Adding a New Group and Child V4

1. On the Main Menu click on
the Group/Child Information
Button

B Main Menu

COMET

Child Infarmation

Repornts Change H

5 Group (Family) Finder

Search By Groups only Groups and People I IW 2 On the Gl'rokup IEI’I]ndCer t
screen Click on the Create
SeachFor | New Group button.

[leave blank to show all groups]

Search Results: (double-click on item below to open group)

MNumber ]Group (Family) Mame  |Children in Group
Create Hew Group Main Menu 3 On the QUiCk Add GrOUp
screen enter the Group
Number
8 Quick Add Group Can include any alpha or

numerical Combination

| bzt recently created group: 463

Must be a unique number for

Eroup Murnber: Eroup Mame: each group
* | * 4. Enter Group Name
e.g. children’s last name or
mothers last name ect.
*  Required Field Lancel | OK |

5. Click OK




Adding a new Child

5 Group (Family) Information

| Group Mumber. KRR Identifier  Tool -Time Group Finder I 1 O H
— . On the Group Information
Mew Group ] Delete Group J Edit Group ] Report Menu Main Menu I - -
>Children screen click on the
Children 1 Family ] Interestad Pels_pnsf’Dthgr_] Hearin_gs] M_get\n_g___] Court Orders History] black Iette red NeW Button
New First Name Middle Name  Last Name Also known ag Program Closed Case
. School
Gender. . Lisde
Diate of Bith: Disabilities:
Age:
Social Security #:
Ethnicity: Aszigned to Program
Frimary Language: Wolunteer
Secondary Language: Home Phone:

“work Phone:

Supervisor ame:

Mumber of placements before assigned to CASA Program:
Mumber of manths in prior placements:

Placement Screen I Split Case Activity ‘

2. The Quick Add Child screen
& Quick Add Child X opens. You can fill in all the
Nu information on this screen at this

- First Mame: * Date assigned to program: | B/26/2004 ti_me’ or jl:ISt the two required
g Middle Name: T o | fields — First and Last Names

LastMame: [« e [ the rest of the information can

, be entered at a later date. Click
Also known as; ,
Mumber of prior placements; ’D_ OK when completed.

Gender: - Mumber of months in prior placements; ’D_
Date of Bith: Disabiltes (05

Social Securiy #: | b -]

Ethnicity: -
| |Primary Language (18] - B
el | SECONDaTY Lang. (18] -

T

*  Required Field Add HBW‘ Cancel ‘ 0K

S

o Lo Loom




& Group (Family) Information E\
| Group Number. 555 Identiier.  Tool -Time Group Finder I
New Group | Delete Group ‘ Edit Group ‘ Report Menu | Main Menu |
Children lFamiI_l,l I Interested PEIsonsttherl Hearings] Meeting] Court Qrders Histor_l,ll
First Mame Middle Mame  Last Mame Also known as Program Closed Caze
) ‘ Tim Taplor
Demographics of Taylor, Tim ' School
Gender. ) G.r.ade
Date of Bithe Disabilities:
bge: MAA
Social Security #:
Ethiiicity: Agzigned to Program: 6/26/2004
Primary Language: Volunteer.
Secondary Language: Home Phane
. “wark Phone:
Humber of placemerts before azsigned to CASA Program: 0
Mumber of months in prior placements: 0 SRR
1 Child Records Entered Placement Screen | 5plit Case Activity

£ Child Information X
Find Child: = I

Child Placement |

ChidWame:  Taylor, Tim [555-Tool -Time]

Hew Child | Delete Child | Report Menu | Group Info | Main Menu |

Once a child’s name has been
entered into the group, you
can edit the information on
that child by clicking on the
GoTo button to the left of the
child’s first name

You can now go the Case
information button and add
the Case information on this
child.

Cagelnfo| Suprvsr | Family | Petition ‘ Re-dbuse | Int F‘erson| Casze 'wrkr | Altorney | ‘Wolunteer | Activity | Clozing ‘

[ Child Information |

LCopy info from another child |

First Name: ’Tlmi *
Midde Name: [

Last Name: ,Ta_l,l\ori #
Also known as: ’7

Blzieler |l - Disabiities (0]

Diate of Birth: |9/3/2000
e b =l
Social Secuity #: (333-33-3333

Ethnicity [34]: |African &merican

Primary Language [15]: |English -

Schoal: |

Grade:

Murmber of prior placements: |0
Murmber of monthz in prior placements: {0

Secondary Lang. (18] [Mone hd
[ Deceased

*  Required Field

This opens up the child
individual record with
includes:

case info, family info,
Petitions, re-abuse, interested
persons, case workers,
attorneys, volunteers, and
closing case information.
Click on each button to see
each of these screens.




