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Accessing CSN

First Time Login Procedures

After accessing the CSN website, you will see the screen below.

Click on Login. The Login screen will appear.

Click on the User ID box. Type your User ID into the box.

Click on the Password box. Type the word, PASSWORD, into the Password box.
Click on the SUBMIT button.

The next screen you will see asks you to Change (original) Login Password.

Lser ID |

Passwords must be at least eight (8) characters in length and contain at least three of
the following character typas

Pasgsword

Type 1 Upper case letters

Type 2: Lower case |etters

Type 3. Humbers

Type 4: Characters (@E3% &7~

Old Password
Mew Password

WVerify Mew Password

Regular Login Procedures

After you have logged in for the first time and changed your password, you simply follow
steps 1 — 4 above (using your new password) to use the CSN application.



If your password is NOT accepted, you will see the message below. Click on the OK
button. Repeat steps 1 - 4 above. The account is automatically locked out after three
(3) unsuccessful attempts.

Windows Internet Explorer

[} ou have enbered an invalid User ID and/or Passward, Plesss try again or conkact the System Administrabor i you

. conbinue bo have problems.

Change Login Password / Reset Login Password

Click on the Old Password box. Type in PASSWORD.

Click on the New Password box. Type in your new password. Passwords MUST be at
least eight (8) characters in length and must contain at least three (3) of the following
character types:

Upper case letters

Lower case letters

Numbers

Characters |@#$%"&*?~()

When then minimum requirements are met, the password test notice will change from
Unacceptable to Acceptable. If the password uses all four (4) character types, the
notice changes to Strong.

Click on the Verify New Password box. Type in the same new password.

Click on the Submit button.

If your password is accepted, you will advance to agency and workgroup selection
screen.

Passwords must be at lzast sight (&) characters in length and contain at least three of
the following character types

Type 1. Upger case letters

Type 2- Lower case letters

Type 3 Mumbers

Type 4. Charactars [[E#I%A87~)

Qld Passwaord aERREERS

Mew Password: Acceptable BERRRREERE

Verify New Password

Things to Remember about Passwords

Your original password is valid for 30 days. You must login within that 30-day period
and change it to a new password or it will expire.



Passwords MUST be at least eight (8) characters in length and must contain at least
three (3) of the following character types:

Upper case letters;

Lower case letters;

Numbers

Characters |@#$%"&*?~()

After changing your initial password, your new password will be valid for 90 days.
The system will automatically direct you to the Change Login Password screen when it
is time to change your password.

Remember that your Old Password will be “PASSWORD?” if it has to be reset by the
system administrator.

CSN Workgroup Home Page

Search Screens

The screen below is the first one you will see after a valid login. The items on this
screen are added in the WorkgroupManager under the “Home” button and can be
Search or Summary screens. Below are two different types of Search screen. The first
allows the end user to enter information to filter on each field. When the “Search Now”
button is clicked, the Search Results screen below is displayed. The second Search
screen provides a hyperlink directly to the file as the search criteria is preset, such as
showing only the active clients for the current user.

Client Search
Enter search criteria in one or more of the fields below then click the "Search Now" button.
(=) Required Fields

First Name (max 5 characiers)

Last Name {max 5 characters)

55 Number {whole S5N only) ) | ; |

Date of Birth [enter as mmddyy; system will auto formai) T g

Program (leave blank to search all available records) T 5 é

Active Clients for Current User
Client Name Program Date Entered Does client have expired or expiring releases?
Hudapr, Test MManagemeant System 107312007 Mo

Search Results

Each line is a hyperlink to the file. When the cursor is moved over a line it is hi-lighted.
To enter new search criteria, click on “New Search”. To add a new file, click on “Add”.



Print. X View an J'd J*i J

Add Hew Search
Select link below to open file or click the "Add" button to add a new entry.
First Name Last Name $5 Number Date of Birth Program
Tast Anaother 5555 1172001380
Test Hudapr 0000 23964 lanagement System

Menus and Buttons

Menu Bar

The menu bar to left provides access and permissions to application screens. The
primary menu buttons only appear when a workgroup has access to screens in that
menu. However, the Administration menu is only accessible by System and Agency

Administrators. Menu items for workgroups are administered via the
WorkgroupManager.

Reports

A dministration

Logout

To expand or collapse a menu, click the menu button!

Each primary menu displays additional menu items when expanded. Any menu item
with a « (down arrow) has additional sub-menu items that are displayed when the item

is selected.

Clients

Intaked

Frogram Entry

Alias Info

Hious ehokd

Chent Frogram Opan
Spacial Meads . Enfry
Inoome: Enfry

Print Ininka

Exitd
Interimed



Client Data Screens

Client Demographics

The client demographics record is the primary entry for each client. There is only one
entry per client and all other client information is associated (or attached) to this record.
If a duplicate record exists for a client, it is because some of the information was
different when the record was initially created.

| %aa

Flrst Tast

| st Ciliamt

Diate OF Birth 1111149954 [54]

Saocial Security Humber TIT-TI-TT7

G e Male

Hace Vitute

Ethinicity Hon-Hizpanic or Mon-Lating
[hara Of Daath

UnbquiaI G116

Date of Birth: If the date of birth is not known when the record is created, enter “01/01/
1900”.
Social Security Number: If unknown, enter “000-00-0000".

Alias Information

The alias information screen allows you to track changes in a client’s name, social
security number, or date of birth. Enter the old or incorrect information here then correct
the Client Demographics screen. These entries are also searched when performing a
client search and are indicated by a “Yes” in the Alias column of the Search Results.

o 00
™ Required Fialds

Date First Hamn 1 &zt Mama S5¥~ [HOHE Managa
R | : - 35 [ S ]
0£/12:2009 Tesl Senitk 111411111 11711M1954 [54] " )

Household Members

The household member summary page shows a list of individuals who currently live or
have lived with the client. These entries represent the client’'s household today. When
showing an “X”, the Cross Ref Only column indicates that person is no longer living with
the client. When showing an “X”, the Has Programs column indicates that individual
has been an applicant at the current agency. To view further details for the household
member, click on the View button.



Household'Family Members for Teat Hudapr

Demonstrution Agency= Belletete, Lovren/ Administrator
THS2008 11:02am
! | ad L Print
Mame Age Gender Relationship Cross Ref Only Has Programs
Wila Hudespr 42 F Spouse m
Girichild Hugapr 33 [ " View
Rayehid Hudapr 7 M [ View ]
Child Hudapr 2 M " View ]

[

Household member demographics are added to the same table as the client
demographics and therefore require the same search as the client.

Search for a Household or Family Member for Test Hudapr
nanstration Agency: Belletese, Laureny Acministrotor
752008 1102
|Enter the search critaria (Chcic home for scarch instuchians
Social Securily # - -
First Name: (max 5 charactars)

Last Mama: (max & characiers)

If the search produces a match, it means that the household member has been entered
either as a client or a member of another household. Click on the name to add to the
current household.

If the search does not produce a match, click on the Add New button to create a new
record.
Search for a Household or Family Member for Test Hudapr

Demonstration Agency: Belletete, Lauren/ Administrator
7/15/2008 11:03am

Another, Test 2999 11/2041990
Belletete, Test 1111 11/20/1990
Belletete, Test 2222 11/20¢/1980
Hudapr, Test ] 2/2/1964

The household member detail screen shows all of the demographic information as well
as the relationship to the current client and their household status. From this screen,
you can also view related households for this individual by clicking on the View Related
button. This will show all of the other applicants/clients this individual has been
associated with.



Househald Member Demographics

emanTation Agency Balletete Lauren, Adnirdstroahos

T AR 2000 17:030n
| [ ccit_Yriow RolatodSummary)
First Name: Wilife
Middle Mame or Initial: A
Last Mame: Hudiapr
Social Security Number: J00-00-0000
Date of Birth [Age]: 11965 [42]
Gender: Female
Race: White
Hispanic: Hispanic or Latino
Relationship to Applicant: Spouss

Is this a cross-reference entry only? (This person is not in the
3 ) No
applicant's househald.)

Comments;

Program Entry

The Program Entry screen puts the FAMILY into a program and assigns the
caseworker. When a caseworker is selected here, then the clients will appear on the
Home page for that caseworker.

D D 0 0
* Ranquirad Fiakds
Program= Casmworker Program Emiry Daha Program Cxit Data Managa
Sebet @ salet[e] ) F 22 D
The Vilage (Wormen's Pragram} DEM2E00a Fdi d

[

Client Program Open

The Client Program Open screen puts the individual household/family members into the
program. This allows for the collection of additional information at the time of program
entry. An entry must be made for each household or family member participating in the
program.



D CID 0 O

Frogram Program Status Casoworker Date Emtered Date Exited
Iha Village CoM2200%
L _nod L Copy J L vetete T
Househald Member Client, Tast
Frogram Entry Date 05122003
Is Clied an unaccompanied youth? Urinown
Disabling Conditien Urinowr
I an adult, ane they & veleran of have they served in the military ? Lringwr
Homelesa Hatus AL Enry Urisnown
Vihers slayed last night'housing tpe: Ln=nown

(har Hawesling Type Erry

Hiver lang whars yon thara?®

Tip code of last place stayad for 3 manths or mare: 92595
If nent sure, provide city and state

Entry Comment

'Bge ﬂ d

Program Entry Date: Enter the date the individual actually entered the program. This
may or may not be the same date the applicant entered.

Zip Code: If unknown, enter “99999”.

Special Needs: Entry/Interim/Exit

Special Needs must be entered for ALL household/family members participating in the
program. An entry must be made at program entry, exit, and annually for program stays
longer than 12 months.



Program Program Sistus
Ihe Willags

«® GID 0 0

Casewarker

0512752003

Date Emered

Date Exited

B ©D @ D 0

Select Houschald Member Cliem, Te=t
Diake OTHM5E009
Alcohul Abuse Unkreram
Il yees, is condition expected o be of long durstion? Unkreran
Hecwiving Wealmsent of sendices? Unkrsran
LN'I.IQ Abuge wInkrexsm
It s, Is condition expacted to ba of long duration ¥ \Inkroisn
Racalving reatment or sandlces? \Unkrowsm
HIVAIDS Unkream
Racaiving raatmant or saneices? \Inkriram
Mavalnprantal Misahilig Unkrizram
Racaiving traatmant or sanvices? \Inkroram
Chronic Health Condition Unkreram
Receiving reatment or services? Unkroam
Physical Disability Unkrscram
Recuiving Wealment o services? Unkrsran
Mental Healih Jnkrersn
It yos, I6 condition expactad to be of long duration? \InkroiEn
Recalving meatment or sarvlcas? Linkrarsn
Domastic Vislance Fxyparanca Lnkriram
If yas, when did Domastic Vislence expariancs noour? Unkrizram

Commients

Income: Entry/Interim/Exit

Income information must be entered for ALL ADULT household/family members
participating in the program. An entry must be made at program entry, exit, and
annually for program stays longer than 12 months.



L Prine ] View i RUBY

Program Program Stabus Casoworker Date: Entered Daie Exited
Tha \Village CHM2200%
B & 9

Household Membear Client, Tast

Date 07152003

Earned IncomeMVork £0.00

Rental Income 0.00

AFDCITANF 000

Social Security Relirement 0.00

S50 s0.00

S5l 000

Faod Stamps 000

Warkman's Compansatlan £0.00

UInamplvgmiznt £0.00

Weteran's Namafits 0 00

Child Suppart £0.00

Alimony £0.00

From Family £0.00

Diver Uneared Income 000

Ganerml Assigtance 5000

Benelin Received

Veteran's Health Care Lirinown
SCHIF Unknown
CMSP Uricnown
Healthy KidsiCal Kics Lrknown
Wadlcald Uinknown
WMadiCal Lirknown
Madicara Lirkniowm
Tatal Farnad gCoon
Tatal Unearnad 000
Tatal Incarms £0.00
Notes

Case notes allow up to 3,000 characters per note and are sorted in descending order
(the newest on top). There is no limit to the number of case note entries.

Motes - Test Hudapr
Demonstrotion Agencys Belletete, Louren/ Administrotor
TA5/2008 11:0Tan

=ID © O
Date Program Progrem Status Caseworker
105242007 Managamant Systam Suspended Lauran Balateta

(*) Reguired Fields
Confidential Date* Time Notes (the box expands a5 you fypel* Manage
[rseos m | ] | save
X 6/30/2008 this is & Lest nota U ]

Program Exit

The Program Exit screen exits the FAMILY from the program. Simply edit the program
record and enter the program exit date.



D CED 0 0

Prosgram Casswrarkar Program Entry Proqram Exit Managa

3BT The Village 05/12:2009 Iﬂ'

*] Required Felds

Client Program Close
Like the Client Program Entry, each household/family member participating in the

program must be exited. The Date Client Exited Program may or may not be the same

as the Program Exit date.

e Jew ui BB

Pragram Program Status Casawnrkar Diate: Emtarad Date Cuitad

The Village LEz2009
o

Housahald Mambar Cliant, Tast
Mate Cliant Fniarad Program 05122009
Mate Cliant [xited Pragram
Reason Left
{her Reason Left
Destination

Gaher Destination
Iz move permanent?
Exitl Comments

'age ﬂ “

Non-Financial Services (Supportive Services)

The services received for each household are entered here and are sorted in
descending order.

Maon-Financial Services - Test Hudapr
emonstrotian Agencys Belletete, Laureny Administrotar

T2 111 00m

L Print_Jview Algd L

Date Program Program Status Caseworker
T2 Managoment Systam Suspended Laurcm Bolletote

(*} Required Flelds

Househaold Member Confidential Service Date” GQuantity® Service Provided” Manage
g | @ ¢ [risenos [ 0 ~o «&D
Hudapr, Tast X 11152007 1 Advocacy m m

Hudapr, Wifa X 52007 1 Employment Assistancea Delete

Printing Client Records
The information entered can be printed in two ways:

o
0



1. directly from the screen by clicking on the Print button at the top of the screen,;

or
2. selecting the Print option at the end of the submenu such as Print Intake.

The Print option in the submenu prints all of the client data for the selected program

together rather than on individual pages.
Intake-l

|:|'l':l‘l Demogiaphes

Pragram Entry

Al Info

Hous ehokd

Clisnt Program Cpen

Special Heads : By

neame. Enbiy

Frint intake

Select the client program

Program: | The Village(5/12/2009)
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