EVALUATOR USER MANUAL
Sex Offender Management Board (SOMB)

CONTENTS

EVALUATOR USER MANUAL ...ttt ettt et et et e aeaeeas 1
Historical BacKgroUNd........o.uii i e aes 4
BaACKOIOUNG . ..ttt 4
SOMB Information Sheet for Client Consent FOrM ........coiueiiiiiiiiiiiiiiiieaeeaens 5
QUICK STart OV IBW ..ttt ettt ettt e e eeeeeeeeeannn 6
GETTING STARTED - ttitttt ettt ettt et e ettt ettt ettt et e e n e e e aeaneaenn 8
Computing REQUITEMENTS .. ...ttt et aaeeaaas 8
CoNfirm YOUI ACCOUNT ... ..ttt ettt et et et ettt e e e eaans 9
Y0 o 3 9
TEXE CONVENTIONS . .c ettt et et ettt ettt et e ettt e et e e n e neenees 10
SOMB Providers Data Management System Website...........ccooviiiiiiiiiiinienns 11
LOGIN 10 SOMB SYSteM ..ttt ettt ettt aan 11
MY INFO MODULE ...ttt e ettt e e e aa s 13
Tab - Provider INfO ... e 13
Edit Additional Languages SPOKEN ...t 14

TaD - AQUrESSES . . . eee e 15
ADD AN AQUIESS . . e ee ettt ettt ettt e ettt ettt et 15
EDIT @N ACAIESS. .« ettt ettt ettt ettt e et et e e e e ane s 17

SOMB Service Provider User Manual - Evaluator Page 1] 48 Jan 2, 2020



(DY =] (ST T I AV [0 = 18

TaD - COUNTIES ..ttt ettt et et eeaeens 19
Tab - Services (Read-0Nly) ... e 21
Tab - Supervisors (Read-0nly) ......oooii e 21
Tab - Licenses (Read-0NIY) ... 22
TaD - CONTACT US. ..ttt ettt e nes 22
SERVICE TRACKING MODULE ... ..ttt e ea e e 23
When to Complete the Service Tracking Data Entry ..........ccooiiiiiiiiiiiiiniiine 23
SERVICE TRACKING Dashboard..........ccceviiiiiiiiii e e eaaeee 25
Add a New Client Service Tracking RECOId ........ceeiiiiiiiiiii i 27
Edit Client INFOrmMation .........o.oiii e 29
Dashboard - Selected Client Service Tracking Record Details.......................... 31
Enter Client Service Tracking Data ......c.cvvieiiiiiiiii i 32
Tab 1 - Referral SOUICE.... ..o 32
Tab 2 - Demographic Information........ ..o e 32
Tab 3 - Adjudication/CoNVICTION ... 33
Tab 4 - Previous Sex Offense Specific Treatment............ccoviiiiiiiiiiiniiannn. 34
Tab 5 - Instruments, Scores, and Levels of Risk ..o, 34
Tab 6 - Recommended Treatment Setting .......ccoviiiiiiiiiiiiii i eeieeen 36
Tab 7 - Match Treatment and Level of RisK..........cooeiiiiiiiiiiiiiea, 36
Tab 8 - ClIeNt’ S NEEAS . ..ttt 37
Tab 9 - Address CHeNnt’ s NEEUS ... .. 37
Tab 10 - Client RESPONSIVITY - unneee et e et 38

SOMB Service Provider User Manual - Evaluator Page 2 | 48 Jan 2, 2020



Tab 11 - Date of Evaluation Completion..........cooiiiiiiiiiiiiiiii e, 38

Laptops and Tablet SCrEENS. ... ..t aeeaaas 39
Export a Response Record Before Submitting Data ...........ccoviiiiiiiiiiiiiinannn, 39
Edit Client Service Tracking Data .. ......cc.eeeiiiiii i e e 40
SUDMIT RESPONSES. ... ettt ettt et et e eeaneeas 41
Submit Responses After EAIting ..o 43
Delete a Client Service Tracking Record in the Client Tracking System.............. 44
Contact for QUESTIONS OF CONCEINS .....ueeie ettt et eee e aeeeeeaeaenn 44
SOMB Data SYStem FAQ ...ttt ettt ettt e 45

SOMB Service Provider User Manual - Evaluator Page 3| 48 Jan 2, 2020



HISTORICAL BACKGROUND

Background

The Colorado Legislature passed House Bill 16-1345 in June 2016. The bill mandates that the Sex Offender Management Board
(SOMB) approved providers collect data about how their clients are treated, evaluated, and polygraphed. You can read a summary of
the bill at https://leg.colorado.gov/bills/hb16-1345.

The bill requires SOMB to collect data from the evaluators, treatment providers, and polygraph examiners who provide services to
adults and juveniles who have committed sexual offenses and are under the purview of the SOMB Standards and Guidelines. Service
providers are required to submit standardized information about their service when they completed an evaluation, complete a full
treatment program, or each time they complete a polygraph for each client.

The SOMB Provider Data Management System (Data System) website gathers the client information through a computerized tracking
system. The system collects and uses administrative data at an aggregate level to monitor how well the SOMB standards are
implemented. The data are not used to isolate individual provider services or outcomes.

To see the current SOMB standards go to:
https://www.colorado.gov/pacific/dcj/somb-standards-bulletins

Please NOTE
Your Provider ID is protected.
Client data and outcome information cannot be linked to you as a provider.
Your individual identity is not a part of statistical analysis of the data.
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SOMB Information Sheet for Client Consent Form

The prerequisite for entering Client Service Tracking data is obtaining each client’s consent to share the data with SOMB. That
means each provider will need to create a Client Consent Form for each client. You can include the form as part of a Release and
Disclosure form you already have, or create a new form. Feel free to use or adapt any of the suggested content for your own Client
Consent form. If a client does not consent you can still enter and submit data, but it is not required. Contact the SOMB
Administrator for guidance if you have questions about using or adapting this text.

What is the service tracking database? The Colorado Legislature passed House Bill 16-1345 in June of 2016. In the bill is a mandate for the SOMB
to collect data from the evaluators, treatment providers, and polygraph examiners who evaluate, treat, and provide polygraph services to adults
and juveniles who have committed sexual offenses per the SOMB Standards and Guidelines. The SOMB Provider Data Management System collects
administrative data from evaluators, treatment providers, and polygraph examiners at the time of evaluation, treatment, and polygraph
completion for each client.

Why is the data being collected? The SOMB will monitor how well the SOMB Standards and Guidelines are implemented, and provide protection
for the community by reducing the likelihood of future sexual offending.

How does it affect providers? Generally, it doesn’t. The individual provider’s name and other information that can directly identify you will be
deleted or encrypted from the research data collected as part of the project. The system collects and uses data at an aggregate level
administrative data and are not used to isolate individual provider data or outcomes.

How does it affect clients? SOMB is collecting client’s court case ID. Only the statistical analyst will see your court case ID (no names or
birthdays). The court case ID will be used to track future recidivism data. SOMB stores the data on a secured department server.

Why should clients agree to participate? By agreeing to participate, clients will help monitor and improve the quality of the evaluation,
treatment, and polygraph process to make sure it closely follows the evidence-based Risk-Need-Responsivity (RNR) model. There are no negative
consequences that will occur because of participation.

Do clients have to participate? No, clients are not required to participate. Participation is completely voluntary. If clients agree to participate,
they can always change their mind and withdraw. There are no negative consequences, whatever they decide.

Who should clients contact for questions? Clients can talk to their treatment provider, or contact Yuanting Zhang at 303-239437 or at
yuanting.zhang@state.co.us
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Quick Start Overview

1- Confirm Your Account. When you are accepted as a SOMB provider, you will receive a letter with your username and a link to
instructions for establishing your password and confirming your account. After your account is confirmed you will be able to login
to the SOMB Data System. Link is valid for 120 hours (5 days).

2- Login. Go to the SOMB Data System at https://sombproviders.state.co.us/

The SOMB Data System has two main modules for Client Service Providers:

A. MY INFO - View the information available about your services. This module has limited add, edit, or delete functions.

B. SERVICE TRACKING - Add, edit, and delete data, download a PDF of data entered, submit data.

3- Access the MY INFO module.

List of Tabs and Content

TAB CONTENT READ-ONLY / AVAILABLE FOR EDIT
. General Information Read-only except Additional
Provider Info
Languages Spoken
Addresses Agency, Address, Contact Information | Available for edit
Counties Counties you provide services within Available for edit
Services Services you offer to SOMB clients Read-only
Supervisors Your SOMB supervisor(s) Read-only
Licenses Your professional licenses Read-only
Contact Us Email form to SOMB Administrator Send email form

4- Access the SERVICE TRACKING module.
A. Enter client information (Client ID, Consent Form, Court Type).
B. Enter service data in data entry tabs.
C. Download a PDF copy of the data entered.
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List of Data Entry Tabs and Topic for Evaluators

TAB TOPIC TAB TOPIC
1 Referral source 7 Treatment and Risk

2 Demographic information 8 Client Needs Identified
3 Adjudication/Conviction 9 Address Client Needs

4 Previous Sex Offense Treatment 10 Client Responsivity

5 Levels of Risk 11 Completion Date

6 Recommended Treatment Setting

NOTE: When you hover the mouse over the tabs, a callout identifies the content of the tab.

5- Submit Data to SOMB Data System Administration. After you submit your data, you will not be able to edit any of the data. You

will have to contact the SOMB Data System Administrator to make changes. (email: yuanting.zhang@state.co.us)
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GETTING STARTED

Computing Requirements

The SOMB Data System website is compatible with most modern browsers. However, browsers have varying levels of compliance with
Internet standards, so there may be variations in how screens display and how functions work. This system is compatible with
Windows 7 and later.

Here is an incomplete list of browsers that that should work well with the SOMB Data System.
v Internet Explorer 6 and later
v' Microsoft Edge
v’ Firefox 5.x and later
v Google Chrome (preferred)

Points to consider:

Chrome is the recommended browser for the SOMB Data System whether you use a MAC or a PC. Using other browsers could
negatively affect the performance of the data collection functions, especially on Apple computers.

NOTE: Chrome is the only browser that SOMB or the Colorado Office of Information Technology supports.

e The system is programmed for optimal use on a PC. Mac users may encounter irregularities in how the program works.
e Keep your computer system current. Updated computer hardware and software help the program function smoothly.

e Firewalls may interfere with system performance. Check with your IT department (or your owner’s manual) on how to
change your computer settings to resolve firewall issues.
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Confirm Your Account

Before you can access the SOMB Data System, you must first apply to become an approved SOMB provider. For more information
about SOMB, go to https://www.colorado.gov/pacific/dcj/sex-offender-management-unit.

After your application is accepted, the SOMB Data System Administrator sends an email with your assigned username and a link to
confirm your account. The link will be active for 120 hours (5 days) after the email is sent. Click the link and follow the instructions
to confirm your account, establish a password, and access the SOMB Data System for data entry.

Please NOTE!
You must use the link in the email within 120 hours (5 days) after receiving the confirmation email.

After 120 hours, the link becomes invalid. If you attempt to use the link after it is invalid, you’ll receive a message to contact the
SOMB Administrator. The Administrator will send another confirmation email with a refreshed link. As with the first link, the
refreshed link is valid for 120 hours.

Passwords

i i COLORADO
The passwor_d yo_u establish when you conf!rm your E @ st S WO P
account expires in 180 days. When you login on 44 st o PN SRy

the 1815t day, the system sends a message:
Your password has expired and needs to be reset before you can re-enter the website.
Please check your email: JEyerraramrd]
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Check your email for a message from SOMB Data System Administrator. The email will contain a link to reset your password. Click

the link and follow the instructions.

Requirements for a password:

« Must have at least 8 characters

« Must have at least one lower-case letter

« Must have at least one upper-case letter

e Must contain at least one number

« Must contain at least one special character (like: *$ , 1)

If you have trouble using your password, it may be because of a security
protection issue. Contact yuanting.zhang@state.co.us for assistance.

After you reset your password, you can login to the SOMB Data System website.

Text Conventions

Reset Password 1nbox =

SOMB Administrator <CDPS_DCJ_SOMB_Support@state.co.us>

Please reset your password by clicking the link below

RESET PASSWORD.

Bold Modules, Tab names, file names, popups, dashboards (Provider Info tab)

Italic Placeholder for your input (Password)
ALL CAPS  Modules and Acronyms, (e.g. MY INFO Module, SOMB)
Clickable button

NOTE:

The information shown in screen graphics is fictitious and used as an example only.
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SOMB Providers Data Management System Website

The SOMB Data System website for Service Providers has two main modules that serve two different purposes:

MY INFO: Here you can view the information on file about you and your services. You can also change your address and contact
information. Data in the module originates from your application to be a provider. It is provided for your convenience to verify
accuracy and keep the information updated. Notify the SOMB Administrator if information changes in areas you can’t edit.
(yuanting.zhang@state.co.us)

SERVICE TRACKING: Here you can view, add, edit, delete, and submit data about your services. Enter and submit data for each
client when you complete their evaluation. The data are identified with a Court Case ID when it is entered.

Login to SOMB System

1- Open a browser window and go to https://sombproviders.state.co.us/ The top of the login screen displays this message:

COLORADO
- g | Division of Criminal Justice SOMEB Provider Data Management System HOME LOGIN )

You have entered the SOMB Provider Data Management System Site. If you
have an account, click "LogIn” to see a menu of available options. If you
don't have an account, contact the SOMB Administrator at
CDPS_DC]_SOMB_Support@state.co.us
to request an account.
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2- Click at the top right of the screen. The login popup appears.

3- Enter the username you received when you enrolled as a provider and the password you established LOGIN
when you confirmed your account. s
o Click Remember me if you want the system to remember your login information for a longer time. a
e If you need to retrieve your password, click Forgot your password and follow the directions given. “

The MY INFO dashboard appears with the Provider Info tab open by default. The data on the screen shown
are fictional.

Mast of the presented information is read-only and provided for your review, Contact the SOMB adm

trator {via the Contact Us tab) if any of the information iz incorrect,

| PROVIDER INFO | Addresses | Counties | Services | Supervisors | Licenses | ContactUs

Services Provided For:

Adult, Juvenile
Next ADULT Expiratien — Next JUVENILE Expiration
fe 11/12/2019 Date: 10/31/20
Dora License(s): Date of Fingerprint: | 07/01/2019
I
Provider Status: = Additional Languages
Active -

Spoken:

Status Date:

UPDATE

If you don’t see this screen, (1) click MY INFO in the left column, then (2) click the Provider Info tab.

NOTE: The system automatically logs you out after 60 minutes.
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MY INFO MODULE

The MY INFO module contains information on file about you and your services. It’s important to keep this information current
because this is what SOMB clients see when they search the database for a provider. Most information is Read-only. The next
sections discuss information contained in each of the following tabs on the MY INFO Dashboard and guide you in editing Additional
Languages Spoken, Address, and County data.

The tabs available to view or edit are:

TAB CONTENT READ-ONLY / AVAILABLE FOR EDIT
Provider Info | General Information Read-only (except Additional Languages Spoken)
Addresses Agency, Address, Contact Information Available for edit
Counties Counties you provide services within Available for edit
Services Services you offer to SOMB clients Read-only
Supervisors Your SOMB supervisor(s) Read-only. Not all providers have a supervisor
Licenses Your professional licenses Read-only
Contact Us Email form to SOMB Administrator Send email form

Tab - Provider Info

The Provider Info tab opens by default in the MY INFO dashboard. If necessary, click the Provider Info tab to access the information
on file about your services. Information in the Provider Info tab is available in these data fields:

DATA FIELD INFORMATION AVAILABLE Read only / For Edit
Services Provided For Adult, Juvenile, Adult and Juvenile Read only
Next Adult Renewal Date Due date for renewal for adult providers Read only
Next Juvenile Renewal Date Due date for renewal for juvenile providers Read only
DORA License(s) License(s) on file for Evaluator Read only
Date of Fingerprint Date fingerprints taken Read only
Provider Status Active or inactive Read only
Additional Languages Spoken Language(s) you speak Available for edit
Status Date The date your current status was established (Active or Inactive) Read only

Commented [YZ1]: This is an editable field; | noticed
this a while ago and has been telling providers that
they can do this.
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Edit Additional Languages Spoken

You can add or remove languages you speak in the Additional Languages Spoken data field.

1- Add Language(s):
Additional Lagéz:ii? EREMCH x

¢ Click into the Additional Languages Spoken dropdown on the right i
side of the screen. A dropdown appears with the available Chinese (Mandarin)
languages to choose from. (If you speak a language that is not on French
the list, email yuanting.zhang@state.co.us to have it added.) Carnas

¢ Click the language you want to add in the dropdown list. ko
(Languages shown here are for example only.)

« Then click the blue circled “x’ or click outside the dropdown to exit Spanish

the dropdown and add the language(s).

2- Remove Language(s):
¢ To delete one language (two methods):
a. Click the black x in the shaded circle around the language.

b. Click into the dropdown for Additional Languages Spoken. Then unclick the box beside the language name. Then click the

blue circled “x” or click outside the dropdown to exit the dropdown.

e To clear all languages, click the black ‘x’ that appears in the top right corner of the Additional Languages Spoken field when

the cursor is in the field.
3- Click out of the dropdown to exit.
4- Click [Update| at the bottom of the screen. A Please be Patient popup might appear.

A Provider Information Updated popup appears with a message that the information was successfully updated.
5- Click [OK] on the popup.

Commented [YZ2]: There are 8 languages on the list.
If they need another language added that is not on
the list. Tell them to contact me please and | will add
it from the back end.

| NOTE: The database system automatically saves your input (except dropdown option “Other” that requires a typed answer).
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Tab - Addresses
From the MY INFO dashboard, click the Addresses tab to view Provider Infa

information on file about where you provide service. You can
add, edit, or delete address information on this screen.

Addresses you have previously entered display below the column

ADDRESSES Counties

Services

Supervisors | Licenses | Contact Us

Agency

New Agency

ADD NEW RECORD

Address

1420 Nottingham

City

Agate

Zip
Code

80001

Phone
Phone # Ext1 Email

(970) 885-1205 New®@Agency.... EDIT DELETE

titles. In this example, no addresses are present in the system.

ADD an Address

1- In the Addresses screen, click [Add New Record)|.
The Add Record popup screen appears.

2- Click into the data entry fields or the dropdowns and enter or select the
appropriate information.

The information needed in each field is as follows:

DATA FIELD INFORMATION TO ENTER
Agency* Name of your Agency
Address 1* Street address
Address 2 Suite/Room number, if applicable
SOMB Service Provider User Manual - Evaluator Page 15 |
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City* Select the city from the dropdown

State* No action needed - Autofilled with Colorado abbreviation CO
Zip Code* Select the appropriate Zip Code from the dropdown
Email Address* Primary business email

Phone Numberl* | Primary phone number

Phone Number2 Secondary phone number, if applicable

Active Select the Active or Inactive business status for this agency
* Asterisks indicate that data is required in that field.

HINT for Selecting from Dropdowns:

¢ In the City and Zip Code dropdown fields, begin typing the city or zipcode into the
white search field. As you type, the options in the dropdown will narrow. Click one
option in the blue option list to select.

e The information appears in the entry fields as you enter or select them. (The data in

-- Selecta City -

- Select a City -

the example shown is fictional.)

3- Click at the bottom of the screen to add the new address to the MY INFO

screen. Add record
If required information is missing, a message appears beside the empty field.
A. Enter the missing information in the required fields.

B. Click |UPDATE| . The Success popup appears. D The Adcresstine? field i require

If all required information is present after edit, the Success popup with

"Record has been successfully updated" message appears.
4- If you don’t want to enter the information, click [CANCEL]| to exit without adding
information.
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EDIT an Address

1- In the Addresses tab screen, click [EDIT| to change your address

2-

information. The Edit Record popup appears. The data entry fields are
the same as the Add Record popup.

o Click into data entry fields for AGENCY, ADDRESS 1 and 2, STATE,
and PHONE 1 and 2 to change the information.
e Click dropdowns for CITY, ZIP, and ACTIVE to change information.

Click [UPDATE] at the bottom of the popup to accept new information.

If required information is missing, a message appears beside the empty
field.

A. Enter the missing information in the required fields.

B. Click [UPDATE|. The Success popup appears.

If all required information is present after edit, the Success popup with "Record
has been successfully updated" message appears.

Add record

3- Click @ in the Success popup to update the information. Updated address information appears on the Addresses tab screen.
OR -

4-

Click [CANCEL] to exit the popup screen without changing information.
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Delete an Address

1- In the Addresses screen, click [DELETE | to remove an Provider nfo | ADDRESSES | Counties | Services | Supervisors | Licenses | Cantact Us
address. (You may need to scroll horizontally or change the ADD NEW RECORD
size of the left panel to see the | DELETE| button.) —_— o F e S e Blore o
New Agency 1420 Nottingham Agate 80001 (970) 885-1205 New®Agency.... JEDIT « DELETE

The Confirm Delete popup appears.

Confirm Delete

2- Click to delete the address
-0r - Are yo @ you want to dele L (i t
7

Click to exit the screen without deleting the address. e -
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Tab - Counties

From the MY INFO dashboard, click the Counties tab to view information on
file about the counties where you provide service. In this example, no

information about counties is present in the system.

Provider Info Addresses COUNTIES Services Supervitors

Licenses

Contact Us

Counties that provider services @

Available Counties Selected Counties
Two columns display: Available Counties and Selected Counties. :Ph ;d
¢ Available Counties show all counties in Colorado. Archiulets
e Selected Counties show which counties are on file for your services. :

1- Click the circled black question mark on the screen to access the following

instructions for Adding/Moving counties:

Broemfield

Chaffee

e To add a county, select a county from the Available Counties column and click the Right-Arrow.
e To remove a county, select a county from the Selected Counties column and click the Left-Arrow.
e Alternatively, if you double-click a county it moves from one column to the other.

2- Click the button on the instruction popup to exit.

Available Counties Selected Counties
e The Right-Arrow and Left-Arrow between the columns move Adams »  Denver
information between columns. Alamosa
e The vertical scroll bar allows you to move through the list of Arapahoe ‘

counties to find the correct county.

NOTE: You can move an unlimited number of counties into the Selected Counties column.
However, you can only move one county at a time.
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To move a county from the Selected Counties column back into the Available Counties Column, reverse the process:
1- Click to select the county in the Selected Counties column you wish to move back into the Available Counties column.

The illustrations show how Crowley County moves from Available Counties into Selected Counties:

Counties that provider services (a maximum of 10 may be selected)

Available Counties Selected Counties
Clear Creek
Conejos
Costilla
Crowley
Custer
Delta
Denver
Dotores
Douglas

Eagle

Counties that provider services (a maximum of 10 may be selected)

Available Counties Selected Counties
e * b Crowley
Conejos

Costilla

Custer

Detta

Denver

Dolores

Douglas

Eagle

El Paso

2- Click the top arrow pointing to the left in the middle of the screen on the right into the to the Available Counties column on the
left. The county will move back into the Available Counties column.

OR

You can also double-click the County to move it to the other list.
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Tab - Services (Read-only)
From the MY INFO dashboard, click the Services tab to view information
about the services you offer.

The screen is read-only. Data shown is fictional.

Tab - Supervisors (Read-only)

From the MY INFO dashboard, click the Supervisors tab to view
information about the supervisor(s) assigned to you.

This screen may be empty with a message that “No supervisor is
required.”

Mozt of the presented information iz read-only and provided for your raview. Contact the SOMB adminiztrator {

—— —— y
Provider Info | Addresses | Counties | SERVICES | Supervisors | Licenses | ContactUs

Offender Service Next Expiration
Service Description Category Status Date
Evaluator - Full Level Juvenile Active 1013172020
Adult Active 11/112/2019

Evaluator - Full Level

via the Contact Us tab) if any of &

Supervisor

Mast of the presented infarmation is read-only and provided for your review. Cantact the SOME

y v v
Pravider Info Addresses Counties | Services SUPERVISORS Licenses | Contact Us

To update this i ion, complete a Supervision Agreement farm available by clicking HERE

Email Completed form te; COPS_DC)_SOMB_Support@state.co.us
Supervisar Name Supeevisar Enail Service Being Superviced

Ho supervisars are required.

A8 administrator via the Con.

The information on this tab is read-only. Follow the directions on the screen to update information.
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Tab - Licenses (Read-only)

From the MY INFO dashboard, click the Licenses tab to view information
about your professional licenses. If you need to change any of the — R —
information about your licenses, use the email form in the Contact Us tab i
to contact the SOMB Data System Administrator. A

Tab - Contact Us
From the MY INFO dashboard, click the Contact Us tab. R R TR oo oI S PR T o e e e

1- If you wish to contact SOMB Data System Administration, click into the Subject Subjoets
line and enter the subject of the email. Entry into this field is required.

Send a copy to yoursell?

Message”

The box after Send a copy to yourself? should be autoselected. Clicking the box
deselects the option to receive an email. If you deselect, the check disappears from
the box. You will not receive a copy of the email.

2- Click into the Message field and enter your message. This field is required.

3- Click the button at the bottom of the screen. Success popup appears T
with the message "Email successfully sent.”

4- Click @ in the Success popup. The Contact Us screen returns on the MY INFO
dashboard. 1 Success

This is the last tab in the MY INFO Module.
The SERVICE TRACKING Module instructions that follow will guide through the process of entering data
for the clients you serve.
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SERVICE TRACKING MODULE

The SOMB Data System website for Service Providers has two main modules that serve two different purposes:

MY INFO: Here you can view the information on file about you and your services. You can also change your address and contact
information. Data in the module originates from your application to be a provider. It is provided for your convenience to verify
accuracy and keep the information updated. Notify the SOMB Data System Administrator if your information changes.

SERVICE TRACKING: Here you can view and submit information about your interactions and outcomes with clients. The information
becomes anonymous when it is entered into the database.

This section of the User Manual describes the SERVICE TRACKING Module.

When to Complete the Service Tracking Data Entry

Complete the online SERVICE TRACKING data entry for each client when you complete each evaluation. Use the same client ID each
time if you do multiple services for the same client. The data entry applies only to clients being provided services under the SOMB
standards and then only if there was adjudication, conviction, or deferment. You are not required to report cases of pre-plea
adjudication.

This section of the USER MANUAL will show you how to complete the data entry about the evaluations you provide. You can also
edit the Client Information and Service Tracking data before you submit it to the SOMB Data System Administrator. Instructions in
the Edit section of this manual will guide you through the Edit and Submit processes.

CAUTION: Submit data only after you have completed entering and editing all data to your satisfaction. After you click the [SUBMIT
button, your data goes into the SOMB database system and is not available for editing or viewing.
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If you need to make changes after the final submission or if you have any questions or issues with the data entry process, please
contact the SOMB Data System Administrator at yuanting.zhang@state.co.us

THANK YOU for your assistance as a SOMB Service Provider!

Let’s get started with the SERVICE TRACKING Module.
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SERVICE TRACKING Dashboard
Click SERVICE TRACKING on the left side of the main SOMB Data System dashboard, if it is not open.

The Dashboard opens with the Client Service Record Summaries section displaying client records you have already entered. If you
have not yet entered client records, the records area will be blank.

4 Service Tracking

CLIENT SERVICE RECORD SUMMARIES Selected Client Service Tracking Record Details (Review/Edit Answers)

Select @ row to open the tracking results for the selected client
CREATE A NEW CLIENT SERVICE TRACKING RECORD
Client T Court oY Created T Modified T Submitted T
CourtCaseID T Consent Type Type T Date Date Date Record Actions
DO011977CR250947 Yes Adult Crimi... Evaluation 10/04/2019 10/04/2019 Submit Export PDF
D0142008J0000000 No Adult Crimi..  Evaluation  11/05/2019  11/05/2019 Submit  Export PDF

On the SERVICE TRACKING dashboard, two main sections display across the top screen. The section in use is white.

e Client Service Record Summaries section. This section opens first by default. Under this section, you create the client record
that with general information about your client. The only identifying ID is a system-generated number that cloaks the personal
identification of the client and you as the service provider to that client.

e Selected Client Service Tracking Record Details (Review/Edit Answers) section. Under this section, you enter and edit data
about the treatment you provided for your client.
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Buttons and icons across the screen represent the functions you will use to input data. The button for creating a new client service
tracking record is above the Court Case ID rows. - CREATE A NEW CLIENT SERVICE TRACKING RECORD

The other function buttons are at the right end of the Court Case rows:

Submit

Export PDF

Edit client information

Submit a record to SOMB Administration

Download a record of the questions and your responses
Agency Transfer Icon - Transfer the records to another person within your agency

Trash icon - Delete a record

Funnel Icon - Opens search and filter options specifically for that column.

NOTE: The information shown in this User Manual is fictional and used for example only.

The next section describes the process for adding a new Client Service Tracking Record.
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Add a New Client Service Tracking Record

1- Click [Create A New Client Service Tracking Record|

CREKTE A NEW CLIENT SERVICE TRACKING RECORD /

Client T Court T Created T Modified T Submitted T
CourtCase @ T Coment Tywe Type T Date Date Date Record Acthons

DOG1 1977CRI50947 Ve Adult Crieni Evalustion  10/0477019  10/04/2019 Sobmit  ExportPOF  +» 'Y

D0 1420080000000 Ha Adult, Criemi Evaluation  11/03/201% 110572019 Submit | Export PDF e 1

The Create New Service Tracking Record Popup screen appears. Begin entering data to receive a system-generated Court Case ID
for your client.

2- Answer the question: Has the client voluntarily signed | create New service Tracking Record x
the required consent form to participate in this data
collection?

o If you answer yes, enter data in the next four

Has the client voluntarily signed the required consent form to participate in this data collection?

hich client was adjudicate/convicted

fields to generate a Court Case ID.

Case Sequence

e If you answer no, the system will fill in the next

five fields with zeros. You may continue adding y et
data into the Service Tracking module and submit Select Ml R
for research purposes. You are required to enter e a4
the last two questions in this section before
submitting - “Court in which client was
adjudicated/Convicted” and “Tracking Type”.
All other data entry is optional.

3- Case Class field: click the dropdown arrow and select CR, JD, or M.

4- County in which client was adjudicated/convicted: click the dropdown arrow and select the correct county.

5- Case Year: enter the year the case was first assigned to the court or use the up/down arrows to navigate to the correct year.

6- Case Sequence: enter the series of up to six numbers from the court.

© CANCEL ||+ CREATE
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*Note from SOMB Administrator: “The NA option has been added for the Case Class and County adjudicated/convicted; you can
leave the case year and case sequence blank. If you do this, then the ID field will be all zeros. Then | will know that you have a
consent client, but you could not get the court case ID”.

The SOMB Data System generates a Court Case ID in the next field. This ID guarantees anonymity for your client.
Record this number for use if you treat this client again in the future.

Continue filling in the data entry fields:

7- Agency Client ID: Enter the ID number your agency uses for identification. Not required but collected for ease of tracking.

8- Required: Court in which client was adjudicated/convicted: click the dropdown and select Adult Criminal Court or Juvenile
Court.

9- Required: Tracking Type: Click the dropdown and select your role for the current client. More than one Tracking Type may
appear.

10- Click to enter the information and create a new client record.

OR

Click to exit the popup without adding the new client.

This completes the process for adding a Client Service Tracking Record.

The screen advances to Selected Client Service Tracking Details Record section with Tab 1 open. However, you can review and
edit client information if necessary before advancing to the Client Service Tracking section, which is described in detail in a later
section.
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Edit Client Information

1- Click the Client Service Record Summaries Tab to view the list of client IDs. The full list of clients you have submitted will
display on the screen. They will be identified by their Client ID number only.

2- Locate the Client ID from the list for the client
whose data you want to review or edit.

CLIENT SERVICE RECORD SUMMARIES Selected Client Service Tracking Record Details (Review/Edit Answers)

Select a row to open the tracking results for the selected client

CREATE A NEW CLIENT SERVICE TRACKING RECORD

3- Click the edit icon on the left side of the - -
Client Y Court T Created Y Modified YT Submitted T
. CourtCaselD T Consent Type Type T Date Date Date Record Actions
client row.
DOO11977CR250947 Yes Adult Crimi. Evaluation 10/04/2019 10/04/2019 Submit Export PDF o >

D0142008J0000000 No Adult Crimi Evaluation 11/05/2019 11/05/2019 / Submit  Export PDF ”» L3

The Update Service Tracking Record popup

containing client information displays on the screen.
The popup contains the same fields as the Create New Service
Tracking Record popup. Refer to instructions in that section if
necessary. P

Note that the Submit Date in this example is blank, meaning that

the record shown has not been submitted. If the record had been ndule Crtmipat Coure
submitted it would not appear on the case list and you would not Fealuetion
be able to view or edit the record.
4- Click into the data field or dropdown you wish to change and enter Scance. | SEAE

the new data.
5- Click [SAVE| in the popup.
6- Click @ in the Success popup that appears after updating.

The screen advances to Tab 1 in the Selected Client Service Tracking Details Record section. In this section, you enter, edit, and
submit data about the services you provided for your client. Instructions for these processes begin in the next section.
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This completes the process for creating and/or editing a new service tracking record.
Your next step is to enter data into the Selected Client Service Record Tracking Details tabs about your evaluation.
Instructions for entering Service Tracking data are in the next section of this User Manual.
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Dashboard - Selected Client Service Tracking Record Details

After you Create anew Cllent serVICe traCkIng record' ( Client Service Record Summaries I SELECTED CLIENT SERVICE TRACKING RECORD DETAILS (REVIEW/EDIT ANSWERS) 1

the screen opens to the Selected Client Service ' 4

Record Tracking Deta“S SeCtiOﬂ dashboard (tOp Of Review/Edit Client Service Data Collection Results : Evaluation, Client Id: 000000000000 - Adult Criminal Court
screen shown). Notice that this main section label is (answers are saved autematicaiin

now white. In this section, you enter and edit data, « «l1l2 3 4 5 6 7 8 9 1011y

download data, and submit data about the services
you provided for your client.

The dashboard for Evaluators Service Tracking Records has 11 data entry tabs. When you hover over each tab, a note displays the
tab content and the complete/incomplete status of the tab.

Tab 1 is open by default. The Tracking Type, Client ID (Court Case ID), and Court display above the data entry tabs as the document
name. You can enter data in any order. The data shown in all examples is fictional.

Tabs and associated topic are:

TAB TOPIC TAB TOPIC
1 Referral Source 7 Match Treatment and Level of Risk
2 Demographic Information 8 Client’s Needs
3 Adjudication/Conviction 9 Address Client’s Needs
4 Previous Sex Office Specific Treatment 10 Client Responsivity
5 Instruments, Scores, and Levels of Risk 11 Date of Evaluation Completion / Submit
6 Recommended Treatment Setting

The next sections discuss the data entry needed for each tab. The SOMB Data System saves your responses automatically, except for
entered responses to “other” dropdown options.
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Enter Client Service Tracking Data

Tab 1 - Referral Source

1- Click Tab 1 to open Question 1: Where was the client referred from?

2- Click the dropdown arrow in Tab 1 and select one option from the
referral sources.

3- If you select Other, enter the name of the additional referral source in
the data entry field that appears. Click the blue save icon to submit
your response.

HINT: Click the arrows on the right or left of the tab bar to

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 p =

1. Where was the client referred from?

Other

Please specify the referral source:

H

I

advance or retreat through the tabs. The outside arrows (with the vertical line) go to the first or last tab. The single

arrows advance or retreat by one tab per click.

HINT: You can collapse the left panel to make more room for the data entry panel on the right by clicking the small arrow between

the right and left panel.

Tab 2 - Demographic Information

1- Click Tab 2 to open Question 2: Demographic Information.

2- Gender: Click the dropdown arrow and click answer to select. If you
select “other,” please enter your response in the data entry field and
click the blue save icon.

3- Ethnicity/Race: Click the dropdown arrow and click answer to select.

4- Click into Current Age field and enter a numerical age for the client.

5- Click the Developmental or Intellectual Disability dropdown arrow and
click answer to select.

6- Click the Current Education dropdown arrow and select the current
level of education.

2. Demographic Information

Gender

Select
Current Age

Enter Number
Current Education

Select

8

9 10 11 p o+

Ethnicity/Race
Select
Developmental or Intellectual Disability

Select
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Tab 3 - Adjudication/Conviction

1- Click Tab 3 to open Question 3: Conviction/Adjudication. Five questions
display with dropdowns. A small black and white question mark appears H)l<4)1 2l 4 5 6 7 8 9 10 11

to the right of the question.

A- Click the small question mark and read the text that appears about

Victim Choices Information.

B- Click @ in the Victim Choices Information text field.

Then proceed with the questions a through e.

2- Question a. What is the crime conviction/adjudication
for the current treatment? Click the dropdown arrow
and select an answer. If the answer does not appear on
the dropdown, select “Other”. A data entry field will
appear. Enter your answer and click the blue save icon
to record your response.

3- Question b. What was the client’s age at the time of
adjudication/conviction? Click the dropdown and
select the appropriate age range.

4- Question c. What was the client’s relationship to the

3. Conviction/Adjudication @

3. Conviction/Adjudication @

What is the crime conviction/adjudication for the current treatment?

Select

‘What was the client’s age at time of adjudication/conviction?

Select

What was the clients refationship ta the victim for the crime of adjudication/conviction? (Select all that apply if there were multiple victims)

What was victim's gender for the crime of adjudication/conviction? (Select all that apply if there were muitiple victims)

What was the vietim's age at the time for the erime of adjudication/conviction? (Select all that apply If there were multiple vietims)

victim for the crime of adjudication/conviction? Click the dropdown arrow and select an answer. Select all answers that apply
if there were multiple victims, including all victims in the referral charges, not other past identified victims.

5- Question d. What was the victim’s gender for the crime of adjudication/conviction? Click the dropdown arrow and select an
answer. Select all answers that apply if there were multiple victims.

6- Question e. What was the victim’s age at the time for the crime of adjudication/conviction? Click the dropdown arrow and
select an answer. Select all that apply if there were multiple victims.
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Tab 4 - Previous Sex Offense Specific Treatment

1- Click Tab 4 to open Question 4: Has the client previously been in the Sex
Offense Specific Treatment? A dropdown appears below the question.
2- Click the dropdown arrow and select either YES or NO.
e If you answer YES, click the second dropdown that appears and answer YES
or NO to the question, Did you obtain the previous treatment records?
e If you answer NO, the second dropdown will not appear.

Tab 5 - Instruments, Scores, and Levels of Risk

<<123.567891011>

4. Has the client previously been in the Sex Offense Specific Treatment

Select v

Did you obtain the previous treatment records

Select v

1- Click Tab 5 to open Question 5: What are the identified levels of risk or
protective factors, at time of evaluation, based on a validated
instrument?

e Two tabs appear: Adult Assessment Instruments and Juvenile
Assessment Instruments.

e Below each tab is a table with three columns: Instrument, Score, and
Risk Level. The instruments under each tab are appropriate for either
Adults or Juveniles.

[lustration shows the top of the screen for Adult and Juvenile instruments. The
open tab is white. In the Juvenile screen, not all instruments will have the risk
level options.

STATIC 99 R o 2002R o —
VASOR or YASOR 2 " Saloct

VRAG of VRAG-R

SOMB Service Provider User Manual - Evaluator Page 34 |
48

Jan 2, 2020



Below the columns is a data entry field to enter "Other"

instruments. The illustration shows the bottom of the

screen.

o Below the table are two questions with dropdowns.

1- Did you use any psychological testing/measures
(e.g. PAI, MMPI-2)?
2- Final Assessment of Risk (based on assessment
instruments used, clinical judgement and other
clinical indicators).

Other Enter Number Select

Other Instrument

Description

Did you use any psychological testing/measures (e.g. PAl, MMPI-2)?

Select

Final Assessment of Risk (based on risk assessments instruments used, clinical judgement and other clinical indicators)

Select

2- Choose the Assessment Instrument tab appropriate for
your client (Adult or Juvenile).

3- Identify the instrument(s) you used to assess the client from the list in the Instrument column. In that same row, enter

- score(s) for that instrument in the Scores column, and

- level of risk for that score from the dropdown in the Risk Level column.
4- Describe instrument(s) you used that are not on the list in the Other Instrument Description entry field, if applicable. Click the

blue save icon to record your response.

5- Answer the first question below the table about psychological testing by selecting YES or NO from the dropdown.
6- Answer the second question below the table about Final Assessment of Risk by selecting YES or NO from the dropdown.

HINT: You can move forward to the next page or backward to the previous page with the arrows at the bottom of this page.
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Tab 6 - Recommended Treatment Setting

1- Click Tab 6 to open Question 6: What is the recommended
treatment setting based on the evaluation? p O WS . F A8 A0 110111 Lk | ¥

2- Click the dropdown arrow and select your recommendation from
the treatment setting options.

3- If you choose "Other," enter your response into the data entry Eolact =
field that appears below the dropdown. Click the blue icon to
save your response.

6. What is the recommended Treatment setting based on the evaluation?

Tab 7 - Match Treatment and Level of Risk

1- Click Tab 7 to open Question 7: Which of the following factors ®
were recommended to match treatment to the level of risk? e SN AT
(SeleCt all that apply) 7R T icken v Tl i P M e Eecaser el s e e et e e e ek P o et AL meel 1]
2- Click the dropdown arrow and select the appropriate option(s).
Click the circled "x" that appears in the top right corner of the syt e el e s o
options list to close the list. F'
3- If you choose "Other," enter your response into the data entry
field that appears below the dropdown. Click the blue icon to

save your response.
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Tab 8 - Client’s Needs

1- Click Tab 8 to open Question 8: How were the client's needs

identified in the evaluation? (Select all that apply.) e[+ f112[3]4]5]6]7 . 9 L1011 ) » | ¥
A dropdown appears below the question.

2- Clle the dI’OdeWn arrow and CliCk to SeleCt the appropriate 8. How were the client’s needs identified in the evaluation? (Select all that apply)
option(s). Click the blue circled "x" that appears in the top right select

corner of the dropdown to close the list.
3- If you choose "Other," enter your response into the data field below
the dropdown. Click the blue icon to save your response.

Please clarify the other means to identify the client’s needs

H

Tab 9 - Address Client’s Needs

1- Click Tab 9 to open Question 9: Which of the
following factors were recommended to address WLy il-cap S aolck LS La Ll . ¥ Ga
client's needs in treatment? (Select all that apply.)
A dropdown appears below the question.

2- Click the dropdown and select all applicable Select
answers. Click the blue circled "x" that appears in
the top right corner of the dropdown to close the
list.

3- If you choose "Other," a data entry field appears below the question. Enter your response and click the blue icon to save.

9. Which of the following factors were recommended to address client’s needs in treatment? (Select all that apply)

HINT - Click “x” at the right side of the select field to clear all responses. Click the “x” in the option list to clear one option.
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Tab 10 - Client Responsivity

1 - Click Tab 10 to answer Question 10: Which of the following
were recommended to address client responsivity factors?
2- Click the dropdown arrow and select all appropriate answers.

123456?&9.11»

If you Se|eCt "Othel‘" enter detal IS regarding the Othel‘ 10. Which of the following factors were recommended to address the client’s responsivity to treatment?

factor(s) recommended to address client responsivity in the
data entry field that appears. Click the save icon in the top

Select

left corner of the field to save your response.

Tab 11 - Date of Evaluation Completion

1- Click Tab 11 to open Question 11: Date of evaluation completion. A
dropdown with a calendar icon appears below the question.
2- Click the calendar icon and select a completion date.

11. Date of evaluation completion

SUBMIT

This completes the data entry portion of the SOMB Data System.

The system recorded and saved your responses automatically as you advanced through the tabs, except for
entered responses to “other” dropdown answers.

Proceed with the next section to download (export) data, and edit and/or submit data.
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Laptops and Tablet Screens

Providers who use small tablet or laptop screens might not be able to see the function buttons on the right side of the viewing
screen. The answer lies in either collapsing or reducing the panel on the left side of your screen to reveal the buttons on the right:

A. Click and drag the arrow on the panel border to collapse or expand the left panel.
B. Click and drag the border to resize the left panel with the small vertical “pipe” on the panel border.

The and buttons have identifying icons with tooltips on the buttons to remind you of the button function.

Export a Response Record Before Submitting Data

You can download a record of the questions and your responses for this
client any time during data entry by clicking on the Client
Service Record Summaries tab on the main SERVICE TRACKING
dashboard.

Submitted T

If you want to see data you have already submitted for a client, click the funnel symbol in the Submitted

Date column change the filter from “Not Submitted” (default) to “Submitted”. A search field appears ""I'o'_lmw it &
requesting criteria date ranges. Enter the criteria for the client(s) you want to see and click [FILTER|. A list : . '
of client data displays. Click the Export PDF button as you would for client data you have not yet entered. ] :

Is Submitted

10/31/2019 “ e

The SOMB Data System then produces and downloads an Excel file for your use. A PDF Export Result popup s e | s A
appears with the name of the record placed in your designated downloads folder. '
The PDF record shows you each question in the SOMB SERVICE TRACKING
module, the possible answers, and your responses.

) PDF Export Result

File downloaded to your downloads folder
(TrackingResults_Recordld_39_Polygraph_Adult Criminal
Court_SID_SID4455.pdf)

You can also access the file immediately by clicking the downloaded record in
the lower left corner of your computer screen. [ ox |
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Edit Client Service Tracking Data

1- Click the Client Service Record Summaries
Tab to view the list of client IDs. The full list
of clients you have submitted will display on
the screen. They will be identified by Court
Case ID number.

2- Locate the Court Case ID from the list for the
client whose data you want to review or edit.

3- CLICK WITHIN THE CLIENT ROW to access the

CLIENT SERVICE RECORD SUMMARIES | Selected Client Service Tracking Record Details (Revisw/Edit Answers)

Select a row to open the tracking results for the selected client
CREATE A NEW CLIENT SERVICE TRACKING RECORD

ciient T Court T Created T Modified N Submitted T
Court Case ID T Consent Type Type T Date Date ate Record Actions

DO011977CR250947 Yes Adult Crimi. Evaluation  10/04/2019  10/04/2019 Submit

D0142008JD000000 No Adult Crimi. Evaluation  11/05/2019  11/05/2019 Submit

Export POF

Export PDF

Service Tracking Record data. (NOT the button.)

The Selected Client Service Tracking Record Details tab opens for the client starting with Tab 1 - Referral Sources.

4- Review the information in the tabs, click the appropriate tab, and edit the data. Refer to previous instructions if necessary.
5- Click on the popup to change the data, or click [CANCEL] to exit the popup without changing data.

Reminder: The tabs and their associated topic are as follows. Also, if you hover over a tab the topic is revealed.

TAB TOPIC TAB TOPIC
1 Referral source 7 Treatment and Risk

2 Demographic information 8 Client Needs Identified
3 Adjudication/Conviction 9 Address Client Needs

4 Previous Sex Offense Treatment 10 Client Responsivity

5 Levels of Risk 11 Completion Date

6 Recommended Treatment Setting

SOMB Service Provider User Manual - Evaluator
48

Page 40 |

Jan 2, 2020



Submit Responses
Tab 11 is where you submit your data into the SOMB data system.

Be aware that after you submit your responses, you will not have access to them for reviewing or editing. If you wish to review or
edit any the data before submitting, refer to the previous section for instructions: Edit Client Service Tracking Data.

1- Click the [SUBMIT]| button if you are convinced that all your responses are accurate and complete to the best of your knowledge.

If all your answers are complete:
A Submit popup appears with the message "Confirm Submit! This will set
the Submit Date. After setting the submit date you will not be able to edit
your responses. Do you wish to continue?"
Options to [CONFIRM| or [CANCEL] appear below the question.
2- Click [CONFIRM [to submit your responses.
OR
Click to exit the popup and return to the data collection areas.

Clicking [CONFIRM| produces a popup with the message "Service Tracking
Record Completed. The Client Service Tracking Record is complete and has
been submitted."

3- Click @ in the popup to confirm submittal.

| P2019 o suBaIT

CONFIEM  CANCE

Confirm Submit!

This will set the Submit Date. After setting the submit date you will not

be able to edit your responses. Do you wish to continue?

CONFIRM CANCEL

Service Tracking Record Completed

The Client Service Tracking Record is complete and has been submitted.

0K
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The screen returns to Client Service Record Summaries. NOTE: The new record will not be visible on the screen.
If you need to change data after submitting the record, contact the SOMB Data System Administrator (email:

yuanting.zhang@state.co.us).

If you have omitted answers:
A popup appears with the message "Service Tracking Record Incomplete. The
Client Service Tracking Record is incomplete. The following questions require
answers: (number provided)."
A- Click and return to the indicated tab/question(s) to complete
answers.
B- Go to Tab 11 and click [SUBMIT].

If after your edit, all answers are complete:
A popup appears with the message "Confirm Submit! This will set the Submit
Date. After setting the submit date you will not be able to edit your
responses. Do you wish to continue?" Options to [Confirm| or [Cancel| buttons
appear below the question.

3- Click to submit your responses.
a popup with the message "Service Tracking Record Completed. The Client
Service Tracking Record is complete and has been submitted."

4- Click @ in the popup to confirm submittal.

Service Tracking Record Incomplete

The Client Service Tracking Record is incomplete. The following questions

require answers: 9

oK

Confirm Submit!

This will set the Submit Date. After setting the submit date you will not

be able to edit your responses. Do you wish to continue?

CONFIRM CANCEL

Service Tracking Record Completed

The Client Service Tracking Record is complete and has been submitted.

0K

The screen returns to Client Service Record Summaries Screen. The new record will not be visible onscreen.
If you need to change data after submitting the record, contact the SOMB Administrator (email: yuanting.zhang@state.co.us).
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Submit Responses After Editing

The process for submitting edited responses is the same as for first responses. See the previous section on Submit Reponses for
reference pictures and instructions.

NOTE: You can also submit from the Client Service Record Summaries screen.

CLIENT SERVICE RECORD SUMMARIES

=

Selected Client Service Tracking Record Details (Review/Edit Answers)

|
Select a row to open the tracking results for the selected client

+ CREATE A NEW CLIENT SERVICE TRACKING RECORD

Client T Court T
Court Case ID Y Consent

Created T Medified

T Submitted T
Type Type T Date Date Date Record Actigns
DOO011977CR250947 Yes Adult Crimi..  Evaluation  10/04/2019  10/04/2019 g Submit  Export PDF  »» L3
D0142008J0000000 Nao Adult Crimi... Evaluation 11/05/2019 11/05/2019 Submit Export PDF » »
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Delete a Client Service Tracking Record in the Client Tracking System

1- Click the Client Service Record Summaries tab to
CLIENT SERVICE RECORD SUMMARIES Selected Client Service Tracking Recerd Detadls (Review/Edut Anamers|
reveal the IiSt Of Client |DS. Select @ row Lo open the trocking results for the selected client
2- Select a client ID and click the trashcan icon on the CREATE ANEW CLIENT SERVICE TRACKING RECORD \
right side of the screen. o R B T et e s ¥ e e et i
DOO11STICRISONT Veu Adult Criemi Evalustion 10/04/201% 10/04/201% Submit  Expart PDF [ 'S
0014 2008 D000 o Ay Criomi Evabastion 1MAONI0TS 110 I01F Submit  Expart POF &
The popup to confirm that you want to delete appears. Confirm Delete
3- Click in the popup to delete the record.
or Are you sure you want to delete this record?
4- Click [NO | to exit the screen and retain the record.
Contact for Questions or Concerns
If you have questions or concerns about entering data or about the SOMB Data System, email the SOMB Administrator at
yuanting.zhang@state.co.us
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SOMB Data System FAQ

1. If we use court case number, do we want the current court case number or the original sex offense case number ?
Either number is fine. We prefer sex case number as it makes it easier to match, later but both will work. Even the ID for a closed
case is fine.

2. When clients refuse consent, do providers still need to provide the court case number?

On the Create a New Service Tracking Record tab, the consent question will be the first question on tab. When the response to
client consent is No, all of the remaining court case data will be populated as 0000s. The providers can either add data and submit,
or submit without adding any data.

Create New Service Tracking Record

(]

CANCEL

~ CREATE

Case Class field:
County:
Case Year:

click the dropdown arrow and select CR, JD, or M.
County in which client was adjudicated/convicted.
4-digit year of adjudication/conviction

Case Sequence: enter the series of up to six numbers from the court docket.

The SOMB system generates a Court Case ID in the next field.

Court in which client was adjudicated/convicted: click the dropdown and select Adult Criminal Court or Juvenile Court.
Agency Client ID: (Optional field)
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3. Do | need to enter the data for someone who is not adjudicated/convicted? Similarly, does a community treatment provider
enter data if they receive a client referral from DHS?

It depends on who falls under the SOMB standards. This data entry applies only to clients who are under the SOMB standards and
only if there was adjudication, conviction, or deferment (deferred judgement, deferred sentences, deferred adjudication). You
don’t have to report cases of pre-plea adjudication or diversion.

4. What will be a provider see if they are both
treatment provider and evaluator?
One user name with two roles. - Case Class

Select = County in which client was adjudicate/convicted

Create New Service Tracking Record

Case vear

5. How can | find a case quickly?

On the Create a New Service Tracking Record
pop-up, a new field for agency identification
number has been added so that providers can
find cases more quickly using the naming

ar 4r

Case Sequence

Court Case ID
v Has the client voluntarily signed the required consent form to participate in this data collection?
Select - Court in which client was adjudicate/convicted

Select v Tracking Type

conventions they are more familiar with. S
Treatment © CANCEL || » CREATE
6. Do | need to use the data system if | have an Evaation

outside-of-the agency client transfer (or if a

client transferred from residential to outpatient)?

Yes. If you want to transfer the case to a provider who is outside your agency, you need to complete the case and use the SOMB
Data System to submit the data you have at that time. An out-of-agency transfer is considered an unsuccessful administrative
transfer, according the SOMB standards.

If you transfer the case to another provider inside your agency (an internal agency transfer) you don’t have to use the data system.
The next question provides more information on internal agency transfers.
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7. How should | process transfers within an agency?

CLANT SERVICE RECORD SUMMARILS 1 Selected Client Service Tracking Record Detadls (Raview/Edit Amwers) l
Select o row to apen the trocking resuits for the selected client
+ CREATE A MEW CLIENT SERVICE TRACKING RECORD

Court Case 10 T (Bent Conset T Court Type T Type T Created Date T Modilied Date T Submitted Date T Record Actions
D001 T EICAD00000 Yes At Criminal Court Treatmant 1972019 95019 Submiz | | Export POF || e &
D001 20 SCROCOESS Yoy Juvenile Court Treatment, 1112012099 112072019 Submit | | Expert PDF | i
DOOT1999CRO00I4S Yes Adult Criminal Court Treatment WS WaEne Submit | Export POF g i*
D001 1999CROGOOES Yes Adult Criminal Court Treatment 22019 W9 Submit || Bxport PDF | i
DR2ATLIOI2324Y Yes Adult Criminal Court Evaluation WaEne Waene Submit | | Export PDF |+ »
DO021950CRO0OO00 Yes. Adult Criminal Court Treatment: 12/03/201% 120NV HAS Submit | Dxport POF »» »
COOODDON0000 Yes Adbuilt Criminal Court Treatment. 120472019 12042NY Submil  Export POF e -

This button allows you to transfer clients and client data from one provider to another provider within the same agency.
Providers can transfer clients by using this button only when a client is transferring from one provider within the agency to another
provider within the same agency. If a client transfers to a different agency, that is considered an outcome and requires that the
provider finish the case and submit data into the system as if the case is completed.

8. How and what should | input when a client has both adult and juvenile cases?
A client can only fall under one SOMB standard at one-time point, not both standards at the same time. Please enter data based on
whichever standard you were following for that client.

9. Do | need to enter data for Interstate or Federal cases who follow SOMB standards?
No need to enter data for interstate or federal cases.

10. Can an office administrator enter the data for service providers?
This is strongly discouraged. But we understand there are circumstances and special needs. We don't control who the providers give
their credentials to, so the liability of doing so falls on the service providers.
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11. What do | do if | have client coming back to me?
Treat it as a new case and do new data entry. Use the same identifying numbers that you used for the same client in the past.

12. What should | do if | see “Stop Scripts” message?

Users are responsible for configuring their browsers. If you get a stop script message, you may need to adjust configuration.
Browsers have all kinds of settings, including how scripts are handled (disabled, confirm, allow, etc.). One easy fix is to change your
Browser to Google Chrome to increase compatibility.

13. Can I still see the case once | A ol o A — — — ey o peswseteeng:- A
submitted already? E@ COLORADO TR o . -
Yes. Click the funnel icon in the iy o B et e
Submitted Date and change the filter from e [T s
“Not Submitted” (default) to Sttt e e the aching el fo the seicted it
“Submitted”. You can view the service | T e e :
tracking data after you submit your case, e e R T T
but you can’t edit it further unless you DOOKBIHIH Y AdRCi.  Teme 00009 10107019 o=
contact SOMB administrator. || onncmse v asmme Temeet wiion ez ‘"Smm s

D001 196BCRI4E911 Yeu JuvecileCo.  Trestment  INISI0NG  WWIZE019 B ;ﬁnr &

DOO11YTeCROGEETT Yeu Aguls Criemin. Treatment nosamy Iy | CLEAR FATER IPDr Y

D001 1966CR0E4001 s Adelt Crimin.. Trwatment 0212019 1012019 ; Submit r-a—: PoF @

DOO11992CRIMTHIZ Yes Aciglt Crimin.. Treatment e W IINe Submit  Expert POF Y

DOO119E9CR4B5419 Yes Juveniie Co. Treatment V2209 WIS Submit Export POF -

1 z » w Items per page 120 of 31 items

14. How can | know which question tab |

stopped at the last time | used the Data System?

If you want to know what questions you haven't answered, click on the submit button and it will show you in a popup which
questions are still unanswered.
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