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Agenda
N

1 Review reporting deadlines, how to report information,

and common department errors.
0 Discuss updated process for reporting blended funding.

0 Review each step in the process of submitting Juveniles

Served Quarterly Reports

O Create and Save a Sneak-a-Peek (SAP)
O Insert Grant Descriptions in the SAP Using Excel

O How to Send your Files to TJPC

1 Answer Questions



Getting the Most from this Webinar
B

00 Don’t attempt to practice
each step on your

computer, just observe and
ask questions.

0 When you're ready to
report 3" quarter

Juveniles Served
Quarterly Reports

information, use the Manual

instruction manual for T——)

assistance. It lists each step

in detail.




Background

0 81° Legislature requires new reporting mandates for juveniles
served with Grants C, L, U, and X (CLUX).

0 Need information on Supervisions, Services, Programs, and
Placements paid with any of the grants above.

1 Information needed includes:

O Juvenile’s Name
PID Number
Referral Number associated with the service /program/ placement

O

O

O Funded service/program/placement

O Funding source (e.g. which grant did you use)
O

Begin Date /Service Date



Reporting Deadlines
B

0 Report each quarter.

0 Report juveniles served w/CLUX year-to-date.

: CASEWORKER
g\lﬁ?tle? R%%?ir;'gg Data Entry SAP Reports
Deadline* Due Date dep“;g:;:nts

1Q2010 09/01/09 — Dec 31 Jan 1, 2010 need to submit a

1 1/30/09 Sneak-A-Peek.
20Q2010 09/01/09 — Mar 31 Apr 1, 2010

02/28/10
3Q2010 09/01/09 — June 30 Jul 1, 2010

05/31/10
4Q2010 09/01/09 — Sept 30 Oct 1, 2010

08/31/10

Zi

1.
2.

Map funding sources & non-residential services to TJIPC’s categories.

Enter funding source information in each juvenile record.

The deadline ensures TIPC receives information via the next monthly extract.




How to Report Juveniles Served Information
N

Use the Monthly Extract Process Send a Sneak-a-Peek (SAP)

0 Map all CLUX funding sources & Send a SAP when:
Non-Residential Services to TJPC’s

categories 0 Dept blends funds (with 2 exceptions)

0 Enter funding source information in o Dept hired staff with CLUX

every juvenile record by the CW O You must still enter funding source info.
data entry deadline in CW for every juvenile record!
You are finished if: Avoidable SAP situations:

B You did the above, and 0 Did not enter funding source

O Dept doesn't blend funds information in every juvenile record by
O Dept didn't hire staff CW deadline

o 'rl'gzroe”are no unusual special situations to 0 Forgot to map to TJPC’s categories

Depts. that received CLUX funding, but didn’t spend $$ in the quarter must notify TIPC of this situation via email.



- Poll Question #1



Common Errors
S

Wrong Entry Correct Entry

0 Psychological /Psychiatric 0 Psychological /Psychiatric

evaluations entered in Non- evaluations belong in BHealth

Residential Services tab Referral tab

0 Ongoing Counseling entered
in Non-Residential Services
tab

0 Ongoing counseling belongs in

Program tab

o Not mapping funding sources 0 Map, map, map! (See Section

& non-residential services to Il of manual for help.)

TJPC's categories 0 TJPC sending depts list of

0 Juveniles reported to be 1Q2010 juveniles served with

served in 1Q2010 are not CLUX records for entry in CW
entered in CW



- Blending Funding

“Blended funding” refers to the practice of using multiple
grants or funding sources to pay for one item, such as a
salary, placement, program, or any other item covered
by the Juveniles Served reporting requirements.



Placements & Blended Funding:

Two Scenarios
S

Blended Funds Pay Entire
Blended Funds Pay a Per Day Cost Placement Period

0 A facility’s cost per day 0 Dept uses Grant C fo

: pay for a child’s
s $98. placement from June 1,
7 Grant L pays a cost per 2009 to Nov. 30, 2009.
day of $95.
0 Afterwards, Dept
0 Dept uses Grant C to switches to Grant H to
make up the $3 pay for another 3
difference. months starting Dec 1,
20009.

o Requires a SAP. 0 SAP not required.



- Placements & Blended Funding



Placements & Blended Funding:
Cost Per Day Blendin

Add a new Funding Source in
CASEWORKER.

(Administration, Codes, Funding Sources)
BL + first letter of the

CLUX grant that pays
the greatest proportion
of the expenditure.

B New Code El@lgl

If the grant paying the Value Status Save
greatest proportion is IBLL ACTIVE :]
NOT a CLUX grant,

Desciiption Close

select the first letter of
T 619 i Tt EUBY |Blended-Grants L& C
grant anyway because Categoty

these take priority for SECURE FELONY PLACEMENT GRANT

Delete

Choose the CLUX grant that
accounts for the greatest
proportion of the expenditure.

reporting purposes.

If the grant paying the greatest
proportion is NOT a CLUX grant,
select the appropriate CLUX
grant anyway because these take
priority for reporting purposes.




Placements & Blended Funding:

Cost Per Day Blending (continued)
-*

O After adding the new funding source in CW, enter
funding source information in each juvenile’s placement
record.

O Create a Placement SAP, open it in Excel, and keep
only those records with blended funding.

o Create a Notes column and indicate the exact
expenditure breakdown by grant. Add the
HQCountyNumber in the last blank column.

O Send TJPC your SAP



Placements & Blended Funding:

Funds Pay Entire Placement Periods
-—

O In the juvenile’s placement record, enter the date the
placement began and the funding source.

0 When the first funding source runs out, close out the
placement with the code: “Changed Facilities/Cost Per

Day Changed/Changed Level of Care.”

O Create a new placement record with the start date
being THE FOLLOWING DAY after the previously
closed record. Select the new funding source.

O A SAP is not required if the funding source information
is entered by the CASEWORKER data entry deadline.




- Programs & Blended Funding



Programs & Blended Funding:

Two Ways of Reportin
-*

Record in Juvenile’s Program
Record

0 In CW’s Administration Section, go to
Funding Source and add a new Funding

Source.
0  Enter funding source in each juvenile record.

0 Create a SAP. Using Excel, insert

proportional breakdown by grant, and send
to TIPC.

New Code

Yalue

Status

|EILC

|ACTIVE

- S

D escription Close |

Delete |

-

Identifies the Funding Source

Record in the Program Name

0 In CW’s Administration Section, go to
Programs and edit the Program
Description to identify which grant pays
for the program.

0 Send TJPC staff an email advising of this
situation, the updated Program Name
Description, & the proportional
breakdown by grant.

0 No SAP required.

Existing Code

alue Status

[csR |acTivE ~|

D ezcription

IC & H-COMMUNITY SERVWICE RESTITUTION

M_\

C3SR

Save
Close |
Delete |
[~

Identifies the Program Type




- Poll Question #2



CASEWORKER/S

CASEWORKERI‘S

Juvenile Tracking and Caseload Management System
Yerzion 5.0.122

Texas Juvenile Probation Commission

Uzer ID: [ymontejano Pazsword:

Change Pazsword... | Cancel | ak.

Let’s try this in CASEWORKER




- Overview

Creating, Saving, and Sending Sneak-A-
Peek Files



Overview
B

Situations requiring a Sneak-A-Peek:
1) Blended Funding (with 2 exceptions)
2)  Hired Staff (who directly serve youth)

Supervision staff

Probation Officers

Program staff

Counselors, etc.

| |

Does NOT require a SAP if the Will always require a SAP

hired individual is the only person

staffing the program.
**Notify TJPC in this situation.




Creating a Supervision SAP report

0 Fields to include: PID Number, Referral Number, Supervision Begin
Date, Supervision Type, Supervision Officer

0 The title of your report should be in the format ‘BH#HQ3XXX’

where ### = Headquarter County number
Q3 = Third quarter
XXX = Program (PRG)/Supervision (SPV)/Placement (PLC)/Nonresidential Service (NRS)
Example: 225Q3SPV

0 Dates should include FY 2010 year-to-date
(Sept. 1, 2009 — May 31, 2010).

0 Once you obtain your results select ‘Create Output File’ and save

your file as a text file.
.csv (Comma-Separated Value)



Creating a Supervision SAP report

0 Let’'s go to CASEWORKER...

[y,
0

0 Reminder: If you need any assistance in this process
please feel free to contact the CASEWORKER Help

Desk (512) 424-6724.

*You can also access the Juveniles Served Manual at:
http: / /www.tjpc.state.tx.us /statistics /ReportingRequirements.htm




Modifying a SAP report using Excel
N

0 Using Excel, insert two columns: Funding Source Description
and HQ County Number. Enter information for each
juvenile record. Only include juveniles served by a CLUX

grant.
Manually create these columns
ngh .
A B G D E F G H
1 |Name (PID Mumber) PIDMumber Reflumber SupvDateln SupvType SupvOfficer| FundingSourceDescription HQCuuntyNumbeJ
2 [LOVE. LAURA [155) 165 9001274 2/M18/2002 PROB  ACON
3 BRADY. JAN ANN (145) 145 9001417 1/31/2005 DEFP AZAM
4 |DATA, TEST (178) 178 9001413 1/1/2006 DEFP BBOB
5 |PAN, PETER (172} 172 9001330 2M2/2003 PROL JLP Delete these records
6 |DATA TEST (178} 178 9001429  4/11/2006 PROB MA
7 |BING, CHANDLER (170) 170 9001318  2/10/2003 PROB  TST Grant C 255
8 |[JONES, AMANDA (165) 165 9001300 1/27/2003 PROB  TST Grant C 255
9 |BLUEBELL, BELL UP (14} 14 9001291 1/24/2003 DEFP TST Grant C 255
10 |PAPER, BRIAN {153) 153 9001269 1/10/2003 DEFP TST Grant C 255
11 IPAN, PETER (172) 172 9001325 2/12/2003 DEFP TST Grant C 255
12 |COURTESY, CHELSEA L (139) 139 9001248 8/20/2001 PROB ~ WCON
13 |FOLDER, SEALED (228) 228 9001278 5/18/2006 PROB ~ WCON } Delete these records
14 |COURTESY, COURTNEY (135) 135 9001239 6/20/2000 PROB  WCON
15
16
17
M 4 » ¥| 255Q3SPV %] [N




Modifying a SAP report using Excel
—

0 IMPORTANT NOTE: Double-check that you don’t delete
a juvenile record that should be counted! This is likely to
happen if the juvenile switched officers after having been

supervised by the newly hired person. A SAP will only
provide the name of the most current supervising officer.

0 Let’s go back to our example...

Pl ——



- Poll Question #3



Sending SAP files to TJPC via Internet:

_ Scwing the CW5SENDFETXT file

1 Not for Windows Vista users.

0 Save the CWS5SENDF.TXT File

The CWS5SENDFETXT file contains a program to automatically encrypt and
email your files to TJPC.

After you've saved the file in each computer that will transfer CSV files to

TJPC, you do not need to do this step again. However, you will need to save
the CWS5SENDFETXT file after every CW update.

The file can be found at the following Website:
hitp: / /www.tjpc.state.tx.us /statistics /ReportingRequirements.htm

Right click on the link ‘Download the CW5SENDFETXT’ and continue to save
file in your Caseworker directory(C:\ProgramFiles\CASEWORKERS5).

In the File Name box enter: CW5SENDF.BAT


http://www.tjpc.state.tx.us/statistics/ReportingRequirements.htm

Sending SAP files to TJPC via Internet

S
0 You are now ready to send your SAP file.

0 To access the DOS prompt: Start =2 Run =2 enter ‘emd’ (click OK)

0 Using the DOS Command Window, this process consists of three
steps:

1) ldentify the program directory where your SAP file is located. To do this enter
cd\program files\CASEWORKERS then hit enter.

2)  Identify the file name that you want to send. To do this enter CW5SENDF ### xxxxxxxx

then hit enter. DO NOT enter the .CSV extension in the file name.
(### = HQ County Number; XXXXXXXX = File Name)

3)  Confirm Y when asked if you want to proceed.

0 Repeat this process for each additional file you are sending to TJPC.
*You may only send one file at a time using this process.




Sending SAP files to TJPC via Email

0 If for some reason you are unable to send the SAP
via the Internet, you may email your files to TJPC
staff assigned to your department.

*http:/ /www.tjpc.state.tx.us /statistics /ResearchAssignments.pdf

0 It is VERY important to password protect all files
that you send via email.

AN\



Sending SAP files to TJPC via Email

0 The following links explain how to encrypt or password-protect
an Excel file:

Excel 2007: http://techblissonline.com/encrypt-password-protect-lock-files-excel-2007 /

Excel 2003: http://www.wikihow.com/Password-Protect-a-Microsoft-Excel-2003-Document

IMPORTANT: Please notify your TJPC contact of the password that
you used!! Email or telephone is preferable.
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Other Special Situation?

]
0 If we did not address your situation in this
presentation or you are unsure whether or not your
situation requires you to send a SAP report, feel
free to contact us with any questions.

*Go to hitp://www.tjpc.state.tx.us /statistics /ResearchAssignments.pdf to find your contact.

7 7 7 7 7
\\ \\ \\ \\ \\



Reviewing the Recorded Webinar
—

0 This presentation and all materials referenced today
available on TJPC’s Statistics page:

http: / /www.tjpc.state.tx.us /statistics

1 Recorded Webinar Password: red21theta



http://www.tjpc.state.tx.us/statistics

- Thank you for your attention!

Questions?



