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e Navigate to your MiCIL Envision site.

= Enter your username and MICIL password.

= A small link to the bottom right “Forgot Password” will email you a password reset.

= Note: 3 wrong password attempts will lock your account and you will need to contact your
Administrator to get it unlocked.

After logging in: Navigate through the MICIL Menu Bar

= You may open multiple windows.
Open People Search on one, and Reports on another for example.

Menu Options are:
= Staff Center (Alt+S) — Quick Staff List of Consumers and I&R Calls needing Follow-Up
= People Search (Alt+P) — Search for all people.
= Groups — Group services and can be used for mass communication.
=  Community Activity — tracks to the PPR/704 Report
= General Services — tracks staff time in addition to consumers, I&R, and Community

= Reports
=  Admin

= Themes
= Logout



Main Menu Screen- Staff Center

SRS FEORE S SOMMRACHE

Note: Items in blue are required for Federal Reporting

Consumer Survey Print Consumer List Daily Time Check How To Add Consumer to List

Staff: MICIL Support v Show Closed Consumers: [J Consumer: v Search
Consumer List New Follow-Up/Tasks
‘Consumer C‘I)'s?;a Next Contact Intake Date "[',Fu:g::‘ Npuh“?E:r Add Contact/Note  Send Email Address aio Due Date Person Interna

Blumaz, D) 08/13/2024 53 day(s) 07/27/2021 [+] New Note Send Email Address...

Doe, John 04/24/2024 32 dayls) 12/20/2023 {111)222-3333 Mew Note Send Email Address...

Grande, Tam 08/13/2024 53 dayls) 01/20/2022 (880) 123-4567 MNew Note Send Email Address...

Jonson, Michelle 11/02/2023 New Note Send Email Address...

Namber, Samual 03/06/2024 | -167 day(s) | 08/02/2022 {0071 435-1111 New Note send Email Address...

Pitt, Susan 09/07/2023 | -108 dayl(s) | 08/04/2022 New Note send Email Address...

Smith, Sean 10/05/2023 | -320 dayis) | 03/01/2021 (808) 373-3706 New Note send Email Address...
] 3
@ Insert New Page (1 |of 1 View 1-1 af 1

Caller Call Date Phone Number Follow Up Address

Aaker, Empty 07/06/2023 | (505) 000-5555 Follow Up Address.. *
azker, Empty 07/06/2023 | (505) 000-5555 | Follow Up Address...
8luma, D) 08/11/2022 0 Follow Up Address...

Staff Center (Alt+S): Access your Staff List- toggle between Active/Closed Consumers

Double click on a Consumer name to go to the Consumer Service Request screen
New Note button will add a new Service Note for this Consumer’s Case

Send Email button to send a email to the consumer.

Address... button will go to the Address/Demographic screen

Show Closed Consumers check box will toggle to view closed consumers
Consumer Survey button will open a general consumer survey screen.

Print Consumer List button will open a report to print your consumer phone list.
Daily Time Check button will allow staff to quickly check their time entries.

How To Add Consumer to List button shows how to add a person to a Staff list.



People Search (Alt+P): Find all People names here regardless of Active or Closed status.

Staff Center

Active 19
Closed 3
Contacts Overdue 8

Missing Data 18

People Search

Aaker
Amann
Arowsmith
Benszon

Bluma

Total 1&Rs 8
Follow Ups 7

Volunteers 1

Active Volunteers

Community Activity

General Services

Full Name (Last, First Middle)

feamale, test

Phone

Birth Date

Type
Consumer

Person Type

-

A, Anonym ous Female

A Anonym ous Male

Agker, Empty

(505) 000-5555

01/01/1966

Consumer

Amann, Sammy

(414)323-4234

01/01/1980

Consumer

Community Mem ber

Arowsmith, A

Consumer

Benson, Sandra Sanm son

(007) 444-4444

01/01/1954

Consumer

Bluma, D)

Q

04/30/1960

Consumer

Attendant or Aid

Braceros, Kristine Mae

(808) 670-5072

10/15/1996

Person With Disability

Brown, Sammy

Consumer

Cowx, Kristin

(414) 477-3234

10/05/1972

Consumer

danial, farming

01/01/1962

Consumer

Rascal Alert

Doe, John

(111) 222-3333

01/01/1873

Consumer

Person With Disability

Grande, Tom Calhoun

(380) 123-4567

01/01/1973

Consumer

Service Provider

Ho, Someone

Service Provider

Hoffa, Jimmy

(414) 478-2123

Consumer

Attendant or Aid

Jonszon, Michelle

01/01/1872

Consumer

Family/Friend of Client

Lee, Sarah

03/03/1963

Consumer

-

-+ [

Page(1 [of 41 = =

View 1 - 41 of 100

Search fields: Last Name, First Name, Phone, Birthdate, People ID, Organization, SSN.
Search All? - Use to limit people list to only those who have once been a consumer.
‘My Consumers’ - Use to limit people to your Active/Closed/Contacts Overdue/ or Missing Data list.

Consumer Quick Filters: Active/Closed/Contacts Overdue/Missing Data are looking at all names
during the current year.

Alt+V — will jump to View the Search Results
Alt+N — will jump to the ‘Add New Person...’ button

Groups: Easily enter Groups with Consumer Service Notes or for recording mass communication.
People entered in Groups will be counted on the PPR/704 in Individual Services.

Staff Center

People Search

Search

Groups

Reset Search

Community Activity

New Group Record

Service Date

08/12/2022 |Attendance

Session Name

|Meal Delivery

Service Type

General Services

Admin-

Funder

[SHIP

Themes-

Office/Unit

|iLc aDRC

03/01/2021 |Test Name

| Family Support Group

|Co\rid Cares Act

|saI1L ADRC




Missing Data:

Use the ‘My Consumers’ dropdown menu to find only your consumers that are
missing data.

MiCIL is looking for missing: Gender; Birthdate; County; Race; Disability and IL Plan
Accepted or Waived.

Use the ‘Missing Data’ button to find any people who are missing data.

SETSENE People Sea Cnmmuniw Acmlty

People Search

Search Reset Search Add New Person...
Last Name:
First Mame: |
Full Name (Last, First Middle) Phone Birth Date Type Person Type
Phone Number: feamale, test Consumer
Birthdate: = A Anonymous Female
People ID: A, Anonymous Male
: Aaker, Empty (505) 000-5555 | 01/01/1866 | Consum er
Organization: v Amann, Sammy (414) 323-4234 | 01/01/1980 | Consumer Community Member
S Arowsmith, A Consumer
- Benson, Sandra Sanmson (907) 444-4444 | 01/01/1954 | Consumer
Search All?: v Bluma, D) 4] 04/30/1960 | Consumer Artendant or Aid
Braceros, Kristine Mae (308) 670-5972 | 10/15/1996 Person With Disability
My Consumers: v
Brown, Sammy Consumer
Cox, Kristin (414) 477-3234 | 10/05/1972 | Consumer
_ . A danial, farming 01/01/1962 | Consumer [Rascal Alert
AT S ST Doe, John (111)222-3333 | 01/01/1973 | Consumer | Person With Disahility
Active 19 Total 1&Rs 8 Grande, Tom Calhoun (880) 123-4567 | 01/01/1973 | Consumer Seru?ce va?der
Ho, Someone Service Provider
Closed 2 Follow Ups 7 Hoffa, Jimmy (414)478-2123 Consumer Attendant or Aid
Jonson, Michelle 01/01/1972 | Consumer | Family/Friend of Client

Contacts Overdue 8 Volunteers 1 Lee, Sarah 03/03/1963 | Consumer ©

»
Missing Data 18 Active Volunteers
-: > Page(1 |of41 == = View 1 - 41 of 100

Check each day and add-in the missing data of your Clients or I&R people.

Other ways to manage missing data:

1. Report Group: Federal Reports has:
e “Consumer Missing Data” report
e “704 PPR NameList Excel” report will list all names included in your
PPR/704 report and will show a column for all the demographics.

2. Dynamic Lists: “Demographics” can be used to search for missing data.



Community Activity: Enter Community Events and Community Objectives here.

Staff Center People Search Groups Community Activity General Services Admin-

BT

Community Activity

Service Date Service Name Organization Office/Unit Activity Area Type
Autism, ADHD,

08/13/2024 Meaningful Name Developmental delays Collaboration/Metworking
support group

00/07/2023 |Give it a Name meaningful Acceszible Space, Inc. SAIL ADRC Collaboration/Metworking

) Above & Beyond Care
10/03/2022 |Operations AM selected below Professionals zunknowntest
10/03/2022 |Operations AM Comm unity Education

General Services: MICIL is capable to track all employee time, including vacation.
Use General Services to track all additional time such as Staff Meeting,
Trainings, Travel and Administrative Coordination Time.

Staff Center People Search Groups Community Activity General Services Admin-

MICIL Support

— T

General Services

Date Service Type Staff Office/Unit Funder Hours
02/14/2024 Resource Development MiCIL Support The CIL ADRC 2.05
02/14/2024 |AT Device Resource Coor. MiCIL Support The CIL Billable Waivered/SILS 4]
02/14/2024 |Benefits Coordination MiCIL Support The CIL Billable Waivered/SILS 0.7..
08/11/2022 |Volunteer Coordination MICIL Support The CIL ADRC 0
08/11/2022 |Reader Coordination MICIL Support The CIL Covid Cares Act 0.1...
06/01/2022 |Training Volunteers/Staff MICIL Support The CIL SHIP 1
03/01/2021 |AT Device Resource Coor. MiCIL Support The CIL Covid Cares Act 2




Reports Menu: Use this to access:

MiCIL Reports

Dynamic Lists: Data interface to create, sort and Save queries that can be exported to Excel.
Equipment: Loan closet data for equipment

Organization Referral List

Document Center: A secure area to store agency-wide documents.

Report Group:) Agency_and_Staff v Dynamic Lists
Select Report:  Group_Time_Statistics .
Stafi_Contact_Time_Report Equipment

Stafi_VWolunteer_List
Time_Detail_By_Funder
Time_Detail_By_Staff
Time_Detail_Excel
Timesheet_Daily_By_ Fundsr

Timesheei_Daily_By_Staff
Timesheet_Daily_Report Document Center

Organization Referral List

Timesheet_Summary_By_Activity
Timesheet_Summary_By_ Funder -

Select Reports to access the MiCIL Reporting system.

Reports are organized first in “Report Group” folders, after selecting a Report Group you will get a list
of available reports in the box below.

Report Groups:
e Agency and Staff Reports (Staff Time Data)
e Community/Outreach Reports (Community Activity Data and ,Statistics)
e Consumer Contacts and Groups (Consumer Service Notes and Groups)
e Consumer Goals (Consumer Goal Data and Statistics)
e Consumers (Consumer name lists and data check reports)
e Federal Reports (PPR/704, 70B, and full consumer statistic Reports)
e General Services (Time Statistics not found on PPR/704)
e IR Callers (I&R data lists and Statistics)
e Mailing Lists (Mailing Avery Label 5260 and Excel Export for Mail Merge)
e State Custom Reports (Variety of custom reports written for select states)



REPORTS (Menu)

Staff Center People Search Groups Community Activity General Services Admin-~

Federal_Reporis v Dynamic Lists

704 _PPR_Cares_Act 2020 Equipment
T0d4_PPR_CommunityActivity_Onelssue_Version
T04_PPR_Improved_Access_Mames

Organization Referral List

Document Center

7OB_Eldery_Blind
Consumer_Missing_Data
Consumer_Stalistics

Use the Report Group field and Select Report from the Report List Box.

When you select a report, you will be offered parameter fields to use to limit your selection.
Use the Output dropdown to run the report as a Word or Excel file, PDF is the default
Most require a date range for the reporting period.

Double click on the Date fields to get a calendar to assist in report date range selection.



Introduction: People Search Menu Button
-How to enter Information and Referral Calls/Notes

I&R is for: Anytime information is given to either an individual with a disability or to a community
member. This includes true for over the phone, email, or in person.

Click People Search Button to enter I&R calls/notes.
First! Search to see if the person is already entered into your system.

Always search, do not enter a duplicate person in the system. If you find a duplicate person, put the
word “duplicate” in the middle name field and alert your Administrator.

e ——
People Search -
Search Reset Search Add New Person...
Last Name: v
v

First Name:
Full Name (Last, First Middle) Phone Birth Date Type Person Type
FUETD LIS feamale, test Consumer
Birthdate: =B A, Anonymous Female
People ID: A. Anonymous Male
L Aaker, Empty (505) 000-5555 | 01/01/1966 | Consumer
Organization: v Amann, Sammy (414) 323-4234  01/01/1980 | Consumer = Community Member
S5N: Arowsmith, A Consumer
Search All?: v Benson, Sandra Sanmson (907) 444-4444 | 01/01/1954 | Consumer :
Bluma, D) 0 04/30/1960 | Consumer Attendant or Aid
My Consumers: v Braceros, Kristine Mae (808) 670-5972 | 10/15/1996 Person With Disability
Brown, Sammy Consumer
o 3 el
Consumer Quick Filters Caller Guick Filters Cox, Kristin (414) 477-3234 | 10/ 05,.1 972 | Consumer
danial. farming 01/01/1962 | Consumer _Rascal Alert
Active 19 Total 1&Rs 8 Doe, John (111) 222-3333 | 01/01/1973 | Consumer | Person With Disability
Grande, Tom Calhoun (880) 123-4567 | 01/01/1973 | Consumer Service Provider
Closed 3 Follow Ups 7 Ho, Someone Service Provider
Contacts Overdue 8 volunteers 1 Hoffa, Jlmmy (414) 478-2123 consumer A_ttend.ant or A|q
Jonson, Michelle 01/01/1972 | Consumer | Family/Friend of Client
Missing Da[a ]S ACIiVE VﬂluntEB[S lan Carah ERGERE R T-] CAncnmar
Page |1 |of 41 o Wiew 1-41 of 100

People Search: Before adding a New Person do a I&R/Client search
Use the fields on the right to search by first & last name, phone number or birth date if desired.

e If you find the name, double click it to open the record.
e |If you don’t find the name, click “Add New Person...” button.
e Enter anonymous calls under the “A, Anonymous” name records.

After clicking “Add New Person...” you will select “IR Caller button.



Select 'IR Caller' button to add new people or 'Consumer' to add a new Consumer Service Intake.
1. Most entries will begin as an 'IR Caller'
2. Adding a Consumer requires an Independent Living Plan and the Consumer's signature on the
Rights forms.
3. Complete 2 tabs to create the I&R Person/Caller:

Step 1: Complete the Caller Demographics Tab with any information you have. It can be
common for I&R records to have limited information.

Step 2: Add a “New I&R Call...” This is where you enter the date and note.
Verifying I&R Person information: You are responsible for client files. Minimize errors and

duplications by checking name spelling, use birthdates / phone numbers prior to entering a new
person, (etc.... I&R/Consumer).

u 1. Caller Demographics: Gender, First and Last Name are required to begin saving the new
record. Enter these first. If there is no Last Name, you can enter “Z” or “NA” for Not Available.

v' Contact Phone numbers: Ask for a contact phone number in case you are
disconnected from a caller

-

v' Select a disability: if you don’t see disability, please select the category the
disability fits under.

v' *Use your internet search to identify these if you are not sure. Email your
Administrator with the disability if there is no label to match.

u Step 2. Click on I&R Calls Tab or Click “Step 2: Add IR Calls” button. Or use Alt+l.

o0 Click New I&R Call... button to enter the date and note.
Warning: Do not skip this step, you must enter the call date in the New I&R Call screen.

10



The I&R Call Notes screen will open-

Complete all fields that are applicable: Date, Staff, Office etc.

Tips:

“Success Story?” Check box will flag this note as a success story to be retrieved later for use in
writing narratives.

“Callback Needed?” Check box will put this record as a reminder on the Staff person’s Staff Center.

Enter the Callback Date when the call is returned and that will remove the callback from Staff Center.

Need and Outcomes- Used on the Federal PPR report (Increased Access Areas)

Enter If there exists a Need/Barrier and if you improve their access with information or referral enter
that in the Outcome box.

11



Info Provided/Funder/Time

Select info provided related to the caller/client/consumer along with the Funder and Time spent.

| & R Call/Note is complete.

Each time you have communication with the same person, you will click “New I&R Call...” button to
add more records.

12



Creating a Client/Consumer from a I&R Caller record:

*From the Demographics or I&R screen, select Make Consumer... button

Staff Center | People Seatch Communty Acviy | Genera Seves |

ID: 1 Anonymous A

| Demographics I 1&R Calls

Make Consumer...

Groups

Send Email

*First Name:

“Last Name:

Captain
Dr.

-

Middle: |Male
Suffix: v

Start creating your *(CIF)-Client/Consumer Information File

Complete/Update Consumer Demographics:

Complete Asterix (*) areas required as a Client/Consumer:

Gender, First Name, Last Name, County, Race & Birthdate

Salutation:
“First Name:
“Last Name:

Address:

13

v

*Gender: Female v Learned of Services:
Middle: *County
Suffix: v *Race:
*Birthdate:

Government or Social Service Ag
Butte v
Black or African American v
03/18/1981



Homeless Count: Select (yes/no):

s gy o w gy amnprs
Is Homeless?:
Email:  Yes -

TIN or SSN:  No

School: Unknown

Phone type *(contact phone number): Select a Disability:

Learned of Services: Select what applies:

Learned of Services: |rrnment or Social Service Ageagmﬂ

*Count -
¥ Government or Social Service
"Race: Agency

“Birthdate: |ndependent Living Center

Age.  Nursing Home/Long Term Care
Marital Status: Facility

Inication Preference: ©Online
Registered to Vote?: PG&E

Step 2: Click New Consumer Service intake... button

Consumer Demographics Consumer Service Intake I1&R Calls Groups Application Referral Volunteer Not

New Consumer Service Intake... About Creating a Consumer Service Request...

Consumer Service Intake History

Case ID  Start Date Status IL Plan Office Exit Date Exit Reason Details

- e e — - —— v m fma P awaen 0 —_

14



Enter Intake information:

Intake Information Services/Notes Goals-IL Plan Groups Financial Inforn
*Start Date: 03/28/2022 Exit Information
Office: Chico v Exit Date:
IL Plan: v Reason: v

IL Plan Copy Given to Consumer:
= O 70B Exit Survey

Rights Signature Received?: ) . .
Case is Active?: About Closing...

Rights Date:
Case ID: O
Funding/Program Staff Assigned Start Date End Date Confidential

Select Funding: / Select appropriate responsible Staff: This consumer will then show on the
selected staff's Staff Center List.

Enter Service Notes and set Contact Reminder Level:

ID: 1244235981 DJ Bluma [0] Life Situations - PPR. Overview Notes Print Profile/E-Sign = View Address Info...

I Intake Information I Services/Notes I Employment Placement l Goals-IL Plan l Groups I Financial Information l Documents l I&R Calls -

Set contact reminder to: [90 Days ;¥ | Anticipated Duration of Program: v Print Notes... New Notes...
2 Days -
Consamer Contacts / ServiceNo e —————————————————

1 Week 5 Ti
Date Staff Mote Service Topics Hece L
2 Weeks Story  (hour)
08/13/2024 |MICIL Support | 39 pays 0
06/23/2024 |MICIL Support 0
05/07/2024 |MiCIL Support | 60 Days nichelle@micil.com www.micil.com 808-373-3796 1]

05/07/2024 |MiCIL Support ite screen Comm unication 0.5

<periences a significant im pairm ent/disability is ellglble for Independent Living )
& Months habllllatlon dment deflnes thls as a (1 ?ﬂ;?;?fnyeietr%i:er; :mAlfll'l?cation Peer

R e Tl Lt L T—— R Y S S [

Create your service notes:

15



Select Life Situations — PPR (Program Performance Reporting) after completing note.

Select all that applies.

- Atintake:
Living Situations
At Intake
Assistive Technology: [| 5 1Y ]
Health Care Services: AchievedAccess =
. Needs Access
Transportation:
None Available -

Education:
Residence Type:
Living Arrangement:
Living Accessibility:
Employment:

Annual Income:

4 4 4 4 4 4 4«

Subsidy:
Items in Blue needed on PPR/704 Report
Items in Red needed for 7-OB Report

- At Change or Improved Access (after services received)

16



Living Situations X

At Intake At Change or improved access

Assistive Technology: [ 3 item¥ ]

-

Health Care Services: Achieved Access

. Needs Access
Transportation:
None Available .
Education:
Residence Type:
Living Arrangement:
Living Accessibility:
Employment:

Annual Income:

4 4 4 4 4 4 4 4 4 <«

4 4 4 4 4 44 4«

Subsidy:
Items in Blue needed on PPR/704 Report
Items in Red needed for 7-OB Report

Close

Attach Services/Notes to a Goal once complete:

Selected Goal:

Consumer Goals

Date Set Goal Type

Page|1 |of0

Attach Note To Goal

17



Creating Goals/IL Plan:

A A
| Intake Information Services/Notes Goals-IL Plan Groups Financial Information Documents 1&R Ci
IL Plan: v ILP Copy Given to Consumer?:[) New Goal... Print IL Plan...

Goals Set: 0 Goals Achieved: 0 Goals Dropped: 0 Goals Ongoing: 0 Total Goals: 0 ‘

Consumer Goals

Date Set Goal Type Note

Page |1 |of O

This screen shows all of the goals entered to date.

To add a New Goal - click on the — New Goal — button.
(work with the consumer to determine what their goals and needs are).

To print the Independent Living Plan Click on — Print IL Plan — button.
To view detailed information for any of the goals listed, double click on the entries.

When the goal has been achieved, enter the outcome and outcome date and it will show here. The IL
Plan: Accepted or Waived needs to be filled in and is required for the 704 Report.

Select New Goal:

Enter the date the consumer and you discussed. Then, — choose the Goal Category (drop down list) —
enter Staff member working with this consumer — Goal Type (drop down list) if there is not a goal that
fits, enter the Type: “Other” and then write what the consumer has told you that he/she hopes to
accomplish, in the “Goal Note” section.

Enter the Action Steps that the consumer, with your input and guidance, have agreed are needed to
meet the goal.

*(Note you may customize specific Action Steps for the Goals in the Administration area)

When the goal is achieved — enter the Goal Outcome and Outcome Date. They are required for the
704 Report.

The Living Situations button is here to allow easy updating of the Situations.

The Print IL Plan in Goal Screen will print a summary of this Goal record.



This is the section where you will create your goal and ILP. You will add in:

(IL Plan steps/To Do List) = This is a responsibility agreement that includes Staff and Clients duties
necessary to complete set goal(s).

Step Action Description Person Responsible Start Date Target Date Completed
1 03/28/2022

] (0 Insert New View 1 -1 of 1

Note/Services Attached to a specific goal will be noted in the last box of Consumer Goals:
(Notes/Services Attached to this Goal)

19



Closing a Goal:

This is an example of a completed goal. The Print IL Plan button prints just the goal on the screen.

Print IL Plan button (IL Plan Report):

20



Print an IL Plan:

Prints a summary of all Goals entered. Signature lines are at the end of the report.
A Consumer signature is required unless they signed the IL Waiver.

To print this, click on the Print lcon on the menu and click on print.

21
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Services/Notes Screen

Consumer Contacts are for keeping an up-to-date record of meetings, calls, correspondence, or any
other interactions with, or on behalf of a consumer. Contact entry is required for the 704 Report,

Click on the New Notes button — to record a Consumer Contact.
To view prior contacts — Double click on the Services/Notes entry.

The Print Notes — button is a report that will compile all (or part) of all contacts made with this
Consumer according to your date selection. The following 2 pages will demonstrate.

”

TIP: You may want to review the date range you need on this screen before clicking “Print Contacts.

Print Notes

>

When you click on the Print Notes button this is the screen that comes up. You need to put in the
Beginning Date and the Ending Date and click Generate Report.

23



You will have the option to print a Detailed or a Summary report.

Print Notes Report

This is what the actual report looks like — you would click on Print Icon and it would print the full
report. As you can see, this pulls all of the information that you put in under the Notes.

Contact Information — (after double clicking on the entry)

24



Complete the first part of the record. Units are 1 Unit for 15 minutes of time.
TIP: The first contact entries are typically Intake and Assessment.

Remember to always enter a Service note when you update or work on the Consumer's file. For
example, if you close a Consumer file, you will enter a Service note to go with the closing date.

Contact Information - Topics and Referrals

> D

Be sure to select all Service Topics that apply as are required for the 704 Report.
Note, whatever topic you put here should be discussed in the “Notes” section. At least one Contact

record is needed for the 704 reporting year with all the Service Topics entered. Be specific, more is
better.

25



Referrals to Agency Type area: track if you refer a consumer to another agency for services.
Note: Topics are only counted once for the 704 — so if several contacts are made under the same
topic — say Transportation, and there are 10 contacts with the consumer in this area— it will be
counted one time only.

Contact Information — Notes

Enter a summary of what took place as a result of your interactions with this consumer.
Enter your Staff notes.

Close the screen when done.

26



Staff Center (Active Case List) Screen

When you work with consumers every day, use this screen by double clicking the consumer’s name
in the list. From here you will have quick access to entering Goals, Contact Notes and updating
Consumer/Service Request information for all the active Consumers that you are working with.

The Next Contact column will note if a contact is due according to the Planned Frequency of Contact
that was entered on the Goal tab in the Service Request screen.

27



Closing Out A Consumer Request

A Consumer should only have one Active Service request at a time. However, you can have many
goals under that one request and many entries for different Programs and Staff. The Active Service
Request will stay opened until all the goals have been achieved or dropped.

The next example is of a Consumer — that was opened, worked with and then closed. If this
Consumer should call with another Request for Services — say training instead of equipment — then
we would open a new Request for Service — with new Goals and Contacts, etc.

Consumer — Closing A Request For Service

First enter the Exit information in the section on this screen.

28



Next, click on the — Situations — button and fill in the Exit column for all items entered there.

29



Next, enter the end date on the Programs Tab

Last, Click on the Goals tab and close out all goals listed and enter the Outcome.

30
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Group Services Search — Use For Open Consumers Only

This is a directory of all the Group Services that have been entered.
To view one — double click on the entry.

Click New Group Service button to enter a new Group record.

Group Services Main Screen

This is the screen that you enter a new Group Service activity. Be sure that you enter the correct
Service Date.

32



Enter general notes in the Group Notes section.

Except for the Session Name and Group Notes, everything is a drop down. From here you can go the
Staff Time and Attendance.

33



Group Services Staff Time and Attendance

Enter Staff name and amount of time. You can enter in the Hours field for 1 hour or 1.25, or you can
enter time in the Units field, whichever you prefer.

Enter all of the consumers names that attended the Group by entering them into the Attendance
section at the bottom.

You may also enter Notes specific to the Participant by clicking on the “Notes” field to the right of the
Participants name.
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Community Outreach Services
Click on Community Outreach Services from the Main Menu:

Here you will see a list of all Community Outreach Activities

Double click any Activity in the list to update or view the record
OR

Select the New Outreach button to record a new Activity.
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Community Outreach Services New Outreach Button

Community Activity — Information Screen

Items in blue are required for the 704 Report. Community Outreach is for tracking Community
meetings and large Outreach Efforts.

Note: For the 704 report, they will require that you only use 1 Issue area. You may enter multiple
Issues here, and then when entering your 704 you will select which Issue to use.
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Goal Objective: Go to Create Community Goal Objectives to enter a Goal.

Note: Enter a Goal for all Community Outreach Activities: Required for 704 Reporting

FAQ

| don’t see my Goal Objective in the drop down list - Check that you haven’t marked the Goal

“Achieved” or “Dropped”.

Community Activity — Attendance/Publicity

1 Unit = 15 minutes
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Community Activity — Documents
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Satisfaction Survey

>

When you receive a survey back, enter the information they have marked here.
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Feedback Section 1
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Feedback Section 2
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General Services Module

Track all other time, not related to direct Consumer Contact in General Services. Units are 1 for each
15 minutes.

Use General Services to track:
= Staff Travel
= Staff Training

= May be used to track activities related to projects and grants.

42



Staff Timesheet Report

After Staff have entered all time in MICIL, you can run the Staff Timesheet report. This report will add
up all time entered for a week or 2 week period, which ever you choose. This report is an essential
management tool to ensure that your agency will get credit for all your hard work.

To print this, click on File and Print.
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