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The following items are displayed as read-only: 
o Agency Name 
o Agency Abbreviated Name (new field) 
o Agency Description (new field) 
o Agency Number (new field) 
o Rollup Agency Name (new field) 
o Rollup Agency Number (new field) 
o Security ID Prefix (new field) 
o FEIN (new field) 
o Site (check box if agency will be used as a site) (new field) 

 
NOTE:  Any items that are read-only in the Agency Profile section are 
maintained by DHS Central Office staff.  Questions or changes should 
be directed to the CSSC Representative. 

 
Enter the agency’s email address in the new “Email Address” field. 

 
The new “Contracts” section displays contract information. 
 
The new “Contacts” section displays the names and categories of staff 
associated with the agency.  Staff entered on the new Workers page will be 
displayed.  Staff can be 
added by selecting the 
“Add Agency Contact” 
link.  Use the drop down 
list to select the contact 
type in the “Contact 
Type” field.  Use the 
drop down list to select 
the staff member’s 
name in the “Contact 
Name” field.  Select “Save” to save the changes and return to the Agency 
Information page.     
 
To view or delete a contact, 
select the name in the 
Contact Name column.  The 
Agency Contact Summary 
page is displayed.   
 
On the Agency 
Information page, the 
new “Address” section is 
read-only and provides the 
agency’s address. 

 
The new “Phone Number” 
section lists the agency 
phone numbers and types of 
phone numbers.  To add a 
phone number, select the 
“Add Phone” link.   
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The Add/Update Phone page is displayed.  In the “Phone Type” field, use the 
drop down list to select the appropriate phone type.  In the “Phone Number” 
field, enter the phone number.  Enter the phone extension in the “Extension” 
field, if applicable.  Select “Save” to save the information and return to the 
Agency Information page.   
 
To edit a phone number, select the phone number to be edited.  The 
Add/Update Phone page is displayed.  Use the “Phone Type” drop down list to 
update the phone type, if applicable.  Enter the revised phone number in the 
“Phone Number” field, if applicable.  Enter the phone extension in the 
“Extension” field, if applicable.  Select “Save” to return to the Agency 
Information page.  
 
To delete a phone number, select the phone number to be edited.  The 
Add/Update Phone page is displayed.  Select the “Delete” button. 
 
The new “Programs” 
section lists the programs 
which the agency administers.  
To view and/or edit Agency-
level information about the 
program, select the 
appropriate program.  The 
View/Update Program 
Information page is displayed.   
 
The program start date and 
end date (if applicable) are 
read-only.  Program-related 
contract information is 
displayed in the “Contracts” 
section and is read-only.  
Program-related contact 
information is displayed in the 
“Contacts” section.  To edit or 
delete a contact, select the 
contact’s name.  The Program 
Contact Summary page is displayed. 
 
To add a contact, select the “Add Program Contact” link.  The Add Program 
Contact page is displayed.  Use the drop down list to select the appropriate 
name.  Select “Save” to save the information and return to the View/Update 
Program Information page.   
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The Select 
Attendance page 
allows the user 
to select the 
Program for 
which attendance 
information will 
be recorded, as 
well as the date 
and site.  The 
“Participant 
Level” drop down 
list allows the 
user to select 
either “Site” or 
“Agency”.  Select 
“Site” to view a list of participants at a specific site.  Select “Agency” to view 
a list of participants for an entire agency.   
 
Users also have the opportunity to choose how many participants will be 
displayed on each page of results by selecting a total from the drop down list 
in the “Participants on Page” field.  This feature allows users to determine 
how many participants will be displayed at once and will help eliminate 
problems experienced as a result of computers “timing out” before all 
information is entered on a page.  Once all fields are completed on the Select 
Attendance page, select the “Next” button to display the new Attendance 
page.   
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Use the drop down lists to change the site and program, if necessary.  
Change the begin date, if necessary.  Change the start time and end 
time, and use the “Extent of Change” field to indicate if the change will 
take place for this particular item, for items from this day on, or for all 
items.  Select “Save” to display the updated Program Calendar. 

 
  Delete Program Hours in the Program Calendar 

 
After accessing the Program Calendar, select the time that is to be 
deleted.  The new Update Program Hours page is displayed.  In the 
“Extent of Change” field, select the radio button “This Item Only” if 
only the current item should be deleted.  Select the radio button “From 
This Date On” if the item repeats and should be deleted as of the 
current date and in all future occurrences.  Select the “All Items” 
button if the item repeats and should be deleted from the Program 
Calendar for past, current, and future dates. 
 
NOTE:  Program Hours more than 30 days old can not be edited or 
deleted. 
 

o The new Event Descriptions functionality is used to view, add or 
inactivate event descriptions.  The new Event Descriptions page is 
accessed by selecting “Program Planning” in the Administrative menu, 
then by selecting “Event Descriptions” in the Program Planning 
submenu.  The Event Descriptions page displays the event descriptions 
that have been entered into the eCornerstone system and the status of 
the events.  Events can be listed according to program using the 
Program drop down list and selecting “Filter”.   

 



18 of 23 

 
 
 

Add Event Descriptions 
 
After accessing the Event Descriptions page, select the “Add Event 
Description” button.  The new Insert Event Description page is 
displayed.  The selected program is read-only.  Type the description in 

the “Event Description” 
field.  The Status drop 
down list defaults to 
“Active”.  Select the 
“Save” button to display 
the Event Descriptions 
page which now includes 
the description entered on 
the Insert Event 
Description page. 
 
 



19 of 23 

Update Event Descriptions 
 
After accessing the Event Descriptions page, select the event 
description that is to be updated.  The new Update Event Description 
page is displayed.  The selected program is read-only.  Type a revised 
description in the “Event Description” field.  The Status drop down list 
defaults to “Active”.  Select the “Save” button to display the Event 
Descriptions page which now includes the revised description. 
 
Deactivate Events 
 
After accessing the Event Descriptions page, select the event 
description that is to be made inactive.  The new Update Event 
Description page is displayed.  Use the drop down list in the “Status” 
field to change the status to “Inactive”.  Select the “Save” button to 
display the Event Descriptions page which now lists the event as 
“Inactive”. 
 
Reactivate Events 
 
After accessing the Event Descriptions page, select the “Inactive” 
event description that is to be changed to “Active”.  The new Update 
Event Description page is displayed.  Use the drop down list in the 
“Status” field to change the status to “Active”.  Select the “Save” 
button to display the Event Descriptions page which now lists the 
event as “Active”.   
 

o The new Teen REACH Program Description functionality allows the 
descriptions entered through the new Event Descriptions functionality 
to be assigned to one or more core services or to non-core service.   

 
The Teen REACH Program Description page is accessed by selecting 
“Program Planning” in the Administrative menu, then by selecting 
“Teen REACH Program Description” in the Program Planning submenu.  
The Teen REACH Program Description page displays the five core 
services and non-core service and event description(s) that have been 
assigned to them.  
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Assigning/Updating Program Descriptions 
 
After accessing the Teen REACH Program Description page, select the 
“Update Program Description” button.  The Update Teen REACH 
Program Description page is displayed.  The “active” event descriptions 
entered for the agency are listed under each core service and non-core 
service.  To assign a description to a service, select the checkbox next 
to the description and select the “Submit” button.  The Teen REACH 
Program Description page is displayed and the event descriptions 
appear under the service(s) to which they were assigned on the 
Update Teen REACH Program Description page. 
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