| eCornerstone Reference Manual - DRAFT Chapter 3: Home |

Chapter 3: Home

3.1 Overview

Located in the eCornerstone navigation menu, the Home button provides access to the Home Page, To Do
Messages, Case List, and Enrollee List. The To Do List, Case List, and Enrollee List can be accessed from
both the Home menu and the Home Page. To activate the Home menu, select the “Home” button. A drop
down menu will appear, listing that button’s components. From that listing, select the link to the
appropriate page.

3.2 Home Page

The eCornerstone home page is divided into the following components: Starting Points and User Help.
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3.3 Starting Points

The Starting Points section provides links to the functionalities commonly used to begin working with a
participant.

3.3.1 Information Center

The Starting Points component provides a link to the Information Center, which is used to communicate
important messages and links to those who use the eCornerstone system. The Information Center is tied
to each User ID. Upon logging in to eCornerstone, the system will check to see if any new messages have
been posted since the last time that User ID logged in. Upon logging in, if new information is available,
the system is automatically routed to the Information Center instead of the Home Page. Messages are
organized according to programs, but the “Agency Messages for All Programs” section contains messages
that pertain to all programs. In addition, each local agency has the ability to post messages that can be
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viewed only by staff of that agency. Refer to the Broadcast Messages section of the Administrative
chapter for detailed instructions on adding a broadcast message at the agency level.

NOTE: For additional information on how important information is shared with eCornerstone
users, refer to the Communicating with Users section of the System Environment chapter.

Acknowledge Messages
The eCornerstone system is routed to the Home Page once all new messages in the Information Center
are acknowledged. Messages in the Information Center can not be deleted, but are “hidden” once they
are acknowledged. These messages will then remain hidden until their expiration date. The following are
instructions for acknowledging messages:

1. Access the Information Center.

2. Select the check box next to the message that has been read.

3. Select the “Hide Selected Messages” button.

4. The eCornerstone Home Page is displayed.
Display Hidden Messages

1. Access the Information Center.

2. Select the “Show Hidden Messages” button.
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3.3.2 To Do Messages

The Starting Points component also provides a link to the To Do Messages page, and the number of items
on the To Do list is indicated in parenthesis.

The To Do list function helps workers remember important time-sensitive events that need to be
completed, including completion of pre-assessments and full assessments, follow-up reminders, and any
other time-related notifications pertinent to the participant’s case. If the worker logged in is a supervisor,
or is a worker who has rights to assign participants (as defined by his or her security role established by
the agency), the To Do List also displays a list of participants who need to be assigned to a case worker
(“unassigned participants”).

The To Do Messages page displays the following elements for each item:
¢ Message text — Identifies the action that needs to be taken.

e Participant Name — Name of the participant directly associated with the action required.

e Time Remaining — If the item is time-based, this column displays the number of days remaining
from the current date until the task is due, or the number of days the item has been overdue.
Overdue items are displayed in a red font [“26 days (past due)”], and items due in the future
are displayed in a green font [“8 days”].

The To Do List offers various filters and sorting capabilities:

e The supervisor can filter the To Do List to view only a specific employee’s items (as long as the
worker is the supervisor of the employee). After selecting an employee’s name from the
“Worker” drop down list and clicking on the “Filter” button, the page displays the items for that
specific employee (such as Generic Reminders, and Missing Assessments as applicable). If the
worker is not a supervisor, his or her name will be the only option in the “Worker” field.

e Filter the list by message type using the Category filter. (All, Ansell-Casey Initial, Ansell-Casey
Reasmt, Generic Reminder, Non-Attend Particpnt, Pre-YASI, Scheduled Review, Scheduled
Term Date, Test Results Pending, Unasignd Caseload, Unasignd Participant, Wait List, YASI
Closing, YASI Initial, YASI Reasmt). If a supervisor, or a worker who has rights to assign
participants is logged in, he or she can also filter by “Unassigned Participant”. After selecting
the desired filter from the “Category” field and clicking on the “Filter” button, the page displays
only those applicable items.

e The system uses the default duration time frame of five days for identifying To Do ltems.
Therefore, any items due in the next five days (as well as all over due items) are displayed by
default. However, any worker can set the duration as he or she desires, within the minimum of
one (1) day and the maximum of 180 days. Should the worker change the duration (by
entering a new number in the “Duration” field and clicking on the “Filter” button), the new
duration setting is saved as the default for that worker.

e To organize the To Do List by message type, select the “Message Text” link found at the top of
the To Do List. The list will then be displayed according to message type.

e To organize the To Do List by participant name, select the “Participant Name” link found at the
top of the To Do List. The list will then be displayed according to participant name.

e To organize the To Do List in chronological order, select the “Time Remaining” link found at the
top of the To Do List. The list will then be displayed with the oldest message listed first.
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The “Add Reminder” link is also located on the bottom of the To Do Messages page. Workers who have
been assigned the case worker security role can also add “generic reminders” to assist in the managing of
their caseload. A generic reminder is applicable only to the worker who creates the reminder, and
therefore is only viewed by that worker. However, a supervisor can view and edit his or her employees’
generic reminders. In the event that a participant is reassigned to a new case worker, the new case
worker will be required to create their own generic reminders, as the generic reminders are employee-
specific, not participant-specific.

Add a new generic reminder:

1. Select the “Add” button, located at the bottom of the To Do List section.
NOTE: This button is available only when a worker is viewing his or her own To Do List.

2. The Generic Reminder page is displayed.

3. In the “Select the Participant associated with this reminder” field, the drop down list displays all
active participants assigned to the worker. Select the participant to whom the reminder will be
associated.

4. In the “Due Date” field, enter the date the reminder is due.

5. In the “Reminder Description” field, enter the text to be displayed in the “Messages” column of
the To Do List.

6. Click on the “Save” button to save the reminder, or the “Cancel” button to cancel.

Update a generic reminder:

1. From the To Do List, click on the text in the “Messages” column of the generic reminder to be
updated.

2. The Generic Reminder page will be displayed.
3. The participant’s name is displayed, and can not be changed.
4. If applicable, update the due date, or edit the “Messages” text.
5. If the item is completed, click the “Delete” button. This removes the item from the To Do List.
6. Once the reminder has been updated, click on the “Save” button to save the reminder, or the
“Cancel” button to cancel.
Delete a generic reminder:
1. From the To Do List, find the generic reminder to be deleted.
2. Click on the “delete” link (found in the Message Type column).

3. The generic reminder will be deleted.
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3.3.3 Case List

The Starting Points component also provides a link to the Case List page. For a worker who has been
assigned the Case Worker security role, the Case List page displays a list of all clients currently assigned
to the worker. Select the “Case List” link to view the Case List page.

e The supervisor can filter the case list to view only a specific employee’s items (if the worker is
the supervisor of the employee). After selecting an employee’s name from the “Worker” drop
down list and clicking on the “Filter” button, the page displays the items for that specific
employee. If the worker is not a supervisor, his or her name will be the only option in the
“Worker” field.

e Filter the list by program type using the Program drop down list and selecting the “Filter”
button. This filter will list all participants in the selected program.

e The list displays the participant’s name and program. Clicking on the Participant Name text link

navigates to the Participant Summary page, and clicking on the Program text link navigates to
the Program Enrollment page.

w+ Home  Lookup  + Administrative  Help  Logout

Case List
YWarker: Im Pragram: |A|| =l m
Participant Name Program Enrollment Start Date
BAGWELL, JEFF Comm for Youth 07/0972004
Belt, Jessy UDIs 072672004
Berkhalter, Katie DS OT7I2212004
Blowy, Betty CCBYS 0&/0372004
Coleman, Vince Crossroads 07222004
Espinosa, Katie UDIs 07222004
Rivera, Katie DS 072272004
simmaons, katherine ubls 07222004
smith, katie UDIS 0&/2472004
spahr, katie upis 08/2472004
Walker, Todd CCBYS 081872004
BEI0HS Whelcome Page “wiarsion: 2.1 Show wersion Detail (Opens Hew Window’ ‘fou are logged in as: cststall
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3.3.4 Enrollee List

The Starting Points section of the Home Page also provides a link to the Enrollee List. The Enrollee List
displays a list of all participants that are actively enrolled in any program in the worker’s agency. The list
shows participant’s names and the programs in which they are actively enrolled.
View Enrollee List
The following are instructions for viewing the enrollee list:

1. Select the “Enrollee List” link on the Home Page, or select “Enrollee List” from the Home menu.

2. The Enrollee List page is displayed.

3. The list defaults to show all participants in all programs. The list can be sorted according to
program.

4. Navigate to the “Program” field. Use the drop down list to select the desired program.
5. Click “Filter”. Participants in that program are displayed in alphabetical order.
NOTE: For quick navigation to the top of the list, select the “Back to Top” link found throughout the
list of participant names.

Work With a Participant from Enrollee List
1. Select the “Enrollee List” link on the Home Page, or select “Enrollee List” from the Home menu.
2. The Enrollee List page is displayed.

3. The list defaults to show all participants in all programs. The list can be sorted according to
program.

4. Navigate to the “Program” field. Use the drop down list to select the desired program.
5. Click “Filter”. Participants in that program are displayed in alphabetical order.

6. Select the first letter of the participant’s last name from the “Go to Names Starting With” field, if
desired. All participants’ whose last name starts with that letter will be displayed.

7. Click the name of the participant to be worked with. The participant’s Participant Summary page is
displayed.

NOTE: For quick navigation to the top of the list, select the “Back to Top” link found throughout the
list of participant names.
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3.3.5 Waiting List

The Starting Points section of the Home Page also provides a link to the Waiting List page. The Waiting
List page displays the following:

Participant’s name

Participant’s age

The program in which the participant is enrolled with the wait list status

Program wait list status date

Number of days on wait list

View Waiting List

The following are instructions for viewing the enrollee list:
1. Select the “Waiting List” link on the Home Page, or select “Waiting List” from the Home menu.
2. The Waiting List page is displayed.

3. The Waiting List can be sorted by participant name, age, program, status date, or number of days
by selecting the link at the top of each column.

4. Select a participant’s name in the Participant Name column to display their Participant Summary
page.
Work With a Participant from Waiting List
1. Select the “Waiting List” link on the Home Page, or select “Waiting List” from the Home menu.
2. The Waiting List page is displayed.

3. The Waiting List can be sorted by participant name, age, program, status date, or number of days
by selecting the link at the top of each column.

4. Select a participant’s name in the Participant Name column to display their Participant Summary
page.
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3.3.6 Participant Lookup

The Starting Points section of the Home Page provides a link to the Participant Lookup page.

To begin working in eCornerstone, either select an existing participant, or add a new participant into the
system. To perform either function, a lookup must first be performed.

Please refer to the Lookup chapter for details on this function.

3.3.7 Print Blank YASI Pre-Assessment

The Starting Points section of the Home Page provides a link to a printer-friendly view of a blank YASI Pre-
Assessment. Please refer to the Participant chapter for details on this function.
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3.3.8 Print Blank Full YASI

The Starting Points section of the Home Page provides a link to a printer-friendly view of a blank Full YASI
Assessment. Please refer to the Participant chapter for details on this function.

3.4 User Help

The User Help component provides links to eCornerstone informational bulletins, the most recent release
notes, the reference manual, and the Community Health Training Center.

3.4.1 eCornerstone Informational Bulletins

eCornerstone Bulletins provide detailed information on new and existing functionalities, policies, and
procedures. Select the “eCornerstone Informational Bulletins” link to open a new browser window that
provides links to all eCornerstone bulletins. The bulletins are listed in chronological order, and the bulletin
topics are also displayed.

3.4.2 eCornerstone Application Updates

The eCornerstone system is updated periodically as the application is enhanced and new functionality is
added. Select the “Latest Release Notes” link to open the most recent system update information
(Application Updates) in a new browser window. Refer to the System Updates section of the System
Environment chapter for more information on the Application Updates.

3.4.3 eCornerstone Reference Manual

Access to the eCornerstone Reference Manual can be obtained by selecting the Reference Manual link in
the User Help component of the Home Page. A new browser window is opened, and a link to each manual
chapter is provided. Select the corresponding link to open the appropriate chapter. Refer to the
eCornerstone Reference Manual section of the Introduction chapter for more information on the reference
manual.

3.4.4 eCornerstone Online Training

Select the “eCornerstone Online Training” link to access the Community Health Training Center’s online
training login page. The link will open a new window, and workers remain logged into eCornerstone
unless a Logout is performed.
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