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Important Notes

This document may be updated periodically due to changes in the County’s Objective Arts (OA)
system and provider feedback. The latest version of the manual will always be posted on
https://cchealth.org/mentalhealth/outcome-measures.php

If you are using this manual to learn or practice using OA, please be sure that you are logged into
the OA Training site. Do not enter or upload any PHI to the OA Training site.

The color to identify the OA Training Site is Orange.

0

Contra Costa Training

Please Login

LOGIN CLEAR

Home (Training)  Clients ~  Assessments ~  ItemLists ~  Reports @Help A& Battis, Claire

The color to identify the OA Production (live) Site is Blue.

0

Contra Costa CANS

Please Login

LOGIN CLEAR
Forgot your pass:

Home Clients ~  Assessments ~ ltem Lists ~ Reports @Help A& Battis, Claire Logout

Obijective Arts website address:

e Training: https://training-contra-costa.ocasmr.com/
e Production: https://contra-costa.oasmr.com/



https://cchealth.org/mentalhealth/outcome-measures.php
https://training-contra-costa.oasmr.com/
https://contra-costa.oasmr.com/

Navigation
Navigating to the Administer Staff Screen

1. From the Dashboard of Menu Options, click the Admin box to begin managing
Administration tasks

Admin
'.Ial'ageé:plication

Depending on your browser settings, you may also see Only secure content is displayed along the
bottom. If you do, click Show all content.

Only secure content is displayed.  What's the risk? $ Show all content

Administer Staff

You will see the following: . .

& <7 Show Fitter
First Name Last Name
Cathrine Altenwerth o
This is referred to as the Peyton Atenwertn
- . Darrell Anderson
Administrator Staff M i
SC ree n Casimer Armstrong v

2@

Page[1  pfen b b

Filtering the Staff List

1. Click the Show Filter button on the left-hand side of the screen
e With no filters selected, the list will default to showing all placed staff sorted by Last

Name
Administer Staff
A filter section will open: &2
= ¢ Hide Filter
Placement Status:
Select placement type.. ™

First Name:

Last Name:

Reporting Unit{s)

ES
Tag(s)

5
Exact Match:
[[] Enable Soundex

=t Apply Filter | | % Remove Fitter



Placement Status has two options to sort by.

2. If you only want to see the staff that has a placement check Show Placed.
3. If you only want to see staff that is not placed, check Show ‘Not Placed’
4. If you want to show all staff, whether placed or not, click both boxes

Flacement Status:

Show Placed
Show "Not Placed'

v First Name: allows you to filter by first name of the staff member.

v Last Name: allows you to filter by last name of the staff member.

v Organizational Units: allows you to filter by a specific (or multiple) org unit.

v Tags: allows you to filter by specific tags that have been assigned to the staff member. (Not active at this
time.)

v NOTE: It is NOT necessary to enter information in all of the search boxes. Your selections narrow the data
set toone that is more appropriate for your current needs. You may enter as much or as little information
as you wish to narrow the fields.

5. For the Organizational Unit filter, you will need to click the magnifying glass to
the right of the filter. )
& add &
7 Hide Filter
Placement Status:
Login:
First Name:
Last Name:
QOrganizational Unit(s)
Reporting Unit(s) O
3|

Exact Match:
Enable Soundex

7 Apply Filter | | & Remove Filter

6. From here, you can type the OU that you are looking for in the blank field, or
find it manually by expanding the arrows and clicking the appropriate check

box(es).



Organizational Units

W aCesfa USD (01182)
Amador Institute (01236)
Bel

a
an
o Berkeley Youth Alternatives (01380)

+=a Community Options for Families Inc (01529)

onfra Costs Interfaith Transitional Housing (01676

 Ci
w First Place For Youth (02017)

= Center For Psychotherapy (02025)
» West County YMCA - Y Teams (02071)
= Agency A (AgencyA)

(S

DDDDDDEQ;

gje 8o Eo D H Bl 8l 8l 8l 8l

= Program A1 (ProgramA1)
=% Program A2 (ProgramA2)
I [7]s5 Agency B (AgencyB)
I [7]sa= Agency C (AgencyC)
b [FeawAg

gency D (AgencyD)

OK Clear

7. Click OK to return to the Filter
8. Apply Filter or press Enter on your keyboard.

Adminigter Staff
aa
A=)
w2 | ;| % Show Filter

First Mame Last Name
Arvid Jones

The filter will then return your results.



Create and Edit User Profiles

Creating a User Profile

Note: Always filter the Staff List first to check if the staff member has a profile

1. Access the Administer Staff Screen. Click the Add a New Staff Member Button

near the top left.
Home (Training) &# System Setuf
[[] Add Staff Member ®
First Name: | | @
Last Mame:
Email:
Login:

Save Cancel

2. Enter the staff member’s profile information, all fields are required.

3. Click Save.
If the following screen is returned, it means the staff member has a profile. (Go to Edit User
Profile)

Iﬂ Failed to save user. #

Fi' Application Error

L¥ There was a problem fulfilling your
reguest. If you have received this
E message in error, please contact support

regarding case#: User logins must be unique.

QK

| Save || Cancel |

4. The profile you just created will save and return to the Administer Staff list. You
need to click Show Filter to filter for the new staff member.

5. Under Placement Status, select Show Placed and Show ‘Not Placed’.

Because an OU has not been placed in the profile, you must select Show *Not Placed’ in order to
see the profile you just created. However, you want to also select Show Placed so that you will be
able to see the profile once you have “Placed” them (assigned them to an OU).



6. Enter any further filter criteria you wish (e.g. First Name, etc.), then click Apply
Filter

7. Double click the name of the staff member to pull up their staff profile

Home (Training) & System Setup

.........

--------

(@) $0CANS Troring 2

8. Make sure to assign the user a professional suffix. This is especially important for
licensed staff who will be signing off on their own assessments.

9. Check the Active box. You would uncheck this box if you wanted to deactivate a
user.

Basic Information | Workload | Certification

First Name: Admin Login: TestAdmin@gmail.com
Last Name: Test Password:
Email: AdminTest@gmail.com Again: |
_ Status: Active
Gender: Male Female h— e
_ﬁ____.téweh—&esponsibﬂme_s to Placements
Job Title: (éumx @ Admin/Supp JiaN
L S
Cell Phone e e
Number: =

You can activate the user’s accounts one of two ways:

1) After you have checked the Active box, you should be able to click Send Activation. This
will send the user a 24 hour link to activate their profile (no need to enter a password for
them).

o If they miss the 24 deadline to activate their profile, you can always comeback to this
page and resend the activation.



Assigned Role Placement Tags
IER S Y X

aaw Contra Costa Cour Name

Contra Costa County (CC)

CSendActxvation ‘§ Undo CHanges Eﬂ Save |

—

2) Assign a password and confirm the password in the Again box.
e Passwords require at least six characters and one symbol.

Basic Information | Workioad | Certification

First Name: Admin Login: TestAdmin@gmail.com
Last Name: Test Password:
Email: AdminTest@gmail.com Again:

Status: Active
Gender: Male Female

¥! Synch Responsibilities to Placements

Job Title: suffix @ - Admin/Supp v
Cell Phone

Number:



Assign/Remove a Role

Assign the Staff member a Role by finding the box titled Assigned Roles at the bottom of the
screen under the Assigned Role tab. You can’t assign someone to a role which is equal to or above
your own. You can assign multiple roles if needed.

1. Click on the appropriate role for this person in the Available Roles pane.

Assigned Role | Placement | Tags

59 Add Selected ;
Available Roles - Assigned Roles

Admin User

Clinical Admin

Clinical Staff <::

Domain Clinical Admin
Domain Mon-Clinical Admin
Mon-Clinical Admin

Office Assistant

Supervisor

S Undo Changes | |[&=] Save

2. Click on Add Selected. The role will appear in the Assigned Roles pane.

3. Toremove arole, click on the item in the right pane, and then click on Remove
Selected.

Assigned Role Placement Tags

52 Add Selected

Available Roles Assigned Roles
Admin User Clinical Staff
Clinical Admin

Domain Clinical Admin

Domain Nen-Clinical Admin

Non-Clinical Admin

Office Assistant

Supervisor



Adding and Removing Placements

1. Click on the Placement tab.

2. Click on the +icon to expand the organization hierarchy, or begin typing the OU
or provider name in the filter box to the right of Add Placement

3. Click on the OU that this user is associated with.

Assigned Role | Placement | Tags

—| 1+ & (G Add Placement ¥’ X

Name
+5 Juvenile Justice Program (36DK2)

saw Juvenile Justice Community Reintegration (36DKR1)

4 ;= Desert Mountain Children's Center (DMCC)

2w DMCC - SART (36CG1)

23 DMCC - CIS-AV (36CGCI)

s23 DMCC - SATS-AV (36CGE)

;2 DMCC - ElIS-AV (36CGEI)

2 DMCC - EIIS-MB (36GTEI)

23 DMCC - SART-YUCCA (36GTST)

2 DMCC - CIS-BB (36GZCI)

2 DMCC - SATS-BB (36GZE) N

<

) Undo Changes | |[=] Save

4. Click on the Add Placement, or drag and drop the OU in the pane on the right to
complete the association. The program name and OU will appear in the right
pane.

Assigned Role | Placement | Tags
—|[+| @ | s Add Placement |7’ X X
4 ;. San Bernardino County (SBC) Name
4 ;o Christian Counseling Service (CCS) DMCC - ElIS-AV (36CGEl)
saa CCS - ElIS-Olive (36FTEI) DMCC - SATS-AV (36CGE)
an CCS - SART-Olive (36FTST) DMCC - CIS-AY (36CGCI)
s2u CCS - EllS-State (36GIEI) DMCC - SART (36CG1)
soa CCS- SART-State (36GIST)
4 ;= Chino Valley Unified School District (CYUSD)
sam CVUSD - SATS (36FDSD)
4 ;o3 David & Margaret (D&M)
s2a D&M - ChRIS (36DC1)
4 .2, DBH (DBH)
sam CCICMS (36811) <

5. Toremove an OU, click on the item in the right pane, and then click on Remove
Placement.

Assigned Role Placement | Tags

=+ | sy Add Placement |y X E;g, Remove Placement j
2w San Bemardino County (SBC) Name

DMCC - SATS-AV (36CGE)
DMCC - ElIS-AV (36CGEl)
DMCC - CIS-AV (36CGCI)
DMCC - SART (36CG1)

11



6.

S AR R o A

Be sure to save your changes to ensure they go into effect by pressing the Save
button at the bottom.

& Undo Changes | [[5=] Save | <o

Reset Passwords

Filter the Staff List to find the individual profile.

Assign a password and confirm the password in the Again box.
e Passwords require at six characters and one symbol.

Edit User Profile

Filter the Staff List to find the staff member.

Double click the name of the staff member to pull up the staff profile.
Verify email address and change if necessary.

Assign a password and confirm the password in the Again box.
Activate the profile by checking the Active box.

Assign Role.

Add Placement(s)

Save your changes.

Deactivating User Profile

*** You must deactivate user profile IMMEDIATELY (no later than by the close of the next
business day) upon the employee’s termination ***

1.
2.

Filter the Staff List to find the individual profile.
Deactivate the user’s profile by unchecking Active Box

Basic Information Workload Certification

First Name test Login TEST
Last Name staff Password
Email tstaff@gmail.com Again

Gender D Male O Female = []Aawe

Job Title Cell Phone
Number
3. Remove User’s Role (see Add/Remove Role section)

4.
5.

Remove User’s OU Placements (See Add/Remove placement section)
Save.

12



Responsibilities involve relating staff, clients, and organizational units. Responsibility assignment is
what determines the ability to view the different organizations (OUs), clients, as well as staff
assigned to supervisors and management. Responsibilities are automatically assigned or removed

based on the placement(s).

1. If you wish to view a staff member’s responsibilities, click the Admin box from

the Dashboard of Menu Options

2. Click System Setup at the top, hover over Administration, on the sub menu, click

Responsibilities.

Admin

ManageApplication

) & System Setup

¢ Administration |
g: Integraticn 3

] ,_'L, Actions 3

Viewing Responsibilities

] Measurement Tools

Roles.

= ﬁa.

Reporting Units...
Staff. ..

The Administer Staff Responsibilities screen appears:

&
& User Bulk Move...
2 s

y Responsibilities...

[ Email Users. ..

Staff

-~
)

First Name

Kathy
John
Suzie
Mary
Luis
John
Ani
Vickie
Sarah
John

Page 1

. | %F Show Filter

of 1

Last Name «

Arthur
Doe
Jaye
Jones
Jordan
Lightly
Petrovich
Rickson
Shah
Smith

]

Name
Login
Email
Active

Assigned Roles

13



To view responsibilities, utilize the filters to find the staff member whose responsibilities you wish to
view.

3. Select the staff member by double clicking on the name to show the responsibilities.
The staff member’s responsibility will be located on the right of the screen.

Administer Staff Responsibilities

| &3 |y Show Fitter & Beahan, Edison (Clinical Staff)

2 d Name: Beahan, Edison
Fist Name Last Name Sl i
Deat e Emai clare_padberg@mueler co.uk.c 1cbf example.com
Imeics Barton
Amalia Bashirian Achm
— R Assigned Roles: | Clinical Staff >
Daphne Bauch
Edison Beahan
oy Becker
Rosina Blanca Rpt Unit Staft Client Tag
Soledad Blanda 2 <
Lol Sk 4 ;% San Bemardino County (SBC) iz
Fhet Somel 4 .2 Chssan Counseling Service (CCS) DMCC - Els-AV
Antwan Boyer A
EMyn Boyle X
Magnolia Buckiidge DMCC - SART
Ophelia Cartwnight
Hoven Casper “n
Kirstin Conn
Maye Cormier 4 5% Dawvid & Margaret (DSM)
Kraig. Cremin a2 D&M - ChRIS (35DC1)
Krista Cnst 4 ;5 DBH (DBH)
Dejah Cruickshank %, CCICMS (36811)
Diego Cummings %2 Behavioral Health - Needles (36CS1)
Giten ERE 3 22 JCBHS - Hesltny Homes (36D31)
Douvg Dariel %3 CASE (CASE)

< > 4 ;33 duvenile Justice Programs (JJP) v

Page[1  t6 b M | 22 INFO (36DK1)



Monitoring Staffing - User Export

Export Staff Data to csv File

1. From the Home screen, click the Admin box.

Admin
Manage Application

2. Click System Setup at the top, hover over Integration, on the sub menu, click CSV
Export.

Home (Training) & System Setup 4 Reports 3¢ Algorithms L Last1344, First1344 [ Recent ltems @ Help

# Administration p

L

Administer Staff

ae
8 Add 2 oi2s

Integration 3 % Batch Uploads...
% CSV Export...

] : | S Show Filter

First Name Last Name

Choose User Export.

Status: Active, Inactive.

Organizational Units: The OU(s) needed to produce the report.
Export.

S U AW

ome (Training) QF Sysen senp g Repons 3¢ Agomnes. 4 Lasitisd Fntinet [ Recent eos. @ e

Tapet D s G5V Plew
Aeabatt 5 expet trpes
= oo £t
Civers Amsarers £
[Soeton
oy

& o ey

This will return an Excel Spreadsheet of your agency’s staff that have accounts in the OA system:

A B C D E F G H
User Internal ID First Name Last Mame Middle Name Email Login Placements Roles
530 First530 Last530 530@oasmr-test.com B470 SBCSS - SATS (36FRSD) CS
531 First531 Last531 531@oasmr-test.com B110 SBCSS - SATS (36FRSD) CS
332 Firsta32 Lasta32 332@oasmr-test.com 8111 SBCSS - SATS (36FRSD) CS
533 First533 Last533 533@oasmr-test.com 8146 SBCSS - SATS (36FRSD) CS
534 First534 Last534 534@oasmr-test.com 7708 SBCSS - SATS (36FRSD) CS
536 First536 Last536 536@oasmr-test.com B458 SBCSS - SATS (36FRSD) CS

15



Logging Out

1. To log out, click Logout at the top right of the screen.

From the Home screen: Click Logout.

Objective Arts ToDo 0 Change Password M
CANS Data Portal Reports
CANS Assessments nput Data Aggregate Roponts

From all other screens (e.g. Administer Staff screen), click Logout.

Home  Chents ~  Assessments =  Hemists +  ©OHelp A User, Test

Close your browser after your OA session for security.

If you need further assistance, please contact your agency’s Objective Arts Champion.
Champions are technical experts in the Objective Arts program, for the agency. Program
specific OA Champions will contact CCBHS directly with Objective Arts questions and issues

beyond their scope of knowledge.

16
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