ sections. If you check the
‘Other’ category under any corresponding
section, insert text to specify the person’s
relationship to the child.

Close and Save Click to save meeting record and return to
[button] previous screen.

14
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Add Children from Database

Navigation:
Main Menu > ‘Add New Meeting’ [button] > ‘Add Children from Database’ [button]

This form allows you to search for, select, and add a child to the current meeting. This saves
you from retyping identifying information for the child.

Here is what the Add Children from Database Form looks like:

B3 Add Children and Youth to SMITH meeting held on 1/1 /2003 il

Enter partial identifying information to locate children and youths already in your database:

Child Last Mame  Child Firsk Name  Child Client Mumber Child Zase Mumber Child Date of Birth
Il | | | |

Child Last Mame [ Child First Mame [ Child Client Mumber | Child Case Mumber [ child DoE

SMITH JANE 0000-0000-0000-0000000  1111-1111-1111-1111111 | &j10/1995

4l | i

Select database record and click to add child,/youth to meeting: add Selected Child to Meeting |

Close Mindow |

To search for a child you know or think might be in the database, enter any known child
information into one or more of the entry boxes to display only those records with matching
information. For a narrow search, enter the child’s unique case or client number. For a
broad search, enter (for example) the first initial of a last name. To limit the list to only
those children whose last name STARTS with ‘L, type an ‘L’ into the Child Last Name
Search Box. The list will automatically adjust to the new criterion. To show ALL children in
your database, delete all contents of the search boxes.

NOTE: The search only looks for letters provided in order at the beginning of a string. It
WILL NOT look for an ‘L.’ anywhere in the name, i.e., it is not a “wild card” search. In
addition, the list will be limited to those children who match ALL the search criteria. So, if
you enter ‘L.’ in ‘Child Last Name’ and ‘B’ in the Child First Name Search Box, the list will
only show those children whose last name starts with ‘L’ AND whose first name starts with
B’

NOTE: The search function is not available in Access 97 version.

15
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Item

Function

Search Boxes

Limits the displayed list to help you find
particular children to add to your meeting, as
described above.

Add Selected Child to Meeting

Allows user to add a child found in the

[button] database to the current meeting form.
Close Window Returns you to the meeting screen without
[button] adding child information from the database

to the current meeting

16
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Add New Children

Navigation: Main Menu > ‘Add new meeting’ [button] > ‘Add New Children’ [button]

This form allows you to enter new information for a child (or list of children) for whom
there is no information in the database.

Here is what the Add New Children Form looks like:

B Add Children and Youth to SMITH meeting held on 1/1/2003 - IEI |£|
Child Last Name Child First Name Child Client Number* Child Case Number** Child DOB Auto #
J I I I _ Delete | futeriomber)

* Required field, Unique For each child.

** nique For each child, Close {without saving) Add to Meeting
Item Function
Child Last Name Enter child’s last name in text box.
[text box]
Child First Name Enter child’s first name in text box.
[text box]
Child Client Number Enter child’s 19 digit Client Number in
[text box: 19 digit ID] format H#HHH-HHHH-HHHH-HHAHTHH,

e.g. ‘1234-1234-1234-1234567".

CWS/CMS Navigation: Client Notebook >
ID Page > Client Number

Child Case Number Enter child’s 19 digit Case Number in
[text box: 19 digit ID] format #HHH-HHHH-HHHH-HHHHHHH,
e.g. ‘1234-1234-1234-1234567".

CWS/CMS Navigation: Case Notebook >
ID Page > Case Number

Child DOB Enter child’s date of birth in format

[text box: date] mm/dd/yyyy, e.g. ‘09/15/1998".

Delete Permanently deletes all of the child
[button] information entered in the fields preceding

the ‘Delete’ button.

17
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Item Function
Add to Meeting Saves the child’s information to the
[button] database and returns you to the meeting

form. The child information you entered is
displayed in the field: ‘Here’s the list of
children you’ve added so far.”

If there is a possibility that any of the
children in the list are already entered in
your database, the Possible Match Form
will appear.

See: Possible Match Form for details.

Close (without saving) Closes the ‘Add New Children’ subform
[button] without saving information. Returns the
user to the current Meeting Form.

18
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Possible Match

Navigation: Main Menu > ‘Add new meeting’ [button| > ‘Add New Children’ [button] >
‘Add to Meeting’ [button]

[NOTE: ‘possible match’ message boxes and forms appear automatically, but only when
duplicate id numbers or possible matches are detected.]

When entering a new record in the Add New Children form, the child number and case
number will be checked against numbers currently in the database. If the numbers are a
match the following message will appear requesting you confirm the new number as correct
by hitting “Yes’, or return to correct the new number by clicking ‘No’. If you click Yes’ it
will take you to the existing database and you will be able to correct the error in the existing
database record.

Client number already in database. Is the number correct? il

The Clienk number you have entered, '0000-0000-0000-0000000', already exists in the database, Is the Client number correct as entered For
this child?

Click "ves' ko view/edit the existing database recard.
Click "Mo’ ko edit the number wou entered.

If wou are atkeniping ko

CLOSE the Farm without saving changes

OR DELETE this record:

Click 'mo’, delete the Client Number {using the 'backspace’ kew), and try again.

Yes

The Add New Children form will also check for potential matches on names and birthdays
after you click the ‘Add to Meeting’ button. If the name and birthday you entered are similar
to those of a child who is already in the database, the following message will appear.

Microsoft Access x|

Please review possible matches For 10E SMITH before continuing, There are O record(s) waiting to be processed,

Click ‘OK’ to go to the Possible Match form to compare the record you submitted to the
possible match or matches.

The Possible Match form displays the record you submitted that MAY already be present in
the database. The record you submitted appears at the top of the form under the caption
“The child/youth you just submitted’. The record(s) in the database that MAY match appear
in the box under the caption ‘Found Record(s)’.

19
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The child/vouth vou just submitted:

Child Murn,  Child Last Mame Child Firsk Name Zhild Client Number Child Case Mumber Child DB
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Found Record{s):

|2 m JicE |0000-0000-0000-0000001 [1111-1111-1111-1111112 ||6/10/1995

may already exist in your database. Submitting duplicate child records will complicate your data.

Childdumbe| childLastName | ChildFirstMame |

childCintNo [ ChildCaseNo | childpos

& allthe information T submitked is correct,

> 1 SMITH JANE 0000-0000-0000-0000000 1111-1111-1111-1111111 £/10/1995

" Mone of these is the same child. Add the new record (as it appears at the top of Form) to the database.

€ The Following record is a match (indicate ‘ChildMumber' of record): I i |

& The information in the database is correct, Add record (as it appears in ‘Found Record(s)' box abowe) ko the meeting.
IUpdate record in the dakabase with the new information and add the updated record to the current meeting.

[Ea]

The Possible Match form provides options as to how to handle the record you have
submitted. Make the appropriate choices and click ‘Go’ to add your record.

In the example above, the user submitted information for JOE SMITH’ as a new child. The
information was similar enough (same last name, first initial, and birthday) that JANE
SMITH was suggested as a possible match. In this case, you would click the first option
‘None of these is the same child. Add the new record (as it appears at the top of the form)
to the database’. You would then click ‘Go’ to add JOE SMITH’ to the database and

meeting.

NOTE: The best way to avoid the ‘Possible Match’ form is to use the ‘Add Children from
Database’ button on the Meeting form. If you routinely search the list of child records in
the database and add children to the meeting from that list, you are unlikely to have many

complications from the ‘Possible Match’ form.

Item

Function

None of these is the same child. Add
new record (as it appears at the top of
the form) to the database.

[radio button]

Select this option if you are sure that the
record you submitted is a new child/youth.
Click ‘Go’ to add the new child to the
database and to the meeting.

The following record is a match
(indicate ‘ChildNumber’ of record):
[radio button)]

Select this option if the child is not a new
child, but is displayed in the ‘Found
Record(s)’ box.

Use the ‘Child Number’ dropdown menu

20
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[pull down menul]

Item Function
and choose an update method as described
below.
Then click ‘Go’.

Child Number Click the down arrow to select the record

number of the correct (matching) child
displayed in the ‘Found Record(s)’ box.

The information in the database is
correct.
[radio button)]

Select this option if the information in the
‘Found Record(s)’ box is correct and
complete.

Verify the client and case numbers in the
‘Found Record(s)’ box.

No changes will be made to the child’s
record.

The child will be added to the meeting.

All of the information I submitted is
correct.
[radio button)]

Select this option if the information you
submitted is correct and complete.

Verify the client and case numbers you
submitted.

This option updates the database and
replaces the information in the ‘Found
Record(s)’ box with the information you
have submitted.

It also adds the child to the current meeting.

Go.
[button]

Adds a child to the meeting based on the
options you have selected and returns you to
the meeting form.

NOTE: If you select the ‘All of the information I submitted is correct’ option, ALL database
items for the child will be updated. For example, if you do not submit a case number and
choose this option, the blank you submitted will replace an existing case number. You can
always update the child’s identifying information by using the ‘Edit Child Info’ form on the

Main Menu.
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Add Child Information

Navigation: Main Menu > ‘Add New Meeting’ [button] > ‘Add Children Information’
[button]

This form allows you to add information about the decisions made regarding each child who
was the subject of the current meeting.

Record Navigation: On the bottom of the page, click on the arrow button to locate the
correct child for whom you want to enter information, if there is more than one child
associated with the meeting. As you advance through the numbered records, the identifying
information listed in the top fields will change corresponding to the record you have
selected.

Here’s what the Add Child Information Form looks like (with the list of options associated
with the ‘Imminent risk of placement” dropdown list displayed):

E Add Child Information o] x|

Child Last Name Child First NMame Child Client Number Child Case Number Child OB
JmITH [parE |0000-0000-0000-0000000  [1111-1111-1111-1111111  [6/10/1995

Assigned worker # {4 digit): I
Did child,/youth attend this meeting? I - I

Reason for this child's involvement in Decision regarding this child (select one):
meeting {choose one):

& Imminent risk of placement =1

" Emergency placement Leave childfvouth at home (volunkar)

Leave childfvouth at home {court’

Fremoval specly cicumstances: Place childfvouth in out-of-home care {woluntary)
I ;I Place childfvouth in out-of-home care {court)
Unable ko reach consensus

Dale ramoved:

 Placement move | =1

' Exit from placernent | =1
When recommendation is to place/retain a child in out-of-home placement, indicate
recommendation that applies:

Use Record Mavigation tools below to move ;
between child records for this meeting: Return To Meeting CAIE-R)

Record: HI 1 II 1k IH IP*I of 2 (Filtered)
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Item Function
Assigned worker # Enter the child’s worker number into the
entry field

Did child/youth attend this meeting?

Select ‘yes’, ‘no’ or ‘unknown’ from the
drop-down box.

Select ‘yes’ if child attended the meeting for
any length of time.

Date removed (if prior to TDM)

Enter mm/dd/yyyy removal date if
applicable. Leave the field blank if the child
was not removed prior to the TDM.

Reason for this child’s involvement in
meeting (Imminent risk of placement)

Select the reason why the child was the
focus of the meeting (only one selection is
possible) by clicking on the circle
corresponding to your choice. See below
for additional reasons.

Decision regarding this child

Based on the selection from the previous
field, select the decision outcome from the
dropdown box. If you selected ‘imminent
risk of placement’, then select one of the
options from the adjacent drop-down box
such as ‘Leave child/youth at home
(voluntary)’, to indicate what decision was
made in regards to the child’s placement.

bl

‘Return to Meeting’ [button)]

Allows you to save information that you
entered and return to the meeting page.
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Here’s what the Add Child Information Form looks like (with the list of options associated
with the ‘Emergency placement’ dropdown list displayed):

E Add Child Information = IEIIEI

Child Last Mame Child First Mame Child Client Number Child Case Number Child DOB
JmITH [parE Jo000-0000-0000-0000000  [1111-1111-1111-1111111  [8[10/1995

Assigned worker # {4 digit): I
Did child/youth attend this meeting? I - I

Reason for this child's involvement in Decision regarding this child {select one):
meeting {choose one):

" Imminent risk of placement | =l
% Emergency placerment ;l
T remaval specky cicumetancas: Return child harme (voluntary)
Return child hame (court)
I [= Continue with out-of-home care {voluntary)
Pafe remaved: Cantinue with aut-of-home care {courk)
Unable to reach consensus

" Placement mave |

=1
 Exit from placement | =

When recommendation is to place/retain a child in out-of-home placement, indicate
recommendation that applies:

Use Record Navigation tools below to move ;
between child records for this meeting: Return To Meeting (AlE-R)

Record: H| 4 || 1k |H |Ht-| of 2 (Filtered)

In addition to the list of options regarding the emergency placement, if the decision was a
removal, there are fields to indicate the removal circumstances and the date of removal.
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B3 Add Child Information = IEI |1|

Child Last Name Child First Nanie Child Client Mumber Child Case Mumber Child DOB
JarITH |1amE |D000-0000-0000-0000000 {1111-1111-1111-1111111  [6/10/1995

Assigned worker # (4 digit): I
Did child/youth attend this meeting? I - I

Reason for this child's involvement in Decision regarding this child {select one):
meeting {choose one):

 Imminent: risk of placement | []

{* Emergency placement | ;l
Framoval specly civumstances.,

I i
Law enforcement only

Sacial warker present
nknown

 Placement move | =1
[~

" Exit from placement |

When recommendation is to place,/retain a child in out-of-home placement, indicate
recommendation that applies:

between child records for this meeting: Return To Meeting (Al-R)

Record; I1| 1 ” 1k |>I |Ht-| of 2 (Filkered)

Use Record Mavigation tools below to move |

B3 Add Child Information = IEI |1|

Child Last Name Child First Nanie Child Client Mumber Child Case Mumber Child DOB
JarITH |1amE |D000-0000-0000-0000000 {1111-1111-1111-1111111  [6/10/1995

Assigned worker # (4 digit): I
Did child/youth attend this meeting? I - I

Reason for this child's involvement in Decision regarding this child {select one):
meeting {choose one):

& Imminent risk of placement |

L] Ll

{* Emergency placement |

Framoval specly civumstances.,

| |

Date removed:

| N
 Placement move | =
© Exit from placement | =]

When recommendation is to place,/retain a child in out-of-home placement, indicate
recommendation that applies:

Use Record Navigation tools below to move )
between child records for this meeting: Return To Meeting (Al-R)

Record; I1| 1 ” 1k |>I |Ht-| of 2 (Filkered)
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Item

Function

Reason for this child’s involvement in
meeting (Emergency Placement)

Select the reason why the child was the focus
of the meeting (only one selection is
possible) by clicking on the circle
corresponding to your choice.

Decision regarding this child

Based on the selection from the previous
field, select the decision outcome from the
dropdown box. If you selected ‘Emergency
placement’, then select one of the options
from the adjacent drop-down box, such as
‘Return child home (voluntary)’, to indicate
what decision was made in regards to the
child’s placement.

If removal, specify circumstances

[drop down list]

If the selection for the ‘Reason for
involvement field’ was ‘Emergency
placement’, then if the Emergency
Placement involved a removal from the
child’s home, select the option that describes
the circumstances, e.g., ‘Social worker
present’.

Date removed
[text field]

If the selection for the ‘Reason for
involvement field’ was ‘Emergency
placement’, then if the Emergency
Placement involved a removal from the
child’s home, indicate the date of removal in
format mm/dd/yyyy, e.g. ‘08/15/2003’.

‘Return to Meeting’
[button]

Allows you to save information that you
entered and return to the meeting page.
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Here’s what the Add Child Information Form looks like (with the list of options associated
with the ‘Placement move’ dropdown list displayed):

B Add Child Information = |EI |£|

Child Last Name Child First Nanie Child Client Mumber

Child Case Mumber Child DOB

J5miTH J1amE |D000-0000-0000-0000000° {1111-1111-1111-1111111  [6/10/1995

Assigned worker # {4 digit): I
Did child/youth attend this meeting? I - I

meeting {choose one):

Reason for this child's involvement in Decision regarding this child {select one):

& Imminent risk of placement |

 Emergency placement |
Framaval soecf)s cirumefances.

| =

Date removed’:

' Placement mave

 Exit From placement

recommendation that applies:

When recommmendation is to place/retain a ch Change to mors restrictive placement

Change to less restrictive placement
Mainkain child in present placemeant
Change to same level placement
Unable to reach consensus

Use Record Mavigation tools below to move
between child records For this meeting:

Record; NI 1 II 1k IH ID*I of 2 (Filkered)

Return To Meeting (alk-F

‘Placement move’ options

Item

Function

Reason for this child’s involvement in
meeting (Placement move)

Select the reason why the child was the focus
of the meeting (only one selection is possible)
by clicking on the circle corresponding to
your choice.

Decision regarding this child

Based on the selection from the previous
field, select the decision outcome from the
dropdown box. If you selected ‘placement
move’, then select one of the options from
the adjacent drop-down box, such as ‘Change
to less restrictive placement’, to indicate what
decision was made in regards to the child’s
placement.
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Here’s what the Add Child Information Form looks like (with the list of options associated
with the ‘Exit from placement’ dropdown list displayed):

& Add Child Information — o] x|
Child Last Name Child First Nanie Child Client Mumber Child Case Mumber Child DOB
J5miTH J1amE |D000-0000-0000-0000000° {1111-1111-1111-1111111  [6/10/1995
Assigned worker # {4 digit): I
Did child/youth attend this meeting? I - I
Reason for this child's involvement in Decision regarding this child {select one):
meeting {choose one):
7 Imminent risk of placement | =l
 Emergency placement | ;l
Framaval soecf)s cirumefances.
Date removed’:
 Placement move | =
& Exit from placement | |
Reunification
When recommendation is to place/retain a ch Adoption
recommendation that applies: Guardianship
Emancipation
Do miok it From placement
Unable to reach consensus
Use Record Navigation tools below to move )
between child records for this meeting: Rieturn Ta Meeting (AIL-R)
Record; NI 1 II 1k I 4] ID*I of 2 (Filkered)

‘Exit from placement’ options

Item

Function

Reason for this child’s involvement in
meeting (Exit from placement)

Select the reason why the child was the focus
of the meeting (only one selection is possible)
by clicking on the circle corresponding to
your choice.

Decision regarding this child

Based on the selection from the previous
field, select the decision outcome from the
dropdown box.

NOTE: If ‘exit from placement’ was selected
from the ‘Reason for child’s involvement’
field, and the corresponding decision selected
from the drop-down box is ‘do not exit from
placement’, a Microsoft Access message will
pop up asking you to make an additional
selection from the ‘Placement move’

category.
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Here’s what the Add Child Information Form looks like (with the list of options associated
with the ‘Recommendation’ dropdown list displayed):

B Add Child Information o x|

Child Last Name Child First Mame Child Client Number Child Case Number Child DOB
J5rarTH [1arE joo00-0000-0000-0000000 [1111-1111-1111-1111111 [6{10/1995

Assigned worker # (4 digit): I
Did child/youth attend this meeting? I - I

Reason for this child's involvement in Decision regarding this child (select one):
meeting {choose one):
€ Imminent risk of placement | []]
{~ Emergency placement | ;I
fFramoval specfy cicumstances:
Date removed:
" Placement move | [=]]
& Exit fram placement | =
When recommendation is to place/retain a child in out-of-home placement, indicate
recommendation that applies:
[ [~

Foster Family Home

Group Home

County Shelter/Receiving Home (Non EafAFDC)
Court Specified Hame

Medical Facility

Relative Home

Relative Home: MRFM (Mon relative Family member)
Tribe Specified Home

Foster Family Agency Certified Home

Guatdian Home

MiA (Mo out-of-home placement recommended)
Missing (Recommendation nok recorded)

Use Record Navigation tools below to move -
between child records for this meeting: Refurn To Meeting (Alt-R)

Record: I<| 4 || 1 » |>I |>*| of Z (Filterad)
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Meeting Index
Navigation: Main Menu > ‘Go to meeting index’ [button)]

This form allows you to search for and edit a meeting for which some information has
already been entered into the database.

Here’s what the Meeting Index looks like (additional lines will appear as you add records to
your database):

K TpM application - [Meeting Index] — = x|
J Ele Edit Insert Records ‘Window Help =5 ﬂl

SEARCH FOR

Case Name Meeting Date Main Facilitator
| | | Eind | Show All

Case Name Meeting Date Main Facilitator

jl T 1/1/2008] | | Edit Delete
Add Mew Meeting (AlE-N) Close Form (Alk-C)
[Form view o o
Item Function
‘Search For’ Enter any known information into the Case Name,

Meeting Date, or Main Facilitator fields. You may
also enter part of a Case Name to find all the
records that match. For example, if you were
looking for meetings corresponding to the Case
Name of ‘Simpson’, you could enter ‘Simp’ in the
Case Name field, which would yield all records in
which the Case Name starts with that 4-letter
combination. Click ‘Find’ [button] to display a
single matching record. Click ‘Show All’ [button]
to return to a display of all meeting records.
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Item Function

Editing meeting information Once you have selected the meeting record that
you want to edit, click the ‘Edit’ [button] to the
right of the record. You will be taken to the
Meeting information screen. Previously-entered
meeting information will be displayed. Click
‘Delete’ [button] only if you wish to delete an entire
meeting record from the database permanently.

Exiting this screen To return to the Main Menu screen, click ‘Return
to Main Menu’ [button]. To go directly to the
‘Meeting Information’ screen, click ‘Add New
Meeting’. This will take you to a new meeting
information screen.
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Edit Child Info

This form allows you to edit child information that has already been entered into the
database.

Here is what the Edit Child Info Form looks like:

B TDM Application - [Edit Child and Youth information...] — |EI |£|

Enter partial identifying information to locate children and youth already in your database:

Child Last Mamne Child First Mame  Child Client Number hild Case Murmber Child DOB Shawe All |

Eird |

Edit child and youth records:

Child Last Mame Child First Marme Child Client Murnber Child Case Murnber Child DOB
SMITH JAME 0000-0000-0000-0000000 1111-1111-1111-1111111  |6/10f1995
SMITH JOE 0000-0000-0000-0000001 1111-1111-1111-11311112 |5f10/1935
SMITH JOE 0000-0000-0000-0000002 1111-1111-1111-1111113  |6/10f1995
SMITH I 0000-0000-0000-0000003 1111-1111-1111-1111114  |5f10/1935
Return to Main Menu (alk-R) ]
Record: 14| 4[] S =
Item Function
Enter partial identifying information... Enter known information into any of the

fields, and click ‘Find’ to display the
corresponding record below. Click ‘Show
All’ to display all records.

Edit child and youth records Once a selection has been made, you may
edit information in any of the fields.
‘Return to Main Menu’ To save any changes you made and return

to the Main Menu, click this button.
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Edit Agency Info
Navigation: Main Menu > Customize TDM > Edit Agency Info

This form allows you to store customized agency information that will appear on the Main
Menu.

Here is what the Edit Agency Form looks like:

E Edit Agency Information on Main Form - O] x|

Team Decision Making Application

Click =* at bottom of form to create new record

Please add new record with agency information as wou want it to appear on the Main Me

Agency Name: [N ECeETE]

Address Line 1: |.ﬁ.|:||:|ress Line 1
Address Line 2 I.ﬁ.ddress Line 2
Address Line 3: |.ﬁ.|:||:|ress Line 3

City: [ty Skate A -
Record #: | 1 Zip Code-(+4): 00000 fooon
{Area Code) Phone #: fooo [000-0000 Ext: |n|:u:|nn
{area Code) Fax #: fooo |f00-0000

Agency Email; Iyuuragency@mailserver.du:umain

Agency Wehsite: !httn:!!www.vuurauencv.dnmain

Delete Agency Info Clase (Alt-C)

Record: HI 1 || 1 » |>I|>*| af 1

Item Function

Enter Agency Store the agency’s address, phone numbers and website by entering

information text into each field. User may use the [Tab] button to advance
through each field.

Displaying agency | Multiple records can be entered by using the record navigation

information arrows at the bottom of the screen. Press the arrow/star button

on the right-hand side of the record navigation tool to create a
new record. A record number will automatically be assigned once
text is entered. The record with the highest number will be the
record that contains the agency information that will be displayed.
Non-sequential record numbers indicate that a record has been
previously deleted, and will not affect the order in which records are

displayed.

33




TDM CA User Guide: Edit Agency Info

Item Function

‘Delete Agency You may delete a record you have entered at any time, but the
Info’ [button] default record cannot be deleted.

No agency To remove all identifying agency information from the display,
information create a new record by pressing the arrow/star on the right-hand
displayed side of the record navigation tool. Then delete ‘CA’ from the State

tield.
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Reports
Navigation: Main Menu > ’Create Reports’ [button]

This form allows you to create reports regarding children and meetings based on the
information in the TDM CA database. There are four reports you can create: Child List,
Child Summary, Meeting Attendance, and Child Involvement.

You may be asked if you want to ‘Build Report Table’ or ‘Update Report Table’, click ‘yes’ to
continue. See below for more information.

Here’s what the Reports Form looks like (Your version may look slightly different due to
customization of Primary Reason, Facilitator, or Location).

_ioix

Team Cecision Making Application

Reports Rebuild Report Table |
Options Reports
Date:
Child List |
From: I To. I
E al [ Al Child Surnmary |
1 *. ili . i .
Primary Reason™: Facilitator: Location: Meeting Attendance |
Imminent risk of placement Farcilitator 1 Location 1
Emergency placement Fac!l!tator 2 Locat!on z2 Child Involement |
Placement maove Facilitator 3 Location 3
Exit From placement Facilitator ¢ Location 4 IMPORTAMT:
Farilitator 5 Location 5 -IF wou don't select any walues and

leave 'all UNCHECKED, all values,
including blanks, will be INCLUDED,
-IF wou check "all', all indicated
values will be included, but blanks

will MOT be included,
FE Al & al B al -IF you select particular walues for

* Primary Reason' as reported on the 'Meeting Information' Form., an aption, onky matching recards wil
be displaved in wour repart,

Close (alt-C) |

NOTE: For Access 97 Users, the 'Child Involvement' Report does not function properly.
You will notice that this report is not currently available on the list of reports in this
Access 97 version.

Item Function
Build Report Table This resets the table from which reports
[button] will be generated to include the most recent

data added since the last time the report
table was built.
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Item

Function

Options
[text fields, check boxes, and lists]

You can provide parameters to limit what
data is presented in the report.
IMPORTANT: If you don't select any
values and leave 'All' UNCHECKED, all
values, including blanks, will be
INCLUDED. If you check 'All', all
indicated values will be included, but blanks
will NOT be included. If you select
particular values for an option, only
matching records will be displayed in your
report.

Reports Four reports are possible: Child List, Child

[button] Summary, Meeting Attendance, and Child
Involvement.

Close Returns you to Main Menu.

[button]

‘Building Report Table’ and ‘Updating Report Table’

These dialogue boxes ask you if you want to create a report table or update the table used

for reporting (if you’ve previously built a report table). The database will confirm deletion of
data, but you will not lose any data. (The data that is deleted is in a temporary table and does
not effect information you have entered about meetings and children.) This process will
refresh the report table with the most current data in the TDM CA database.

This is what the ‘Update Report Table” dialogue box looks like.

Update Report Table?

The repart table organizes infarmation for reporking,

The report table was last updated 8/26/2003 5:31:55 PM.

MOTE: Updating the report kable requires the deletion of ofd data.
If wou decide to update the report table, please indicate “es' to the Following message to confirm data deletion.

Mo data khat you have entered will be lost,

Do wou wank to update the report Eable?

| Cancel

If you click ‘yes’ it will confirm deletion of records in order to make the report table current
and bring you to another dialogue box [see below]. Click “Yes’ to continue. It will not erase

any of the previously entered data.
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You are about to delete 1 row{s) from the specified table.

Once you click Yes, vou can't use the Undo command to reverse the changes.

Are wou sure ol wank ko delete the selected records?

TDM CA User Guide: Reports

X

If you click ‘no’ at the ‘Update Report Table’ dialogue box, it will continue to the reports
form without updating the reports table. Therefore, any data entered since the last time the

report table was created or updated will not appear in the reports.

Click ‘Cancel’ to return to the Main Menu.

Options

B2 Reports

Team Cecision Making Application

=10] ]

Reports Rebuild Report Table |
Options Reports
Date:
Child List |
From: To.
E al [ Al Child Surnmary |
Primary Reason™: Facilitator: Location: Meeting Attendance |
Imminent risk of placement Farcilitator 1 Location 1
Emergency placement Fac!l!tator 2 Locat!on z2 Child Involement |
Placement maove Facilitator 3 Location 3
Exit From placement Facilitator ¢ Location 4 IMPORTAMT:

Farilitator 5 Location 5 -IF wou don't select any walues and
leave 'all UNCHECKED, all values,
including blanks, will be INCLUDED,
-IF wou check "all', all indicated
values will be included, but blanks
will MOT be included,

FE Al & al B al -IF you select particular walues for

* 'Primary Reason' as reported on the Meeting Information' Farm,

an option, only makching records will
be displaved in wour repart,

Close {alt-C)

The options can be handled one of three ways:

1) Leave everything unchecked: This will result in all values, including blank or missing
information to be pulled into the report. All records will be shown in the report,
regardless of whether they are complete or contain missing information.

2) Check “All’: This will pull in all values that have been entered into the database, but
will not return records with missing or blank information in the indicated field or
tields. For example, if the ‘All’ box is checked in the Location list, but there is a
record that does not have a location recorded, that record will not appear in the

report.
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3) Selecting particular parameters. This returns only the information that matches the
parameters that you have selected. For example, highlighting ‘Placement Move’ in
Primary Reason category means that only records that have Placement Move as the
Primary Reason will be returned in your report.
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Navigation: Main Menu > ’Create Reports’ [button] > Child List’ [button]

This report provides a summary list of child/youth records in your database.

Here’s what the Child List report looks like:

E2 TpM Application - [rptChild]

| B Ele window Help

=l=1x]

TDM: Child/Youth List

[Blarks [ncluded]

Date:
From: HMame? To: #hame?
] Al [ Al
Primary Reason: Facilitator: Location:
[rnrminent risk of placement Facilitator 1 | ocation 1
Emergency placement Facilitator 2 |ocation 2
Placement move Facilitator 3 |ocation 3
Exit from placement Facilitator 4 |ocation 4
[Blanks Included] Facilitator 5 Location 5

[Blanks Included]

1Al 0] Al ] Al
Child Name (Last, First) Client Number DOB
SMITH, JANE 0000-0000-0000-000000 6/10/1995
SMITH, JOE 0000-0000-0000-000000 6/10/1995
SMITH, JOE 0000-0000-0000-000000 6/10/1995
Page: 14| 4| v 1l A » =
[Ready (I [
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Navigation: Main Menu > ’Reports’ [button] > ’Child Summary’ [button]

This report provides a summary of children/youth in your database and includes summary
information about their participation in TDM meetings.

Here’s what the ‘Child Summary’ Report looks like:

E2 TDM Application - [rptRptChild]

|8 Ele window Help

TDM: Child/Youth Summary

=D

Prim ary Reason: Facilitakar:

Location:

mminent risk of placement | [Facili stor 1
Ernergency placement Faciit ator 2
Placemert. mowe Facilt ator 3
Esit from placement Facilt ator &

Blanks Inchuded] Facilit ator 5
(Bl srks Irchaded]

Location 1
Location 2
Location 3
Location 4
Location &
Blarks Included]

=ED [SED

Meeting Date CaseHame Facilitator

SMITH, JANE
0000-0000-0000-0000000 DOB: 610/1995
1172003 LEE Farilitator 2

1172003 Farilitator 1

SMITH, JOE
0000-0000-0000-0000001 DOB: 6/10/1995
1/1/2003 LEE Facilitator2

Tuesday, September 02, 2003

WA

Rea son for Invelvement

Tminext risk of placement

Exmexgency placsment

Tomiviert risk of plassuent

Placement Decigion

Flace child fyouth inout-ofhome care
(mhurtary)

Contime with out-of-home care
(court)

Leave child/youth st hems (sont)

Page 101

G [ | Y T

[Ready
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Meeting Attendance Report

Navigation: Main Menu > ’Reports’ [button] > "Meeting Attendance’ [button]

This report summarizes representation by different types of meeting attendees at TDM
meetings. NOTE: This report shows the number of meetings that were attended by at least
1 member of the indicated group. For example, if two relatives attend one meeting, it adds 1

to the '# of Meetings' for the 'Relatives' item.

Here’s what the first two pages of the ‘Meeting Attendance’ Report Looks like:

E2 TpM application - [qryRptMeetAttended_p3] == x|

Ji File ‘Window Help

TDM: Meeting Attendance TDM: Meeting Attendance
Reason for Meeting: Emergency placement
Number of Meetings: 1

Caregivers # ofMestings® % of Mestings™
- Birth Parenis 0 0.0%
Summary of report criteria:
Adaptive Parents 0 0.0%
Date! Oiher R slative Caregivers 0 0.0%
e e NonRelated Extended Family Members o 00%
Ban A
County Foster Parents o 0.0%
Prirnary Reasont Fatilitator: Location
mmiw= ol ist. of phcement | [Fad s 1 flocation T FFAFoster Parents L] 0%
JEme g e ez et Fori Pt 2 luoatian 2
[Plrmmert. mave Fariat 3 luoatian 3 Caregiver Partners o 0.0%
B fiam plezment Feri bormn & luoian 4
f=iioa licnis) Buardians o 0%
[Bhanas Trchsser [Blanez TncLaes)
Farily and Other # of Mesting: % of Meeting:
Individuals
B Al A Children 0 0.0%
Tuesday, September 02, 2003 Fage1ofd R . e
Friends o 0.0%
Interested Indhviduas o 0.0%
Heighborhood/Community # of hestings* % of Mestings*
representatives |
Community Representatives 0 0.0%
School Staff o 0.0%
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DU A OF kTN DIThe Re B M.
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Child Involvement Report

TDM CA User Guide: Reports

Navigation: Main Menu > Reports’ [button] > ’Child Involvement’ [button]

NOTE: For Access 97 Users, the 'Child Involvement' Report does not function properly.
You will notice that this report is not currently available on the list of reports in this

Access 97 version.

This report summarizes child involvement in TDM meetings and indicates the number and

percent of each placement decision.

Child involvement is reported in two ways: (1) the number of distinct children involved
represents the number of unduplicated children who were the focus of a meeting or
meetings. If the same child is the focus of two separate meetings, s/he counts as 1. (2) The
number of ‘Meeting Child Pairs’ is also reported. The number of Meeting Child Pair
indicates the number of times any child was the focus of a meeting (duplication permitted).
If the same child is the focus of two separate meetings, this adds 2 to the number of Meeting

Child Pairs.

Here’s what the first two pages of the Child Involvement Report look like:

E2 TpM application - [rptMeetChild]

| B Ele Window Help

TDM: Child Invelvement in Meeting

Summary of report criteria:

Date:
B
Local
fomeation 1
ltoaion 2
Jurtion 3
JEit. Fram placmment Fibiatar 2 ltatian 4
IBtants Tochatea] Fori it 5 luoedin 5
[Blans Tehese) l1Blanes Tnclckd]
B o ]

Overall Participation Summary:

# Meetings: 1
# Distinct Children Involved®: 2
# Meeting Child Pairs™: 2

10 PRIS) D I VBT OB B e g
110 pRirs) e iriehedCiL ol ot @ien e meetig.
11 2 peis) @ 8 ackaice WAV B 45 RO KA

“# DETNCCH KR ) IWOUEd = NATE T Of hONpIKE CHIKITE D Whe W B DCAZ ST esth Q) the £ HIMT & the
DO OTIND TepAE M EUNGE, £0 CONNE DS 1.
o et g C4 K Pali- MUmberotimas 2wy <4 wmz the 100 of 2 Meeth & ap Kation pe m Hedh, ftee zame
GHIE Tt Bz OF WG SEPAEER Meethigt, RCONT 32 2.

Page: 14| 4|t ml 4

=l=1x]

TDM: Child Invelvement in Meeting

Imminent risk of placement

Participation Sammary:
#Meatings:
#Distint Children hvalved
#Mesting Child Pairs:
ool G e
I Y O TR R
VO CINIC FHBTORRCE 0 MO,

seseo0o0o0

Flacement Decision Summary:
Placement Decision
Leave child frouth at horme (couxt)
Leave child frouth at homs (vhutary)
Flace childfyouth in cnt-cf-home caze (sourt)
Flace childfyouth in out-cihome caze [mobniary)

Urable to zeach comsensus

“HAMBe F= NAT D F 0T #1810 I il TaT0 RIS the Indioated BBcem &) Teck il Was M ad:
“*Peroei toTeakgory = Pe £ atof category feason for Meethg = Immivert Riek of PEcame vt Energe 1oy Alaoeme it el

Tueschy, September 02, 2003

0.084 of total

0.08% of total
2.0% arcaEgory.
aa%
2a%

Number®  Percert of categary®

a 0.0%
a oo
a oo
a 0.0%
a 0.0%
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TDM CA User Guide: Export Data Form

Export Data Form
Navigation: Main Menu > ‘Export Data’ [button]

This form allows you to export data from tables or queries (as MS Excel or Text files) to a
designated folder.

Here’s what the Export Data form looks like:

i«

Team Decision Making Application I

Data Export

% Export for UC Berkeley £ Custom Export

1. Enter or choose folder to export to:

Tywpe of choose the Folder {path) that wou want to export to:
Far example, "C:Datal TOM Exports)”,

Path: |C:'I,TDM'|,ExpDrI: ~] add

2. County :[alameda = Agency:  |agency

2. Choose range of meeting dates: OR Choose quarter and year:

Fram: I Y Cuarter: IQI ]
To: | 313172004 r Al Year: Im

4. Enter user information:

User First Mame: [FIRSTNAME

User Last Mame: [LASTNAME

Iser Ernail: |Emai|@uu:link.I:uerkﬂley.edu

=, Export: T Text File To MS Excel

MOTE: Custom Export File
name="table]_[agency]_[startdate] [enddate] [countw#] VW] table'=tablequery
description, text file only; 'agency’ optional; "'=version, Excel only,

E.q., Sitel LA April 1-June 30 2004: 'Sikel 040104 063004 _19_01.xls"

IC Berkeley Expart: Tagencw] [QQ] Y] [counky#] [WY]dss 'O0'=quarter, "vY¥'=wvear,
E.qQ., Stanislaus 2004 QZ; 'Oz _04_50_01,xs",

advanced Close (Al-C) | —

-
q i B
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TDM CA User Guide: Export Data Form

Item Function

Export for UC Berkeley or Custom These options control aspects of the data

Export export. If you choose UC Berkeley, you

[check boxes] will export a minimum of fifteen required
tables/queties for UC Berkeley (MS Excel).
If you are not sending to UC Berkeley,
choose Custom Export; you can export to
Excel or text format. ‘Advanced’ (below)
allows you to add or exclude tables/queties.

Path Use this field to designate the folder where

[text field and list] you want export data saved. See below.

Add This button allows you to save the path to a

[button] list for future use.

County Enter or select your county.

[text field and list]

Agency Enter your agency’s name.

[text field]

Date Range or Quarter and Year options
[text fields, check boxes, and list]

For Exports to UC Berkeley, choose a
Quarter and Year to restrict the range of
meeting dates to include in the export.

For custom exports, enter a From date and
a To date to indicate the range of the data
you wish to export. If you don’t enter any
dates and leave “All” CHECKED, all
available data will be exported.

You can also choose to enter the Quarter
and Year to indicate the range of the data to
export.

User Information
[text fields]

Enter your first name, last name and email
address so that you can be contacted in case
of problems with the export.

Export: to Text File or to MS Excel
[buttons]

Choose the format (Excel or text) of your
exported file. Selecting either of these
buttons will also export your data to the
designated path.

Advanced This feature allows you to add

[button)] tables/queties to your exports. See below
for instructions.
Note: Use of this feature requires
knowledge of TDM structure and naming
conventions. Please see technical guide for
more information.

Close Returns you to Main Menu.

[button]
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TDM CA User Guide: Export Data Form

To export data sets, you must have a folder in a location on your computer where you want
the data sent and stored. You must also determine the way to navigate to your folder (the
path) so that you can provide this information on the ‘Export Data’ Form. Below are two
procedures for determining the path of a particular folder.
1.) Working from the Folder Itself
a. Go to the folder where you wish to have data sent and stored.
b. Right-Click within the folder and select ‘Properties’.
c. In the ‘{Item Name| Properties’ dialog box, on the ‘General’ tab, copy the
path from the line titled ‘Location.” To Copy:
1. Use your mouse to select the text you wish to copy.
2. Right-Click and select ‘Copy.’
d. This is the path to this folder and can be copied and then pasted in the ‘Path’
field on the ‘Export Data’ Form. To Paste:
1. Use your mouse to click in the field where you wish to paste
text.

2. Right-Click and select ‘Paste.’

General |Sharing| Seu:urit_l,ll

S

Type: File Falder

Laocation: C:dataZ

Size: 5.84 ME (6,130,518 bytes)
Size on dizk: 594 MB [5.230.016 bytes]
Contains: 43 Files, 0 Folders

Created: bonday, tMay 03, 2004, 1:39:34 P
Attribubes: [ Fead-only Advanced... |
™ Hidden

k. I Cancel Apply

2.) Working in Windows Explorer
a. Open Windows Explorer and go to the folder where you wish to have data
sent and stored.
b. If the path is displayed in the ‘Address’ bar, copy and paste to the ‘Path’ field
on the ‘Export Data’ Form.
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TDM CA User Guide: Export Data Form

_Inix

File Edit ‘Wiew Faworites Tools  Help |

HEBack + = - | ‘Dhsearch [YFolders £4 | B 02 X @ | »
fddress | CATOMUExport j Go

+ AR

Export

There are no ikems to show in this
folder,

See also:

[y Dacurments

Py Metwork Places
[y Carmputer

|IZI objectis) |IZI bykes |@. My Computer &

c. If the path is not displayed in the ‘Address’ bar, go to “Tools’ and select
‘Folder Options.’
d. In the Folder Options’ dialog box, on he “View’ tab:
1. Under ‘Files and Folder’ check the box ‘Display the full path in the

address bar.’
ii. Under ‘Folder views’ click the ‘Like Current Folder’ button
iii. Click ‘OK’
e. Now, when you open the desired folder in Windows Explorer, you will find
the path in the ‘Address’ bar. This can be copied and then pasted in the
‘Path’ field on the ‘Export Data’ Form.
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TDM CA User Guide: Export Data Form

General “iew | File Typesl Offline Filesl

— Folder views

r—_ Y'ou can zet all of your folders to the zame view.

3
d

i i
il

Like Current Folder Fiezet &ll Folders

Advanced settings:

| Files and Faolders |-
[ Display compressed files and folders with alternate colar
Dizplay the full path in the addresz bar

[ Display the full path in title bar
[ Hidden files and folders
& Do not show hidden files and folders
) Show hidder files and folders
Hide file extenzions for known file types
Hide protected operating syztem files [Recommended]
[0 Launch falder windaws in a separate process
Remember each folder's view settings
[ Show My Documents an the Desktap j

Festore Defaulkz |

] 4 Cancel | Apply |
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Advanced Export Options Form

TDM CA User Guide: Export Data Form

Here is what the Advanced Export Options: Edit Export List form looks like:

E Advanced Export Options: Edit Export List

D Include in Export Type

Export Table or Queny Name

=10/ |

Export Table or Query Dezcription =)

1 |E>:pc-rt for LIC Berkeley

;"qr_l,l_[l'l 0_ExportteetChild

[Meet Child infarmation

2 IEHport for UC Berkeley

;llqr_l,l_D2E|_EHp0rtFI efto

|FIefenaI riumnbier information

] |E>:pc-rt for LIC Berkeley

;"qr_l,l_DBEI_Meet

[Meeting information

4 IE:-:port for UC Berkeley

;"thExport

|E:-:port information

5 |E>:port for IC Berkeley

;"tbl.-’-\genc_l,llnfo

[Agency infarmation

E IE:-:port for UC Berkeley

;"thLUF'F!snInVIv

ILookupTabIe_H eazonlnvolved

7 |E>:port for IC Berkeley

;"thLUF'ImmHsk

LackupT able_ImminentFisk

;"thLUF'EmrgF'Ic

|LookupTabIe_EmergencyF'Iacement

10 IE:-cport for UC Berkeley

;IItb|LUPP|CMV

ILDUkupT able_Placementhd ove

11 |E>:pc-rt for LIC Berkeley

;"thLUF'EHtF'Ic:

|Lcu:kupTabIe_E witPlacement

12 IEHport for UC Berkeley

;"thLUF'FaciIitatol

|L00kupT able_Facilitator

13 |E>:pc-rt for LIC Berkeley

;"thLUF'L-:catic-nT_l,lpe

|Lcu:kupTable_Lou:atic-nT_l,Jpe

14 IEHport for UC Berkeley

;"thLUF'Location

|L00kupTabIe_Locati0n

15 |E>:pc-rt for LIC Berkeley

;"thLUF'F!ecommendatic-n

|Lcu:kupTabIe_H ecommendation

|
|
|
|
|
|
|
| 8 |Export far UC Berkeley
|
|
|
|
|
|
|

16 IE:-:port for UC Berkeley

;"tblLUF'F!emovalEirc

ILookupT able_RemovalCircumstance

4 | manne: Do not include in Exports

Record: I1| 1 || 16 |H |HE| of 16

= [|on_030_test

I -
q | | »

Item Function

ID Number automatically assigned.
[automatic number]

Include in Export Type This feature allows you to select the

flise

export(s) that you will send a particular
table/query. You may select from the
following exports: Export for UC Berkeley,
Custom Export, All: Include in all Exports,
and None: Do not include in Exports.

Note: If you choose Export for UC
Berkeley from the Main Export menu, you
will automatically export the first fifteen
required tables for UC Berkeley regardless
of what you choose on this form. You may
include additional tables/queries by
selecting Export for UC Berkeley in this
field for those tables/queries.

Export Table or Query Name

[text field]

Enter the exact name of the table or query
you wish to export.

Export Table or Query Description

[text field]

Enter a description or common name of
the table or query you wish to export.
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TDM CA User Guide: V'ersion Info

Version Info

Navigation: Main Menu > [Double-click on title “Team Decision Making Application”]

This form allows you to view information about the current version of TDM CA.

B2 ¥ersion Information - =10 x|
Team Decision Making Application

Team Decision Making
(TOM) Application Ch v, 2.2

leveland application
-gstructured bo child level,
validation added ko reduce
duplicate child entries,

Diskributed: 8/30/2004

[
Tris dolalbee is i ntended Mo Lz use of U Family ta Famity InGate,
Tre TOM Toal wes dev=loped Oy Mels Sssociste §WYC) 0 oollabmation with Family o Family site in
Chevmland, Qo and B imingham, Alakama.
IL e pe=n sdapted fon Cabfora op OSSR (UCE) in oollabmatan with Family to Family counties .
Tre Family o Famity InGative is funded oy Loz A B, Camep Foumdation, In Cafforga, Family to
Family kg iecsve= suppmt fiom Che Souat Foumdstion and COGS.

Zonkack:
Bill Dawson, Cenker For Social Services Research, UC Berkeley

kdmsupporb@lisks, berkeley  edu

Close (AIC)

Record: HI 1 || 1k Ihllh*l af 1
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TDM CA User Guide: Access Data Entry Tips

Access Data Entry Tips

Use the Enter key, Tab key, or mouse to move from one field to the next field or
subform window.

Use the ctrl-Tab key combination or mouse to leave a subform window.

For combo box fields (those with the down-pointing arrow to the right), choose one of
the possible choices by clicking on the down arrow, or typing the first few letters of that
choice.

Check boxes can be checked and unchecked by hitting the space bar or single-clicking
the mouse.

Hitting the ESC key once reverses the changes to the current field. Hitting it twice
reverses the changes to the entire record.

Use the ctrl-' key combination to duplicate a field value from the same field in the
previous record.

To delete a record, click in the box to the far left of the record and hit Del.

To delete a record with subform windows, first delete all the records in the subform
windows; then delete the larger record.

To find a particular record:
0 C(lick on the search field

O Hitcttl-F
0 Follow the instructions

50



