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Log into CDS

Updated 1/09/2021

Purpose To instruct the user how to log into CDS

Procedure Log into CDS

CDS is a cloud-based Client Record Management (CRM) software developed by Community Data Solutions (CDS). It
can be accessed anywhere you have an internet connection.

CDS is used to record companion demographic information, requests for assistance, outcomes of the requests and
other important information.

The data that is entered into CDS is also used for Government reporting and obtaining statistics for organisational
purposes such as the Annual Report and funding applications

Step 1.

Open your internet browser and type https://svdpcg.communityds.com.au in the address bar

MNew Tab ® +

C Y W httpsy/svdpcg.communityds.com.au

Step 2.

The CDS login screen will open

Welcome to your Community Data Solutions System

Enter your Username and Password
Please enter your user name and password:

User Name: Select your Conference from the Site drop down list
Passward:
CALL CENTRE ~
ANU
ADELONG
ARANDA
BATEMANS BAY Password?
BEGA

Step 3.

Welcome to your Community Data Solutions System

Once you have entered your details click Login
Fleasze enter your user name and password:

User Name: siobhan.sweeney
Password:
Site: CALL CENTRE 9

% Forgot Password?

3|Page



https://svdpcg.communityds.com.au/

Step 4.

If you want to save the link for easy access you can click on the Star Icon on the right had side of the address bar

W St Vincent de Paul Society X + =
& CcC 0O 8 svdpcg.communityds.com.au/index. php?action=Login&module=Users oy Ir e
— - - = - Ll
or

‘j Bookmark added

| Folder Bookmarks bar -

Hore —

The link will then appear in the Bookmark Bar. You can click on this link for easy access

Change the Name to CDS

Click Done

< C {t & svdpcg-training.uat.communityds.com.aufi

3 Apps Siobhan | il CDS | Community Bl E}e Staff Portal

Want to change or have forgotten your password?

Step 1.

Welcome to your Community Data Solutions System

Click on the Forgot Password link

Please enter your user name and password: Enter your User Name and Email Address

User Name: siobhan.sweeney
Password: Click Submit
Site: CALL CENTRE v

An email will be sent with instructions on how to reset
your password.

# Forgot Password?

User Name:

Email Address:

If you have any difficulties, please contact Conference Support on 6282 2722 or Conferences.CG@vinnies.org.au
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Set up Multi-Factor Authentication

Updated 25/11/2022
Purpose To instruct the user how to set up 2 factor authentication in CDS
Procedure Set up Multi-Factor Authentication

Multi-Factor Authentication (MFA) also known as 2-factor authentication, is to be enabled on individual user
accounts to provide an increased level of security.

Users can only enable Multi-Factor Authentication (MFA) on their own user accounts.
When setting up Multi-Factor Authentication, there are 2 options you could use.

You only need to pick 1 of the options listed below to set up Multi-Factor Authentication (MFA)

Step 1.

Log into CDS and click on My Account in the top right-hand corner of the screen

My Account ) ? Help €} Settings (3 Log Out

Step 2.

Click Set up Two-Step Verification

Users: Multi Factor (mfactor)

Full Name: Muiti Factor
Status: Active
Light User:

Security Settings

Password: Last changed 01/08/2020

Two-Step Verificaihn: Disabled - Set up Two-Step Ve@

Step 3.

You will be given 2 options —
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Users: Test Test (test.test): Set up Tweo-Step Verification

o 52t up Two-Step Verification please choose from one of the methods below:

Option #1: Via a Two-Step Verification Application

Temporary verification codes will be generated by a Two-Step Verification application on your mobile device.

This is the recommended method.
D Mo cost as spplications are typically fres to install and use (e.g. Authy, Google Authenticator).

Option #2: Via SM5

Temporary verification codes will be sent via SMS to your mobile phone number.
Caosts may be incurred by your organisation.

Option #1 Via a Two-Step Verification Application

Open your Authentication app on your device. Find the ‘Add account’ or similar option in your app.
Use your device to Scan the QR code displayed on your screen.

Note — if the QR code is not recognised, you can enter the displayed code manually

Step 1: Install a Two-Step Verification application On yOu ra pp' enter a ny requ | red detalls d nd
nstall an application on your mobile device that supports Two-Step Verfication, such as: save the accou nt
= Authy

= Google Authenticator

A token will be displayed in the app.

Step 2: Set up Two-5Step Verification

Fromn within the applcation either scan the QR code below or enter the following code. Gadfalnr3974w Enter the tOken |nt0 the Ver|f|cat|0n COde fleld

Step 3: Verify Two-5tep Verification

Enter the verifization code that appears in the application into the field below then click the Verfy Code button:

‘erification Code:

There is a time limit for you to enter the code. If you see the following message, you will need to start over
Step 3: Verify two-step verification token
Enter the verification code that appears in the lion into tha Sald bzl
Mhiesteh oyl Ll ol If this message appears, delete the account

Unfortunately it took too long to verify the code. Please set-up two-step verification again and try another verification code.

from your app and start again from Step 3.

If the code is accepted, you will see the following across the top of the screen:

Two-5tep Verification has been enabled
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The next time you log into CDS, you will need to enter a Token/Verification Code from your authentication app.

Twa-Step Verification

Please enter the code from your Two-Step Yerfication application
to continue.

‘erification Code:

| || Remember this device for 30 days |

Note: please DO NOT tick the Remember this device
for 30 days box.

G

Option # Via SMS message

Enter your mobile number and click Send Verification Code

Step 1: Confirm your mobile phone number

Mobile:

Mote that only Australian mobile phone numbers will be accepted.

Enter the verification code and click Verify Code

Step 2: Verify Two-Step Verification

Enter the verification code that has been sent via SMS to xxxx xxx

Verification Code: [i

-

Cancel

I into the field below then click the Verify Code button.

Verify Code

You will see the following across the top of the screen:

Twio-Step Verification has been enabled

The next time you log into CDS, you will need to enter the Verification Code that was sent to your mobile
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Two-5tep Verification

Verification code has been sent to sooo oo 472 . . .
Note: please DO NOT tick the Remember this device for

Flease enter the verification code sent to your mobide device to

continue. 30 days box.

Verification Code:
| ] Remember this device for 30 days

If you have any questions or need assistance, please contact your Regional Support Officer:
Corinne Brown — 0408 454 133
Sharon McCoy — 0448 755 332

Kati Reeves — 0490 895 065
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Create a New Companion File

Updated 1/09/2021
Purpose To instruct the user how to create a new client (companion) in CDS
Procedure Create a New Companion File

Always search for the client in the system before creating a new record to avoid duplicates. Clients
| might be in the system with different name spellings, so it is worth searching with additional critieria
e.g. DOB as a double check. If they are in the system you can update the client record instead of
creating a new one. Refer to the Update companion information info sheet for instructions

¢7) Dashboard | #l Ad

Lastviewsd: I sionhansue|  Select Create Client from the Shortcuts list on the top left-hand corner of the screen

Shorteuts A blank client record will open. All fields marked with * are mandatory and must be

Y+ Create Client
completed before you can save the record.

Ja Community Bl Reports

i Emergency Relief

Step 2.

Contact Information

li’rwar_. Consent Collecled: * I w

Firgt Nama: * Last Nama: *

Pseudonym used: * Mo

e Privacy Consent Form Collected — select Yes or No from the drop-down list.

e First and Last Name — enter the companions first and last name. If they do not wish to give us their name a
pseudonym can be used e.g., person escaping domestic violence.

e Alias —a name the companion is known by, not their legal name.

e Pseudonym used — Please indicate is a pseudonym is being used.

Step 3.

Birthdate: * = | Date of Birth Estimated: *| v
v
Mabile: * Other Phone:

e Birthdate — select the date using the calendar or type using the dd/mm/yyyy format. If the companion does
not want to give their DOB, record it as 01/01/ of the year you estimate they were born.

e Date of Birth Estimated — select No if the Companion provided and Yes if they did not

e Gender —select from the drop-down list. It is a DSS requirement to record this information. If the companion
does not wish to answer, select Not Stated/Inadequately described

e Mobile — enter the mobile number. If no mobile enter N/A

e Other phone —secondary contact number can be added
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Step 4.

I Visit Risk - refer NG[ES:I

O More Data Required: O

e Homeless — select Yes or No from drop-down list. People are considered homeless if they fall into one of the 3

categories below.

Primary homelessness

People without conventional accommodation e.g. sleeping rough or improvised
dwellings

Secondary homelessness

People who frequently move from one temporary shelter to another e.g.
emergency accommodation, couch surfing or refuges

Tertiary homelessness

People staying in accommodation that falls below minimum community
standards e.g. boarding house or caravan park

e Visit Risk — refer Notes — ticking this box creates an alert at the top of the companion record to direct users to
the Notes section where information about possible risks when conducting home visits is recorded e.g.,
aggressive behaviour, dog on premises or “knock loudly, companion hard of hearing”.

WARNING: Visit Risk - refer Notes

e [More Data Required — ticking this box creates an alert at the top of the companion record to inform users that
information is missing, needs to be checked or updated.

Step 5.

Enter the unit/street number and name into the Residential Address field

Address Information

| Residential Address: |

Residential Locality: *

Site:

CALL CENTRE ~

Step 6.

Click Select next to the Residential Locality field

Address Information

Residential Address: *

|Residentia| Locality: * |

Site:

CALL CENTRE w

Step 7.

Type the town or suburb in the Suburb field. Select the correct Town/Suburb and postcode
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Search Locality

I Suburh I [Crestwood ) Default Site / Conference |ANU
ADELONG
ARANDA
(S BATEMANS BAY
2620 BATLOW
BEGA
SVDPCG Region Clear form DSS Region
Post Code MNotes

Manzage addresses...

Step 8.

Once the suburb and Post Code field are populated click Search.

Search Locality
Suburb Crestwood

SVDPCG Region |NSW
Post Code 2620

Assigned to admin
default

jemma.rossetto
johnvance

Jtharmatheva
kathryn_james
Step 9.

Select the correct Suburb/Town from the Locality List. This will ensure the correct Conference and Region are
applied to this companion.

Locality List

Name = Default Site | Conference = SVDPCG Region = DSS Region = [
CRESTWOQOD, NSW (2620) QUEANBEYAN MOLONGLO CAPITALREGION B (

=]

The Suburb/Town, State, Postcode and Site fields will be automatically completed.

Address Information

Residential Address: * 2 Loch Sireet
Residential Locality: * CRESTWOOD, NSW (262C Clear
Site: QUEANBEYAN v

If your search did not locate the correct Town or Suburb, please contact Conference Support on 02 6282 2722 or
Conferences.CG@vinnies.org.au for assistance.

Step 10.

The Other Information section is where we collect statistical data on the people we assist. It is important to enter
the correct data as this is sent to the DEX data exchange to meet out funding reporting requirements. In addition
to the mandatory fields, you will need to update the Residency Status filed if the response to the County of Birth is
not Australia.
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Oiher Information
Counlry of Birth * w

CALD

Main Language Spoken at Homa: * "

Aboniginal | Torres Strad lslandes?- * - Residency Status Austrakan Cilimen w

Lomglesm Disabdity: b
Housahold Composiion: * " Wi founce: of Woo: *
Himising Tenure: * L3

Do you have an ACT Sendces w
Access card?:

Congent 10 participals in clent w
reppanch; *

Step 11.

The Notes section can be used to record important Companion

information such as safety concerns, suspension information or if
only certain Conference members should be working with the
Companion.

Notes:

Note: this information is printed on the daily call lists, so it is
important that only current relevant information is entered here.

[Save | _Canca

All other information can be recorded in the Client Event section — see the Create a Client event info sheet.

Once all data is entered click Save.
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Search for a Companion

Updated 1/09/2021

Purpose To instruct the user how to search for a Companion
Procedure Search for a Companion

Step 1.

After logging into CDS click on the Activities tab on the menu bar, then click Clients.

S E I | Bl Activities

Home DSs

Clients Documents
Contacts Emergency Relief
Emergency Relief Assistance

Step 2.

You have the option to use the Basic or Advanced Search tabs. You can search using several different criteria. In
the example below we are searching using First Name and the first initial of the Last Name. Once you have
entered the criteria click Search.

Note: If your expected data is not returned, check your criteria or click Clear to remove any Active Search criteria
and start over.

Clients: Home
I Basic Search Advanced Search
Jonn Smit

Client ID Birthdate ™
Assigned to Any Address
Any Email Suburb
Postal Code Created Befaore ||
Created After (] Partner First Name
Partner Last Name Centrelink reference
anly my items O Date of Birth - After ||
Date of Birth - Before (] ER Case Date - After ||
ER Case Date - Before (] CDS Client ID

Clear | Saved Searches | --Mone— o
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Step 3.

Any matching records will be displayed in the Client List.

Active Search: . o
Ve eare The Active Search box shows the criteria used for the search.

First Name: John Lagt Name: smi
If more than one result is displayed, locate the companion from the list and
click on them to open their record.

Client List

[ Mame =
4l JOHMN SMITH

=] JOHN SMITH |
0 JOSHUA JOHN SMITH

Step 4.

The Advanced Search tab has several extra fields that you can use to search.

Note: Adding more criteria will narrow your search but spelling errors can happen. If you believe a client record
exists, you may want to broaden your search.

Clients: Home

Basic Search Advanced Search

CDs Client ID

% Layout Options

Do you have an ACT Services Access card?

Housing Tenure

First Name John Last Name Smith
Client ID Birthdate [m]
Assigned to Any Address
Any Phone Any Email
Suburb Postal Code
Centrelink reference Gender -
Male
Female
Intersex indeterminate
Not stated/Inadequately described
Aboriginal / Torres Strait Islander? = | Minimum Age
No
Aboriginal
Torres Strait Islander
Aboriginal and Torres Strait |slander
Mot stated/inadequately described =
Maximum Age Partner First Name
Partner Last Name Only my items O
Date of Birth - After ™ Date of Birth - Before (m}
ER Case Date - After [m] ER Case Date - Before [m]

Yes Boarding / lodging

No Homeless

NIA Being purchased
Fully Cwned

| Saved Searches | —None— -

Save search as:

Renter - Private

Modify current search:

Update

Delete
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Update Companion Information

Updated 1/09/2021

Purpose To instruct the user how to update companion information in CDS
Procedure Update Companion Information

Step 1.

Locate the Companion in CDS — see Search for a Companion info sheet for instructions.

Step 2.

Open the Companion record and click Edit

Clients: JOHN CITIZEN

- Delete View Change Log

Privacy Consent Form Collected: ‘Yes

Name: JOHN CITIZEN m

Alias:
Pseudonym used: Mo
Birthdate: 01/01/1985
Gender: Male

Phone: 029282 2722

Region [ Area:  Major City

Step 3.

Make the required changes to the information. This could include a change of address, a new phone number or an
update to the Notes section to ensure only relevant/current information is recorded.

Step 4.

Once all the changes have been made ensure you click Save

Clients: JOHN CITIZEN

e

Contact Information

Privacy Censent Form Collected: * Yes v

First Name: * JOHN

Alias:

Pseudonym used: * Mo w

Birthdate: * 01/01/1985 (]

Gender. * Male v
Phone: * 02 6282 2722
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Create an Emergency Relief Entry

Updated 1/09/2021

Purpose To instruct the user how to create an Emergency Relief entry on a companion record
Procedure Create an Emergency Relief Entry

Step 1.

Search for the companion in CDS — see the Search for a Companion info sheet for instructions

If they do not exist, follow the Create a New Companion Record info sheet

Step 2.

Open the companion record and scroll down to the Emergency Relief section and click Create

# Dependents

Mame =
JOE CITIZEN

# Emergency Relief

MName =

# History

Step 3.

The Emergency Relief screen will open and be prefilled with some data based on the information entered when
the companion was set up. If the companion’s main source of income is a Government payment or pension, you

will need to select the Centrelink Payment Type from the drop-down list,

Client Information

Housing Tenure Renter - Pudie v

Clent Attencance Profie v

Centrelink Detads

Centreink Recpient Yes v

Contrelnk Payment Type v

Serving a centrelink non-payment penod? @ No v I yes, When was last Centreink Payment?

Emergency Relief
[ Save | Cancel |
Cheet * JOMN CITIZEN EEEEa Assigned 1o 100020 sWeONey | Select | Ciear |
Service Date * 19012021 ) (cammyyyy) Ste QUEANBEYAN v
Referred By Type Set v
ncoming Referral EE3a

Government payments / pensions / aliowances

0 (csmmyyy)
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Step 4.

Complete the Session Details

Session Details

Contact Type: Phone ~
Assistance Sought * 2nd call / message

Accommodation/Rent
Assistance with credit card debls
Assistance with school costs
Bedding and blankets

Bushfire Relief

Chrigtmas hampers

Clothing needs

Domestic violence issues
Experiencing non-payment period from Centredink
Family crisis

Food

Furniture and Household ltems
Health and Medical

Money for paying a large bill
Other

Travel cost issues

Utility bill

Whitegoods

Household maintanance

Social Visit

Adult(s) for Visit: * | Child(ren) for Visit. * |

Contact Type — The default is Phone but could be face to face depending on how your conference operates

Assistance Sought — more than one option can be selected by holding down the control [Ctrl] key on the keyboard
and clicking on each option

Adults and Children for visit - This is important as the number of people seeking assistance may vary from visit to
visit. For example: Single Dad with children for the weekend, Friend/family visiting. This data also provides a more
accurate view of the support being provided e.g. one instance of Emergency relief is assisting a family of 5.

| Main Presenting Problem: * | Material wellbeing ~

| secondary Presenting Problem(s):| Physical health

Mental health

Personal and family safety
Age-appropriate development
Community participation & networks
Family functioning

Money management
Employment

Education and skills training
Material wellbeing

Housing

Service Delivery lssues: Out of Hours

Interpreter Present/Required

Other

Main presenting Problem — this defaults to Material wellbeing and should not be changed
Secondary Presenting Problem/s — this is an optional data field

Session Note - are generally used by Helpline to inform Conferences of information directly related to the request.

Click Save
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Record Assistance Provided

Updated 1/09/2021

Purpose To instruct the user how to record the assistance provided to companions
Procedure Record Assistance Provided

Step 1.

Search for the companion in CDS - see the Search for a Companion info sheet for instructions.

Step 2.

Open the companion record and scroll down to the Emergency Relief section

# Emergency Relief

Select the relevant Emergency Relief entry and click to open it.

Hame =

Emergency Relief - 19/01/2021

Step 3.

Scroll down to the Assistance Provided section and click Create

I & Assistance Provided I

MName ]

hlarnn f Sotat

Step 4.

Enter the mandatory information. There are 4 lines available to enter the assistance provided. In the example
below, food and clothing vouchers were provided. These must be entered as 2 separate entries. If there are more
than 4 types of assistance provided in the one visit you can click Create to add additional assistance.

A Assistance Provided

ETHETTE 0
Hame | =T | P Voucrer Gooe Owason wnaed By Howes
Nara (Auty Casn ¥  FOOD VOUCHERS v W00 (] Site (Auto] ITTROM4 5000 15 Minutes ¥ 1XCOLES VOUCHER
Name (AuD In kng ¥ | CLOTHING | 19012021 (] Site (Auto) 26345, 26248 5000 15 Mnutes ¥ 2XVINNIES VOUCHERS
Nima (Auty Pleade select unding source v | Please seled 3 nding source v 19012021 (] Sdbe (Auto) None-—

e Funding Source — select Cash (items purchased by the conference) or In Kind (items with no cost to the
Society)

e Assistance Type —select from the drop-down list.

e Service Date — enter date the assistance was provided (may be different from the default date)

e Assistance Value — enter amount. You do not need to enter S, decimal point or cents.
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Step 5.

Enter the optional data as applicable.

A Assistance Provided
o
Hame Funding Source
Name (Autc) Cash
Name (Auto) In kind

Assistance Type Senice Dale
FOOD VOUCHERS v 1902021
CLOTHING v 102021

Assistance Value

Site
(] Site (Auto) ITTEEG644
[ Site (Auto) 26345, 26346

50.00
50.00

0o
| uration | | vsited Bytiates |
15 Mnutes v 1XCOLES VOUCHER
15 Minutes v 2XVINMIES VOUCHERS

e Voucher Code: enter any applicable code i.e. Vinnies voucher or Coles card number
e Duration: time taken to provide the assistance

e Visited By/Notes: enter the names/initials of the members who provided the assistance and any relevant

notes.

Once all the information has been entered click Save All

If you wish to record additional information about the assistance provided you can click on the Assistance

# Assistance Provided
Harne Funding Sourcs Assistance Typs Servdee Dabe Sile
Name (Aufo) Flease salact funding source »  Please salact & funding source » | 18/01/2021 (] Site (Auto)
Nam (Aute) Please select funding Source » | Please saladt a funding source | 19/0172021 51 SHe (Aut)
Name {(Aufo) Flease salact funding source Fleasa salact 3 funding source w 1800172021 | Site (Auto)
Name (Auto) Please sekect unding source v | | Please select 8 lunding source » | 18/01/2021 ™ Sie (Auto)
Marne = Funding Souns = Assistance Type = Sendos Date = Site =

| Assistance CLOTHING - 18/0172021 | Iy kind CLOTHING 180172021 QUEANBEYAN
Assistance. FOOD VOUCHERS - 19012021 Cash FOOD VOUCHERS 100172021 QUEANBEYAN

Select Edit.

Dupict Vi Crange Lo

Emergency Relief Assistance: Assistance: CLOTHING - 19/01/2021

Session ID:  erlpG0821747210495

Emergency Relief. Emergency Relief - 19/01/2021

You can enter more information in the Notes section then click Save.

Cancs

View Change Log

Service Date: *
Service Selting:
Interpreter Present.
Funding Source: *
Voucher Code:
Assistance Valua: *

Visited By/MNotes:

19/01/2021 B (gaimmiyyy)
W
O
In kind v
23645, 23646
50.00

2 X VINNIES VOQUCHERS

PROVIDED VINNIES VOUCHERS FOR JOHN TO PURCHASE W/
HE REQUIRES ASSISTANCE WITH BEEDDING IN THE FUTURE
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How to record different types of Assistance Provided

Financial Calls

It is important to record each item of assistance provided separately to ensure complete and accurate records are
maintained. E.g., Companion receives a $50 food voucher $25 Vinnies voucher, two separate Assistance Provided
records must be created: one for the food voucher (Cash), and another for the Vinnies voucher (In Kind).

Social Visits and follow up calls

Social visits and follow up calls are where No Financial Assistance (Cash or In Kind) was given. E.g., a visit to follow
up on a call to find out if the furniture arrived.

Assistance Type: No Financial Assistance
Value: 0
Funding Source: In Kind

Not home calls

When a Conference finds that the person is unable to be contacted the call information must still be completed.
E.g. they have not answered their phone and/or were not in for the visit(s).

Assistance Type: Unable to Contact
Value: 0
Funding Source: In Kind

Once a call has been closed, if the person rings in again within the normal Conference call cycle then a 2nd call is
recorded in the system. Refer to Messages and second calls for further information.

Advocacy visits

When a Conference provides some form of Advocacy the call information must still be completed. E.g., going with
the companion to Centrelink.

Assistance Type: Advocacy
Value: 0

Funding Source: In Kind
Referrals

When a Conference decides that a Referral is needed E.g. getting the Salvation Army to assist.

Assistance Type: Referral
Value: 0
Funding Source: In Kind

Messages and second calls
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A Message Call is where the person calling just wishes to pass on message. For example: ‘Thanks for the hamper
or ‘I have got the quote the volunteer wanted’.

A Second Call is created when the person contacts the Helpline because they have received no contact from the
volunteers, or they missed the volunteers — card or missed call

The Helpline duplicates the first call and adds the reason for seeking assistance to 2nd call/message.
A 2nd call/message record appears like other calls and needs to be closed.

These calls are recorded similarly to a Financial Call except you will need to select the correct Assistance Type,
record any relevant costs in the Assistance Value field and select appropriate funding source

Session Details

Assistance Sought: » 2nd call/ message

« Clothing needs
« Health and Medical

Adult(s) for Visit: 1
Main Presenting Problem: Material wellbeing
Secondary Presenting Problem(s):

Service Delivery Issues:

Session Notes: Seeking assistance with pharmacy bill and summer clothing

Companion called as they have not heard from the volunteers

Total Assistance: 0.00
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Create a Companion Event

Updated 1/09/2021
Purpose To instruct the user how to create a client event to record important companion information.
Procedure Create a companion event

A Client Event is used by Conferences to record information on their interactions with companions. This allows
members and volunteers to better support the companion and provide supporting evidence, should it be required,
for any decisions made regarding limiting or suspending assistance

Important All notes must be factual, not opinion and written in a professional manner. Information recorded in
CDS can be requested for legal purposes and companions are entitled to access the information written about
them.

When recording information supplied by a companion e.g., the status of their health, make sure that words such
as “They disclosed...” or “Jane told us that...” are included. This way it is clear the information recorded has not
been confirmed by the Society and that we have not made a judgement call on the companion.

A separate event should be created for each interaction with a relevant subject description and appropriate
category selected, so it is easy to locate specific information if required.

Step 1.

Locate the companion in CDS and open their record — see Search for a Companion info sheet for instructions.

Step 2.

Sub-Panels Select Client Event from the Sub-Panel on the left-hand side of the screen.

Other people living in the
home

Emergency Relief

Client Event

Hislory

Step 3.

A Client Event Click Create

]

Subject

Step 4.

A~ Clont vt The client event
screen will open

File Name Chocses Fie | Mo fie chogen

10RZ021 B (st

Suspention W Author Sobhan Sy

[ty

Step 5.
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4 Client Event Enter a relevant Subject description.

[“Sove | canca |
The Publish Date will default to the current date — no change

.
required

Publish Date: * 01/00/2021 B (dammiyyy)
SVDPCG Category: * Suspension hd Select a SVDPCG Category from the drop-down list

Enter the

Enter any relevant Notes

Step 6.

To attach a document, Choose File

& Clignt Event
| save | Cancel |
Subject * File Name io file chosen

Publich Date: 01092021 [ (sammingy)
SVDPCG Category: * Suspension ~ Author siobhan sweeney

A new window will open allowing you to navigate to the document you want to attach.
Click on the document to highlight it. In this example Consent form

Click Open

@ Open *

Search OneDrrve - 5t Vingent.

- M @

-~

Ll = 4 @ » OneDrive - 5t Vincent de Paul Society HSW » v O

Organize « Mew folder
Mame Status Date modified Trpe Size
o Quick sccess
12 KB
KB
KB

2MN2F020 110 PM

8 OneDrive - 5t Vincen! “JTenTmonee U gonaationsl Chat 2411 339 PM
Bi] Helpline Phone Instructions Sicbhan

@3] Ordler Form

@00

i 5tVincent de Paul 5o
30KE
B This PC

o Network

Fibe name | Consent Form w | Al Files »

Document will be saved

Step 6.

Once the file has been attached you can add a Note if required then click Save
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Generate a Client Event Report

Updated 20/10/2021

Purpose To instruct the user how to generate a client event report for a companion
Procedure Generate a Client Event Report

Step 1.

After logging into CDS click on the Activities tab on the menu bar, then click Clients.

D3 poard

Home

Clients

Contacts
Emergency Relief

@@ Activities

DSS

Documents

Emergency Relief
Assistance

Step 2.

You have the option to use the Basic or Advanced Search tabs. You can search using several different criteria. In
the example below we are searching using First Name and the first initial of the Last Name. Once you have
entered the criteria click Search.

Note: If your expected data is not returned, check your criteria or click Clear to remove any Active Search criteria

and start over.

Clients: Home

I Basic Search

Advanced Search

Client ID

Assigned to

Any Email

Postal Code
Created After
Partner Last Name

Only my items

Date of Birth - Before
ER Case Date - Before

| Sawved Searches | --Mone—

John
(|
O
1
1

Smith
Birthdate

Any Address

Suburb

Created Before

Partner First Name

Centrelink reference

Date of Birth - After

ER Case Date - After

CDS Client ID
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Step 3.

Once you have located the companion click on Client Event Report on the left-hand side of the screen.

(7Y Dashboard | R Activities

Last Viewed: | § TESTTEST| @ Phone Call| il Home Visit| il Home Visit| il Renewed Applian | il Ren

] Shortcuts |

Create Client
A Create Ciien Clients: TEST TEST

1 Clients
4 DSS Client Compliance | Edit | Delete | View Ghiange Log
Report
E Privacy Consent Collected: ‘Yes
Ja Client Events Report
Name: TESTTEST
Ju Emergency Relief -

Client Summary i
Alias:
Sub-Panels Pseudonym used: No
Other people living in the
home Birthdate: (08/03/1975

Emergency Relief Gender. Male

Client Event
Mobile- 0411 111 111

Step 4.

The On-Demand Reporting screen will open. You don’t need to enter any information; the report automatically

generates. Once the report has generated you will need to download it. This will open a PDF that you can save or
print as required.

{7y Dashboard i) Acivities

Lasi Viewsd: | § TESTTEST [ Renewed Appian | [ Fesessd dpgias  J SASSIE HUNT i Renewed Applian ] DIBSFARISHTAR [ Clenlval § AMAMDA KISBFLL J JSASE ELPHCK | PAUL READ

| Shoncuts Cn-Demand Reporting: Client Events Report
s On-Demarnd Reparting
Repon Selecticn
Ly oo Rigert
Ju lLaunch CommuniyEs Reporl | Cland Events Rugo ]
Format Preferancas
Ferml | Ascts PO ( paf) w
Parsmeters
Contact 22 c-baSu-B0ta %12- 50T IETade 3
Procossing

Repon Stans: Complate

four report is now ready. Click Here To Dovwnigad
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Add a Referral to a Companion File

Updated 1/09/2021

Purpose To instruct the user how to add a referral to another service to a companion file
Procedure Add a Referral to a Companion File

Step 1.

Search for the companion in CDS — see the Search for a Companion info sheet for instructions.

Step 2.

Open the companion record and select Emergency Relief from the Sub-Panel on the left-hand side of the screen.

Y Create Client
1 Clients

2 DSS Client Compliance
Report

Ju Emergency Relief -
Client Summary

Sub-Panels
Client Event

Other people living in the
home

Emergency Relief

History

Step 3.

Select the relevant Emergency Relief entry and click to open it.

# Emergency Relief

Mame =
| Emergency Retiet - 2810112021 |
Emergency Relief - 19/01/2021

Step 4.

Select Outgoing Referrals from the Sub-Panel on the left-hand side of the screen.

Shortcuts
i Emergency Relief
& Blank Form

[ Assistance Provided

Sub-Panels

Assistance Provided

Outgoing Referrals
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Step 5.

Click on Create.

# Outgoing Referrals

MName =
Step 6.

Enter the mandatory information.

e Organisation Referred To (or program name if internal) click Select to search for the organisation.
e Referral type - internal or external.

e Referral date — date referral was made.

o Referral purpose —refer to list below.

& Quigoing Referraly
Drgansabon Refemed To [= "4 28012021 B (ol
Exfmmal v Foefemal Purposs: AGE-RED G0t Ul SRR
Community pariopation & reteonis
Famiy lunctioning
Housing
Materal woliaing
Mlantal Raath
Hobad

Add any relevant Notes if you wish and click Save

Examples of Referrals

Age-appropriate development | St Joe’s Youth Program, VINES Youth Program, St Nick’s Young Carers
Community participation and | Volunteering opportunities though Access Canberra, social inclusion
networks programs, sport programs

Education/Employment Clemente

Family Functioning Parenting Programs

Housing One Link

Material Wellbeing Usually, material goods e.g. food relief at other agencies, Thread Together
Mental Health ACT Health, Compeer

Money Management Care Financial
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Generate a Call List

Updated 1/09/2021

Purpose To instruct the user how to generate a list of emergency relief assistance calls
Procedure Generate a Call List

Step 1.

To generate the call list report in CDS click on the Activities tab then select Reports

Home

Clients
Contacts
Emergency Relief

| ocalit

Step 2.

Searches

Client Event

On-Demand Reporting

Report Selection

Select Conference Visit List — v2 from the drop-down list

Report | —None— v

| Conference Visit List -v2

Step 3

Format Preferences

Enter the date in the Start and End date fields

Format | Adobe POF (* pdf) v
Select the relevant conference from the drop-down list in

Parameters the Site field
Start dateftime | [01/00/2021 B (deimmiyyy)
End dateftime | [01/09/2021 B (deimmivyy) Click Run Report
Site | -Mone-- -
—Mone-—-
ADELONG
Run Report U
ARANDA
DATERIAME DA
Step 4.

Report Status: Complete

~

Once the report has generated you will need to download it

I ‘Your report is now ready. Click Here To Download I

Step 5.

Open the report - you will be required to enter the monthly password. If there are no calls listed the report will be
blank. The password is sent to each Conference in the last week of the month. If you require any assistance please
contact the Conference Support Team on 02 6282 2722 or conferences.cg@vinnie.org.au
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Generate a Conference Statistical Report

Updated 1/09/2021

Purpose To instruct the user how to generate a statistical report of their conference
Procedure Generate a Conference Statistical Report

Step 1.

() Dashboard To generate the call list report in CDS click on the Activities tab then select Reports

Home Searches

Clients Client Event
Contacts
Emergency Relief

Localit

Step 2.

Report Selection

Select Emergency Relief — Statistics from the drop-down list

Report I Emergency Relief - Statistics I v

Step 3.

Format Preferences

Format

Parameters

Adobe PDF (*.pd . .
obe POF Cpe) v Select the relevant conference from the drop-down list in

Start date/time

End date/time

Emergency Relief Funding Source

SVDP/DSS Region

the Site field
ARANDA ¥ Enter the date in the Start and End date fields
01/09/2021 B (aaimmayyy)
01/0912021 B (demmiyy) Leave the Emergency Relief Funding Source and
“None~ v SVDP/DSS Region fields displaying -None-
—None-- ~

Click Run Report

Step 4.

Report Status: Complete

~

Once the report has generated you will need to download it

I Your report is now ready. Click Here To Download I
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Generate a Regional Statistical Report

Updated 1/09/2021

Purpose To instruct the user how to generate a statistical report for a particular region/s
Procedure Generate a Regional Statistical Report

Step 1.

() Dashboard To generate the call list report in CDS click on the Activities tab then select Reports

Home Searches
Clients Client Event
Contacts

Emergency Relief

Localit

Step 2.

Report Selection

Report I Emergency Relief - Statistics I

Step 3.

Format Preferences

Format | Adobe PDF (" pdf) +

Parameters

| Emergency Relief Funding Source | —Mone-- v

I SVDF/DS3 Reglonl —MNonge--

Start dateftime | |01/09/2021 [ (ddimmdvyyy)

End dateftime | [01/09/2021 [ fddimmiyyy)

—Mone-—

DSSACT

DSS CAPITAL

DSS CAPITAL REGION

DSS CENTRAL WEST

DSS RIVERINA

DSS RIVERINAREGION
SVDPC FAR SOUTH COAST
SUNPC GOLILRIEN

Step 4.

Report Status: Complete

I Your report is now ready. Click Here To Download I

Select Emergency Relief — Statistics from the drop-down list

Leave the Site field blank
Enter the date in the Start and End date fields

Leave the Emergency Relief Funding Source field displaying -
None-

Select your region from the SVDP/DSS Region field

Click Run Report

|/| Once the report has generated you will need to download it
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