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Administration Tab 
 
The Administration tab is the area from which System Administrators access the forms and tools 

necessary to set up and maintain the system. There are four menu groups on this Tab; Setup, 

Administration, Codes and Categories, and Reporting. 
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Setup Menu 

 
The Setup menu hosts the links to the necessary forms to create organizations, providers, programs, 

accounts, services and workflows. Additionally, there are features that allow for system mapping, 

managing batch processes and configuring alerts. Note that scrolling is necessary to view the complete 

list of items in this menu. 

 

 

Organizations 

(Administration>Setup>Organizations) 
 
In CaseWorthy™, organizations refer to the agencies to which programs belong. Typically, there is an 

organization set up for each agency that has users entering program and client related data into the 

system. Typically, a “generic” organization is created to host the records of external providers that 

accept referrals from the programs within the system. Organizations can be set up to share or not share 

with other organizations within the system. Information sharing can be one-way or two-way. 

Organizations can be filtered by category in certain reports and queries, so each organization has the 

option to designate a category.  
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To create or manage categories select the  button on the top right of the form.  

 

The Organization Categories form appears. Click the  button to add rows to the form. Enter the 

desired Category description(s). When all desired Categories have been entered, click the  button 

on the bottom right side of the form.  

 

The system navigates back to the Organization summary form. To create a new organization, click the 

 button on the top right of the Organization summary form.  
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Enter all relevant and required information. Required fields are identified by a star  icon. The form 

cannot be saved until data has been entered. Hover over the help icon  for instructions or further 

information about the fields displayed below the blue section break. Click the  button on the 

bottom right of the form when finished.  

 

The system returns the user to the Organization summary form. Click on the action gear  to view 

organization details or edit the Setup options.  
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Data Sharing 

(Administration>Setup>Organizations>Data Sharing) 
 
Organizations can opt how to share data with other organizations. To set up sharing, click on the action 

gear  and select “Data Sharing” from the pop up menu that displays. 

 

The Data Sharing with Exclude Program Option form displays. 

 

Click on the clear checkbox  next to the name of an organization. Use the drop-down list to indicate 

the name of the organization that shares to the selected organization. If the sharing options are not time 

limited, enter 12/31/9999 in the end date field.    
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If the organization wants to create certain program exceptions, such as those dealing with domestic 

violence issues, HIV/AIDS, Immigration, or other programs that deal with sensitive client information, 

use the  button to identify programs that should not be included in the sharing of data.  

 

Click the  button on the bottom right of the form when finished.  
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Provider Setup 

(Administration>Setup>Organizations>Providers) 
 
Within CaseWorthy™, providers are defined as distinct sites. An organization may have more than one 

location and certain programs can be provided at multiple locations. By creating records for each 

location, it can then be associated to a client’s program enrollment - making it easy to track and report 

on program data based on the location where it was provided.  

From the Organization summary form, click on the desired organization’s action gear  and select 

“Providers” from the pop up menu that displays. 

 

The Providers summary form displays a list of providers. 

 

Providers can be filtered by category in certain reports and queries, so each provider must have a 

category designated. For internal providers, various sites within the organization, simply log the 

category as “provider”. 
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The system ships with numerous provider categories entered. To create or manage categories select the 

 button on the top right of the form.  

 

 

The Provider Category form displays. Click the  button.  

 

 

A new, expanded row appears.  

 

Enter the desired category description. Repeat the process if adding more than one category. When 

finished, click the  button on the bottom right side of the form. 
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The Providers summary form displays. 

 

 

To add a new provider, click the  button on the top right side of the form.  

The Add/Edit Provider form displays. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 10                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

 
 
Complete all relevant and required information. Using the Geo-Code can help with determining distance 

from a client’s address to the provider location. When entering data for external or referral providers, 

the corporation and tax information section may be beneficial. If the provider is an HMIS provider, add 

the Continuum of Care code and indicate in the Principle Site drop down box whether it is the principle 

site. When all desired data has been entered, click the  button on the bottom right of the form.  
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The Providers summary form displays.  

Click  on the bottom right side of the form. The Organization summary form renders. 
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Resource Usage Manage Facility 

 

Objective: Schedule usage of facilities and manage those usages. 

 

Navigation: Administration>Setup>Organizations>Providers>Resources>…Manage 

Facility>Resource Usage Manage Facility 

 

 
 

Under the Administration tab, select Setup. A pop-up menu appears. Select Organizations. The 

Find Organizations form appears.  

 

 
 

Click the action gear  icon next to a desired organization. Select Providers from the pop-up 

menu that appears. The Providers form appears. 
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Click the action gear  icon next to a desired provider. A pop-up menu appears. Select 

Resources from the pop-up menu. The resources form appears. 

 

 
 

If the Manage Facility resource usage has been added, it appears on this form. Click the action 

gear  icon next to Manage Facility. A pop-up menu appears.  
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Select Manage Facility from the pop-up menu. The Resource Usage Event form displays showing 

a list of all associated usages.  

 

 
 

Search for a usage by using the top half of the form to filter through the usages.  

 

 
 

To edit or delete a usage, click the action gear  icon and select Edit from the pop-up menu. 

To add a new resource usage, click the  button at the top of the form.  
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The Add Resource Usage Event form appears. 

 

 
 

Fill in any required and desired information. Upon selecting Multiple Services Per Event under 

the Enrollment Information section, a new, drop-down menu box field appears in the section to 

allow selection of service options.  

 

 
 

Click the  buton to save the form. Click the  button to exit the form and return to 

the Resource Usage Event form.  
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Scattered Site Housing 

 

Click on the action gear  icon associated with the desired organization.  
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Select Providers from the menu options. 
 

 
 
The Providers form displays. 
 

 
 

Click on the action gear  icon associated with the desired provider.  
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Select Resources from the menu options. 
 

 
 
The Resources form displays. 
 

 
 

Click on the action gear  icon associated with the Scattered Site Housing category and select Site 
Designer from the menu options. 
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The Scattered Site Housing Designer form displays in a new pop-up window. 

Scattered Site Housing Designer 

 

To add a house click the  button and click and drag the desired house to the desired position 

on the site designer screen. The same can be done to add a road after clicking the  button. 
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Once on the site designer screen, the houses and roads can be moved to any desired location by clicking 
and dragging. 
 

 
 
To delete or extend a road, click the desired road and select from the menu options. 
 
Note: Extending a road extends the road until it hits a stopping point, whether that be another road, a 
house, or the edge of the screen. 
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To edit the name of a house, click the numbers listed above the bedroom count and begin typing. To 
edit the Check-In feature for a house, or to delete, click on an exisiting house and select the appropriate 
option from the menu. 
 
Select Edit from the menu options. 
 

 
 
The Edit Resource Usage CheckIn Manager form displays in a new pop-up window. 
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The Edit Resource Usage CheckIn Manager form displays in a new pop-up window. 
 

Scattered Site Usage CheckIn Manager 

 
 
Enter information into required fields: Site Name, Start Date, End Date, Site Capacity, Allow Children 
Age, Slot Assignment Method, Slot Assignment Event, Attendence Service, and Recurrence. Fill 
remaining fields as desired. 
  



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 23                       © CaseWorthy, Inc. 2019. All rights reserved 
 

To add location click on the magnifying glass  icon associated with the Location dialog box located in 
the Site Location portion of the form. 

 
 
The Select Provider form displays. 
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Find Providers (Select) with Scattered Site Cat 

 
 
Lookup or select a provider name. The window closes upon selection. Fill remaining fields of the Edit 

Resource Usage CheckIn Manager form and click the  button to save and exit. The Scattered Site 

Housing Designer form displays once again. Click the  button to save. Click the  button 
when finished. 
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Provider Mailing Address 

(Administration>Setup>Organizations>Providers) 

 

On the desired provider, click the action gear  icon and click Edit. The Add/Edit Provider form 

displays. 

 

 
 
Uncheck the “Use Physical Address as Mailing Address” checkbox. A new field, “Add Mailing Address”, 
appears. 
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Click the magnifying glass lookup  icon for Add Mailing Address. The Address Summary by Provider 
form displays. 
 
 

 
 

Click the  button. 
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The Provider Mailing Address form displays. 
 

 
 

Enter an address, zip code, city, and State. Click the  button and select the correct address in 

the pop up window. Click the  button when finished. 
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Provider Inspections 

(Administration>Setup>Organizations>Providers) 

 

Click the action gear  icon and select Inspections from the pop up menu that appears.  

The Provider Inspection summary form displays. 

 

To create a new inspection, click the  button. The Provider Inspection (Input) form 

displays. 

 

Enter an inspection date, select a type from the drop-down list, select a status and enter a 

description. Click  when finished. 
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To edit an existing inspection, click the action gear  icon and click Edit. 

The Action Inspection Resolution Detail form displays. 

 

Make any desired changes. In the spreadsheet, click  to create a new action. Select a 

team name, assign a member, select a status, enter a description and select an action type if 

desired. Click  when finished. 
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Provider Services 

 
Objective: View services with a referral/service request usage type linked to a specific provider and 
view, edit, or add poverty billing/billing rate details. 
 
Navigation: Administration>Setup>Organizations 
 

 
 

Click on the action gear  icon associated with the desired organization. Select Providers from the 
menu options. 
 

 
The Providers form displays. 
 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 31                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 
 

Click on the action gear  icon associated with the desired provider and select Provider Services from 
the menu options. 
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The Provider Services form displays. 

Provider Services 

 
 

Click on the action gear  icon associated with the desired service and select Poverty Billing Rate from 
the menu options. 
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The Poverty Billing Rate form displays. 

Poverty Billing Rate 

 
 

To add a new bill, simply click on the  button. The Poverty Billing Rate Add form displays. 

Poverty Billing Rate Add 

 
 

Existing entries display. Click the blue checkbox  icon to edit or delete entry. Click on the  
button to add a new entry. A new line appears. 
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Fill accordingly and click the  button to save and exit. To view the billing rate summary, simply 
select Billing Rate from the menu options located on the Provider Services form. 
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The Billing Rate Summary form displays. 

Billing Rate Summary 

 
 

To add a billing rate, simply click on the  button. 
 
The Billing Rate form displays. 

Billing Rate 

 
Click the  button to add another entry. 
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Enter information accordingly and click the  button to save and exit. 
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Provider Service Files 
 
Objective: Upload provider service files/documents. 
 

Navigation: Administration>Setup>Organizations  

From the Provider Services form, click the action gear  icon associated with the desired service. 
Select Files from the menu options. 
 

 
 
The View Provider Service Files form displays. 

Provider Service Files (8773) 

 
 

Existing documents display. Click the action gear  icon associated with the desired document to view 

the document or delete it. To add a new document, click the  button. 
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The Add Provider Service Files form displays. 

Provider Service Files Add New (8772) 

 
 

Select a Type from the drop-down list, add a label if desired. Click the  button to select a 
document to upload. Or, click the attached scanned document button to add a scanned document. Click 

the  button to save and return to the View Provider Service Files form. Click the  button 
on that form when finished. 
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School Calendar 

 
Objective: Create or edit school calendar for a provider. 
 

From the Providers form, click the action gear  associated with the desired provider and select School 
Calendar from the pop up menu that appears. 
 

 
 
The School Calendar form displays. 
 

 
 

To edit an existing item, click the blue checkbox  icon to expand the row. To create a new item, click 

the  button.   
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A new, expanded row appears. 
 

 
 

Enter a date range and select a year and grading period from the drop-down lists. Click  when 
finished. 
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User Setup 

(Administration>Setup>Organizations) 
 
To add users associated with the organization, click on the action gear  and select “Users” from the 

pop up menu that appears. 

 

The User summary form displays. Users can be associated with categories. To create new or manage 

existing user categories, click on the  button on the top right of the form. 

 

 

The User Categories form appears. 
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Click the  button to add rows to the form. A new, expanded row appears. 
 

 
 
Enter any desired category descriptions. When all desired categories have been entered, click the  
button on the bottom right side of the form. The Users Summary form displays. To add a new user, click 
the  button on the top right. 
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The Add User form displays. Enter all relevant and required information. 
 

 

 
 
Be sure to follow the criteria at the top of the page for setting up a system password. Default password 

standards require that passwords be between 6 and 20 characters long; include one capital letter, 

include one number and one special character. i.e. (!@#$%^&*{(}\[/]. HMIS Password Standards are 

visible in the screen shot above. Use the Provider field to indicate the user’s primary location. Use the 

Role drop down list to set up the user’s default role. Most users are assigned to the Authenticated User 

type. Only System Administrators should be allowed to Alter Any Role. It is optional to identify user 

categories and skills. Supervisor and contact information, including Skype Account, is also optional, with 
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the exception of the user email. Click the  button on the bottom right of the form after all desired 

data has been entered. 

The User summary form displays. Click  on the bottom right side of the form. The Organization 
summary form presents. 
 

 

User Credentials and Skills 

(Administration>Setup>Organizations>Users) 

 

 

On the desired user, click the action gear  icon and click Credentials. The Credentials and 

Skills Summary form displays. 
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To add a new skill, click the  button. The Credentials and Skill form displays. 

 

To add multiple items, click the  button. Click the magnifying glass lookup  icon to 

add a credential.  

The Select Skill and Credential Types Lookup form displays. 

 

Use the category drop down list to filter the list and click the desired skill once located. 
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The form updates with the selected skill. Enter any other relevant information and click  

when finished. 

 

To edit an existing skill, click the action gear  icon and click Edit.  

The Edit Client Credentials and Skill form displays. 

 

Make any desired changes and click  when finished. 

 

Sharing Exception 
 
Objective: Manage organization sharing by User. 
 
Navigation: Administration>Setup>Organizations 
 

The find organizations form displays. 
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Click the action gear  icon associated with the desired organization. Select Users from the menu 

options. 

 

 

 

The Users Summary form displays. 
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Click the action gear  icon associated with the desired user. Select Sharing Exception from the menu 

options. 
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The Exception Summary form displays. 

 

 

 

Click the action gear  icon associated with the desired exception and select Edit from the menu 

options. The User Program Exceptions form displays in a new pop-up window. 

User Program Exception(s) Edit (8875) 
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Edit the Organization being excluded from that user’s access, name and/or provider if desired. Click the 

 button to save and exit.  
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Work History 

 

Objective: Input and edit User work history. 
 
Navigation: Administration>Setup>Organizations>Users 

 

Select Work History from the menu options from the Users Summary form action gear  icon. 

 

 

 

The User Work History form displays. 
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User Work History (Summary) (8899) 

 

Click the action gear  icon to Edit, view Work History Journal, or Delete. To add a new work history 

entry, click the  button. 
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User Work History (Input) (8854) 

 

 

Select an employer, work begin date, job title, employment type, salary, payment interval and enter 

information to any remaining fields as desired. To select a job description, click the magnifying glass  

icon.   
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The Select Program Job Type form displays in a new pop-up window. 

Program JobType (Select) (8770) 

 

 

Select a job description. The form closes upon selection. Click the  button to save and exit. 
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Provider By Org 

 

Objective: View providers linked to user specific organizations. 
 
Navigation: Administration>Setup>Organizations>Users 

 

Select Provider by Org from the action gear menu from the Users Summary form. 

 

 

 

The Find Provider by all User Org displays. 

Find Provider by all User Org (8742) 
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Providers under organizations the user is associated with, display. Click the  button to save and 

exit. 
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Teams 

(Administration>Setup>Organizations>Users) 
 
Teams can be used for two primary purposes in CaseWorthy™ – as approval groups or as task-oriented 
groups. When a team is linked to an approval process, it becomes an approval group, which gives 
members the authority to approve certain actions within the system such as payments, incident reports, 
services, etc. To link a team to a process and create an approval group, see the Approval Processes 
section of this manual. 
Teams can be used to create groups of users who can be assigned to certain tasks, such as housing or 
employment follow-ups, mentoring teams, drug testing, etc. To create a team, select the action gear  
next to the organization’s name and click on “Teams” in the drop-down menu. This brings the user to 
the Teams form, from which teams and team members can be added or edited. This functionality can 
also be accessed by selecting Programs/Accounts from the side bar menu. A complete description is 
found in the Approval Groups/Teams section of this manual. 
 

 

 

Approval Process Edit 

(Administration>Setup>Organizations) 

 

On the desired organization, click the action gear  icon and click Approval Process. The 

Approval Set up Summary form displays. 
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On the desired approval name, click the action gear  icon and click Edit. The Approval 

Process Set Up form displays. 

 

Select a new approval type or process from the drop-down lists. Select a specific provider if 

desired. Click  when finished. 

Seasonal and Overflow Bed Setup 

(Administration>Setup>Organizations) 

 

 
 

On the Find Organizations form, click the action gear  icon associated with the desired 

organization and select Providers from the pop up menu that appears. 
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The Providers form displays. 

 

 

Click the action gear  icon associated with the desired provider and select Resources from the 

pop up menu that appears. 

 

 
 

The Resources form displays. 
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Click the action gear  icon associated with the desired resource and select Usages – Housing 

from the pop up menu that appears. 

 

 
 

The Resource Usage form displays. 

 

 
 

Click the action gear  icon associated with the desired resource usage and select Seasonal 

Beds from the pop up menu that appears. 

 

 
 

The Seasonal and Overflow Bed Setup form displays. 
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Click the  button. A new, expanded row displays. Set a start date, end date, and 

availability. Click  when finished. 
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Programs 

(Administration >Programs/Accounts>Programs) 
 
Programs are the vehicles by which clients receive services. To add, edit or manage programs, click on 
“Programs/Accounts” in the Setup menu then select the “Programs” icon on the dashboard. 
 

 
 
The Programs summary form displays. 
 

 
 
Programs are filtered by categories in various reports and queries in the system. Every program must be 
associated with a program category. To add or edit program categories, click on the button 
on the top right.  
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The Program Categories form appears. Click the  button to add rows to the form. A new row 
expands. Enter any desired category descriptions. 
 

 
 
When all desired categories have been entered, click the  button on the bottom right side of the 
form. The Program summary form re-appears. 
 

 
 
To add a new program, click the  button on the top right.  
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The Add/Edit Program form displays. 
 

 

 
 
Enter all relevant and required information.   
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To enter a program description, which can be displayed on the Client Eligibility Determination form, click 
the Expanded Program Description check box and type text into the Program Details field. 
 

 
 
Family and Member workflows are defaulted in and only need to be set if opting for a custom exit 
workflow. 
 

 
 
Auto Exit Days: If the client does not receive any services within the number of days set, the client is 
automatically exited from the program. To disable automated program exit, enter -1. 
 

 
 
Reopen Days: If a client has exited the program and returns within the time set in this field, users are 
instructed to re-open the recent enrollment rather than create a new record. To disable the reopen 
function, enter -1. 
 

 
 
Minimum/Maximum: Enter a number of days in these fields if there is a minimum-maximum time range 
a client is allowed to be enrolled in the program. 
Click the  button on the bottom right of the form when all desired data has been entered. 
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Eligibility Rule 

 

To add Eligibility Criteria, click the  button on the Program setup form.  

 

The Editing Enrollment Eligibility Rule pop up form displays in a new window. 

 

Enter rule sets as necessary. Define the family members the rule applies to and add criteria by defining 

data points and allowable conditions.  



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 68                       © CaseWorthy, Inc. 2019. All rights reserved 
 

Services Setup 

(Administration>Setup>Services) 
 
The services area houses all services. Once a service has been created, it can be mapped to one or more 

programs. To create, manage or edit services and service categories, select the “Services” link on the 

Setup menu. The Service Types form displays. 

 

Services are often filtered by category in various reports and queries within the system. Every service 

must be associated with at least one category.  To add a service category, click on the  

button on the top right of the form. 
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The Manage Service Type Categories form appears.  

 

Click the  button to add rows to the form. Enter any desired category descriptions. When all 

desired categories have been entered, click the  button on the bottom right side of the form. The 

Services summary form displays.   
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To create a new service, click the  button on the top right. 

 

The Add/Edit Service Type form displays. 

 

Enter all relevant and required information. The Print Category identifies the default service category for 

reporting to assure unduplicated service counts. If the service cannot be repeated for a certain amount 

of time, enter the amount in the “Duplicate Minutes” field. Click the  button on the bottom right 

of the form when all desired data has been entered. 
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To edit a service type, click the gear  associated with the desired service on the Service Types form and 

select Edit from the popup menu that appears. 

 

Fill out all required areas marked with a star  icon in the Add/Edit Service Type form and click Save. 
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Linking Services to Programs 

(Administration>Setup>Programs/Accounts>Programs>Program Services) 
 
For efficiency and to reduce data entry errors, only services that have been linked to a program can be 

assigned to a client enrolled in the program. To link services to programs, select the 

“Programs/Accounts” link on the Setup menu then click on the “Programs” icon on the dashboard. 

 

The Programs summary form displays. 

 

Navigate to the desired program and click on the action gear .  
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From the drop-down menu, select “Program Services”. 

 

The Program Services form displays a full list of services. 
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Scroll through the list to find the desired services. Click on the checkbox  next to the service 

description to link it to the program. When linked, the icon changes to a darkened  checkbox. Click the 

 button on the bottom right of the form when all desired services have been selected. 
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Add Entity Service Plan (Input) 

 

Objective: Add a service plan for entities other than clients.  

 

Navigation: Administration Dashboard>Setup>Organizations>Users>Service Plan>…Add New 

 

 
 

Under the Administration tab click Setup. Select Organizations from the pop-up menu that 

appears. The Find Organizations form appears. 

 

 
 

Click the action gear  icon to the left of the desired organization. Select Users from the pop-

up menu.  
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The Users Summary page appears.  

 

 
 

Click the action gear  icon to the left of the desired user. A pop-up menu appears.  

 

 
 

Select Service Plans.  
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The Entity Service Plan Summary form appears. 

 

 
 

To add a new Service Plan, click the  button. The Entity Service Plan Input form appears. 

 

 
 

Click the date  icons to add in any Entity Service Plan Dates. Click the checkbox next to Post 

Follow-up or Outcome. The Add Follow Up or Outcome section appears. To add a follow up or 

outcome click the checkbox. To add a signature, click the  button. Click the  

button to save the form and return to the Entity Service Plan Summary form. 
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Entity Service Plan Goal and Step Add 

 

Objective: Adding a goal and steps to a service plan. 

 

Navigation: Administration Dashboard>Setup>Organizations>Users>Service Plan>…Add New 

 

 

 

From the Find Organizations form, click the action gear  icon to the left of the desired 

organization. 

 

 
 

A pop up menu appears. 

 

 
 

Select Users from the pop-up menu.  
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The Users Summary page appears.  

 

 
 

Click the action gear  icon to the left of the desired user. A pop-up menu appears.  

 

 
 

Select Service Plans from the pop-up menu.  
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The Entity Service Plan Summary form appears. 

 

 
 

To view a summary of goals and steps associated with a service plan, click the  icon next to a 

service plan. Select Goals and Steps from the pop-up menu that appears. The Goals form 

appears displaying a summary of all goals.  

 

 
 

To add a new goal or step, click the  button. The Add Entity Goal and Steps form 

appears in a new window.  

 

 
 

Select a goal from the drop-down menu next to Goal. Select any applicable dates by clicking the 

date  icons. Fill in the rest of the information. To schedule a follow up or record an outcome, 

click the  icon next to Add Follow-Up or Record Outcome. To add a case note, click the 
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 button. To dictate form visibility, select an option from the drop-down menu next to 

Restriction. Click the  button to save the form. Click Cancel to return to the Goals form.  

 

 
 

To edit a goal or steps click the  icon next to any goal. Select Edit from the pop-up menu that 

appears. The Add Entity Goal and Steps form appears.  

 

 
 

Make any necessary changes to the information and click either the  or  button to 

return to the Goals form. 

 

 

To enter a review of each step for a goal associated with a service plan click the  icon. Select 

Steps from the pop-up menu that appears. The Entity Goal Steps form appears.  
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Click the  icon to view a pop-up menu.  

 

 
 

Select Review from the pop-up menu. The Review form appears. 

 

 
 

Fill in any appropriate information related to the Step in the top half of the form. In the bottom 

half of the form, enter information related to each review date. To add a new review date, click 

the  button. Save the form by clicking the  button. Click the  button to 

return to the Entity Goal Steps form. 
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Secured Organizations 

 

Entity Budget Summary 
 
Objective: Create a budget for a secured organization. 
 
Navigation: Administration>Setup>Secured Organizations 
 

 
 
Locate the desired organization or create a new organization using the  button or 

 button at the top of the form. The created organization displays in the list. 
 

 
 

On the desired organization, click the action gear  and click Budgets.   
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The Entity Budget Summary form displays. 
 

 
 

Click the  button to create a new budget. The Entity Budget / Goals form displays. 
 

 
 
Enter a start and end date, enter a goal description, select a fiscal calendar, select a goal area, and, 

finally, select a goal measurement. Click the  button when finished. 
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Program Options 

(Administration>Setup>Programs/Accounts>Programs) 
 
There are a variety of options for configuring and mapping within the Program area; including HMIS 

Setup, Assessments, Outcomes and Program Budgets. To access these features, click on the 

“Programs/Accounts” link on the Setup menu then select the “Program” icon. Navigate to the desired 

program, click the action gear , and select the desired option. To use Program Contracts, Program 

Billing Service Summary, Accounts/Funding Sources or Documents features, please contact a 

CaseWorthy™ Project Manager. 

 

Program Follow-up Types 

(Administration>Setup>Programs and Accounts) 
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Click the Program icon.   
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The Programs form displays. 

 

Click the action gear  icon and click Follow-up Types on the desired program. The Program 

Follow-up Types form displays. 

 

Click the  button to create a new follow-up or click the blue checkbox  icon to edit 

an existing follow-up. Select a type, method and enter the number of days. Click the checkboxes 

to assign to client, assign to user and make required as desired. Click  when finished. 
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Programs Positions 

 
Objective: Create and edit available job positions by program. 
 
Navigation: Administration>Setup>Programs and Accounts 
 

 
 

From the Programs form, click the action gear icon associated with the desired program and select 
Available Positions from the menu options. 
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The Program Positions form displays. 

Program Positions (8767) 

 
 

Available program positions display. Click the action gear  icon associated with the desired position 
to Edit or Delete position. Select Edit from the menu options.  
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The Program Position Edit form displays. 

Program Position Edit (8771) 

 
 

Edit any existing information about the position. Click the  button to save and exit. 
 

To add a new position, click the  button. 
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The Add Position form displays. 

Position (Add) (8768) 

 
 

Click the clear checkbox  icon associated with the desired position to add it to the program. The clear 

checkbox  changes to blue , indicating selection. The row expands. 
 

 
 
Indicate the “# Available” positions, a start date, as well as any other desire information. Click the 

 button to save and exit. 
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Program Financial Types 

(Administration>Setup>Programs and Accounts) 

 

Click the icon for Programs.  
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The Programs form displays. 

 

On the desired program, click the action gear  icon and click Financial Types. The Program 

Financial Types form displays. 

 

To add a program financial type, click the clear checkbox  icon and select a poverty reference 

from the drop-down list. Click the  button when finished.  
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Grants – Financial Types 

 

Objective: Manage program specific grant financial types. 
 
Navigation: Administration>Setup>Programs and Accounts 
 
Select Grants from the action gear icon menu from the Programs form. 
 

 
 
The Program Financial Types form displays. 

Grant Mgt – Program Financial Types (8811) 
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Click the clear checkbox  icon to link a financial type to the selected program. The checkbox turns to 

blue , indicating selection. The row expands.  
 

 
 

Select a category type from the drop-down list. Click the  button when finished.   
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HMIS Set Up 

(Administration>Setup>Programs/Accounts>Programs>HMIS Setup) 
 
HMIS Setup associates grant information with the selected program. CaseWorthy™ reads this 

information and incorporate it into relevant baseline HMIS reports. From the Program summary form, 

navigate to the desired program, click the action gear , and select “HMIS Setup”. 

 

The Project Federal Partner Funding Source form displays. Enter all relevant and required information. 

Please refer to any appropriate grant documents to complete this form. When all desired data has been 

entered, click the  button on the bottom right side of the form. 
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Linking Assessments to Programs 

(Administration>Setup>Programs/Accounts>Programs>Assessments) 
 
All baseline assessments are stored on the Assessment form. For information on how to add custom 

assessments to this area, see the “Assessments” section of this manual. 

To associate assessments with a program, navigate to the Program summary form, find the desired 

program, click the action gear , and select “Assessments”. 

 

The Program Assessments summary form displays. To link assessments to the program, click on the 

 button on the top right of the form. 
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On the Edit Program Assessment form, use the drop-down box to select the desired assessment. Enter 

in a number to assign the sort order the assessment renders in during a workflow. Use the Events multi-

select field to indicate when the assessment is required (Entry, Exit, and/or During Program). When all 

required data has been entered, click the  button on the bottom right side of the form. 
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The Program Assessment summary form returns. To link additional assessments, click the  

button on the top right. When all desired assessments have been linked, click the  button on the 

bottom right side of the form. 
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Linking Outcomes to Programs 

(Administration>Setup>Programs/Accounts>Programs>Outcomes) 
 
CaseWorthy™ is delivered with numerous baseline outcome domains. To add custom outcomes, see the 

Outcomes section of this manual. Once all desired outcomes are entered into the system, navigate to 

the “Programs/Accounts” link on the Setup menu and select the “Program” icon. 

 

Find the desired program, click the action gear  next to the name, and choose “Outcomes” from the 

list.  
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The full list of all outcome domains displays. Select all desired outcomes to link to the program by 

clicking on each associated clear checkbox.  When finished, click  on the bottom right side of the 

form.  
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Program Budgets 

(Administration>Setup>Programs/Accounts>Programs>Budgets) 
 
The Program Budgets area allows system administrators to set goals for program enrollments, 
placements and/or outcomes linked to specific programs. To set up program budgets, navigate to the 
“Programs/Accounts” link on the Setup menu and select the “Program” icon. 

 

From the Program Summary form, find the desired program, click the action gear , and select 

“Program Budgets Summary”. 
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To set up the budget and auto-generate a fiscal calendar, select the  button on the top 

right. 
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On the Program Budget Auto Generated form, enter the desired fiscal calendar begin and end dates and 

enter a name or description for the budget/fiscal calendar. The system automatically creates a fiscal 

calendar with monthly detail. To view the calendar that has been created, navigate to the Codes and 

Categories menu, select the Financials and Documents link, then the Fiscal Calendar icon. Select the 

desired budget area (enrollment status, outcome domain, service type) and the budget type (original, 

revised). Choose the budget Measurement and set a quantity. If desired, budgets can be generated for 

users. When all relevant/required information has been entered, click the  button. 
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The Program Budget Summary form displays. To view projections or edit the program budget, select the 
action gear  next to the desired budget and click on “Edit”. 
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When finished viewing/editing, click the  button. 
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Programs and Accounts 

 

Objective: View how many programs are linked to a particular assessment. 
 
Navigation: Administration>Setup>Programs and Accounts>Assessments 
 

The Assessments form displays. 

 

 

 

Select the hyperlink text in the # of Linked Programs column of data associated with the desired 

assessment. 

 

The Programs form displays. 
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Programs by Assessment Type (9344) 

 

 

View each program that assessment is linked to as well as information regarding each program.  
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Team Categories 

(Administration>Setup>Programs and Accounts) 

 

Click the icon for Teams/Approval Groups.  

The Team/Approval Groups form displays 
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To edit or create new team categories, click the  button. The Team Categories 

from displays. 

 

Click  to create a new category or click the clear checkbox  icon to edit an existing. 

Enter a description and click  when finished. 

 

Housing and Classroom Set Up 

 
The housing and classroom functionality allows clients to be reserved, or enrolled into specific classes, 

shelters or other housing environments, and to have a check-in, or attendance recorded on the days 

they are present. The system can even automatically post a service to their record when their 

attendance is recorded. 

 
Within CaseWorthy™, housing environments and classrooms are associated with providers, or physical 

sites. Within those sites, are resources – a defined physical space – such as a room, an apartment, a 

computer lab, etc. Each space may be used for different purposes at different times – the room may be 

used for GED class from 9-11 M-F, and for ESOL class from 1-3 on Tuesdays and Thursdays. In 

CaseWorthy™ these are each referred to as usages. 

To set up housing or classrooms, select the “Organizations” link on the Setup menu. Navigate to the 

desired organization, click on the action gear  and select “Providers”. 
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The Provider summary form displays. Choose the desired provider (physical site), click on the action gear

, and select “Resources”. 
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Resources 

(Administration>Setup>Organizations>Providers>Resources) 

To create a new resource, click the  button on the top right side of the form. 

Use the drop-down list to designate whether this is a classroom or housing resource. Enter the resource 

name as well as the total capacity for the space. Click the  button on the bottom right when done. 
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The Resource summary form returns. To add a usage for the resource, click on the action gear  next to 

its name and select “usages”. 
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Note: Resources set up with category “Resource” need a usage that is configured as "PrimaryUsage" 
to work with the reservation form that exists with a calendar. 
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Usages 

(Administration>Setup>Organizations>Providers>Resources>Usages) 

The Usages summary form displays. To create a new usage, click the  button on the top right of 

the form. 

 

Enter all relevant and required information. If children are allowed, use the “Allow Children Age” field to 

select the allowed age range. Indicate whether slots should be assigned sequentially by the system. Slots 

(beds, computers, desks, space) can be assigned to the client at the time the reservation is made, or at 

the time they show up. Use the Attendance Service look up to choose the service to be posted each time 

the client attends or is checked in. To post a service at the time the client is reserved for the class or 

housing usage, use the Enrollment Service look-up form. From the look-up form, simply click on the 

desired service. Enter the usage recurrence. The recurrence identifies the timeframe for when a client 

should be checked in. For classes, it is each day/time the class is available. In housing, it is typically daily 

for shelters and monthly for supported housing. Enter the recurrence and begin and end times – be sure 

to use “military” time. Only housing usages should have “All Day” set. When all desired data has been 

entered click  on the bottom right side of the form. 
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NOTE: When the usage type is Classroom, a new field, Course, has been added in the Resource Capacity 

and Slot Allocation section to indicate which course is being taught in the classroom at the indicated 

time set up for the usage. 
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Enrollment/Attendance Service Look-Up 
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Slot Inventory 

(Administration>Setup>Organizations>Providers>Resources>Slot Inventory) 

Whether it is a computer, bed, bedroom, apartment, desk or spot in class, there are only so many slots 

available in resource usages. To assign slots and track availability, slots need to be set up within the 

system. From the Resource Usage summary form, find the desired usage, click on the action gear  and 

select “Slot Inventory”. 

 

On the Resource Slots setup form, click the  button on the top right, creating the total number of 

rows necessary to enter all slots available for the usage. Indicate if any slots are reserved for specific 

client types or populations (Chronic Homeless, Senior, Veteran, Disabled, etc.). Enter a name, 

description, or number for the slot. Use the drop-down list to identify the slot type (slot, bed, room, 

etc.). If a randomization process to assign slots is desired, this must be set to “Bed”. The status is 

defaulted to “Available” and can be edited if the slot is under repair or otherwise off-line. If using a 

randomization process, indicate whether the slot is intended for normal, overflow, or seasonal use. If a 

locker is assigned to the specific slot, it can be designated here. If the slot is linked to a Landlord 

Property, use the Address look up field to assign it. When all relevant and required data has been 

entered, click the  button on the bottom right side of the form. 
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Lockers 

(Administration>Setup>Organizations>Providers>Resources>Lockers) 

Click on the action gear  next to the desired resource and select “Lockers”. 

 

Click the  button to enter the number of rows necessary. Enter a name, description, or number 

for the locker. The status is defaulted to “Available” and can be edited if the locker is under repair or 

otherwise off-line. Use the checkbox to indicate if the locker is handicap accessible. The type defaults to 

“locker” and should not be changed. When all relevant and required data has been entered, click the 

 button on the bottom right side of the form. 
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Parking 

(Administration>Setup>Organizations>Providers>Resources>Parking) 

Click on the action gear  next to the desired resource and select “Parking”. 

 

Click the  button to enter the number of rows necessary. Enter a name, description, or number 

for the parking space. The status is defaulted to “Available” and can be edited if the parking space is 

under repair or otherwise unavailable. Use the checkbox to indicate if the space is handicap accessible. 

When all relevant and required data has been entered, click the  button on the bottom right side 

of the form. 
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Edit Resource Slot Category Type 

(Administration>Setup>Organizations) 

 
 

On the Find Organizations form, click the action gear  icon associated with the desired 

organization and select Providers from the pop up menu that appears. 
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The Providers form displays. 

 

 

Click the action gear  icon associated with the desired provider and select Resources from the 

pop up menu that appears. 

 

 
 

The Resources form displays. 
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From the Category drop down box in the form header, select Housing Emergency.  

 

The list filters. Click the action gear  icon associated with the desired resource and select 

Usages – Housing from the pop up menu that appears. 

 

 
 

The Resource Usage form displays. 

 

 
 

Click the action gear  icon associated with the desired resource usage and select Slot 

Inventory from the pop up menu that appears. 
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The Resource Slots form displays. 

 

 
 

Click . The Category Type form displays. 

 

 
 

Click  to add a new type or click the blue checkbox  to edit an existing type. A new, 

expanded row appears, or the existing row expands for editing. Click  when finished 

editing. 

 

Add In/Out Resource Usage Event 

(Administration>Setup>Organizations) 
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On the Find Organizations form, click the action gear  icon associated with the desired 

organization and select Providers from the pop up menu that appears. 

 

 
 

The Providers form displays. 

 

 

Click the action gear  icon associated with the desired provider and select Resources from the 

pop up menu that appears. 
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The Resources form displays. 

 

 
 

Click on the Category field in the form header and select Event In/Out from the drop down list 

that appears. The list on the form is filtered.  

 

 
 

Click the action gear  icon associated with the desired resource and select Usage Event 

In/Out from the pop up menu that appears. 
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The Resource Usage Event form displays. Click the  button. 

 

 
 

The Add Resource Usage Event form displays. 

 

 
 

Fill out all required fields and click on the  button. 
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Provider Options 

(Administration>Setup>Organizations>Providers) 

Within CaseWorthy™, providers are defined as distinct sites. An organization may have more than one 

location and certain programs can be provided at multiple locations. Additionally, providers can be 

distinct entities that provide a service (counselor, doctor, mentor) or an organization that acts as a 

referral source or otherwise partners with programs.  

Generally, internal providers are the physical locations associated with the organization – and are set up 

off the “Provider” link on that organization’s action gear . 

Providers that are external to the organization, and that are a referral source or individual provider are 

set up under a generic organization.  

To set up a provider, navigate to the Provider Setup section of this manual. Once a provider has been 

created, it is now possible to do HMIS Setup (linking provider details to HUD reports), link programs, link 

referral services, and/or link landlord properties. To use the Scan Card Services or Provider Release 

features, please contact the appropriate CaseWorthy™ Project Manager. 

 
 

Linking Programs to Providers 

(Administration>Setup>Organizations>Providers>Program) 

To link programs to providers, click on the action gear  next to the desired provider and select 

“Program”. This step needs to be completed to enter Program Contacts in the system. 
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A list of programs associated with the parent organization displays. Click on the clear checkbox  next 

to the program name to select it and link it to the provider. Click the  button on the bottom right 

side of the form when all desired programs have been selected. 
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Linking Referral Services to Providers 

(Administration>Setup>Organizations>Providers>Services) 

In CaseWorthy™ referrals are made to providers based on the specific service(s) a client needs. When 

making the referral, a user identifies a needed service and a list of individuals and/or agencies that 

provide that service displays. To generate that list, system administrators first need to link the services 

available through the various providers. 

Additionally, if there are certain services which need an approval (such as utility assistance payments), 

these services need to be linked to the provider of the service, or vendor to whom the payment should 

be made.  

From the Provider summary form, click on the action gear  next to the desired provider and select 

“Services”. 

 

The list of all services entered into the system appears. Click on the clear button  next to the service 

description(s) to be linked to the provider. Click the check box for “Allow Service Posting” to post an 

approved request or referred service to the client record. To identify the service that should post to the 

client record, use the “Post Service” look up. To make this service available on the referral options list, 

click the “Allow Referral” checkbox. If an approval is required to authorize the service, choose the 

appropriate process from the “Approval Process” drop down list. To create approval processes, see the 

Approval Processes section of this manual. When all desired services have been linked to the provider, 

click the  button on the bottom right of the form. 
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Linking Landlord Properties to Providers 

(Administration>Setup>Organizations>Providers>Property) 

Often, housing assistance programs work with third party property managers or landlords. To track 

housing placement and retention, as well as rent and other housing assistance provided to clients, these 

third-party housing providers need to be entered into the system. The actual business should be entered 

as the provider and each property should be listed in the Landlord Properties section. 

From the Provider summary form, click on the action gear  next to the desired provider and select 

“Property”. 

 

The Landlord Property summary form displays. To enter a property, click the  button on the top 

right side of the form. 
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The Provider Property form displays. Enter all relevant/required information. If the property address is 

the same as the landlord/provider’s address, use the “Copy Provider Address” look-up to populate the 

fields. Otherwise, type in the address information for the property. When finished, click the  

button on the bottom right side of the form. 
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The Landlord Property summary form presents. To enter additional properties for this 

landlord/provider, simply click the  button on the top right and repeat the steps above. 
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Accounts 

(Administration>Setup>Programs/Accounts>Accounts)  

In CaseWorthy™, the accounts functionality can be used for a variety of purposes – managing spend 

down on grants, such as utility assistance; tracking client payments for services and fees; and creating 

approval processes  

If the account requires an approval process, skip ahead and set up the Approval Group and Approval 

Processes first. 

To create a new account, from the Program/Accounts dashboard, select “Accounts” 

 

From the Account summary form, click the  button. 
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Enter a name for the account. Choose the relevant fiscal year from the drop-down box labeled Fiscal 

Calendar.  

 

If an approval process is required, use the drop-down list to select the desired process (see the Approval 

Group/Team and Approval Process set up sections of this manual for information on creating approval 

processes). If the funds from the account are primarily used to pay or reimburse a specific company or 

resource, it can be identified by using the “default provider” look up and can be identified as the “sole 

source” by checking the “Require this Provider” checkbox (such as a utility company for a utility 

assistance fund). If only one particular entity should ever receive payments generated through the 

CaseWorthy™ system use the “Only Pay Vendor” look-up.  If funds need to be declared available before 

they can be requested, check the “Only Allow Withdrawals from Obligations” checkbox. Add relevant 

organizations by click on the clear checkbox  on the drop-down box for Organizations, or click the 

 button to add all organizations. 
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If desired, information regarding the funder for this account can be entered in the Funder Information 

section. 

 

If CaseWorthy™ is being used to generate and print checks, enter the relevant and required Bank 

Information. 

 

To view the monthly balance summary for an account, from the Accounts summary form click the action 

gear  next to the desired account. Select “Monthly Balance Summary”. 
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On the Account Monthly Summary form, to add a transaction, click on the  button. 
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The transaction type defaults to “Deposit”. Enter the amount to be deposited into the account and click 

the  button. 
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To view monthly transaction history, in the Account Monthly Summary field, click the gear next to the 

account and month of interest and select “View Monthly Detail”. 
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In the monthly account transactions field, click any of the column headers to reorder transactions by the 

selected criteria. Click the  button to view transaction records that meet the search criteria. 
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To generate a check or letter of direction for an account, click the gear next to the desired account 
and select "Generate Check or LOD". 
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Approval Groups/Teams 

(Administration>Setup>Programs/Accounts>Approval Groups/Teams) 

Approval Groups and Teams are set up the same way – the only differences being that Approval Groups 

are teams that are 1) linked to an account and 2) whose members have authorization to approve 

account transactions. 

From the Program/Accounts dashboard, select “Approval Groups/Teams. 

 

From the Approval Groups/Teams summary form, select the  button. 
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On the Add Approval Group/Team form, use the drop-down list to assign a team type such as Approvers, 

Managers, Employment, Housing, Drug Testing, etc. If the team is assigned to account approvals, 

indicate if members have authorization to modify the account.  Teams that are not set up as approvers 

to accounts are typically assigned specific tasks using the “Follow-Up” functionality in the system. These 

tasks can be related to housing or employment retention, administering drug tests, managing inventory, 

and handling help tickets in the Issues Management area. Enter a name for the team, as well as begin 

and end dates. Identify the organizations that can have members included on the team. When all 

relevant and/or required information has been entered, click the  button. 
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The Approval Group/Team summary form displays. To add members to the team, click on the action 

gear  next to the desired team and select “Members”. 
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On the Approval Group Members summary form, select the  button. 
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Use the look-up field to access the User’s Search form. 
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On the search form, find the desired user to add to the team and click on the row containing their name. 
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The User is added as a team member. Repeat the steps above to create additional team members. Use 

the checkbox if desired to identify the team leader. Click  when all team members have been 

added. 
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Approval Processes 

(Administration>Setup>Programs/Accounts>Accounts>Approval Processes) 

Approval processes can be created for any activity or task within the system that requires review and 

approval. Once the process is created, teams can be assigned. 

On the Programs/Accounts dashboard, select “Approval Process”. 

 

On the Approval Processes summary form, click the  button. 
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Enter a name for the process, then click the  button. 

 

On the Approval Process summary form, click the action gear  next to the desired process and select 

“Process Steps”. 
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On the Process Steps set up form, click  to display a row. Enter a name for the step as well as the 

sort order. Use the drop-down list to link the Approval Group/Team to be linked to the process and the 

number of approvals that are required to move forward/complete the approval process. If more than 

one step and/or team is required to fulfill the review process, click  again to create additional 

rows until all desired processes are set up.  Click  when finished. 
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View Account Monthly Summary 

(Administration>Setup>Programs/Accounts>Accounts) 
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Click the Accounts icon.  

The Accounts with Fiscal Calendar form displays. 

 

 
 

Click the action gear  icon associated with the desired account and select Monthly Balance 

Summary from the pop up menu that appears. 
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The View Account Monthly Summary form displays.  

 

 
 

The following sections cover the various summaries that can be accessed through the View 

Account Monthly Summary form. 

 

Approved Summary by Account 

 

On the View Account Monthly Summary form, click the action gear  icon associated with the 

desired account and select View Approved From Supporting Tables from the pop up menu that 

appears. 
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The Provider Referral Approvals Process Item New form displays. To filter by client, enter a name 

in the Client field. Click on the  button. 

 

 
 

Results display below the search bar. 
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CSD – Committed Summary (All Acts) 

 

On the View Account Monthly Summary form, click the action gear  icon associated with the 

desired account and select View Committed From Supporting Tables from the pop up menu 

that appears. 

 

 
 

The Provider Referral Approvals Process Item New form displays. Select a funding source and 

status, and enter a name if desired to filter by any of these parameters. Click on the  

button. 

 

 
 

Results display below the search bar. 
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CSD – Service Reqs – On Hold (View Only) 

 

On the View Account Monthly Summary form, click the action gear  icon associated with the 

desired account and select View On Hold From Supporting Tables from the pop up menu that 

appears. 

 

 
 

The Provider Referral Approvals Process Item New form displays. Select a date range. Select a 

user and service if desired. Click on the  button. 

 

 
 

Results display below the search bar. 

 

 
 

View Account Monthly Summary 

(Administration>Setup>Programs/Accounts>Accounts) 
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System Mapping 

(Administration>Setup>Mappings) 

In CaseWorthy™, links can be made for various tasks, processes and/or reports. To set up the desired 

linkages, click on the “Mappings” link on the Set-Up menu in the Administration area. 

Goal Mapping 

(Administration>Setup>Mappings>Goal Mapping) 

Goals can be mapped, or linked, to Goal Steps or Outcomes. Before doing the mapping, first the Goals, 

Goal Steps and Outcomes must be created. See the Codes and Categories section of this manual for 

information on how to set them up. 

To map Goals, select the “Goal Mapping” icon on the Mappings dashboard. 

 

The list of Goals already entered in the system displays. Click on the action gear  next to the desired 

goal to map Goal Steps or Outcomes. Use the Description or Category fields on the top of the form to 

filter the results displayed on the summary form. 
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Goal Steps 

(Administration>Setup>Mappings>Goal Mapping>Goal Steps) 

To map Goals to Goal Steps, click on the action gear  next to the desired goal and select “Goal Steps”. 
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The full list of all Goal Steps that have been entered into the system appears. Use the Step Description 

field at the top of the form to narrow the results displayed on the form. Select the desired steps by 

clicking the checkbox . Enter Step Order. To unselect an option, click on the blue X on the far right of 

the row. Click  when all desired steps have been selected and ordered. 
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Map to Outcomes 

(Administration>Setup>Mappings>Goal Mapping>Map to Outcomes) 

Goals can also be mapped to outcomes. This creates a short-cut for users in that once a goal is recorded 

as completed, any outcome that has been mapped to it can be logged from the Goal action gear  

rather than having to navigate to the Assessments menu and selecting the Outcomes link. 

To map Outcomes to Goals, click on the “Map to Outcomes” link off the action gear  next to the 

desired Goal. 
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A list of all Outcomes entered into the system displays (To learn more about how to enter Outcomes, go 

to the Codes and Categories section of this manual.). Click on the clear checkbox  next to the 

Outcome(s) to be linked to the goal. When finished, click the  button. 
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Program Mapping 

(Administration>Setup>Mappings>Program Mapping) 

Programs can be mapped (linked) to various tasks/activities within CaseWorthy™. By linking to classes, 

users can get a list of classes that might be recommended for clients who are enrolled in the program. 

Linking programs to Goals filters the list of goals a user can select from. Linking to Program Questions 

allows users to select a series of questions or a survey to present to clients based on their program 

enrollment. To map programs, select the “Program Mapping” icon on the Mapping dashboard. 
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Classes 

(Administration>Setup>Mappings>Program Mapping>Suggest Classes) 

To map programs to classes, select “Suggest Classes” from the action gear  next to the desired 

program. 

 

A list of all classes that have been entered into the system displays (To learn more about setting up 

classes in CaseWorthy™, refer to the Resources and Usages sections of this manual.). Click on the clear 

checkbox  next to any desired classes. Click  when all relevant classes have been mapped. 
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Goals 

(Administration>Setup>Mappings>Program Mapping>Goals) 

To map Programs to Goals, select “Goals” from the action gear  next to the desired program. 
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A list of all Goals entered into the system displays (To learn more about creating Goals in CaseWorthy™, 

see the Codes and Categories section of this manual.). Click on the clear checkbox  next to the Goal(s) 

to be mapped to the program. Click  when all desired Goals have been linked. 
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Program Questions 

(Administration>Setup>Mappings>Program Mapping>Program Questions) 

To map Programs to Program Questions, select “Program Questions” from the action gear  next to the 

desired program. 
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A list of all Program Questions that have been entered into the system appears (To learn more about 

creating Program Questions in CaseWorthy™, see the Codes and Categories section of this manual.). 

Click on the clear button next to the relevant question category. Click  when done. 
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Issue Mapping 

(Administration>Setup>Mappings>Issue Mapping)  

Issues may be mapped to specific goals, programs, and referral services. To complete issue mapping, 

select the “Issue Mapping” icon on the Mapping dashboard. 

 

To locate an issue, enter a keyword in the Issue Description field and click the search  button. 

Alternatively, a category may be chosen in the Issue Category dropdown box. All relevant issues now 

display in the list. 
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Map to Goals 

(Administration>Setup>Mappings>Issue Mapping>Map to Goals)  

To map an issue to Goals, first click the action gear  next to the issue and select Map to Goals. 

 

To assign a goal to the issue, select a group from the Goal Group drop down box and then click the clear 

checkbox  next to the desired goal. Click  when done. 
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Map to Programs 

(Administration>Setup>Mappings>Issue Mapping>Map to Programs) 

To map an issue to Programs, first click the action gear  next to the issue and select Map to Programs. 

 

To assign a program to the issue, click the clear checkbox  next to the desired program. Click  

when done. 
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Map to Referral Service 

(Administration>Setup>Mappings>Issue Mapping>Map to Referral Service) 

To map an issue to a Referral Service, first click the action gear  next to the issue and select Map to 

Referral Service. 

 

To add a referral service, select a category from the Category drop down box and then click the clear 

checkbox  next to the desired Referral Service. Click  when done. 
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Call Center Mapping 

(Administration>Setup>Mappings>Call Center Mapping) 

To complete Call Center Mapping, select the Call Center Mapping icon on the Mapping dashboard. 

 

Click the checkbox  next to the call the service should be mapped to. Calls that are already mapped 

have a blue checkbox . 
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Click on the drop-down box that appears under Service and select a service to map to a call. 
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Report Mapping 

(Administration>Setup>Mappings>Report Mapping) 

Many of the baseline reports in CaseWorthy™ require mapping. This allows organizations to link their 

services and/or issues to specific categories within the corresponding baseline report. To complete 

report mapping, select the “Report Mapping” icon on the Mapping dashboard. 
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Map Zip Codes 

(Administration>Setup>Mappings>Report Mapping>Map Zip Codes) 

The AHAR also requires zip codes to be mapped. To map zip codes to the AHAR report, select “Map Zip 

Codes” from the action gear  next to “AHAR”. 

 

The Jurisdiction Zip Codes form displays. To add a zip code, click the “Map Zip Codes” button on the top 

right. 

 

The list of all zip codes entered into the system displays (To learn more about adding zip codes to 

CaseWorthy™, refer to the Codes and Categories section of this manual.). To map zip codes, click on the 
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clear button next to the relevant codes. When all desired selections have been made, click the  

button. 

 

Map Services  

(Administration>Setup>Mappings>Report Mapping>Map Services) 

Several baseline reports in the system require services to be mapped (such as the CC USA, CEAP, and 

HMIS). To map services to these reports, click on the action gear  next to the desired report and select 

“Map Services. 
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A list of all the services entered into the system displays (To learn more about creating services in 

CaseWorthy™, refer to the Services section of this manual.). To map a service, click on the clear 

checkbox  next to the desired service(s). Use the drop-down list to link the CaseWorthy™ service to 

the appropriate report category. The category list is different for each individual baseline report as it is 

specific to the report criteria. When all relevant services have been selected and linked, click the  

button. 
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Map Issues 

(Administration>Setup>Mappings>Report Mapping>Map Zip Codes) 

Several baseline reports in the system require issues to be mapped (such as the CC USA and HMIS). To 

map issues to these reports, click on the action gear  next to the desired report and select “Map PATH 

Issues”. 

 

A list of all the issues entered into the system displays (To learn more about creating issues in 

CaseWorthy™, refer to the Codes and Categories section of this manual.). To map an issue, click on the 

clear checkbox  next to the desired issue(s). Use the drop-down list to link the CaseWorthy™ issue to 

the appropriate report category. The category list is different for each individual baseline report as it is 

specific to the report criteria. When all relevant issues have been selected and linked, click the  

button. 
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Map Issue Type to Report Value (VISPDAT) 

(Administration>Setup>Mappings) 
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Click the icon for Report Mapping. 

 

The Report Maps form displays. 

 

Click the action gear  icon for VI SPDAT and click Map VI SPDAT Issues. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 200                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

Use the search fields and  button to filter issues. Click the clear checkbox  to add an 

issue and select a map to value from the drop-down list. Click  when finished. 

 

Map Issue Type to Report Value (CCUSA) 

(Administration>Setup>Mappings) 

 

Click the icon for Report Mapping. 
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The Report Maps form displays. 

 

 

Click the action gear  icon for CC USA and click Map CCUSA Issues. 

 

Enter values in the search fields and click  to filter the issues list. Click the clear checkbox 

 to map an issue to the report. Select the maps to value from the drop-down list. Click 

 when finished. 
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Suggest Plan Program (Summary) 

(Administration>Setup>Mappings) 

 

Click the icon for Program Mapping. 

The Program Summary form displays. 

 

To view or add suggested plans, click the action gear  icon and click Suggest Plans. 
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The Suggest Program Plan form displays. 

 

To add a new suggested plan, click the  button. The Suggest Program Plan form 

displays. 

 

Select the drop-down fields as desired and click the clear checkbox  to add a goal. In the 

expanded field, select a Responsibility from the drop-down list and enter any other relevant 

info. Click  when finished. 

 

To edit an existing plan, click the action gear  icon and click Edit. 
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Make any necessary changes and click  when finished. 

 

Service Plan Mappings 

 

Objective: Link service plan issues to ASR report values. 
 
Navigation: Administration>Setup>Mappings>Report Mappings 
The Report Maps form displays. 

 

 

 

Click the action gear  icon associated with Service Plan Report and select Map Service Plan Issues 

from the menu options. 

 

The Map Issue Type to ASR Report Value form displays. 
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Map Issue Type to Report Value (Service Plan) (9518) 
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Use this form to map issues associated with the ASR to values on the ASR report. Create the values first, 

using the  button. Select a row, it expands, select the value from the drop-down list. 

 

 

 

Link all issues as applicable. Save and close. 
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RHY Report Mapping 

 
Objective: Map RHY issues. 
 
Navigation: Administration>Setup>Mappings 
 

 
 
Select Report Mapping from the Report Mapping portion of the Mappings dashboard.  
The Report Maps form displays. 
 

 
Click on the action gear  icon associated with RHY and select Map RHY Issues from the menu 
opitions. 
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The Map Issue Type RHY Report Value form displays. 

Map Issue Type to Report Value (RHY) 

 
 

Click the blue checkbox  icon to expand the row and make any desired changes to the mapping 

values, click the  button to save and exit.  
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Map Service Type to Report Value (Generic) 

 

Objective: Improve the convenience of report mapping. 

 

Navigation: Administration>Setup>Mappings>Report Mapping>RSR>Service Mapping 

 

 
 

Under the Administration tab, select Setup. A pop-up menu displays. From the pop-up menu, 

select Mappings. The Mappings dashboard appears. 

 

 
 

Click on the Report Mapping icon.   
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The Report Maps form appears. 

 

 
 

Click the  icon next to RSR. A pop-up menu appears.  

 

 
 

Select Map RSR Services from the pop-up menu.  
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The Map Service Type to Report Value form appears.  

 

 
 

Use the form to indicate Services to map and their associated report value. Click the  icon 

next to any Services desired.  

 

 
 

The icons turns blue  and a drop-down-menu appears under the Maps To Value category. Use 

the drop-down menu to select a report value. After all new Services and Values are chosen, click 

the  button to return to the Report Maps page.  
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Map Issue Type to Report Value (Generic)  

 

Objective: Improve the convenience of report mapping. 

 

Navigation: Administration>Setup>Mappings>Report Mapping>RSR>Service Mapping 

 

From the Mappings dashboard, click on the Report Mapping icon. 

 

 
 

The Report Maps form displays.  

 

 
 

Click the  icon next to Child Plan of Service Reports. A pop-up menu appears. 
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Select Map CPOS Issues from the menu. The Map Issue Type to Report Value form appears. 

 

 
 

Use the form to indicate Issues to map and their associated report value. Click the  icon next 

to any Issues desired. The icons turn blue  and a drop-down menu appears under the Maps 

To Value category. 

 

 
 

Use the drop-down menu to select a report value. After all new Issues and Values are chosen, 

click the  button to return to the Report Maps page. 
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Workflows 

(Administration>Setup>Workflows) 

“Workflows” is a feature within CaseWorthy™ which carries the user smoothly through a pre-defined 

process by automating the progression of work. Workflows are great tools to implement any time a user 

needs to complete two or more forms as part of a data collection process or client interaction. Once a 

workflow has been initiated by a user, the necessary forms flow in order so that as the user completes 

and saves each screen, the next screen appears. The following section describes how to design and set 

up workflows within the system. 

The first step in developing a workflow is to define the process – whether it is an intake, case 

management, retention, or program exit process.  It is most convenient and efficient if the necessary 

forms are already available in the system. If the workflow requires custom forms, refer to the 

CaseWorthy apBuilder™ Guide to learn more about creating custom forms in the system. Ideally, map 

out the order in which the forms should flow and write down the form numbers prior to initiating the 

workflow development. 

If the new workflow has similarities or shares common forms with a workflow currently in the system, 

click the action gear  next to the desired workflow and select “Edit”. 
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When the workflow designer pops up, click on the “Workflow Management”  button at the far left of 

the menu bar. 
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In the Workflow Management window, select the  button. Otherwise, 

click the  button. 

 
When creating a new workflow enter the workflow name in the pop-up window. To view this workflow 

on the portal, select the box for Public Workflow. Click the  button. 
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Basic Workflow Designer functionality: 

The icons at the top right of the pop-up window function the same as they do in the form designer tool 

within CaseWorthy™. For more information on CaseWorthy™ form designer tools refer to the 

CaseWorthy™ apBuilder™ Guide. 

On the left side of the pop-up window there are a series of icons. To use these within the workflow, 

simply drag and drop them from the left side menu into the workspace within the designer. A brief 

synopsis of each tool is outlined below. 

Form Workflow Step – this control allows the system administrator to link any form that exists in the 

system to a step in the workflow. 

Logic Workflow Step– use this control to define conditional logic that can be carried from one form to 

another 

Assessment Workflow Step– This control automatically triggers required assessments linked to the 

specific program that is referenced in the workflow. There is no need to link assessments as forms 

within the workflow, the system automates this step based on program assessment set up. For more 

information on linking and requiring assessments for specific programs, see the “Linking Assessments to 

Programs” section of this manual. 
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Stored Procedure Workflow Step – this option allows a stored procedure to be added as a workflow 

step. 

Question Workflow Step – this control allows the system administrator to insert a question within the 

workflow and drive the next step in the process based on the user’s response. 

Question Workflow Step– this allows the user to insert a short-cut into the workflow using a currently 

existing workflow to define the next steps in the process. 

Done Workflow Step – this control must always be the final step, signaling the end of the workflow. 

 

To begin designing the workflow, drag and drop the desired control to the workspace. Once the control 

is placed in the workspace, click the icon to access the options menu. Be sure to click the “Set as Start 

Step” on the first step of the workflow. 
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Forms are inserted into the workflow using the Workflow Forms Control. From the form control menu, 

select “Link Form”.  Use the look-up field to search for and select the desired form. 

 

Enter either the Form ID number or Form Name to narrow the search, then click the  button. 

Click on the desired search result. 
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Once the form is selected, it displays on the Link Form Properties pop-up. One of the keys to a properly 

functioning workflow is to have data carry from one form to the next. Any parameter associated with a 

form that contains data not generated by that form, needs to be linked from a previous form. Typically, 

the first form is the “Add Client” form and does not require any linked data – it creates the necessary 

data. Simply click  and move on to the next desired control. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 221                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

The workspace displays the name of the linked form in the Workflow Form Control and adds icons for 

each button that exists on the bottom of the form. As the workflow is built, the system administrator 

who is building it may use Workflow Connectors to link the buttons with the next step. This allows 

flexibility within the workflow so that different actions the user takes on the form can lead to different 

steps in the workflow process. 

Next, choose the next workflow control and drag and drop it to the workspace. Repeat the steps above 

for a Workflow Form Control to search and select the next form. Once the form has been linked, the Link 

Form Properties pop-up displays and necessary parameters can be linked. In the example below, the 

Client Families form needs to receive the Entity the family needs to be associated with. The previous 

“Add Client” form generated an Entity ID for the client that was created. This ID needs to be linked.  To 

do so, click on the empty field to the right of the “@EntityID”. A menu displays listing all data columns 

available. To be sure that the correct Entity ID is associated with the Client Families form, it is important 

to use the one that was generated by the Add Client Form. Click on the “Add New Client” option in the 

drop-down list. 
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The list now displays all data columns associated with the Add Client form. The best practice is to choose 

the “WF” option when it is available. This helps to assure that the workflow only grabs the data that was 

generated within the workflow. In this example, choose “WF_Entity_EntityID”. Basically, this tells the 

Client Families form to use the Entity ID from the Entity ID column of the Entity table that was generated 

from the Add Client form of this workflow. 
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The Client Families form only uses the Entity ID parameter. Some forms have numerous parameters. The 

system administrator needs to have a basic understanding of the forms in the system, their purpose and 

how they handle data. As mentioned previously, data that is not generated by the current form MUST 

be linked. At the same time, data that is generated by the current form CANNOT be linked. The system 

administrator should have some experience and early support from CaseWorthy™ to learn how and 

when to link parameters. Once there is a certain level of knowledge and comfort with the system, linking 

parameters should become second nature. Once all relevant and required parameters have been linked, 

click the  button on the Link Form Properties pop-up. 
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It is recommended to add the “Stop Workflow Control” early in the development of the workflow so 

that forms can be connected with each step of the workflow. Waiting to do all the linking at the end can 

lead to confusion and difficulty in resolving the logic flow. Add the Stop Workflow Control by dragging 

and dropping it from the left side menu into the workspace – typically placing it on the bottom left of 

the workspace. It is recommended to build the workflow in a circular pattern to more easily follow the 

logic and flow. 
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To link steps and create the logic of the flow, click and drag one of the tabs at the bottom of the 

workflow control to the name of the form or control that the flow should be directed to. In this example, 

once the Add Client form is saved, the flow carries the user to the Client Families form. If the Add Client 

form is canceled, the workflow ends and if the “Save” option is selected, the workflow carries the user 

to the Client Families form. The system displays direction arrows that delineate linkages as tabs are 

dragged and dropped to the desired destinations. 
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If there are no family members to add, the option to go directly to enrolling the client in the program 

needs to be available. The Workflow Question Control provides the logic that directs the flow of the 

process. To set up the Workflow Question Control, drag and drop it onto the workspace. To establish the 

linkage, drag and drop the tabs at the bottom of the Add Client form to the Workflow Question Control. 

Keep the “Cancel” tab linked to the Stop Workflow Control. Click on the Workflow Question Control icon 

to access the options list – select “Add/Edit Question”. 
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In the Question text box, type in the desired content. Click the “Add New Answer” button to create 

response options. Type in the desired response text. Click  when finished. 
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The Workflow Question Control displays with a tab for each entered response option. Click on each tab 

and drag it to the next workflow step that should occur based on that response. 
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If the workflow is used by any programs that require “Entry” assessments, the Workflow Assessment 

Control needs to be included in the workflow at some point past the Enrollment Add/Edit or Enrollment 

Members form. It is typically recommended to place it immediately following the enrollment form if 

family members are not enrolled and immediately after the enrollment members form if family 

members are enrolled. To add the Workflow Assessment Control, drag and drop it from the left side 

menu to the workspace. Click on the control to render the options menu and select “Link Enrollment 

ID”. 
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If only the HOH is enrolled in the program, the Enrollment ID is linked from the enrollment form. If 

family members are enrolled, the Enrollment ID is linked from the Enrollment Members form. Click on 

the empty field to the right of “Enrollment ID” and click on the appropriate form in the list. When the 

form list appears, select “Enrollment_EnrollmentID” if only the HOH is enrolled or 

“EnrollmentMember_EnrollmentID” if family members are enrolled. This is an exception to the rule of 

using the “WF_” parameter. After mapping the appropriate Enrollment ID, click . 
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Continuing adding relevant and required forms and workflow controls to the workspace, mapping 

parameters and linking steps until all desired processes have been included. Be sure to check the icon on 

the top right of the workflow designer – if all forms are linked in a logical manner, a green checkmark 

displays. If there is an error in the logic or links are missing, a yellow triangle displays. When finished, 

click the floppy disc icon and choose “Save and Close”. 
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Once the workflow has been created, link it up to the desired menu or button (See the CaseWorthy™ 

apBuilder™ Guide for more information on linking workflows to menus/buttons) and run it to test it out. 

If parameters have not been linked correctly errors appears during the workflow. If this occurs, return to 

the workflow design and adjust the parameter mapping on the affected form – it can sometimes be a 

process of elimination to find the correct link. After trying various options without success, please 

contact a CaseWorthy™ Customer Representative. 
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Batch Processes 

(Administration>Setup>Batch Processes) 

Batch processes are stored procedures that are automatically run in CaseWorthy™. They process large 

amounts of data and are therefore scheduled to run at times when users are not in the system. The 

scheduled times reflect “server time” – the local time where the servers are located. Because 

CaseWorthy’s servers are located in Salt Lake City, UT, server time is in the Mountain Time time zone. 

To view current tasks and their schedule, click on the “Recurring Tasks” button on the top right side of 

the Batch Tasks summary form. 

 

The list of current recurring tasks displays. To edit a task, click on the action gear  next to the desired 

task and select “Edit”. 
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Occasionally, there may be reason to change the “Interval”, though typically the “Desired Time to Run” 

is the only field that should be edited. It is highly recommended to set it to run at a time that users are 

not likely to be in the system. Also, remember, the time is relative to where the server is located, which 

is Mountain Time. When the time and interval are set as desired click the  button. 

 

The summary form displays. To view the history and status of a batch process, click the action gear  

next to the desired task and select “Task Instances”. 

 

The Task Instances history displays. When finished viewing, click the  button. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 236                       © CaseWorthy, Inc. 2019. All rights reserved 
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Alert Configuration 

(Administration>Setup>Alert Configuration) 

The Alert Configuration form allows the creation and modifying of alerts linked to specific actions. 

 

Alert types may be filtered with the alert type drop down list. To create a new alert, click the  

button. The Alert Configuration form displays. 

 

Enter all required parameters. After selecting an alert type an additional field for rule displays which 

must be entered. After alert type and action have been selected, parameters may be mapped with the 

 button. Click  when all required fields have been completed. The Alert 

Configuration Summary form displays. 
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To edit an existing alert, click the action gear  and click Edit. 

 

Make any changes and click  when done. 

 

Client Badge Summary 

(Administration>Setup>Client Badge Summary) 
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To create a new client badge, click the  button. The Create Client Badge form displays. 

 

Enter a name and description. Select the checkbox for Is Default and Is Single Side Template if 

applicable. Enter a number for sort order if necessary. Click . The Client Badge Summary form 

displays. 
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To edit an existing client badge, click the action gear  and click Edit. The Create Client Badge form 

displays. 

 

Make any changes and click  when done. 

 

Actions – Issues 

(Administration>Setup>Actions – Issues) 

 

To delete an action, click the action gear  and click Delete. 
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Client Account Configuration 

(Administration>Setup>Client Account Configuration) 

 

Click  to add a row. Select settings from the drop-down lists. Click  when done. 

 

Click the blue checkbox  to edit an existing item. The fields expand and can be changed. To delete an 

item, click the  icon and confirm in the pop-up dialog. Click  when done editing. 
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Portal Default 

(Administration>Setup>Portal Default) 

 

Click  to add a new type. Enter all the fields and click  when done. 

 

To edit an existing type, click the blue checkbox . The fields expand and can be changed. To delete an 

item, click the  icon and confirm in the pop-up dialog. Click  when done editing. 
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Integration Processes 

(Administration>Setup>Integration Processes) 

 

A list of existing integration processes displays. To create a new process, click the  

button. 

 

Select an integration type from the drop-down list and click the  button to locate the 

excel file being used. Click the  button when finished.  
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Entity Duplicate Check Configuration 

(Administration>Setup>Portal Entity Duplicate Configuration) 

 

To add a new configuration, click the  button. The Entity Duplicate Check Configuration 

(Add) form displays. 

 

Select an Entity Type from the drop-down list and select any desired settings using the drop 

down lists and checkboxes. Click  when finished. 

 

To edit an existing configuration, click the action gear  icon and click Edit. The Edit form is the 

same as the Add form shown above. Make any desired changes and click  when finished. 
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Reporting Framework 

 

Reporting Level Setup 
 
Objective: Access reporting level setup. 
 
Navigation: Administration>Setup>Reporting Framework 
 

 
 
Click the icon for Reporting Level Setup.  
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The Reporting Level Setup form displays. 
 

 
 

Click the  button. A new, expanded row displays. 
 

 
 
 
Enter a parent node ID, child node ID, select a level from the drop-down 

list, and enter a description. Click  when finished. 
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Link Providers to Reporting Levels 
 
Objective: Link a provider to a reporting level. 
 
Navigation: Administration>Setup>Reporting Framework 
 

 
 
Click the icon for Summary – Link Entities. The Reporting Level Setup form displays. 
 

 
 

Click the action gear  icon associated with the desired parent node and select Schools from the 
popup menu that appears. The Add Provider to Node form displays. 
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To add a provider, click the  button. Click the magnifying glass  lookup icon on the new row. 
The Select Providers Lookup form displays. 
 

 
 

Use the search fields and  button to locate the desired provider and select it when located. 

Alternatively, click the  button to create a new provider. 
 

 
 

When a provider has been selected the name appears in the new row. Click the  button when 
finished. 
 

Reporting Hierarchy Users 
 
Objective: Assign a user to a reporting hierarchy. 
 
Navigation: Administration>Setup>Reporting Framework 
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Click the icon for Reporting Hierarchy Level. The Reporting Level Setup form displays. 
 

 
 

Click the  button.   
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The Reporting Hierarchy Users form displays. 
 

  
 

To assign a new user, click the  button. A new row appears. 
 

 
 

Click the magnifying glass lookup  icon to lookup a user.   
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The Select Users Lookup form displays. 
 

 
 

Enter a name or select an organization in the relevant fields and click the  button. Locate and 
click the desired user in the search results. The selected user appears in the field. 
 

 
 

Click the  button when finished. 
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Reporting Framework 

 
Objective: Create and edit a reporting hierarchy. 
 
Navigation: Administration>Setup>Reporting Framework 
 

 
 
Select Reporting Hierarchy Summary from the Reporting Framework dashboard. The Reporting Level 
Setup form displays. 
 

 
 

Click the action gear  icon associated with the desired entry.  
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Select Edit from the menu options. 
 

 
 

The Edit Hierarchy Node form displays. 

Edit Hierarchy Node (8857) 

 
 

Edit any desired field, click the  button to save and exit. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 254                       © CaseWorthy, Inc. 2019. All rights reserved 
 

Edit Scoring 

 

Objective: Provide a way to score training quizzes given to clients. 

 

Navigation: Administration Dashboard>Setup>Training Courses>…Edit Scoring 

 

 
 

Select Training Courses from the Setup Menu under the Administration tab. The Training 

Courses form displays. Click the action gear  icon next to the desired course title.  
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A pop-up menu appears.  

 

 
 

Select Modules from the pop-up menu. The Modules form appears.  

 

 
 

Click the action gear  icon next to a module type that is in ‘Quiz’ format. Select Scoring from 

the pop-up menu The Edit Scoring form appears.  
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To select a Feedback type, click the drop-down arrow in the Feedback Type Menu. Enter any 

desired feedback in the textbox labeled Content. 

 

 
 

To add a grade, enter text into the textbox labeled Grade Text. Enter any specific parameter 

values for the grade in the From and To boxes. To add more grade parameters, click the 

 button. A new textbox appears. 

 

 
 

Click the  icon to delete the grade that the icon is associated with. Click the  icons to 

reorganize the grade text. Click the  button to save the form and return to the Modules 

page. 
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Administration Menu 

Application Settings 

(Administration>Administration>Application Settings) 

This link leads to a dashboard with options for customizing various application settings such as the 

default template to use when printing a case note and the “help” message that is displayed on the login 

page. 
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Default Print Template 

(Administration>Administration>Application Settings>Default Print Template) 

From the Application Settings dashboard, click on the “Default Print Template” icon. 

 

The Default Print Template form displays. Use the drop-down list to select the desired case note 

template that has been created in the system to use as a template for the header when printing case 

notes. For more information on entering case note templates into the system, see the Codes and 

Categories section of this manual. When the desired template has been selected click the  button. 
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Log-In Help Message 

(Administration>Administration>Application Settings>Log-in Help Message) 

This feature allows system administrators to enter the “Help” text a user sees when the “Help” button is 

selected on the login page. Thereby the message can be configured to direct the user to an email, phone 

number, or other processes the system administrator has designed to assist them with login issues. To 

customize this message, click on the “Log-in Help Message” icon. 
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The Login Help Message form displays. Simply type the desired text into the text box and click  

when finished. 
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New Application Settings 

 

The following new application settings can be configured by following the navigation below.  

 

Navigation: Administration>Administration>Application Settings>Application Setting List 

 

 

 

Under the Administration tab, select Administration. A pop-up menu appears. Select Application 

Settings. The Application Settings dashboard appears.  

 

 

 

Click on the icon labeled Application Setting List.  
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The Application Setup List appears.  

 

 

 

Scroll to find the following new application settings.  

 

SSNRestriction 

The value defaults to false. To prevent users from entering duplicate social security numbers in their 

database change the value to true. 

 

AllowDuplicateEnrollmentWithinDatabase 

The value defaults to false. To allow users to enter duplicate enrollments in their database set the value 

to true.  

 

HideExtraVetFields 

See the HMIS 7.2 documentation. 

 

To change the value of an application setting, follow the instructions below. 
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Click on the action gear icon. Select Edit on the popup menu that appears. 

 

 

 

Delete the word ‘false’ in the Value textbox and type the word ‘true’. 
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Bulletin Board Administration 

(Administration>Administration>Bulletin Board Administration) 

The bulletin board functionality allows users granted access to create messages and configure who the 

message is broadcast to. Messages are set up to display on the “Default” dashboard”, but can be 

customized to display on other dashboards as well or instead. To create a bulletin board message, click 

on the Bulletin Board Administration link. The Bulletin Board Message summary form displays. To add a 

new message, click the  button. 

 

Enter a Start Date – this is the date the message displays first on the designated dashboard. Enter an 

End Date – as of this date, the message no longer displays. Give the message a subject title, then type 

the desired message into the Description text box. When all desired text has been entered click the 

 button. 
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Bulletin Board Permissions 

(Administration>Administration>Bulletin Board Administration>Bulletin Board Permissions) 

To configure who the message is broadcast to, click on the action gear  next to the message and select 

“Permission”. 
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The bulletin Board Permission summary form displays. Click on the  button. 
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On the Bulletin Board Permission form, use the drop down lists to identify the type of permission (such 

as case managers assigned to a program, organizations, providers, provider categories, etc.), then select 

. To add additional permission types or entries from a type list, click  from the summary 

form and repeat the steps above. 

 

  

Batch File Exports 

(Administration>Administration>Batch File Exports) 

This link leads to a summary form that displays XML reports that have been sent via the system. The files 

are stored as zip files and are typically copies of SSVF and/or AHAR reports. 
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Client Administration 

(Administration>Administration>Client Administration) 

THESE ACTIONS CANNOT BE REVERSED. DELETING, MERGING OR MOVING THE SELECTED RECORDS IS 

A PERMANENT ACTION.  

 
The Client Administration area allows system administrators to permanently delete client records, 

merge duplicated client records and transfer caseloads. 
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Permanent Delete 

(Administration>Administration>Client Administration>Permanent Delete) 

THIS ACTION CANNOT BE REVERSED. DELETING THE SELECTED RECORD IS A PERMANENT ACTION.  

To permanently delete a client record, enter the Client ID, SSN, First Name and/or Last name and click 

the  button. Records matching the entered criteria displays. Click on the action gear  next to 

the record to be deleted and select “Delete Client Permanently”.  

There is NOT a warning message associated with this button – clicking on the “Delete Client 

Permanently” option initiates the delete process IMMEDIATELY. 
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Merge Client Records 

(Administration>Administration>Client Administration>Merge Client Records) 

THIS ACTION CANNOT BE REVERSED. MERGING THE SELECTED RECORDS IS A PERMANENT ACTION. 

 

To merge a duplicated client record, from the Client Administration form, click on the  

button.  

 

The Merge Client form displays. This form merges "Client A" and "Client B”. "Client B" is the surviving 

record that then takes ownership of all services, assessments, etc. of the record associated with "Client 

A". Clients in families with one and only one family member also have enrollments transferred. For 

clients belonging to a family with more than one member, the enrollments do not move with client 

merge, and must be updated manually in the Case Management area of the system. To associate 

records to be merged, click on the look-up icon  next to the Client A and Client B fields. Use the 

search form to find and select the records to be associated with each field. When the desired records 

have been associated to the appropriate “Client”, click the  button.  

A warning message DOES NOT appear – clicking on the  option initiates the merge 

process IMMEDIATELY. 
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CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 272                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

Move Case Load 

(Administration>Administration Menu>Client Administration>Move Case Load) 

To move all clients associated with a specific case manager to another case manager, select the 

 button on the Client Administration form. 

 

To move ALL clients associated with a case manager to a single other case manager, click on the look-up 

icon  on the From User field to find and select the case manager currently associated with the clients. 

Next, click on the look-up icon  on the To User field to find and select the case manager to become 
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associated with the clients. When the From User and To User fields are associated with the desired case 

managers, click the  button. 

A warning message DOES NOT appear – clicking on the  button initiates the transfer 

process IMMEDIATELY. THIS ACTION CANNOT BE AUTOMATICALLY REVERSED. To reverse this action 

each record must be changed manually in the Case Management area of the system. TANSFERING THE 

CASE MANAGER ASSIGNMETS IS A PERMANENT ACTION.  
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CaseWorthy™ Administration 

(Administration>Administration Menu>CaseWorthy Administration) 

The CaseWorthy™ Administration area allows system administrators to view used and “abandoned” 

forms, lists, queries and dashboards. These summary forms make finding and managing forms simpler 

and more efficient. 

 

Reports 

(Administration>Administration Menu>CaseWorthy™ Administration>Reports) 

The “Reports” area of the CaseWorthy™ Administration dashboard contains a variety of summary forms 

that allow the system administrator to find forms, lists, etc. 

 

Forms 

To view forms that are active and currently in use, click on the Forms icon. On the launch page, select 

“Used Forms” and click on the  button. A report displays listing the form ID and name as well as 

who created it and when. 
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To view Unused forms that are not linked anywhere in the system, click on the Forms icon. On the 

launch page, select “Unused Forms” and click on the  button. A report displays listing the form ID 

and name as well as who created it and when. 
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Lists 

To view lists that are active and currently in use, click on the Lists icon. On the launch page, select “Used 

Lists” and click on the  button. A report displays listing the list ID and name as well as who 
created it and when. 
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To view lists that are inactive and unused, click on the Lists icon. On the launch page, select “Unused 

Lists” and click on the  button. A report displays listing the list ID and name as well as who 
created it and when. 
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Queries 

To view queries that are active and currently in use, click on the Queries icon. On the launch page, select 

“Used Queries” and click on the  button. A report displays listing the query and form IDs and 
name as well as who created it and when. 
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To view queries that are inactive and currently in unused, click on the Queries icon. On the launch page, 

select “Unused Queries” and click on the  button. A report displays listing the query and form IDs 
and name as well as who created it and when. 
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Dashboards with Items 

 
To view dashboards with items that are active and currently in use, click on the Dashboards with Items 

icon. On the launch page, select “Dashboards with Items” and click on the  button. A report 

displays listing the dashboard IDs and name as well as who created it and when. 

 
 

Name of Report on Form 

Use this report to determine the file name of the Report ".rdl" which a CaseWorthy™ report launch form 
is linked to. Click on the “Name of Report on Form” link. On the Find File Name form, enter the form 
number of the report launch form to find a specific report name. To see information for several specific 
forms, enter the form IDs separated by a comma. Leave the field defaulted to “0” to do an open search 

and view all forms linked to reports. When the field is set as desired, click the  button.  
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Manage CaseWorthy™ Objects 

(Administration>Administration>CaseWorthy™ Administration>Manage CaseWorthy™ Objects) 

This area allows system administrators to easily access and manage forms within the system. 

Unused Forms 

To clean up the system and easily remove unused forms, click the Unused Forms icon. The Unused 
Forms search form displays. Search by entering either the form name or the form ID. Using the Unused 
Form Report assists in determining which forms are unused and need to be removed. Once the search 
results appear, click on the action gear  next to the desired form and select “Delete” to remove the 
form from the system.  
 
A warning message DOES NOT appear – clicking on the “Delete” option initiates the delete process 

IMMEDIATELY. THIS ACTION CANNOT BE REVERSED. DELETING THE SELECTED FORM IS A PERMANENT 

ACTION.  
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Active Forms and View Form Location 

To view a list of all areas within the system where a form is linked, first click on the “Active Forms” icon.  

 
 

Enter the form number for the form being researched and click the  button.  
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Using the Used Forms Report described above can help determine the form number. Once the search 

results have been returned, click on the action gear  next to the desired form and select “Fill Find 

Location”. Click the  button to return to the dashboard. 

 
 
Next, select the “View Form Location” icon.  

 

 
 

On the View Form Location form, enter the Form ID of the desired form and click the  button. 

The form now displays the location and click-path for every place within the system that the form is 

available. 
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Workflows 

To view a list of all workflows in the system with workflow name and ID as well as who created it and 
when, click the “Workflow” icon. 

 
 
To edit or delete a workflow, select the desired option from the action gear  next to the workflow 

name. 
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CaseWorthy Object Import 

(Administration>Administration>CaseWorthy Object Import) 

This area allows system administrators to import forms from other databases. New forms may be 

created, or existing forms, significantly changed in a Train or Test database, can be imported. Rather 

than rebuilding or recreating the changes, this feature brings the form into the current database and 

automatically assigns it a custom form number. 

First, navigate to the targeted form in the desired database. Open the form using the Form apBuilder™ 

(for more information on how to use the Form apBuilder™ in CaseWorthy™, please refer to the 

CaseWorthy™ apBuilder™ Manual). On the top left of the form, click on the green, downward-pointing 

arrow  icon. 

 

When prompted, save the file to the defaulted “downloads folder” location. 

Firefox: 

 

IE9: 
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Chrome: 

 

 

Once the form has been exported and downloaded, login to the desired database for import and 

navigate to the Form Import area. 

On the Import Form, use the “browse” button to search and select the desired form. Then click the 

 button on the bottom of the screen. 

 

The form imports into the system and the new form number displays in red. 
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Database Backups 

(Administration>Administration>Database Backups) 

System administrators can schedule a database backup export through the CaseWorthy™ Batch 

Processor, which, once it is completed, is stored in this area as a zipped file. The file can be download 

and viewed using "SQL Server Management Studio”.  

NOTE: Up to 3 downloads may be stored in this area. As additional downloads are scheduled, the system 

automatically overwrites the oldest version. 

To download a file, simply click the download button  next to the desired file. 
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Full HUD CSV Export 

 
HUD Export 
 
Objective: Export HUD reports. 
 
Navigation: Administration>Administration>Full HUD CSV Export 
 
The Export HUD CSV form displays. 

Export HUD CSV 

 
 
Enter information into required fields: Grant Begin Date, Report Begin Date, Report End Date, 

Organization, Program(s), and Provider(s). Click the  button to export form. An informational 
pop-up box appears, click ok. 
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User Login History 

(Administration>Administration>User Login History) 

This area allows system administrators to view information on user login histories within a specific week 

date range, by reason and/or by login name.  

To view login history, set the date range. If desired, filter by login name and/or reason. Click the  

button. 

 

The history displays in tabular form. 
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Slot History 

(Administration>Administration>Slot History) 

The slot history area provides easy access to all slots set up within CaseWorthy™. System administrators 

can view the list of slots and see their assigned resource, current status, and if they have a special 

designation (such as disabled, medical, veteran, etc.). Additionally, by clicking on the action gear  next 

to the desired slot, system administrators can quickly and easily edit the set up. 
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Client Viewed By User 

(Administration>Administration>Client Viewed By User) 

The Client Viewed By User form displays a spreadsheet of clients viewed by user with a date and time. 

Parameters may be set to both a specific client and a user. 

 

To select a client, click the magnifying glass  icon for client. 

 

The Find Client Lookup form displays. Enter any known client info and click the search button. 

 

Matching clients display in the space below. Click the desired client. 
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The Client Viewed By User form displays. To select a user, click the magnifying glass  icon for user 

name. 

 

The Select Users Lookup form displays. To narrow the list of users, enter a user name or select an 

organization from the drop-down list and click . Click on the desired user. 

 

The Client Viewed By User form displays. Click the  button. Results display in the space below. 
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Who Changed My Client? 

(Administration>Administration>Who Changed My Client?) 

The Who Changed My Client? form is a simple way to view any changes made to a client. It specifically 

details any new and changed values to any form label for a client. 

 

To view changes to a specific client, click the magnifying glass  icon. 

 

The Find Client Lookup form displays. Enter any known client info and click the  button. 

 

Matching clients display in the space below. Click the desired client. 
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The Who Changed My Client form displays. Click the search button and changes made to the client are 

displayed in the space below. 

 

 

Form Designer Help Setup 

(Administration>Administration>Form Designer Help Setup) 

The Form Designer Help Setup form allows for the setting up of help fields on forms. The left column is 

used to select a field. 
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Upon selecting a field, the table changes to the selected field. Clicking the  button displays a 

new window with a list of all uses of the selected help field.  

 

Click  to return to the Form Designer Help Setup form. 
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Click  to add a new help dialog. The Element Property Help Editor form displays. 

 

Use the radio buttons to select Video, Text, or Video and Text. 

 

To attach a YouTube video, insert the embed code from a video into the YouTube Code form. Enter the 

desired help text into the Help Text form. Click  when done. The Form Designer Help Setup form 

displays. 
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Editing is essentially the same. First, click the  button. The Element Property Help Editor displays. 

 

Make any desired changes and click  when done. 
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Provider / Payee Administration 

(Administration>Administration>Provider / Payee Administration) 

The Provider / Payee Administration dashboard gives access to forms used to merge providers and 

payees. 

 

 

Merge Provider 

Click the magnifying glass  icon. 

 

The Select Providers Lookup form displays. Click a provider name in the list to select. The Merge 

Providers from displays. 
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Once the desired providers have been selected, click the  button. 

 

Merge Payees 

Click the magnifying glass  icon. The Provider Referral Other Search Lookup form displays. 
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Enter any known info and click  to locate a specific payee. Click on a name to select. The Merge 

Payees form displays. 

 

Once the desired payees have been selected, click the  button. 

 

Assessment View Mapping 

(Administration>Administration>Assessment View Mapping) 

To complete a new mapping, click the  button. The Assessment View Mapping form displays. 
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Click the magnifying glass  icon for view form. The Find Assessment Form Lookup form displays. 

 

Enter a name or ID and click  to filter the list of forms. Click a form to select it. The Assessment 

View Mapping form displays. 

 

Select a workflow form from the drop-down list. Click . The View Assessment Mapping Summary 

form displays. 

 

To edit an existing workflow form, click the action gear  and click Edit. The Assessment View Mapping 

form displays. 

 

Select the desired workflow form and view form and click . 
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Family Administration 

Manage Family Members 

(Administration>Administration>Family Administration) 

Manage Orphan Clients 

 

Click the icon for Manage Orphan Clients. The Admin Find Orphan Clients form displays. 

 

Use the parameter fields and  button to filter the list of clients. To generate a family 

record for a client, click the  button. To generate records for all orphaned 

clients, click the  button.  
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Manage Family Members 

 

Click the icon for Manage Family Members. The Manage Family Members form displays. 

 

To filter by a family name, enter the name in the Family search bar and click the  button. 

To delete a family member, click the action gear  icon and click Delete. 
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Codes and Categories Menu 

The Codes and Categories area is designed to allow for customizations within the system without having 

to create custom forms or lists.  There are seven primary categories, most of which include multiple sub-

categories. 

Financials/Documents 

(Administration>Codes and Categories>Financials/Documents) 

The Financials and Documents category area includes set up for Case Note Templates, Financial Types, 

Tax Table, Documents Type, Roles, AMI/Poverty, Image Type and Fiscal Calendars. 

Templates 

(Administration>Codes and Categories>Financials/Documents>Templates) 

This area houses the set up for case note and email templates. Templates allow for required and/or 

specific formats to be applied to the case note or email. Additionally, parameters can be carried in which 

can populate data fields such as client name, case manager name, DOB, etc. 

 

To create a new template, click on the “Templates” icon on the Financials/Documents dashboard. 

 

To upload images and/or logos to embed in templates, click the  button. 
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From the Case Note Image summary form, click the  button. 

 

On the Upload Case Note Image form, enter a name for the image. Use the “Browse” button to select 

the image to upload. Then click the  button. 
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Back on the Case Note Image summary form, make note of the Template Image ID and click the  

button. 

 

Upon returning to the Case Note Template form, click the  button. 
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On the Edit Case Note Template form, enter the name for the template. Select the template type and 

the organizations that should have access to the template. Use the Queries field look up icon  to find 

and select the desired query or queries to use to parse default data (such as client data, like name, 

DOB). To enter the text of the template; either manually copy a file or document and paste it in or type 

the text into the large text area. 

 

To populate the template with default data, simply drag and drop the desired query columns to the 

appropriate place in the document. 
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Finally, to add a logo or image to the document, select the Insert/Edit Image icon  from the rich text 

editor menu. 

 

Enter the following URL, where “XX” is the desired Template Image ID (found on the Template Image ID 

summary form) – ImageDisplay.aspx?TemplateImageID=XX. Type in the description of the image, then 

click “Insert” 

 

Use the options on the Rich Text Editor menu to center or justify text and/or images, as well as to 

format and otherwise edit the look and feel of the template. 

 

 

 

Financial Types 

(Administration>Codes and Categories>Financials/Documents>Financial Types) 

The Financial Types area allows system administrators to customize the options available to users 

completing financial assessments for clients. To access the Financial Types set up area, select the 

Financial Types icon on the Financials / Documents dashboard. 
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On the Financial Types form, access the financial categories by clicking the  button on the 

top right. 

 

To add a financial type category, click the  button. Add a row for each category type to be 

entered. Enter the category description. Click  when all desired category types have been 

entered. 
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The Financial Types form displays. To add a financial type, click the  button. Add a row for each 

financial type to be entered. Enter a Sort Order, Description and Category ID. Link the organizations that 

should have access to the financial type. When all desired financial types have been entered click the 

 button. 
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Financial SubCategory Types 

(Administration>Codes and Categories>Financials and Documents) 

 

Click the icon for Financial Types. The Financial Types form displays. 

 

Click the  button. The Financial SubCategory Types form displays. 
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To add a new sub-category, click the  button. Select a category from the drop-down 

list and enter a description. To edit an existing sub-category, click the blue checkbox  icon 

and make any desired changes. Click  when finished. 

 

On the Financial Types form, click the  button to view financial types in detail. The 

View Accounts form displays. 

 

Click the blue checkbox  icon to edit an item. Make any desired changes and click  

when finished. 

Tax Table 

(Administration>Codes and Categories>Financials/Documents>Tax Table) 
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The Tax Table area allows system administrators to enter local area tax rates. To access the Tax Table 

area, click the Tax Table icon on the Financials and Documents dashboard. 

 

To add a local area Tax Table, click the  button. Add a row for each local area to be entered. Enter 

the area description and the tax rate for City, County and State. Edit the defaulted Begin and End Dates 

if necessary. Select the Organizations that have access to the Tax Table information entered. When all 

desired data is entered, click the  button. 
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Documents Type 

(Administration>Codes and Categories>Financials/Documents>Documents Type) 

The Documents Type area allows system administrators to customize the documents list that displays on 

the files and documents form. To access the Documents Type form, click the Documents Type icon on 

the Financials / Documents dashboard. 

 

On the Document Types form, access the document categories by clicking the  button on 

the top right. 
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To add a document type category, click the  button. Add a row for each category type to be 

entered. Enter the category description. Click  when all desired category types have been 

entered. 

  

The Document Types form displays. To add a document type, click the  button. Add a row for 

each document type to be entered. Enter a Description and Category. When all desired document types 

have been entered click the  button. 
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Roles 

(Administration>Codes and Categories>Financials/Documents>Roles) 

The Roles area is designed to provide an overview of how roles are set up. Most items are for 

information only. However, system administrators can enable or disable automated user time logging by 

role directly from this form. To access the Roles area, select the Roles icon on the Financials / 

Documents dashboard. 

 

The Role Definition form displays. To edit the time logging setting, click the blue checkbox  next to the 

desired role. Click or unclick the Enable Time Logging checkbox. When all roles have Enable Time Logging 

set as desired, click the  button. 
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AMI/Poverty 

(Administration>Codes and Categories>Financials/Documents>AMI/Poverty) 

System administrators use the AMI/Poverty area to set the Area Median Income and Poverty Levels to 

be used by the system on the financial assessment form. To access the AMI/Poverty set up area, select 

the AMI/Poverty icon on the Financials / Documents dashboard. 

 

The Poverty Listing summary form displays. To add an AMI/Poverty listing, click the  button. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 329                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

The Area Median Income/Poverty form displays. Enter an Area Name and the State. Complete the Area 

Median Income fields as well as the Poverty Level fields. When all data has been entered, click the 

 button. 
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Fiscal Calendars 

(Administration>Codes and Categories>Financials/Documents>Fiscal Calendars) 

This area allows system administrators to manually create or edit fiscal calendars. They can also be auto-

generated by the system. For more information refer to the Program Budget area of this manual. To 

access Fiscal Calendars, select the Fiscal Calendar icon on the Financials / Documents dashboard. 

  

The Fiscal Calendar summary form displays. To add a fiscal calendar, click the  button. NOTE: It 

is much easier to set up fiscal calendars in the Program Budget area. 
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The Fiscal Calendar form displays. Enter a name or description for the fiscal year being created. Indicate 

the Begin Date, End Date and Status of the calendar. When all desired data have been entered click the 

 button. 

 

The Fiscal Calendar summary form displays. To set up or edit the months included in the fiscal calendar, 

click on the action gear  next to the desired calendar and select “Add Month Details”. 
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The Fiscal Calendar set up form displays. To add a month to the calendar, click the  button. On 

this form, only one row can be added at a time. Enter all the information for the month, then click the 

 button again. There is no need to save the form until after all desired months have been 

entered, but clicking the  button before completing each row requires the user to go back and re-

open each row to enter the Description, Begin Date, End Date and Status data. When all desired months 

have been entered, click the  button. 

 

The Fiscal Calendar summary form displays. To edit the calendar name/description, begin or end dates 

or status, click the action gear  next to the desired calendar and select “Edit”. The edit form functions 

exactly as the set-up form. Simply enter the desired changes and click the  button. 
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Mortgage Rates and Factors 

 
Objective: Add or edit mortgage rates 
 
Navigation: Administration>Codes and Categories>Financials and Documents 
 

 
 
Select Mortgage Rates and Factors from the Financials and Documents portion of the Financials and 
Documents dashboard. The Mortgage Rates and Factors form displays. 

Mortgage Rates and Factors 

 
 

To add a new entry, click the  button. Click the blue checkbox  icon to edit an entry, the row 
expands. 
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Make any necessary edits. Click the  button to save and exit. 
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Issues/Health 

(Administration>Codes and Categories>Issues/Health) 

The Issues and Health section of the Codes and Categories menu includes options to customize Issues, 

Crimes, Medications, Immunizations and Allergies. 

Issues 

(Administration>Codes and Categories>Issues/Health>Issues) 

The Issues area allows system administrators to customize the issue list accessible to users. To access 

the Issues set up area, select the Issues icon on the Issues / Health dashboard. 

 

On the Issue Types form, access the issue categories by clicking the  button on the top 

right. 

 

To add an issue category, click the  button. Add a row for each category to be entered. Enter the 

category description. Click  when all desired categories have been entered. 
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The Issue Types form displays. To add an issue type, click the  button. Add a row for each issue 

type to be entered. Enter a Description and Category. Link the organizations that should have access to 

the issue type. When all desired issue types have been entered click the  button. 

 

Crimes 

(Administration>Codes and Categories>Issues/Health>Crimes) 

The Crimes area allows system administrators to customize the crimes list accessible to users. To access 

the Crimes set up area, select the Crimes icon on the Issues / Health dashboard. 
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On the Crimes form, access the crimes categories by clicking the  button on the top right. 

 

To add a crime category, click the  button. Add a row for each category to be entered. Enter the 

category description. Click  when all desired categories have been entered. 
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The Crimes form displays. To add a Crime, click the  button. Add a row for each crime to be 

entered. Enter a Description and Category. When all desired crimes have been entered click the  

button. 
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Medications 

(Administration>Codes and Categories>Issues/Health>Medications) 

The Medications area allows system administrators to customize the medication list accessible to users. 

To access the Medications set up area, select the Medication icon on the Issues / Health dashboard. 

 

The Medications form displays. To add a medication, click the  button. Add a row for each 

medication to be entered. Enter a Description, then select a Category and Medication Type. When all 

desired medications have been entered click the  button. 
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Immunizations 

(Administration>Codes and Categories>Issues/Health>Immunizations) 

The Immunization area allows system administrators to customize the immunization list accessible to 

users. To access the Immunizations set up area, select the Immunizations icon on the Issues / Health 

dashboard. 

 

The Immunizations form displays. To add an immunization, click the  button. Add a row for each 

immunization to be entered. Enter a Description, Short Description and relevant Dose 

recommendations. When all desired immunizations have been entered click the  button. 
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Allergies 

(Administration>Codes and Categories>Issues/Health>Allergies) 

The Allergies area allows system administrators to customize the allergies list accessible to users. To 

access the Allergies set up area, select the Allergies icon on the Issues / Health dashboard. 

 

The Allergies form displays. To add an allergy, click the  button. Add a row for each allergy to be 

entered. Enter a Description and select a Category. When all desired allergies have been entered click 

the  button. 
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Entity Class Types 

(Administration>Codes and Categories>Issues/Health>Entity Categories) 

 
 

Click on the Entity Categories icon. The Entity Categories form displays. 

 

 
 

Click the  button.   
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The Entity Class Types form displays. 

 

 
 

Click the blue checkbox  to edit an existing class type. The row expands for editing. Click 

 to add a new class type. A new, expanded row appears. Enter a description and system 

ID. Click  when finished. 

 

Goals/Outcomes 

(Administration>Codes and Categories>Goals/Outcomes) 

The Goals / Outcomes section of the Codes and Categories menu includes options to customize Goals, 

Outcomes, Goal Steps, Questions and Answers. 

Goals 

(Administration>Codes and Categories>Goals/Outcomes>Goals) 

The Goals area allows system administrators to customize the goal list accessible to users. To access the 

Goals set up area, select the Goals icon on the Goals / Outcomes dashboard. 

 

On the Goals form, access the goal categories by clicking the  button on the top right. 
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To add a goal category, click the  button. Add a row for each category to be entered. Enter the 

category description. Click  when all desired categories have been entered. 

 

The Goals form displays. To add a goal, click the  button. Add a row for each goal to be entered. 

Enter a Description and Category. Link the organizations that have access to the goal. When all desired 

goals have been entered click the  button. 
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Outcomes 

(Administration>Codes and Categories>Goals/Outcomes>Outcomes) 

The Outcomes area allows system administrators to customize the outcomes linked to programs and 

accessible to users. For more information, refer to the Linking Outcomes to Programs area of this 

manual. To access the Outcomes set up area, select the Outcomes icon on the Goals / Outcomes 

dashboard. 

 

On the Outcome Domains form, access the outcome categories by clicking the  button on 

the top right. 

 

To add an outcome category, click the  button. Add a row for each category to be entered. Enter 

the category description. Click  when all desired categories have been entered. 
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The Outcome Domains summary form displays. To add an outcome domain, click the  button. 

The Edit Outcome Domain form appears. 

 

Enter a Domain Name and relevant Domain Category or categories. When the desired outcome domain 

has been entered click the  button. 
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The Outcome Domains form displays. To add outcome scores or measures, click the action gear  next 

to the desire domain and select “Outcomes”. 
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The Outcome Scores form displays. To enter outcome scores, click the  button. Add a row for 

each outcome score to be entered. Enter a Reporting Value, Score, Short Description, and Long 

Description. When all desired outcome scores have been entered click the  button. 
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Goal Steps 

(Administration>Codes and Categories>Goals/Outcomes>Goal Steps) 

The Goal Steps area allows system administrators to customize the goal steps list that can be linked to 

goals and accessible to users. To learn more about linking Goals and Goal Steps refer to the 

Mappings>Goal Mappings area of this manual. To access the Goal Steps set up area, select the Goal 

Steps icon on the Goals / Outcomes dashboard. 

 

The Goal Steps area allows system administrators to customize the goal steps list that can be linked to 

goals and accessible to users. To learn more about linking Goals and Goal Steps refer to the 

Mappings>Goal Mappings area of this manual. To access the Goal Steps set up area, select the Goal 

Steps icon on the Goals / Outcomes dashboard. 
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Grant Management Outcomes 

 
Objective: Manage Outcome Domains. 
 
Navigation: Administration>Codes and Categories>Plans, Goals and Outcomes 
 

 
 
Select Grant Management Outcomes from the Plans, Goals and Outcomes dashboard. The Outcome 
Domains form displays. 

Grant Management Outcome Domains (8813) 

 
 
Outcome domains display. Filter results by using the Domain Category drop down list to select 

categories to search by. Click the  button to populate results. To add new domain, click the 

 button. To manage categories, click the  button. Click the action gear  icon 
associated with the desired domain to Edit, view Outcomes, or Delete, by selecting the appropriate 

menu option. Click the  button when finished. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 353                       © CaseWorthy, Inc. 2019. All rights reserved 
 

  



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 354                       © CaseWorthy, Inc. 2019. All rights reserved 
 

Questions 

(Administration>Codes and Categories>Goals/Outcomes>Questions) 

NOTE: The Answers area must be set up before creating Questions. 

The Questions area allows system administrators to customize survey or other program related 

questions that can be linked to answers and accessible to users. To access the Questions set up area, 

select the Questions icon on the Goals / Outcomes dashboard. 

 

On the Question Type form, access the question categories by clicking the  button on the 

top right. 
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The Question Category form displays. To add a question category, click the  button. Add a row for 

each question category to be entered. Enter the category description. Click  when all desired 

question categories have been entered. 

 

The Question Type form displays. To add a question, click the  button. Add a row for each 

question to be entered. Enter a Description, Question Category an Answer Category. Link the 

organizations that should have access to the question. When all desired questions have been entered 

click the  button. 

 

 

Answers 

(Administration>Codes and Categories>Goals/Outcomes>Answers) 
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The Answers area allows system administrators to customize answers to survey questions or other 

program related questions that can be linked to programs accessible to users. For more information on 

linking Questions and Answers to programs, refer to the Mappings>Program Mappings section of this 

manual. To access the Answer set up area, select the Answers icon on the Goals / Outcomes dashboard. 

 

On the Answer Type form, access the answer categories by clicking the  button on the top 

right. 

 

The Answer Category for displays. To add an answer category, click the  button. Add a row for 

each answer category to be entered. Enter the category description. Click  when all desired 

Answer categories have been entered. 
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The Answer Type form displays. To add an answer, click the  button. Add a row for each answer 

to be entered. Enter a Description and Category. Link all organizations that should have access to the 

answer. When all desired answers have been entered click the  button. 

 

Test/Job/Skills 

(Administration>Codes and Categories>Test/Job/Skills) 

The Test, Job, and Skills area of the Codes and Categories menu allows system administrators to 

customize the Tests, Occupations, Skills/Credentials, Courses and Job Codes lists in CaseWorthy™. 
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Tests 

(Administration>Codes and Categories>Test/Job/Skills>Tests) 

The Tests area allows system administrators to customize the Tests list that is accessible to users. To 

access the Tests set up area, select the Tests icon on the Test/Job/Skills dashboard. 

 

The Tests form displays. To customize a test list, select the desired test list type (Education, Drug 

Screening, Medical, etc.) To add a Test, click the  button. Add a row for each test to be entered. 

The Category defaults, based on the selection made at the top of the screen. Enter a Test Description. If 

the category is Drug Screening, enter the number of days that must pass to re-test. When all desired 

tests in the selected category have been entered click the  button. To enter Tests for another 

category type, repeat the steps above after selecting the next desired category type. 
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Occupations 

(Administration>Codes and Categories>Test/Job/Skills>Occupations) 

The Occupations area allows system administrators to customize the list of occupations accessible to 

users. To access the Occupations set up area, select the Occupations icon on the Test/Job/Skills 

dashboard. 

 

On the Standard Industry Codes form, access the occupations categories by clicking the  

button on the top right. 
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The SIC Categories form displays. To add a category, click the  button. Add a row for each SIC 

category to be entered. Enter the category description. Click  when all desired SIC categories have 

been entered. 

 

The Standard Industry Codes form displays. To add an SIC, click the  button. Add a row for each 

SIC to be entered. Enter the SIC Reference code, Description and select a Category. When all desired 

SIC’s have been entered click the  button. 
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Skills/Credentials 

(Administration>Codes and Categories>Test/Job/Skills>Skills/Credentials) 

The Skills/Credentials area allows system administrators to customize the list of skills and credentials 

accessible to users. To access the Skills/Credentials set up area, select the Skills/Credentials icon on the 

Test/Job/Skills dashboard. 

 

On the Skill Types form, access the credential types by clicking the  button on the top right. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 362                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

The Sill Type Categories form displays. To add a credential, click the  button. Add a row for each 

credential to be entered. Enter the credential description. Click  when all desired credentials have 

been entered. 

 

The Skills Type form displays. To add a skill type, click the  button. Add a row for each skill to be 

entered. Enter a Description and select a Credential type. When all desired skills have been entered click 

the  button. 
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Courses 

(Administration>Codes and Categories>Test/Job/Skills>Courses) 

The Courses area allows system administrators to customize the list of courses accessible to users. To 

access the Courses set up area, select the Courses icon on the Tests/Job/Skills dashboard. 

 

On the Course form, access the Couse categories by clicking the  button on the top right. 
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The Course Category form displays. To add a course category, click the  button. Add a row for 

each category to be entered. Enter the category name. Click  when all desired categories have 

been entered. 

 

The Course form displays. To add a course, click the  button. Add a row for each course to be 

entered. Enter a Category, Description, and Course Credit information. Enter Term Availability, Begin 

Date and/or End Date as applicable. When all desired courses have been entered click the  

button. 
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Job Codes 

(Administration>Codes and Categories>Test/Job/Skills>Job Codes) 

The Job Codes area allows system administrators to customize the list of job codes accessible to users. 

To access the Job Codes set up area, select the Job Codes icon on the Tests/Job/Skills dashboard. 

 

On the Job Codes form, access the job categories by clicking the  button on the top right. 

 

The Job Type Categories form displays. To add a job category, click the  button. Add a row for 

each job type category to be entered. Enter the category description. Click  when all desired job 

type categories have been entered. 
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The Job Codes form displays. To add a job code, click the  button. Add a row for each job code to 

be entered. Enter a Description and Category. Link all organizations that should have access to the job 

codes. When all desired job codes have been entered click the  button. 
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Time/Inventory 

(Administration>Codes and Categories>Time/Inventory) 

The Time/Inventory area of the Codes and Categories menu allows system administrators to customize 

the Inventory, Time Activity, Time Location and Cost Centers lists in CaseWorthy™. 

 

Inventory 

(Administration>Codes and Categories>Time/Inventory>Inventory) 

The Inventory area allows system administrators or other authorized users to add items to an inventory 

list and assign items within the inventory to users. To access the Inventory Area, click on the Inventory 

Icon on the Time / Inventory dashboard. 

 

The Inventory (Summary) form displays. To add items to an inventory list, click the  button. 
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The Inventory (Add) form displays. Enter a description of the item – the Inventory status defaults to 

“New”. Use the drop-down list to indicate the inventory type (furniture, automobile, clothing, meal, 

etc.). If desired, enter the location where the item is being stored. The begin date defaults to the current 

date. Enter an End Date if appropriate. Unit of Measure defaults to “Each” and Units to “1”. Enter the 

estimated or established value of the inventory item. The Total auto-calculates. When all 

required/relevant information has been entered, click the  button. 

 

From the summary form, use the “Edit” button on the action gear  menu to change inventory status 

(new, disposed, issued to client, etc.) and/or edit other details for the inventory item.  
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When desired edits have been completed, click the  button. 
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Gift Card Inventory 

To enter Gift Card Inventory, from the Inventory Summary form, click the  button. 

 

The Inventory Gift Card (Add) form displays. Enter a description of the type of gift card and the user who 

has possession of the cards. Enter the value of the individual gift cards. The Begin Date defaults to the 

current date. Enter an End Date if appropriate. The expiration date defaults to “Present” but can be 

edited as necessary. Enter the total number of gift cards in the batch to be assigned to inventory. The 

system automatically calculates the total value based on the number of gift cards and their assigned 

value. Enter the first Gift Card Number in the series of cards. The system starts with this number and 

add to it sequentially based on the number of cards identified in the "Number of Gift Cards" field. When 

all relevant/required data has been entered, click the  button. 

 

Once a type (Target, Walmart, etc.) of gift card with a specific designated value has been entered into 

inventory, there is no need to create it again when additional cards of that type and value are added.  
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Adding Sequential Serial Numbers 

Simply click the action gear  next to the desired type/value and select “Serialized Inventory” to add 

more cards. 

 

The Serialized Inventory (Summary) form displays. Select the  button. 

 

The Sequential Card Creation (Add New) form displays. Use the User Holding Card look-up icon  to 

identify the user who has possession of the cards. The expiration date defaults to “Present” but can be 

edited as necessary. Enter the total number of gift cards in the batch to be assigned to inventory. The 

system automatically calculates the total value based on the number of gift cards and their assigned 

value. Enter the first Gift Card Number in the series of cards. The system starts with this number and 

add to it sequentially based on the number of cards identified in the "Number of Sequential Cards". Click 

 when all relevant/required information has been entered. 
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Adding Non-Sequential Serial Numbers 

Simply click the action gear  next to the desired type/value and select “Serialized Inventory” to add 

more cards. 

 

 

The Serialized Inventory form displays. Select the  button. 
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The Serialized Inventory (Spreadsheet Input) form displays. To add a non-sequential serial number, click 

the  button. Add a row for each serialized card to be entered. Enter the Serial Number. The 

status and Expiration Date defaults. Use the User Holding Card look-up icon  to identify the user in 

possession of the card. When all desired non-sequential serial numbered items have been entered click 

the  button. 

 

 

Inventory is assigned and managed from the My CaseWorthy™ menu in the Case Management area of 

CaseWorthy™ or from the Serialized Inventory Activity form accessed from the action gear  on the 

Inventory summary form. Access the Serialized Inventory Activity form utilizing the second method. 
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The Serialized Inventory Activity form displays. Select the clear checkbox  next to the desired 

serialized item(s). Change the staff holding the card and or assign to a client using the appropriate look-

up field. When assigning to a client, the Program and service fields auto-populates. When all 

required/relevant information has been entered click the  button. 

 

 

To view a history of inventory activity, from the Serialized Inventory summary form, click on the action 

gear  next to the desired serial number and select “View History”. 
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The Serialized History View form displays. 
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Time Activity 

(Administration>Codes and Categories>Time/Inventory>Time Activity) 

The Time Activity area allows system administrators to customize the Time Activity list that is accessible 

to users. To access the Time Activity set up area, select the Time Activity icon on the Time / Inventory 

dashboard. 

 

On the Time Activity (Spreadsheet) form, access the categories by clicking the  button on 

the top right. 

 

The Activity Category form displays. To add a category, click the  button. Add a row for each 

activity category to be entered. Enter the category description. Click  when all desired activity 

categories have been entered. 
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The Time Activity spreadsheet displays. To add an activity, click the  button. Add a row for each 

activity to be entered. Enter the Activity Description and select a Category. Identify the organizations 

that should have access to this activity type. When all desired time activities have been entered click the 

 button. 

 

 

Time Location 

(Administration>Codes and Categories>Time/Inventory>Time Location) 

The Time Location area allows system administrators to customize the Time Locations list that is 

accessible to users. To access the Time Location set up area, select the Time Location icon on the Time / 

Inventory dashboard. 
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On the Time Location form, access the categories by clicking the  button on the top right. 

 

To add a category, click the  button. Add a row for each time location category to be entered. 

Enter the category description. Click  when all desired time location categories have been 

entered. 
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The Time Location form displays. To add location, click the  button. Add a row for each location 

type to be entered. Enter the Location Description and select a Category. Identify all organizations that 

should have access to the time location. When all desired locations have been entered click the  

button. 

 

 

Cost Centers 

(Administration>Codes and Categories>Time/Inventory>Cost Centers) 

The Cost Centers area allows system administrators to customize the Cost Centers list that is accessible 

to users. To access the Cost Centers set up area, select the Cost Centers icon on the Time and Inventory 

dashboard. 
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The Time Entry Cost Centers form displays. To add a cost center, click the  button. 

 

The Time Entry Cost Center form displays. Enter the Cost Center Description and identify all the 

organizations that should have access to the cost center. When all desired information has been entered 

click the  button. 
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Program Data Management 

(Administration>Codes and Categories>Program Data Management) 

The Program Data Management area of the Codes and Categories menu allows system administrators to 

customize the Data Quality Tolerance Levels in CaseWorthy™. 

 

 

Data Quality Tolerance Levels 

(Administration>Codes and Categories>Program Data Management>Data Quality Tolerance Levels) 

The Data Quality Tolerance Levels area allows system administrators to customize various data points by 

program. This setup maps to the Data Quality report in the CaseWorthy™ reporting area. To access the 

Data Quality Tolerance Level set up area, select the Data Quality Tolerance Level icon on the Data 

Quality dashboard. 

The Data Quality Tolerance form displays. To edit the tolerance levels of various data types, click the 

action gear  next to the desired program and select “Edit”. 
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The Data Quality Tolerance Edit form displays. Select the blue checkbox  next to the desired data 

element. Enter the percent of missing data to be tolerated. When all desired data elements have had 

tolerance levels set, click the  button. 
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Miscellaneous 

 

 
 
 

Zip Codes 

(Administration>Codes and Categories>Other) 

The Add Zip Codes area of the Codes and Categories menu allows system administrators to add the zip 

codes to the list in CaseWorthy™. Click the Zip Codes icon on the Miscellaneous Codes and Categories 

dashboard. The Find Zip Code with Add New form displays.  

To add a new zip code, click the  button on the top right. 

 

The Zip Code (Add) form displays. Enter the Zip Code and the associated City, County and State. Click 

 when done. 
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Entity Categories 

(Administration>Codes and Categories>Other) 

The Entity Categories area of the Codes and Categories menu allows system administrators to add entity 

categories to the list in CaseWorthy™. Click the Entity Categories icon on the Miscellaneous Codes and 

Categories dashboard. The Entity Categories form displays.  

 

To add or edit a type, click the  button. The Entity Class Types form displays. 

 

To edit an existing type, click the blue checkbox . The description field becomes editable. To delete a 

row, click the  icon and confirm on the pop-up dialog. 

Click  to add a new type. Enter a description and click . The Entity Categories form 

displays. 

 

To edit an existing category, click the blue checkbox . To delete a category, click the  icon and 

confirm on the pop-up dialog. 

Click  to add a new category. Enter a description and select a type. Click  when done. 

 

CoC Jurisdictions 

(Administration>Codes and Categories>Other) 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 388                       © CaseWorthy, Inc. 2019. All rights reserved 
 

The CoC Jurisdictions area of the Codes and Categories menu allows system administrators to add CoC 

Jurisdictions to the list in CaseWorthy™. Click the CoC Jurisdictions icon on the Miscellaneous Codes and 

Categories dashboard. The CoC Jurisdictions form displays.  

 

Click the blue checkbox  to edit an existing jurisdiction. The description and code fields become 

editable. Click the  icon to delete a jurisdiction. 

 

Click  to create a new jurisdiction. Enter a description and jurisdiction code and click  

when done. 

 

 

Countries 

 
Objective: Create Country codes. 
 
Navigation: Administration>Codes and Categories>Miscellaneous>Countries 
 
The Countries form displays 
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Use the  button to add a country to the list. The row expands to enter the name and sort order 
of the country. 
 

 
 
 

Context Types 

 
Objective: Create Context Type codes. 
 
Navigation: Administration>Codes and Categories>Miscellaneous>Context Types 
 
The Context Types form displays. 
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Use the  button to add a new context type to the list. The row expands to enter the name and 
sort order of the context type. 
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Reporting 

(Administration>Reporting) 

Reporting Basics 

 

To navigate to the reporting area, click the Reporting tab on the taskbar. 

 

The Reporting tab has ten links: Report History, Operational Reports, Compliance Reports, Chronic 

Homeless List, Available Cubes, Saved Cube Analytics, Saved Cube Reports, My Saved Reports, My Saved 

Cubes, and Query Builder. 
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The Operational Report area contains reports relating to programs, services, and users. The Compliance 

Report area houses funder required reports. The Query Builder allows System Administrators to create 

data views that can be used to summarize data on a dashboard, define criteria for a drop-down list or 

data look-up field, or in some cases, take a quick snapshot of data for a one-time need. 

Launching a Report 

Each report has a “Launch Form” that allows the user to set the criteria and filter data. Each launch form 

is customized to the specific data associated with and purpose of the individual report to which it is 

linked. However, the basic functionality to launch a report is the same for all Operational and 

Compliance reports. 

To run a report, click on its associated icon on the report dashboard. The launch form appears. Below 

are examples of a couple different reports: 

Clients Served: 
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Program Summary: 

Some reports have numerous filtering options while others have very few. The date ranges are left 

blank, but the cascading filters are always defaulted to “All”. When filtering data, or setting up the 

launch criteria, always start from the top left and work over and down. The fields are set up so that they 

auto-filter based on the selection of the higher-level data.  
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For example, if only 2 programs are selected on a launch form, the list of services to choose 

from are automatically filtered to only include services that are associated with those programs.  

To select options and filter the data, first click on “Some” then click on the magnifying glass  

icon. A drop-down list displays. One or more options may be chosen from the list by clicking on 

the clear checkbox  next to an item. Once all desired options have been selected, click the 

 button. 

 

 

With one level of criteria set, move to the next field and make a selection. Once a field has been 

changed from “All” to “Some” and if “All” is the desired setting, simply click back onto “All”. 

 

 
 
Some reports provide the option to display data for households vs. individual clients by selecting “Head 

of House Only”. Reports display the criteria set on the last page of the report under “Report Options.” 
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When the criteria setup is satisfactory, click on the  button on the bottom right side of the 

launch form. 

 

The report displays in a pop-up window. 
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To navigate within the report, use the arrows in the navigation bar at the top of the report. In this 

example, use the single arrow to move to page 2, or the arrow with a bar to navigate to the end of the 

report (also page 2.) 

To drill down and learn more about the distinct clients in a specific program, click on the hyperlink. 

 

 

The sub-report renders in the pop-up window.  

  



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 397                       © CaseWorthy, Inc. 2019. All rights reserved 
 

Navigate to additional pages in the same manner as on the main report. To leave the sub-report and 

return to the main report, use the small arrow to the right of the page navigation arrows. 

 

Reports can be exported in a variety of formats by clicking on the floppy disc  icon, then selecting the 

desired export format.  
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By sending it to a word or excel file the layout is easily configurable to meet specific reporting needs. 

Alternatively, it can be easily converted to a PDF file to share data without allowing others to manipulate 

it. 

 

Reports may be kept open and minimized if data entry mistakes, or poor-quality data appears. Navigate 

to the client record or records that need adjustment and make the necessary corrections. Once 

corrections have been made, update the report by clicking the refresh  button. The most recent, up-

to-date data displays. 

 
 

Scheduled Reports 

(Administration>Reporting>Compliance Reports) 
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For this example, the CoC APR report is used. Click the icon for the desired report. The selected 

report launch form displays. 

 

Click the  button. The Scheduled Reports form displays. 

 

To schedule a new report, click the  button. The Schedule Report form displays. 
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Enter a description. Select any teams desired to receive report. Select an email template and 

report format using the drop-down lists. Enter a number to keep. 

Select a frequency type, number, start date, start time and end date if necessary. 

Enter report parameters. These vary based on the report being scheduled. 

Finally, check the Disable checkbox to keep a report from being run. This is useful to avoid 

deleting a scheduled report that may be used again. 

Click the  button when finished. 
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Download Reports 

(Administration>Reporting>Download Scheduled Reports) 

 

To download any scheduled reports, click the clear checkbox  icon for the desired report and 

click the  button. The reports downloads via the browser currently being used. 

 

To view details of a specific report, click the blue hyperlinked text for the desired report.   
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The Report Details form displays. 

 

To download the currently selected report, click the  button. The report downloads 

via the browser currently being used. 
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Report Style Setup 

 

Objective: This form serves to alter select properties of reports that have the styles setup. 

 

Navigation: Administration>Reporting>Report Style Setup>Report Theme Colors 

 

 
 

Under the Administration tab, select Reporting. Select Report Style Setup from the pop-up 

menu that appears. The Report Style Setup dashboard displays. 

 

 

 
 

Click on the icon labeled Report Style Setup.  
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The Report Style Setup form appears.  

 

 
 

To edit an existing entity, click on the  icon. The row expands to enable editing for each 

element of the entity.  
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To add a new style control entity, click the  button. The Add New Report CSS Entity form 

appears.  

 

 
 

Enter a name for the entity and click the  button. The new entity now appears on the 

Report Style Setup form. Click the  icon to expand its row and enable editing. Click the  

button to exit the form.  

 

 

Report Chart Colors 

 

Objective: Set colors to be used in charts on the new styled reports. 

 

Navigation: Administration>Reporting>Report Style Setup>Chart Colors 

 

 
 

From the Report Style Setup dashboard, click on the icon labeled Chart Colors.  
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The Report Chart Colors form appears.  

 

 
 

Select a theme by using the drop-down arrow. To edit a color, click the  icon. The field 

expands to enable editing. Click the  button to save changes and exit the form.  
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Report Color Listing 

 

Objective: Launch form to show a report that allows the user to see all the control settings and 

colors selected for those report styles. 

 

Navigation: Administration>Reporting>Report Style Setup>Color Listing 

 

 
 

From the Report Style Setup dashboard, click on the Color Listing icon.  

 

 
 

Click the  button to launch the report that displays which colors are being used for 

various reports.  
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Operational Reports 

(Administration>Reporting>Operational Reports) 

 

 

Report Descriptions 

Goal Outcomes – to view outcome accomplishment by Goal, link outcomes to client goals. 

Clients in Program – This simple spreadsheet provides enrollment information on all clients who have a 

program enrollment within a specific, selected program. 

Program Outcomes – This report allows the user to view outcomes by domain, with totals. The report 

includes a sub-report which includes more specific information regarding the outcome scores. 

Program Retention – this report displays counts of the number of people currently enrolled at the 

beginning of each month, the number of new enrollments for the month, and the number who exited 

during the month. There is no sub-report to drill down on the data, but a color-coded graph is included. 

Program Summary – This report displays the total amount of service provided for each service selected 

in the launch criteria. A drill down report provides information on the client receiving the service, their 

SSN, the user/case manager who provided/logged the service, as well as the date, the number of units 

of service received and the total service received. 

User Login – A list of users who have logged into the system within the defined time-frame that 

indicates the user’s status, total logins, last login, last logoff, total duration of time in the system and 

average duration. A drill down provides details related to each login. Pie charts at the top of the report 

depict top 10 users by duration and top 10 users by logins. 
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Case Load – A list of case managers/users is displayed with numbers of case assignments, unduplicated 

clients, active clients and inactive clients. A drill down report provides the names, SSN, and age of the 

clients who have been assigned, as well as the begin date, end date and status of their program 

enrollment. To display on this list, the client must be assigned to a user/case manager using the Case 

Assignment functionality in CaseWorthy™. 

Follow Up – In cases where case managers/users utilize the “Schedule Follow Up” functionality, such as 

for retention of employment or housing placement, this report provides a summary of all scheduled 

follow ups, their target date, and status. 

Check Register – If CaseWorthy™ is used to cut checks to vendors for utility assistance or other services, 

this report provides an accounting of payments made. 

A/R Aging – When CaseWorthy™ is used to track billing of and payments by clients for services received, 

this report provides a summary of over-due payments in 30, 60, 90 and 90+ day increments. 

Program Exit Outcomes – A list of clients who have exited programs with outcome scores. 

Clients In Program (Render as Pivot) 

(Administration>Reporting>Operational Reports) 

 

Click the icon for Clients In programs – Analytics. The Client in Program pivot table displays. 
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Note: For more information on using pivot tables in CaseWorthy Analytics, refer to the 

CaseWorthy Analytics section in this document. 

Referrals by Type (Analytics) 

(Administration>Reporting>Operational Reports) 

 

Click the icon for Referrals Analytics. The Referrals by Type (Analytics) form displays. 
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Note: For more information on using pivot tables in CaseWorthy Analytics, refer to the 

CaseWorthy Analytics section in this document. 
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First Time Served Report 

 
Objective: Launch first time served reports. 
 
Navigation: Administration>Reporting>Operational Reports 
 

 
 
Select First Time Served from the Service Reports section of the Operational reports dashboard. 
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The First Time Served Report launch form displays. 
 

 
 
Select a begin and end date for which the report should run. Select desired report parameters, either All 

or Some, and finally, select a category to group data by. Click the  button to launch the report. 

The report displays in a new pop-up window. Click the  button when finished. 
 

Note: To save these report parameters, choose an existing report or click the  button 
associated with the Save Report Parameters field. To Schedule this report to run automatically, click 

the  button. 
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Management Summary Report 

 
Objective: Launch Management Summary report. 
 
Navigation: Administration>Reporting>Operational Reports 
 

 
 
Select Management Summary from the Project Management portion of the Operational Reports 
dashboard. 
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The Management Summary Report form displays. 
 

 
 
Select a start and end date for which the report should run. Select desired report parameters, either All 

or Some. Click the  button to launch the report. The report displays in a new pop-up window. 

Click the  button when finished.  
 

Note: To save these report parameters, choose an existing report or click the  button 
associated with the Save Report Parameters field. To Schedule this report to run automatically, click 

the  button. 
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Clients Served 

 
Objective: Launch the Clients Served v7.0 report. 
 
Navigation: Administration>Reporting>Operational Reports>Clients Served V 7.0 
 
The Clients Served Report form displays. 
 

 
 
Launch like the traditional Clients Served Report. A date range and myriad of parameters are required to 
be set. This form contains a “Group By Like Units?” checkbox. Check this box to have the items in the 

report grouped by units (days, hours, each, dollar, etc.) Click the  button to launch. 
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Service Summary 

 
Objective: Launch the Service Summary v7.0 report. 
 
Navigation: Administration>Reporting>Operational Reports>Service Summary V 7.0 
 
The Service Summary Report form displays. 
 

 
 
Launch like the traditional Service Summary report. A date range and myriad of parameters are required 
to be set. The “Unit Type(s)” parameter is new, select which units (days, hours, each, dollar, etc.) to 
include on the form. This form also contains a “Group By Like Units?” field. Check this box to have the 

items in the report grouped by units. Click the  button to launch. 
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Monthly Service Summary 

 
Objective: Launch the Monthly Service Summary v7.0 report. 
 
Navigation: Administration>Reporting>Operational Reports>Services By Month V 7.0 
 
The Monthly Service Summary Report form displays. 
 

 
 
Launch like the traditional Services By Month report. A date range and myriad of parameters are 
required to be set. The “Unit Type(s)” parameter is new, select which units (days, hours, each, dollar, 
etc.) to include on the form. This form also contains a “Group By Like Units?” field. Check this box to 

have the items in the report grouped by units. Click the  button to launch. 
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Program Service Summary 

 
Objective: Launch the Program Service Summary v7.0 report. 
 
Navigation: Administration>Reporting>Operational Reports>Services By Program V 7.0 
 
The Program Service Summary Report form displays. 
ProgramServiceSummaryReport_V_7_0 (9458) 
 

 
 
Launch like the traditional Services By Program report. A date range and myriad of parameters are 
required to be set. The “Unit Type(s)” parameter is new, select which units (days, hours, each, dollar, 
etc.) to include on the form. This form also contains a “Group By Like Units?” field. Check this box to 

have the items in the report grouped by units. Click the  button to launch. 
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Compliance Reports 

(Administration>Reporting>Compliance Reports) 

 

Compliance reports are baseline reports that have been developed to fulfill certain funder 

requirements. When numerous customers using CaseWorthy™ have a shared funding source (typically a 

federal or national-level entity) that has specific compliance standards, CaseWorthy, Inc. creates the 

report and is responsible for maintaining it. Organizations frequently have lesser-used federal grants 

and/or local funding that also have specific reporting criteria (such as local United Way groups). In these 

cases, the Cubes Analysis tool may be used to generate the necessary documentation. If the Cubes do 

not meet the reporting needs, the organization receives training from CaseWorthy, Inc. to write their 

own custom reports. 

Compliance Area Descriptions 

HMIS/HUD Compliance Reports – this area contains the CoC APR, HMIS APR, PATH, HPRP, AHAR, HIC 

and PIT reports. These reports are required by HUD for various HMIS funded programs. 

CSBG/ROMA Compliance Reports – this area focuses on programs funded through the Community 

Services Block Grant and other programs most typically implemented by Community Action Agencies. It 

includes the CSBG, ROMA, CEAP, and LIHEAP/WAP reports. 

Veteran /HOPWA – It includes the SSVF, HVRP, HOPWA, and RSR reports. 

GW/CC Compliance Reports – this area contains reports related to Goodwill and Catholic Charities 

organizations. It includes the SER, ASR and CC USA reports. 
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Data Quality and Monitoring – This section allows users to monitor and verify data and service quality 

before running compliance reports to help assure the best, most accurate and complete data are 

available when the compliance report is run and submitted. The Duplicate Client Check, Client Data 

Quality, Timeliness, and Clients by County reports are included in this area. 

CoC APR 

To run a CoC APR report, click on the CoC APR icon on the Compliance Reports dashboard. 

 

Enter a start and end date. Choose any organizations and projects. Click  when finished. 
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The report displays in a new window. 
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CoC APR 1.0 

 
Objective: Launch the 2015 CoC APR 1.0 report. 
 
Navigation: Administration>Reporting>Compliance Reports>CoC APR 1.0 (Fall 2015) 
 
The HUD CoC APR 1.0 – Fall 2015 form displays. 
 

 
 
Launch like any other report. Enter a date range and select organizations and projects to include in the 

report. Click the  button to launch. 
  



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 424                       © CaseWorthy, Inc. 2019. All rights reserved 
 

CoC APR 5.0 

 
Objective: Launch the 2016 CoC APR 5.0 report. 
 
Navigation: Administration>Reporting>Compliance Reports>CoC APR 5.0 (Fall 2016) 
 

The HUD CoC APR 5.0 – Fall 2016 form displays. 
 

 
 
Launch like any other report. Enter a date range and select organizations and projects to include in the 

report. Click the  button to launch. A CSV export is available on this form, click the  
button, a dialogue box appears indicating when the export should be ready to download. 
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ESG CAPER 

To run an ESG CAPER report, click on the ESG CAPER icon on the Compliance Reports dashboard. 

 

Enter a report begin and end date. Choose any organizations and projects. Click  when 

finished. 
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The report displays in a new window. 
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ESG CAPER 5.0 
 
Objective: Launch the 2016 ESG CAPER 5.0 report. 
 
Navigation: Administration>Reporting>Compliance Reports>ESG CAPER 5.0 (Fall 2016) 
 
The ESG CAPER v5.0 – Fall 2016 form displays. 
 

 
 
Launch like any other report. Enter a date range and select organizations and projects to include in the 

report. Click the  button to launch. A CSV export is available on this form. Click the 

 button, a dialogue box appears indicating when the export should be ready to download. 
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HMIS APR 

To run an HMIS Dedicated APR report, click the HMIS APR icon. 

 

Enter a report begin and end date. Choose any organizations and projects. Click  when 

finished. 

 

The report displays in a new window. 
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PATH 

To run a new PATH report, click the Path icon. 
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Enter a begin and end date. Choose any organizations and projects. Click  when finished. 

 

The report displays in a new window. 
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HIC 

To run an HIC report, click the HIC icon. 

 

To create a new HIC report, click the  button. 

 

Enter a report begin and end date. Choose any organizations and projects. Click  when done. The 

report now appears in the HIC Report Summary. 
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To view an HIC report, click the action gear  next to a report and click Report. 

 

The report displays in a new window. 
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PIT 

To run a PIT report, click the PIT icon. 

 

To create a new PIT report, click the  button. 
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Enter a report name and date. Choose any organizations and providers. Click  when done. The 

report now appears in the PIT Report Summary. 

 

To view a report, click the action gear  next to a report and click Report. 
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The report displays in a new window. 
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AHAR 

To run an AHAR report, click the AHAR icon. 

 

To create a new AHAR report click the  button. 

 

Enter a year, begin date, end date, continuum name, and contact name. Choose any organizations, 

projects, and jurisdictions. Click the checkbox for Run as Veterans AHAR to exclude questions regarding 

children and other non-applicable data. Click  when done.  
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Alternatively, click an action gear  icon associated with the desired report and select Step 1. Set up 
AHAR Options from the menu options. 
 

 
 
The Annual Homeless Assessment Reporting form displays. 

AHAR Reporting Edit 

 
 
Enter information into required fields: Report Year, Begin Date, End Date, Organization, Project, 

Continuum Name, and Contact Name. Fill remaining fields as desired. Click the  button to save 
and exit. 
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The report now appears in the AHAR Summary. 

 

Click the action gear  and click Step 2. 

 

Click the action gear  again and click Step 3. 
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Check that all unit and bed capacities are correct and click on the  button. 

 

Click the action gear  and click Run AHAR Report. 
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The report displays in a new window. 

 

Click the action gear  and click Step 5 to export the data in an XML file required by the Homeless Data 

Exchange website.  
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System Wide Performance Measures 

 
Objective: View, and refresh existing HUD reports. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 
 
Select System Wide Performance Measures from the HMIS / HUD Compliance Reports portion of the 
Compliance Reports dashboard. The HUD System Performance Measures Summary form displays. 

HUD System Performance Measures Summary 
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To add a new report, click the  button. To edit/run an existing report, click the action gear  
icon associated with the desired report and select the appropriate option from the menu options. To 
refresh the HUD data, click on the action gear icon associated with the desired report and select Step. 2 
Refresh HUD Warehouse from the menu options. 
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The HUD Data Warehouse Refresh History form displays. 

HUD Data Warehouse Refresh History 

 
 

Click the  button. A new line appears with data from the refresh. 
 

 
 

To view the data warehouse, click the  button. 
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The HUD Data Warehouse form displays. 

HUD Data Warehouse 

 
 

Click the  button when finished. 
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RHY 

 
Objective: Create RHY reports. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 
 
Select RHY from the HMIS / HUD Compliance Reports portion of the Compliance Reports dashboard. The 
RHY Report form displays. 

RHY Report 

 
 
Enter information into required fields: Report Begin Date, Report End date, Organization(s), Program(s), 
and Provider(s). Fill remaining fields as desired. To view or add scheduled reports click the 

 button. To export, click the  button. 
 

Click the  button when finished.  
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CoC Application 3B-2.8 

 
Objective: Create CoC Application 3B-2.8 reports. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 

 
Select the CoC Application 3B-2.8 from the HMIS / HUD Compliance Reports portion of the Compliance 
Reports dashboard. The CoC Application 3B-2.8 form displays. 

CoC Application 3B-2.8 

 
 
Enter information into required fields: Start Date, End Date, Organization(s), Project(s), and CoC Code(s). 

Fill remaining fields as desired. To view or add scheduled reports, click the  button. To 

export a report, click the  button. A new pop-up window opens. Click the  button when 
finished. 
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CSBG 

To run a CSBG report, click the CSBG icon. 

 

Enter a begin date and end date. Choose any organizations, programs, services, provider locations, and 

counties. Click  when finished. 

 

The report displays in a new window. 
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ROMA 

To run a ROMA report, click the ROMA icon. 
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To create a new ROMA report, click the  button. 

 

Enter a report name, begin date, and end date. Choose any organizations and programs. Click  

when done. The report is added to the report summary. 

 

To run a report, click the action gear  and click Run Report. 
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The report displays in a new window. 

 

CEAP 

To run a CEAP report, click the CEAP icon. 
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Enter a Year (Grant) Start Date, period begin and end dates, and choose any organizations and 

programs. Click  when finished. 

 

The report displays in a new window. 
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SSVF 

To run a SSVF report, click the SSVF icon. 

 

Enter a grant begin date, report begin date, and report end date. Choose any organizations, programs, 

and providers. Click  when finished. 
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The report displays in a new window. 

 

HOPWA 

To run a HOPWA report, click the HOPWA icon. 
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Enter a report start date and end date. Choose any organizations and programs. Click  when 

finished. 

 

The report displays in a new window. 
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By-Name List of People Experiencing Homelessness  

 
Objective: Launch Homelessness report. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 

 

Select By-Name List from the VI SPDAT (Community Solutions) Analytics portion of the Compliance 

Reports dashboard. 
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The By-Name List of People Experiencing Homelessness form displays. 

By-Name List of People Experiencing Homelessness (9112) 

 

 

In response to HUD-funded housing agencies’ concern for how to prioritize housing placements of 

homeless, Community Solutions suggested that the VISPDAT score be used to prioritize individuals and 

families for housing placement. This report page launches the By-Name List (BNL) client-level report that 

Community Solutions "suggested" could be a way for HMIS systems to use VISPDAT data for helping 

determine placement priority of individuals experiencing homelessness. 

 

Enter a Start and End Date, select all or some organizations and projects. Click the  button to 

launch the report. The report displays in a new pop-up window. 
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SPDAT Enhancements for 2017 

 
Objective: VI SPDAT Enhancements for 2017 
 
Navigation: Administration>Reporting>Compliance Reports>SPDAT 
 
The SPDAT Analytics form displays. 
 

 
 
Select the desired SPDAT to view a report on: Individual, Family, or Youth and select a date range. Click 

the  button to view results. 
 

 
 
A pivot form displays with the desired information. Use the pivot functionality to view the results as 
desired. 
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VI SPDAT Individual 

 
Objective: Create and view VISPDAT reports in pivot table form. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 
 
Select VI SPDAT Individual from the VI SPDAT Analytics portion of the Compliance Reports dashboard. 
The VI SPDAT Pivot form displays. 

VI SPDAT Pivot 
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VI SPDAT TAY 

 
Objective: Create and view VISPDAT TAY reports in pivot table form. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 
 
Select VI SPDAT TAY from the VI SPDAT Analytics portion of the Compliance Reports dashboard. The VI 
SPDAT TAY Pivot form displays. 

VI SPDAT TAY Pivot 
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HUD 9902 

 
Objective: Create HUD 9902 report for submission of services provided to home buyers to HUD. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 

 
Select HUD 9902 from the Housing Counseling portion of the Compliance Reports dashboard. The HCS 
9902 Report Summary displays. 
 

 
 

Click the  button to view task status. 
The Batch Tasks form displays. 
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Enter a date range and choose a status from the drop-down menu to filter results. Click the  

button to populate results. To view recurring tasks, click the  button. To add a new task, 

click the  button. 
 

 
 

To view a task, click the action gear  icon associated with the desired task and select View Task. 
 

Click the  button when finished. 
 
 
View a previous HUD 9902 report from the HCS 9902 Report Summary form. 
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A list of previously created reports displays. Click the action gear  icon associated with the desired 
report and select Form Report from the menu options. This option launches the report again, for 
viewing purposes. The HCS Form Report displays in a new pop-up window. 
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SER 

To run an SER report, click the SER icon. 

 

To create a new report, click the  button. 

 

Enter a report title, begin date, and end date. Choose any organizations and services. Click  when 

done. The report is added to the report summary. 
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Click the action gear  next to a report and click Run Report. 

 

The report displays in a new window. 
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ASR 

To run an ASR, click on the ASR icon on the Compliance Reports dashboard. 

 

To create a new ASR report, click the  button. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 467                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

Enter a description, begin date, and end date. Choose any organizations and select a program category 

from the drop-down list. Map all appropriate categories. Click  when finished. 
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To view an ASR, click the action gear  and click Run ASR. 

 

To copy an ASR report, click the action gear  and click Copy this Report. This function is very useful to 

save time after the first initial report; simply make a copy and adjust anything needed. This way the ASR 

report does not need to be set up from scratch every year. 
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CC USA 

To run a CC USA report, click the CC USA icon. 

 

Enter a Begin Date and an End Date. Choose any organizations and programs. Click  when 

finished. 
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The report displays in a new window. 
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Duplicate Client Check 

To run a Duplicate Client Check, click the Duplicate Client Check icon. 

 

Click the checkbox for First and Last Name, Dates or Birth and Last Name, or Social Security Number. 

Click  when finished. 

 

The report displays in a new window. 



CaseWorthy™  System Administrator Manual v7.2 
 

CaseWorthy™ System Administrator Manual 7_2.docx 474                       © CaseWorthy, Inc. 2019. All rights reserved 
 

 

 

Client Data Quality 

To run a Client Data Quality report, click the Client Data Quality icon. 
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Enter a Begin Date and End Date. Choose any organizations and programs. Click  when 

finished. 

 

The report displays in a new window. 
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Timeliness 

To run a Timeliness report, click the Timeliness icon. 
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Enter a report begin and end date. Choose any organizations and programs. Click  when 

finished. 

 

The report displays in a new window. 
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Data Quality Report – HUD HMIS 2014 Data Standards 

To run a 2014 HMIS DQ report, click the 2014 HMIS DQ icon. 

 

Enter a begin and end date. Choose any organizations or programs. Click  when finished. 
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The report displays in a new window. 
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NFMC Report 
 
Objective: Setup and launch the NFMC report. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 
 
Click the icon for NFMC Report. The NFMC Report form displays. 
 

 
 

Select an enrollment from the drop-down list and click the  button. 
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All relevant clients display in the list below the header. 
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HCS 9902 Report Summary 
 
Objective: Setup and launch the HCS 9902 report. 
 
Navigation: Administration>Reporting>Compliance Reports 
 

 
 
Click the icon for HUD 9902. The HCS 9902 Report Summary form displays. 
 

 
 

Click the  button to create a new report.   
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The HCS 9902 Report Launch Form displays. 
 

 
 

Fill out all fields with the desired info for the report. Click  when finished. 
 

To edit an existing report from the summary form, click the action gear  icon associated with it and 
select Edit from the pop up menu that appears. 
 

 
 
The HCS 9902 Report Launch Form displays. 
 

 
 

Make any desired changes and click  when finished. 
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To run a report from the summary form, click the action gear  icon associated with it and select 
Report from the pop up menu that appears. 
 

 
 
The Report displays in a new window. 
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CaseWorthy Analytics 

 
(Administration>Reporting>Available Cubes) 
 
The Cube Analysis form displays. 
 

 
 

Locate the cube desired to be accessed, click the action gear  icon and click CaseWorthy Analytics. 
 

 
 

After the table has loaded, drag the desired parameters into each field. When finished, click the  
button. 
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The report renders. 
 

 
 
The data can be rearranged using the various options at the top of the form. To keep the cube for future 

use, click the  button. 
 

 
 

A dialog appears. Enter a name and click the  button. The cube now appears in the Saved Cube 
Analytics form. 

Saved Cube Analytics 

(Administration>Reporting>My Saved Cube Analytics) 

 

Any previously saved analytics display on the summary form. 
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To view or edit scheduled analytics, click the action gear  icon and click Scheduled Analytics. 

The Scheduled Analytics form displays. 

 

To schedule new analytics, click the  button.  

The Schedule Analytic form displays. 

 

Enter a description and select an email template and format from the drop-down lists. For the 

number to keep field, enter the amount of reports desired to be retained. Select a frequency 

from the drop-down list and enter a start date, start time and end date if desired. To prevent an 

analytic from being run without deleting it, click the disable checkbox. Click  when 

finished. 
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Edit CaseWorthy Analytics 

 

To edit an existing schedule analytic, click the action gear  icon and click Edit. 

 

Make any desired changes and click  when finished. 
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Query Builder 

(Administration>Reporting>Query Builder) 

 

The Query Builder is intended to be utilized only by System Administrators. Queries are a quick means of 

accessing defined data stored in the system. There are numerous baseline queries included in 

CaseWorthy™. System Administrators can also create custom queries. 

There are 4 types of queries in the system; Form, List, General and Sub-Queries. 

Form Query - This is a query that is used on a form to define how the form relates to the underlying data 

structure. This is the “Data View” on the form designer. 

List Query – This is a query that is used to get list values for a dropdown list. Queries of this type should 

return a ListLabel and a ListValue column to define the plain text that should be shown to the user and 

the stored value respectively. 

General Query - A general purpose query used to get data for ad-hoc analysis or to be displayed on a 
dashboard.  

Sub-Query - A query that is intended to be used by another query. It can apply complex filters and 
returns a SINGLE column that the main query uses. 

 

New queries can be created from the Query Builder area in the Reporting menu, or on the fly within the 

system on forms, in drop down lists and on dashboards. 

Using the Query Builder is not the most effective or efficient means for generating reports, but can 

come in handy to view a quick snap-shot of specified data. 
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CaseWorthy Analytics - ApBuilder 

 
Referrals 
 
Objective: Run CaseWorthy Analytics based on a specified dated range. 
 
Navigation: Administration>Reporting>CaseWorthy Analytics - ApBuilder 
 

 
 
Select Referrals from the Services, Enrollments, and Referrals portion of the CaseWorthy Analytics – 
ApBuilder dashboard. 
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The Referral Cube Powered by CaseWorthy ApBuilder displays. 

Referral Cube Powered by CaseWorthy ApBuilder 

 
 
Select a date range for the selected cube to run from. All other functionality is comparable to a standard 
pivot table form. 
 
Follow the same steps as outline above for the following new forms that utilize the same functionality: 

Enrollments Cube Powered by CaseWorthy ApBuilder 

VISPDAT Cube Powered by CaseWorthy ApBuilder 

Outcomes Cube Powered by CaseWorthy ApBuilder 

Employment Placement Cube Powered by CaseWorthy ApBuilder 

Housing Cube Powered by CaseWorthy ApBuilder 

Appointment Cube Powered by CaseWorthy ApBuilder 

Time Cube Powered by CaseWorthy ApBuilder 

Projects Cube Powered by CaseWorthy ApBuilder 
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Report History 

(Administration>Reporting>Report History) 

To filter the data returned on the form, enter any or all of the desired report name in the Report Name 

field and click on the  button. 

 

A summary of reports displays. The list can be sorted by name, date, and the user who created the 

report. 

Chronic Homeless List 

Enter a date and any other relevant info. Click the  button. 

 

The list displays in the space below. 
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