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DATA ENTRY QUICK START GUIDE

Enrollment Complete/Update Program Participation

For existing participants, enter required
information to change the Program
Participation Status from “Pending” to
“Enrollment Complete.”

Search Participant

Select Participant

Select Program Summary

Update Program Participation

Review and Update Participant Contact
Information

Review and Update Current Employment
Review and Update Education

Select Program Summary

Approve Program Components

agrNE

©Co~NOo

Add a

New Participant

Follow the four-step wizard to add a new
participant to the data system. Once the
participant is added to the system, enter
all other required program information.

Search Participant

Add New Participant

Select Go to Participant Record
Select Program Summary
Update Program Participation
Add Participant Contact Details
Add Employment

Add Education

Approve Program Components

©CoNoO~WNE

Track MTP Materials

Record the receipt of cameras from
CDTC, and send and receive cameras to
and from MTP participants.

1. Receive Cameras
2. Assign Cameras to MTP Participants

Reports
All system users have the ability to 1. Select Reports
generate reports. Reports can be usedto | 2. Select View Report
verify participant information and review 3. Enter Selection Criteria
the status of the county’s MTP and 4. Select View Report
CLASS participants. 5. Report Can Be Saved as a PDF, CSV, or
Excel file. Save as a PDF for Printing.
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SYSTEM ACCESS AND WEB BROWSER

The URL for the CARES Plus Data System is https://apps.ccfc.ca.gov/caresplus. Internet
Explorer 9 is the recommended web browser.

CARES PLUS LOGIN

e User Name
e Password

EFIRSTS

CALIFORNIA

e Password Reset: Users may reset their own CARES Plus Login
password on the CARES Plus Login page. The
user will enter their user name and the security User Name *
CAPTCHA. The new password will be sent to
the e-mail address associated with the user’s Password *

account and will contain a link that will allow

the user to change their password.
CAR ES PL US HOM E Forgot your password? Click here to reset your password.

o The top menu bar options vary depending on
the user’s security role. The top menu bar options are:
» Home: Navigate back to the CARES Plus home page.
= Participant: Search for a participant or add a participant.
= MTP & CLASS: Search for observations or track MTP materials.
= Reports: Displays available reports.
= Help: Features training materials.
¢ Recent Participants: Displays
the hgme and participant 1D for FIRSTS
participant records most recently BALIFORN K
accessed in the data system.
The names and participant ID
numbers are displayed as CARES Plus Home
hyperlinks that allow the user to -
easily access a participant’s

Hedo caresriverside | Riverside

Home Panleipants MIP & CLASS Reports Help

Recent Participants CARES Plus Dashboard
reco rd . Mo search histary. Walcoms to the CARES Plus Data System.
. The CARES Plus Data System was created 1o manage ARES Plus Program ard maintai rmation about
L4 CA R ES PI us DaS h b (0] ard . An program parklpants.  you need asslst First § Californla
i

Plus Data System, pleasa conta

System Support Help Desk by e-mal & 3,007 o by telaphone at (31 31323,

information center used to
communicate CARES Plus
program |nf0rmat|on’ System First 5 Mission Statement CARES Plus Program Purpase

reminders.
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FLOW OF DATA ENTRY

CARES Plus Data System
AddorUedate | Vpartcinaton | —»| " Competon
E‘ Sate (Phase seF?arfl'i]cif;;-l’\fsTP | I SIS g Co;/ciﬁﬂgMg;cles
2
§ Approve sl el Search for ew View
U e, e " e R g [ S [ Ol
-YE! YES
£ v '
pastone poss
racl at earch for Updaig
> aeras. s Obsarvaions [ ¥ Osenaton
g 7
Assign Coder
after SD Card is
Received
Search for
g Obsevaon e
8 i v
3 Enter CLASS Update Enter CLASS
S Scores Schedu!e —» Observation —» Scores
© (Phase 3) Observation Schedule (Phase 3)
——— o Flow of Data Entry Legend:
- e Blue MTP
° Gre Manual (outside of the
y data system)
Purple Future Phase
Peach CLASS
STATUS VALUES
Field Name |Updated By | Status Values Description
Program Lead Pending These status values are set by the
Participation | Agency Enrollment Complete system.
Status Program Complete (Phase 2)
Not Approved The Program Participation Status
Withdrawn should be changed to “Withdrawn”
if the participant will not complete
the current Period of Participation.
Component | Lead Applied For This value is set by the system.
Status Agency
Approved The Lead Agency may change the
Not Approved Component Status to “Approved,”
Withdrawn “Not Approved,” or “Withdrawn.”
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SEARCH PARTICIPANT

Users may search for a participant by using any of the following search criteria: Participant ID,
Last Name (or participant’s previous last name), First Name, Date of Birth, E-mail, Last 5 Digits
of SSN, Other Unique Identifier, or County Given ID. Partial names can be entered to improve
the likelihood of finding the correct participant.

By default, the search is limited to participants within the user’s county. Ten records are
displayed on each page. If there are more than 10 records that meet the search criteria, the
page numbers will be displayed at the bottom of the search page.

If the participant is found: If the participant is not found:

The system displays a list of The system displays a message that no record was
matching record(s) and the user | found. If the participant is not found, and the user
may choose: believes the participant has participated in another

county, the user can select the Perform Statewide
o Program Summary: Displays Search checkbox and perform the search again.
the County of Participation,

Period of Participation, Status,
and Com HF!RSTS
ponent Status. The EALIRCRNILK
user may Close the Program Hello caressiverside | Riverside  Logofl
Summary window or choose lome  Puticpats  MIPACLASS  Repods  liep
Select to go directly to
Participant Details. Search Participant
Or <
o Select Choose thIS to naV|gate County of Panticipation: Anesion v Participant ID:
directly to the Participant —n _
. ast Name: First Name:
Details page.
Date of Rirh: F.mail:
Last 5 of 55N: Other Unique Identifier;
Cousnty Ghven 10 Perform Statewide Search:
Note:

If a user selects the Perform Statewide Search option, the search results will only include the
Program Summary option (not the Select). If the user selects the Program Summary, the
following warning message is displayed if the participant has any program records from a
different county.

“Please review the participant name, date of birth, and other identifying information to
validate that you've selected the correct participant. If it is the same participant,
contact the participant’s current/previous county prior to updating the participant’s
information.”

HFIRST5
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ADD PARTICIPANT

A four-step wizard guides users through the process of entering personal information for
participants. The participant’s data will be added to the system once all of the required
information is entered and the record is saved during the final step of the wizard.

Step 1: Add Personal Information

— Race/Ethnicity: Select all that apply.
— Primary Language: Select one.

— Number of Years the Participant has been
employed in the ECE field: Use integers only,
rounding to the nearest year.

Step 2: Add Program Information

— County of Participation: List is limited to
counties associated with the user’s account.

— The Program Participation Status defaults to
“Pending” and the Program Participation
Status Date is set to the current system date.

— The CARES Plus Application Date must be
less than or equal to the current date.

Step 3: Select Program Components

— Select all that apply.

— Program Components Applied For is limited to
the components associated with the selected
County of Participation and Period of
Participation.

Step 4: Save and Confirm Participant

— Confirm the participant information.

— Select Save to add the patrticipant.

— Participant ID is assigned when the
participant is saved.

MAINTAIN PARTICIPANT INFORMATION

o Lead Agencies are required to maintain accurate and current information for participants.
Following initial enrollment, Lead Agencies must update participant and program
participation information by the last day of each calendar month. This includes updating the
Program Participation Status for participants who have withdrawn from the program and
updating the participant’s contact information.

o When a Participant is selected, the system displays the Participant Details including the
participant’s date of birth, highest level of education, current e-mail address, current mailing
address, current phone numbers, and participant applications.

December 7, 2013 E
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MAINTAIN PROGRAM PARTICIPATION

Select Program Summary from the Participant Details page. The participant’s program
participation records are displayed. A program participation record is created for each period
of participation.

Users have the ability to Add a Program Participation Record, View, or Update a program
record, and maintain Components.

Program Participation

+ Add Program Participation Record

County Period Current Status Status Date
El Dorado 2013-14 Pending 712512013

Actions: Update | Components | CLASS Observations

County Period Current Status Status Date
El Dorado 2011-12 Program Complete 8/2/2011

Actions: View | Components

The Program Participation page includes a CLASS™ Observation hyperlink if the participant
was selected for a CLASS observation. If the participant was selected for the My Teaching
Partner™ (MTP) program, the MTP Patrticipation hyperlink is displayed.

The Program Participation Status can be changed to “Withdrawn” by selecting the Update
hyperlink and then selecting the Update Status hyperlink on the CARES Plus Application

page.

CARES Plus Application

*County of Participation El Dorado

“Period of Participation (Fiscal Year)  2013-14

“CARES Plus Application Date 912/2013

Program Participation Status History Enroliment Complete on 12/2/2013
Pending on 12/2/2013
Update Status

Notes:

— Lead Agency users can only update a program participation record if the County of
Participation is associated to the user’s account (only county collaborations such as
Yuba/Sutter have access to multiple counties).

— If a county collaboration user selects the wrong county when the program participation

add a new program record for the correct county.
— The Components hyperlink is used to identify missing requirements, if any.

record is first added, the user must set the Program Participation Status to “Withdrawn” and

December 7, 2013
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MAINTAIN PERSONAL INFORMATION

e Select Personal Information hyperlink on the left-hand side on the Personal Details page.
e Users are able to view or update a participant’s personal information.

MAINTAIN CONTACT INFORMATION

e Select Contact Details hyperlink on the left-hand side of the Participant Details page.
o The system displays existing address, phone number, and e-mail address information for

the selected participant.

e The participant’s mailing address, phone number, and e-mail are required prior to approving

the application components.

e Lead Agencies are required to update the participant contact information on a monthly

basis.

Address: Add a new address or Inactivate an existing address. If an address was entered

incorrectly, it should be changed to Inactive and the correct record should be added so the

system maintains an accurate address history. When a new address is entered, the system
automatically inactivates the prior address if it has the same address type.

¢ Mailing address is required for initial
enrollment.

e Address Type will default to mailing.

e Address start date is set to the system date
when the record is added.

Notes:

— If the status of an existing address is
changed to “Inactive,” the end date is
automatically set to the current date.

— If any returned mail or shipments are
received by First 5 CA or CDTC, the
Lead Agency will be notified that the
participant’s address is invalid.

Phone Number: Add a new phone number or Inactivate an existing phone number.

o At least one phone number is required for
initial enrollment.

¢ The phone number start date is set to the
system date when the record is added.

Note:

— If the status of an existing phone number
is changed to “Inactive,” the end date is
automatically set to the current date.

E-mail: Add a new e-mail address or Inactivate an existing e-mail address.

¢ An e-mail address is required for initial
enrollment.

e The participant’s e-mail address start date is
set to the system date when the record is
added.

Note:

— If the status of an existing e-mail address
is changed to “Inactive,” the end date is
automatically set to the current date.

December 7, 2013
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MAINTAIN EMPLOYMENT HISTORY

The system displays the participant’s current and previous employment records. The user may
update an existing employment record or add a new employment record. The employment
record must be updated as new information becomes available.

To enter the participant’s place of employment, the user must either select an existing facility
within the system or add a new facility.

e Search Facility: Enter the facility name or address, and click Search to determine if the
facility already exists within the system. If the system finds one or more work facilities
matching the selection criteria, the system displays the matching record(s). The list is sorted
by facility name and the user has the ability to select one work facility.

e Add New Facility: If the facility is not found, the user may add a new work facility. Once the
new facility is saved, search for the facility again using the search button and then select the
newly added facility.

Facility Search

Facility
Address City
State Select One IZI Zip

Code

Notes:

— Partial name and address information can be entered (without wildcards) when searching
for facilities to improve the likelihood of finding the correct facility.

— A value is required for each age group of children served by the participant, but zero is
allowed.

— For some existing facilities, the Program Type and/or Funding Source have not been
entered. If these two items are not updated, the participant will fail to meet the program
requirements for approval. To update this information for the facility, search the facility,
select Edit and update the Program Type and/or Funding Source.

— The Annual Salary will need to be updated if it was converted as zero. The Annual Salary
must be greater than zero and less than or equal to $60,000.

— The Number of Dual Language Learners converts as zero and may need to be updated.

— The Primary Language Spoken with Children in the Classroom may need to be updated.
If there were multiple languages selected, they will be listed in the Classroom Notes field.

— If the participant is no longer working at the facility, select Update and change the Is the
Current Employer to “No.” The employment record will be listed under the previous
employment section. Add a new employment record for the current work facility.

EFIRST5
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MAINTAIN EDUCATION

The system displays existing education data for the selected participant, if any. The user may
add, update, or delete education data for the participant.

Notes:
— The participant must have at least a Bachelor’s degree in an ECE/CD or Related Field to
be approved for Component C.
— If a participant attains a degree, a new record must be added so the system can track the
progression.
— Records should be deleted only if they were entered in error.

MAINTAIN CORE TRAINING

The system displays existing CORE Training data for the selected participant, if any. The user
may add, update, or delete a CORE Training record.

Notes:
— CORE Training should be updated as the participant completes each course.
— CORE Training should be updated for all participants, even those who withdraw from
CARES Plus.
— Records should be deleted only if they were entered in error.
— The Funding Source identifies which program funded the training course.

EFIRST5
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SEARCH OBSERVATIONS

Lead Agencies have the ability to view a list of participants selected for a CLASS or MTP
observation and monitor the observation status. Users may enter a variety of search criteria to
locate participants who are selected for an observation.

Search [ -]

Period of Participation: 2013-14 |Z| Lead Agency: |Z|
Observation Category: Select One |Z| Assigned Sub Contractor: Select One |Z|
Observation Status: Select One |Z| Observation Type: Select One |Z|

Notes:
— If CDTC changes the observation status to Incomplete, the Lead Agency should follow up
with the participant to determine if they are withdrawing from the CARES Plus program.
— If the participant withdraws from the program, the Program Participation Status should be
updated accordingly.

TRACK MTP EQUIPMENT

The system enables Lead Agencies to update the status and maintain the location of a camera
between CDTC and MTP participants. Lead Agencies may record the receipt of cameras from
CDTC, and send and receive cameras to and from MTP participants. This functionality applies
only to Lead Agencies that requested to distribute the cameras directly to their participants.

¢ Receive Cameras: Select Receive Cameras and enter search criteria. The system displays
camera distribution records that have been sent from CDTC to the Lead Agency. The user
enters the Date Camera Received and selects Receive to update the camera distribution
information.

e Assign Cameras to MTP Participants: The Lead Agency has the ability to assign cameras to
their MTP participants. The user searches for participants who were selected for the MTP
program. Once the system retrieves the list of participants, the user will be able to assign a
camera to the participant by entering the Camera ID and Date Camera Sent to Participant.
Select Assign to update the camera distribution information.

REPORTS

All system users have the ability to generate reports. Reports can be used to verify participant
information and review the status of the county’s MTP and CLASS patrticipants. Users are able
to enter specific report criteria such as the Fiscal Year, Component, Program Patrticipation
Status, Component Status, and County. Reports can be exported to a CSV (comma delimited),
PDF, or Excel file. There are currently several available reports. Additional reports will be added
after implementation.

EZFIRST5

December 7, 2013 CALIFORNIA Page 11 of 12


http://yoda.ccfc.ca.gov/CaresPlus/Home/Index

CARES PLUS DATA SYSTEM: DATA ENTRY GUIDE FOR LEAD AGENCIES

F5 SYSTEM SUPPORT HELP DESK

Please contact the F5System Support Help Desk if you have questions or need assistance with
the CARES Plus Data System.

E-mail address: F5SystemSupport@ccfc.ca.gov
Phone: 916-263-1323
Hours: 8 am to 5 pm (PST), Monday-Friday (unavailable on California State holidays)
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