
This power point is designed to be edited and 
subsequently used by CASA programs to 
train volunteers on how to use ETO. 
Highlighted in red are the sections that your 
program will need to edit before using this 
tool.  

Volunteer users of ETO for CASA must go to 
their CASA program for customer support in 
using their ETO. The program must 
designate a liaison between ETO Customer 
Support/CASA Project Manager and the 
volunteer users. Any use concerns will be 
communicated to Social Solutions through 
this liaison.  



Agenda 

Insert your training agenda here. 

Presenter
Presentation Notes
This slide is designed for your training agenda. Make sure to indicate not only times but also breaks and other details that your attendees should know. This is a good time to go over where the bathrooms are located, how long the training will last overall, introductions, and any announcements that you have relevant to you attendees. 
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Logging in to ETO 
ETO for CASA URL 
• casa.etosoftware.com 
Your User Name 
• The email address that you 

provided to [Insert CASA 
Program Name] when we were 
setting up your user accounts. 

Your Password 
• When logging in for the first 

time, click on “Forgot Your 
Password?” and your password 
will be emailed to you. 

Still having trouble? 
• Call or email [insert 

name/contact for CASA Staff 
Member] to have your 
password reset manually. 

 

 

Presenter
Presentation Notes
Make sure to include the contact information for the staff member in your program that will provide assistance to your volunteers throughout their ETO learning process.



• ETO Software is a PC, web-based software operating using Internet 
Explorer. 
• You can ONLY use Internet Explorer. (Preferably Internet Explorer 

version 8.) 
• Mac Users, you will need to install a conversion application (like Boot 

Camp) that will allow you to run Microsoft Office Products in order to use 
ETO on your Mac.  

• ETO Software is a secure website always log out of ETO for security 
purposes. 

• If you are not active in ETO for 60 minutes, you will be automatically 
logged off and your most recent work will NOT be saved. 

• If you have clicked on “Forgotten Your Password?” and you don’t 
receive an email with a temporary password, check you junk mail. 
Sometimes spam filters will stop the email from getting to your inbox.  

• If you run into trouble, please contact: [insert name/contact for CASA 
Staff Member] to have your password reset manually. 
 

Logging in to ETO 



It is recommended that you do not distribute the SSI created “ETO for 
CASA Manual” to your volunteers. They will not be able to complete a 
number of functions within the full manual and could become confused. 
It is recommended that you modify the SSI manual to include your own 
internal processes and distribute this to the volunteers. This slide 
should be used to explain how to access help materials.  

Logging in to ETO 



1. Quick Tab Menu 
2. My Dashboard 
3. Log Off, Home Page, My Account, Help 
4. Navigation Bar 

1.  

2.  

4.  

3.  

Logging in to ETO 



Quick Search Bar 
• Quick Search: Allows you to search for children participants in your CASA program/site and 

then select an action to complete with the selected individual. You will only be able to see 
children who have been assigned to your caseload 

• To Do List: This takes you to the your personal To Do List, which shows reminders that you set 
on assessments and efforts. 

• Messages: Send new messages or read received messages from this tab. When you have a 
new message, this tab will turn orange. 

• My Favorites: Allows you to put features from the Navigation Bar, specific reports, and/or 
saved queries on a single page for ease of use for staff/volunteers.  

• My Dashboard: This dashboard is YOU centric—see everything related to your caseload and 
work in the software.  The contents of this dashboard are user-account specific, so it will be 
important for all users to properly set up their dashboards! 

 
Basic Buttons 
• Log Off: Be sure to click this to properly log out of ETO, keeping your site secure and data 

safe.  Do NOT just exit out of your Internet Explorer browser.    
• Home: Use this button to route back to your homepage from any other page in the software. Be 

sure to submit/save your data before doing this! 
• My Account: Control your user account’s settings, email address, and password under this 

button.  Be sure your information is up to date, particularly your email address.   
• Help: Opens the online Help Manual, your new best friend, access to helpful directions, 

recorded trainings, user manuals, etc. 
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The Navigation Bar 
• The traditional Navigation Bar is a tool to move around 

ETO. It can be expanded or collapsed based on your 
preference.    

This is how your 
Navigation Bar looks 
while collapsed. You 

can expand each 
header by clicking on it. 

This is how your 
Navigation Bar looks 

while expanded. While 
you can complete all of 
your tasks through the 
Navigation Bar, it can 

take longer then 
working through your 

dashboard.  

Logging in to ETO 



Key Terms 
• Participant: Individuals in your ETO Site to whom services are delivered, 

specifically children assigned to a CASA and their family members. 
• Family: Related participants linked together and assigned relationships to one 

another  
• Group: Where participants who are involved in the same court case are linked 

together so that information and efforts can be tracked to the entire court case 
• Assessments: Forms to be completed for children assigned to a CASA to build 

information about the court case 
• Efforts/Point of Service: Used to track the work done on a case by CASA 

Volunteers and Case Supervisors. 
• Participant Match: How children assigned to the CASA/GAL program are linked 

to the volunteers and other people working towards their safety and 
permanency. 
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Dashboards 



It is recommended that you set up a dashboard template for your 
volunteers. That way they don’t have to set up their own 
dashboard and you can train from only one dashboard 
configuration. You should include screenshots of the dashboard 
settings that you have configured for your volunteers. 

 
 
 

 

Dashboards 



What is a Dashboard? 
 In ETO, a dashboard is a hub of information. The types of information that are 

included in the dashboard are dependent on which dashboard you’re on.  
 

What Dashboards will apply to me? 
There are three kinds of dashboards that you will use when logging on to ETO to  
track your work. 
 1. My Dashboard 
  This Dashboard is going to have information that you have recently 

 entered/viewed in ETO 
 2. Participant Dashboard 
  This Dashboard is going to have information that has been recorded about 

 the specific child whose dashboard you are viewing 
 3. Group Dashboard 
  This Dashboard is going to have information that has been recorded about 

 the specific case whose dashboard you are viewing 

 
 

Dashboards 



Navigating your My Dashboard 
 

 
 

Insert picture of your programs Dashboard configuration here.  
 

Suggested parts for your dashboard configuration of the volunteers “My Dashboard” 
are: Dashboard Search, Recent Efforts, Recent Assessments, Recent 

Participant/Entities, Groups, and Action Links  

Dashboards 



ETO Parts on your My Dashboard 
An ETO Part is how the information on the Dashboards is organized and  
displayed. 

 

Dashboard Search: Where you can search for active children assigned to 
your caseload in ETO 

 

Recent Efforts: Where the 5 most recent efforts you’ve recorded in ETO 
appear 

 

Recent Assessments: Where you 5 most recent assessments you’ve 
recorded in ETO appear 

 

Groups: A list of the cases that are assigned to your caseload in ETO 
 

Recent Participants: A list of the 5 most recent participant records you’ve 
reviewed in ETO 

 

Action Links: A list of commonly used links to help you navigate ETO 
 

Dashboards 

Presenter
Presentation Notes
Make sure to add descriptions of any additional ETO Parts that you have included on the volunteer dashboard.



Navigating your Participant Dashboard 
 

 
 

Insert picture of your programs Dashboard configuration here.  
 

Suggested parts for your participant dashboard configuration of the volunteers “My 
Dashboard” are: Participant Matches, Recent Efforts, Recent Assessments, 

Groups, and Household Information 

Dashboards 



ETO Parts on your Participant Dashboard 
 

Participant Matches: Where you can search for active children 
assigned to your caseload in ETO 

 
Recent Efforts: Where the 5 most recent efforts you’ve recorded in 

ETO about the specific child 
 
Recent Assessments: Where the 5 most recent efforts you’ve 

recorded in ETO about the specific child 
 
Groups: The case that the child is involved in 
 
Household Information: A breakdown of the child’s family and the 

different relationships of those family members 
 

Dashboards 

Presenter
Presentation Notes
Make sure to add descriptions of any additional ETO Parts that you have included on the volunteer dashboard.



Navigating you Group Dashboard 
 

 
 

Insert picture of your programs Dashboard configuration here.  
 

Suggested parts for your dashboard configuration of the volunteer’s Group 
Dashboard are: Group Information, Group Participants, Recent Efforts, Recent 

Assessments 

Dashboards 



ETO Parts on your Group Dashboard 
 

Group Information: Where you can see general information about the 
group (court case) such as the date the case was opened and the 
case name 

 
Group Participants: Lists all of the children who are involved in the 

court case 
 
Recent Efforts: Where the 5 most recent efforts you’ve recorded in 

ETO about that specific case 
 
Recent Assessments: Where the 5 most recent efforts you’ve 

recorded in ETO about that specific case 
 

Dashboards 

Presenter
Presentation Notes
Make sure to add descriptions of any additional ETO Parts that you have included on the Group dashboard.



How do I find the dashboards? 
When you search for a participant in the “Quick Search” and you  
click on that person’s name, you will see a pop up box with a series  
of links. This will take you to that person’s Participant Dashboard. 
 
To access the group dashboard, you 
would use the Groups ETO Part on  
the Participant Dashboard. Clicking  
on the group name will take you to 
the Group Dashboard. 
 

 

Dashboards 



Tracking Non-Court Activities 



What are Non-Court Activities? 
• Non-Court Activities is the work done by you outside of the court 

room to gather information about the case that you are working 
on. Examples of this would be time spent with the “Sources of 
Information” that are identified when you are first assigned a 
case. Some “Sources of Information” are: 

 
  1. The Child Assigned to You 
  2. The Parents and Family of the Child Assigned to You 
  3. Professionals    
  4. The Tribe (if the child you are working with qualifies as part 

 of the Indian Child Welfare Act) 
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Recording Non-Court Activities 
• When you record non-court activities, you are either recording 

them about a child or a case. 
 
Non-Court Activities about a Child are activities that you complete 

that are only relevant to one child in the case or sibling group 
 
Non-Court Activities about a Case are activities that you complete 

that are relevant to every child in the case. 
 
TIP: When you are working on a case with one child all activities 

are case activities. 
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How is this different from collecting your time before? 
 
This slide is designed to discuss the data collection process 

and how it will be different then previous processes. This is 
a good time to highlight the positivity of the changes: 

1. Less paper work! Going Green! 
2. Able to get full information about hours and miles donated 

as long as records are up to date 
 

If there are items that you haven’t collected before (i.e. time in 
minutes vs. hours) this is a good time to point that out.   
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To record a non-court activity for one child, go to that child’s 
Participant Dashboard. You will use the “Recent Efforts” ETO Part 
to begin the process of recording the effort. 
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Tracking Non-Court Activities 

In the “Recent Efforts” ETO Part, click the “New” button. 
  
 
 

 



Tracking Non-Court Activities 

On the next screen, you will select the type of effort that you’d like to  
record. In this case, it would be a “Non-Court Activity.” You will then  
be taken to the screen where you record the effort. 
  
 
 



There are 7 fields on the non-court activities that you will complete: 
1. Contact Location/Method 

• This is where you record where the activity took place 
2. Date of Contact 

• This is where you record when the activity took place 
3. Matched Contact 

• This is where you record who completed the activity 
4. Time Spent 

• This is where you record how long you spent on the activity (in minutes) 
5. Value 

• This is where you record a descriptive value to the activity (i.e. Attended 
Foster Care Review) 

6. Mileage 
• This is where you record how far you drove to complete the activity 

7. Child Present? 
• This is where you record if the child was present for the activity 

 
 

Tracking Non-Court Activities 



Tracking Non-Court Activities 

  
 
 

 

1.  

4.  

3.  

2.  

5.  
6.  
7.  



Tracking Non-Court Activities 

You also have the opportunity to record notes on each effort. These notes 
can be used to write your report before the next hearing. 

 
Once you have entered all the information, you will “Save Effort & Close.” 
  
 
 

 



To record a non-court activity for all of the children in a case, go to 
the Group Dashboard. You can get to the Group Dashboard by 
clicking on the “Group Name” on your “My Dashboard” 

  
 
 

 

Tracking Non-Court Activities 



On the Group Dashboard, you will click “New” in the Recent Efforts 
ETO Part.  

  
 
 

 

Tracking Non-Court Activities 

You can tell 
you’re on the 
Group 
Dashboard by 
looking at the 
upper left hand 
corner of your 
screen.  



Tracking Non-Court Activities 

On the next screen, you will select the type of effort that you’d like to  
record. In this case, it would be a “Non-Court Activity.” You will then  
be taken to the screen where you record the effort. 
  
 
 



Tracking Non-Court Activities 

This will look the same as when your record an effort for one child.  
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What Case Information is Recorded in ETO 
• As a CASA Volunteer, you have work directly with the child and 

their family through the life of the case. This means that you will 
learn information that could add to that child’s record in ETO. This 
information will be collected in two ways 

 
1. Demographics 
2. Assessments   
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Demographics 
Demographic information is background or census information about 

the child. This would not be information that would change as a 
result of that child’s interaction with the CASA Program. 

 
Examples of Demographic Information: 

1. Age 
2. Disability 
3. Self-Identified Ethnicity 
4. Household Income 
 

Demographic information can be tracked on the Child’s View/Edit Page. 
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There are multiple ways to get to a child’s view/edit page. 
 

From the Quick Search field, you take the following steps: 
1. Search for the child by last name 
2. Click on the child’s name in the search results 
3.     Select “View/Edit” from the pop-up box 
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From the Participant Dashboard, you take the following steps: 
  

 
 

 

Recording Case Information 

1. Go to the 
child’s 
Participant 
Dashboard 
 

2. Go to the 
“Action Links” 
ETO Part 
 

3.     Select 
“View/Edit 
Child/Family 
Member” in 
the box 

 



 

From the Navigation Bar, you take the following steps: 
  

 
 

 

Recording Case Information 

1. Click on the Child/Family Member header in the Navigation Bar 
2. Select the View/Edit Child/Family Member link 
3. Search for the child by last name 
4. Click on the child’s name in the search results 
 



 

On the view/edit screen, you can update a child’s demographic 
information.  

  
 
 

 

Recording Case Information 



 

Once you make a change, scroll down to the bottom of the 
page and click “Submit.” 
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Assessments 
Assessments are forms that are attached to a participant record in 

ETO. Each assessment is taken about one specific child or 
participant. 

 

In your ETO, Assessments are most commonly used to collect 
information about the child’s court case, placement, or wellbeing 
while they are part of a CASA Program.  

 

At [Insert Program Name Here] we require the following 
assessments: 

1. Assessment Name 
2. Assessment Name 
3. Assessment Name 

 
 
 

 

Recording Case Information 



Assessments 
The best way to begin an assessment is from the child’s Participant 

Dashboard. 
 

On the Dashboard, you will see a box called “Recent Assessments.” 
To complete a new assessment, click on the “New” link in that 
box. 
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Once you click “New” you will be taken to the screen where you can 
select the assessment you need to complete. 

 
 
 
 
 
 
 
 
 
 
 
 
Select the Assessment you would like to complete from the drop 

down menu. 
 

Recording Case Information 



Complete the Assessment with the appropriate information. 
 
 
 
 
 
 
 
 
 
 
 
 
. 

 

Recording Case Information 

If you have questions 
about the content of the 
assessment, Call or 
email [insert 
name/contact for CASA 
Staff Member]  

 
 
 
 
 
 
 
 
 
. 

 



Once you enter all of the appropriate information, click the “Submit” 
button at the bottom of the assessment.  

 
 
 
 
 
 
 
 
 
 
 
 
. 

 

Recording Case Information 

After you submit, you will have the opportunity to review the 
information and either edit or continue. Once you continue, you 
will be brought back to the participant dashboard because you 
started from the participant dashboard.  
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Tips in Getting Started 
Here are some tips to help you get started in your ETO now that 

you’ve completed this training: 
• Get Started Right Away!  

• The more your practice, the more you will remember what we 
learned today. We encourage you to get started in the system as 
soon as possible 

• Ask for Help! 
• Learning a new system can be a challenge, make sure you ask 

for help if you find yourself getting frustrated. 
• Add some tips based on your experience learning ETO. 
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Need help? Did you get stuck? 
For questions related to ETO, please contact:  
[Insert contact information for your volunteer’s ETO point 

person] 
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Introduction 
ETO for CASA was designed with the intention that volunteers would be entering information 

about their cases directly into the system. Each program must decide if this is the right step for 

them. Transitioning to a system where volunteers are entering information into the database 

comes with the needs to set policies and procedures as well as define programs expectations 

for volunteers. This tool kit is designed as a guide.  

Important Notes 

There are some items you should be aware of before starting this process. They are: 

1. For every staff account on your user license, you may have 30 volunteer user accounts. 

So if you are a program with a 1 to 3 staff license, you may have a total of 90 volunteer 

accounts. Each program is responsible for entering these accounts into your system, 

managing their access to data, and disabling the accounts as volunteer status changes. 

Each account must be marked as a volunteer account to ensure that your program is not 

billed for users outside of your original license. Volunteer accounts should be set at the 

Staff level user role. 

2. Your program is responsible for supporting your volunteer’s use of ETO. Volunteers 

must go through your program to access Social Solutions customer support. Volunteer 

are not permitted to make use of the CASA Project Manager or Customer Support 

directly.  

Preparing Your Volunteers to Use ETO 
This section of the Program Guide will outline some of the ways that your program can prepare 

to have your volunteers use ETO. In this section we will go over the following items: 

1. Internal Decisions Prior to Training 

2. Developing Program Expectations 

Internal Decisions Prior to Training 

There are a number of decisions that your program must make before training your volunteers 

about using ETO. This section will break out some of those decisions and considerations your 

program should make in the decision making process. 

What will your volunteers enter into ETO? 

Historically, most CASA Program Staff have been solely responsible for what information goes 

into ETO. In ETO, there are a number of actions that volunteers can take to record their work 

and update child/family information. Your program needs to decide what you would like your 

volunteers to be responsible for entering. Currently, they can do the following in ETO: 
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1. Record work on a case 

a. Tracking Hearings  

b. Tracking Non Court Activities 

2. Update case information 

a. Changing Participant Demographics 

b. Completing Assessments 

 

Volunteers do not have the ability to open or close cases, this will remain the responsibility of 

program staff. Considering a volunteer’s capabilities in ETO, your program will need to decide 

what you would like your volunteers to enter. You will also need to decide who will be 

responsible for checking a volunteer’s data entry to ensure good data quality. 

 

It is important to note, if your program is using the hearings work flow required for the 

Upcoming Hearings Report, you will not be able to maintain this work flow through volunteers. 

Volunteers are unable to edit efforts. This is in place to ensure that programs maintain a certain 

level of control about how data is changed in your system. You will only be able to have 

volunteers track hearings if they are only entering the information after the fact.  

What will be the workflow of information? 

Just like your program has a series of steps that take place when a case is entered, you should 

also have a series of steps that direct your staff and volunteers about how data is entered into 

ETO. This workflow will guide all of the people working in your system about when and how 

data is entered. It is likely that your program has already done this for your staff who are 

entering data into ETO. The items to consider are: 

1. Who is responsible for opening a case? 
2. What is the time frame that the case must be opened in ETO after your program 

receives the information? 
3. Who is responsible for maintaining the scheduled hearings 
4. How frequently should your program be running reports? 
5. Who is responsible for closing a case? 
6. What checks and balences do you have in place for data quality? 

 

When making these decisions regarding workflow, you should look at your day to day program 

operations. The way that information is entered and maintained should work with your daily 

operations and program activities in a way that is supportive and intuitive. This workflow 

should be written down and communicated across your agency.  

Who is responsible for managing your volunteer’s user accounts? 

Managing volunteer user accounts is an important responsibility. The user account is what 

determine the participant information that a volunteer can see in ETO. Also, as volunteers get 

started in the system, they may need help with resetting their passwords and other user 
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accounts tasks. One person in your program should be responsible for manaing volunteer user 

accounts. This involves the following items: 

1. Setting Up Volunteer Accounts 
2. Managing Caseload Access 
3. Disabling Volunteer Accounts 
4. Password and Log In Assistance 

The person responsible for this must have a strong grasp on how user accounts in ETO work and 

how Caseload Access is set up and maintained.  

Who is responsible for data quality? 

It is common knowledge, that they more people working with your data, the increased 

likelihood there is for error. However, this should not be a deterant for allowing your 

volunteers to enter information into ETO. With a plan for data quality, you can save time by 

delegating data entry to your CASA Volunteers while still maintaining data you can feel 

confident about. A staff member in your program must be responsible for checking the data 

entered by volunteers on a regular basis to make sure it is entered correctly and up to the 

expectations set by your program. You can decide how frequently this is done and how it is 

accomplished. Utilizing Query Wizard in ETO can allow your data checking to be accomplished 

easily. Running reports that give you a picture of where your data is at any given time is the key 

to data quality.  

Where do you go for help? 

While it is up to your program to make the above decisions (and many more!) you are not alone 

in this process. For questions or support about making these decisions, you can contact Erin 

Leatherwoord, CASA Project Manager at eleatherwood@socialsolutions.com or 443-460-3426.  

Developing Program Expectations 

Just like you have expectations for how a volunteer works with and on a case, you need to have 

expectations for how a volunteer works in ETO. Just like there is accountability and guidelines 

set for staff, part of allowing your volunteers to enter data will be setting accountability and 

guidelines for them. Some expectations you should put in place before training volunteers are: 

1. How frequently should volunteers be entering information into ETO? 
2. What kinds of information are they expected to enter information into ETO? 
3. How quickly should volunteers notify program staff if they have made a mistake 

entering data into ETO? 
 

These expectations should be outlined as part of your volunteer training process. They also will 

to be reiterated to volunteers as they continue to work in your program. Incorporating these 

expectations as soon as possible in a volunteers tenure with your program will be key to 

maintaining them. Holding your volunteers accountable to these expectations will be vitally 

important to your data quality.  

mailto:eleatherwood@socialsolutions.com
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The Volunteer ETO Interface 
When your volunteers enter information into ETO, their experience will be different from that 

of your staff of yourself. To protect participant information, a number of functionalities that are 

included for your staff on the template are not included for volunteers.  

When a Volunteer Logs On 

When a volunteer logs onto ETO, they will see a navigation bar that is modified from that of 

program staff. In the image below, you can see that on a volunteer account, there are only 5 

headers in the navigation bar: 

1. Child/Family Member 
2. Child/Family History 
3. Record Efforts/Hours 
4. My Work 
5. Scheduling 

 
Within the headers, there are limits to the links that appear for volunteer users. It is 

recommended that when starting this process you create a fake volunteer account for yourself. 

Since your program is responsible for supporting your volunteer’s use of ETO, it is important 

that you’re familiar with how they can interact with the database.  

 

You can also see that their dashboard set up does not match the recommended set up in your 

ETO Manual. Each program is responsible for setting up your volunteer dashboards. Because 

dashboard are the most efficient way to enter data into ETO, it will be vital that you set a 

volunteer dashboard template and utilize the training power point to include that template 

design. 
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Volunteer Activities in ETO 

Recording Efforts 

A volunteer will have the ability to track all of their hours spent on a case in ETO. This will be 

done by recording participant efforts with the volunteer as the matched contacts. Volunteers 

have the option to record the following efforts: 

1. Track Hearings 
2. Track Non Court Activities 
3. Case Report Submitted 
4. Court Order: Visitation 
5. Court Order: Family and Child Servces 
6. Permancy Plan 

  

All of the steps used to complete these efforts will match that of program staff. However, it is 

important to keep in mind that volunteers cannot edit efforts. This means if they make a 

mistake, it must be corrected by program staff. It also means that they cannot update a 

recorded scheduled hearing once the hearing has been attended. Your program must decide 

which efforts a volunteer should be tracking in ETO.   

Volunteers are not able to record entity efforts. This means they will not be able to record their 

time spent in training. The reason for this is to ensure that training requirements are being 

monitored and recorded by each CASA Program. 

Completing Assessments 

A volunteer has the ability to record any assessment available on the CASA template. While 

there are seven total assessments available, three of those are directly related to either the 

case open or case closure procedures (Case Information, Petition, and Case Closure Form). 

Therefore, there are four assessments that volunteers would complete in ETO. They are: 

1. Child Placement 
2. Medication/Allergies Record 
3. Track Re-Abuse 
4. Wellbeing Status Monthly Report 

 
Volunteers do have the ability to update assessments. Each program must decide which 
assessments volunteers will be responsible for completing.  

Updating Case Information 

Volunteers do have the ability to edit a participant record. By utilizing Caseload Access, 

volunteers will only be able to do this for participants that are added to their caseload. This 

could be done by accessing the View/Edit Screen for a participant from the Quick Search or 

Navigation Bar. There are some demographic items that CASA Programs can track that 

volunteers may have more information about (i.e. Disabilites or Household Income). Your 
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program should decide if there are specific demographic items that volunteers should always 

update if they come across that information working with a child or on a case.  

Reporting 

Volunteers do not have access to the 15 custom CASA Reports or any reports available through 

the navigation bar. However, your program has the ability to build Query Wizard queries and 

share them with volunteer through the Dashboards or the My Favorites tab. Keep in mind that 

Query Wizard queries do not automatically respect caseload access and should be written with 

that in mind.  

Training Your Volunteers to Use ETO 
Each program is responsible for training your volunteers to use ETO. Social Solutions has 

provided a power point template to guide you in this training. It is recommended that your 

volunteer training is a minimum of three hours. It is a best practice to allow training attendees 

an opportunity to practice in the system during the training. To facilitate this all attendees 

would need to have access to a computer during the training. This can be accomplished by 

having attendees bring their own lap tops, facilitating training in a computer lab (such as at a 

public library), and ensuring that there is an internet connection that training attendess will 

have access to.  

Just like it is key for program staff to be in the system immediately after receiving training, it is 

beneficial for volunteers to begin logging on soon after they have learned about how to use 

ETO. This is something to consider when deciding at what point volunteers will be trained. For 

example, if you are training on ETO as part of the Initial Training to become a CASA Volunteer, 

you would want to hold this class towards the end of the training period. That way the timing is 

as close to when a volunteer gets their first case as possible.  

When training volunteers, it is important that your program’s trainer has a strong 

understanding of ETO. It is challenging to predict what questions will come from the audience. 

You can always let the attendees know if you are unaware of the answer and need to do 

research about it. It is not recommended that you guess at what the answer could be. This 

could have a negative impact on your data quality and spread misinformation.  

Finally, it is important the your program has a clear direction about how entering information 

can benefit the volunteer and the program. Share with volunteers the “Big Picture” of data 

entry. How will your organization benefit from ETO? How will your volunteers benefit from 

ETO? How will the children your program serve benefit from ETO.  

Supporting Your Volunteers in Using ETO 
One of the most important responsibilities for your program once volunteers are using ETO is supporting 

volunteers in their data entry. There are a number of ways that your program can achieve this. 
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Understanding ETO 

Because your program will be the support for the volunteer’s technical use of ETO, it’s 

important that you designate a staff member who will not only act as the volunteer’s point of 

contact, but also who has a strong grasp on the ETO for CASA Template and data entry 

procedures. While the volunteers will have access to the CASA help page, ETO Manual, and 

other materials they still may have questions or need clarification. The points person for your 

volunteers use of ETO should understand the following functionalities of the ETO for CASA 

template.  

1. Groups vs. Families 
2. The importance of the steps in the Open and Closing Case Procedures 
3. The difference between a Participant and an Entity 

 

As your program gets started working with volunteers, you’re encouraged to reach out to the 

CASA Project Manager at Social Solutions for assistance. To get in touch with Erin Leatherwood, 

CASA Project Manager, you can email eleatherwood@socialsolutions.com or call (443) 460 

3426 

Sharing the Importance of Data Entry 

Volunteers are a huge part of running a successful CASA program. Programs are completely 

reliant on volunteers to fulfill their mission and serve as many children in their jurisdiction as 

possible. As the role that a volunteer plays in the operations of your organization grows, it is 

important that they know their value. 

When a volunteer works on a case, they know that they are making a difference in the life of a 

child. However, when it comes to entering data, the ultimate benefit might not be as clear. Part 

of supporting volunteers is helping them to understand how data benefits your program. Just 

like spending time with a child benefits the child, time spent entering data will ultimately make 

a difference for your program. Here are some of the benefits that your program can share with 

volunteers about how much their time matters: 

1. Good data entry help increase a non-profit’s competitive edge when applying for public 

and private grants 

2. Data entry can alert programs to trends with in their service area that may be impacting 

a child’s experience within the court system 

3. Volunteers donating their time by entering data allows program staff to focus on other 

tasks such as volunteer recruitment and training. The more time spent towards bring on 

new volunteers, the more children will directly benefit from the CASA program.  

mailto:eleatherwood@socialsolutions.com
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This can be something that is an ongoing conversation with volunteers. The better they 

understand how data entry can help the children they work with, the more likely they will be to 

take the time and attention needed for data entry.   

Conclusion 
Like all ETO for CASA documents, this guide is a work in progress. Should you have any questions and 

content regarding this document, please don’t hesitate to contact Erin Leatherwood, CASA Project 

Manager at eleatherwood@socialsolutions.com or (443) 460-3426 

mailto:eleatherwood@socialsolutions.com
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