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ASEBA-PC Procedures
Signing In to ASEBAPC

The Sign Infunction allows users to gain access toAls%=BA-PC application
1. OpenASEBA-PC

2. TheSign In screerbelowwill display:

Sign In Credentials

This System is for Authorized Users Only

Remember me

SignIn >

Copyright 2016 by T.M. Achenbach
(® User Name Required

3. EnteryourUser Name Password andAccount (If this is your first time signing in to ASEBA-
PC, enterthe credentialsprovided to you).

4. Click Sign In.

5. Whensigning in for the first time the following screen wilbpen,displaying fields forUser Name
Current Password, Account, Password Password Confirmation, as well as link to theEnd
User License Agreemeni{EULA):



Please choose a new password

User Name:

Current Password:

New Password:

Confirm New Password:

I have read. and I agree with the EULA [

Change

6. EnterUser NameandCurrent Password againas provided to you.

7. Enter aNEW Passwordthat is at least 10 characters

8. Confirm thenewpassword by ryping it in theConfirm New Passwordbox (If passwords do not
agree, user will receive an er rsswordcosfismtomgase S |
not equad ) .

9. Click on the link (underlined in blue) to read tBed UserLicense Agreemeni{EULA).

10.When you are finished readingtBed Usel. i cense Agr eement , uppdri c k
right corner to close it.

11.1f you are in agreement with the contents ofE@mel UserLicense Agreement, click the boxttoe
ri ght of tlhawseread, and leagreemwith,the BULAO. (If this box is not checked, a
message wil |l appear, stating, AUser must ag!

12.Click Change

13. The following screen will display:

The password was successfully changed. Please sign in with the new credentials.

« Sign In

14. Sign In with the updated credentials (as per steps 3 and 4 above).

15. Program will open to Directories.



ASEBA-PC Procedures

User Menu (System Admin) Functions

TheUser Menu (System Admin) functioms ASEBA-PCare used tset up omake changes to certain
program featuredAdministrative Users have access to all features, whereas Regular Users only have access
Themes, Change Password, and Log Out.

User MenuSystem AdminYunctions aurrertly availade in ASEBA-PCinclude the following

UsersManagement*
Auditing Tools*
Themes

License Agreement*
Change Password
Log Out

ok wbdE

*These features are only availalto Administrative Users

Users Management (Administrative Users only)

Use this function to manage program access gusg#esand accesse-mail addresses, and passwéedtures).

1. Signin to ASEBA-PC.

2. Navigation:My Account (from the tab on top) Users Management

3. The screen will open, displaying a list of current users on the left (or will be blank if none have beel
entered), antNew, Refresh andClosetabs at the top of the screen:

Users Management >

-4 Mewvww < Refresh »> Close

Select a user to view or edit.

Admin Click on MNew to add a new user.

Joseph Brekke
testi@tests edu

Joe Smith

Joe Smith
Joe Smithi@test test

JoeSmith

Joe Smith
Joe Smith@test. ctr

LoriTurner

Lori Turmer
Lori. Turmern@uwm . edu




Viewing. Editing, or Adding a User :
a. Add a new user: selectNew. A screen will open up, displaying boxes to elteer Name
Password Password Confirmation, Roles First Name, Last Name andEmail.

Users Management

+ New & Refresh ¥ Close
admln User Name ‘ required
The Administrator
test@tests edu Password must be at least 10 characters long.
Password ‘ required

required

Password Confirmation ‘

Roles r required

First Name ‘

required

Last Name ‘ required

required

Email ‘

« Save @ Cancel

User Name: Entera User Name in the box. Spaces or any other special characters are not allowec
with the exception of dasheg (vhich can be used in any position other than the first or last.
Password Enter a password that is at least 10 characters in lengtloatadns at least 3 of the
following characters: one upper case letter, one lower case letter, one digit, and one other characte
Password Confirmation: Retype the password you enterdfipasswords do not agreaser will
receivean err or mes s asgward and passivardgconfiriNagion dgpnat match

Roles: Click on the down arrow to display a pdibwn list and seledkdministrator or Regular

User.

FirstName: Ent er user 0
LastName:Ent er user 6
Email: Ent er -masladdréss.

s first name.
s | ast name.
e

=A =4 =4 = = = =

Click Saveor Cancel(to close screen without saving).

b. View or edit a current user: Select/highlight the name on the list. The screen will open up,
displayingpreviouslyentered information foser Name, Role, FirstName, Last Name, Email,
Account Disabled or Not, and Whether a Password Reset is requiredhe buttons along the
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bottom of the screen allow user accessSei Password Set Role Request Password Resgt
Enable/Disable andEdit.

Users Management

+ New ¢ Refresh x® Close
e User Name user
The Administrator
test@tesis.edu Role RegularUser
user First Name user

user user Last Name user

user@example.com

Email  user@example.com
Account Disabled

Requires Password Reset

a Set Password & Set Role & Request Password Reset

22 Enable/Disable + Edit

c. Set Password Clicking theSet Passwordoutton will allow you to set/change a password. Enter a
password that is at least 10 characters in length and contains at least 3 of the following character
one upper case letter, one lower case letter, one digit, and one otlaeteahaConfirm the password
by retyping it in thePassword Confirmationbox (If passwords do not agree, user will receive an
error message stating that ANew passwoBae an:
(i f youbdve mG@atcel(takeep bxstmagpagswoal).

Users Management

+ New & Refresh x Close
admin User Name  user
:—h? A;imtlmstirator Password must be at least 10 characters long; Password must contain at least: one
esi@tests.edu uppercase letter, one lowercase letter and one number.
user

required

Password I

user user

user@example.com

required

Password Confirmation l

< Save ® Cancel



d. SetRole Click on the down arrow to display a pdibwn list and seledidministrator or Regular
User. SelectSave( i f youdve m@Gadceel(teakeep bxstimgreled) o r

Users Management

+ New & Refresh x Close
admin User Name user
The Administrator
test@tests.edu Roles Regular User ¥  required
Lser

user user < Save ® Cancel

user@example.com

e. Request Password Reset Check box if this user needs to reset their password. Selbatit (if
youdve mad eCaacel(@orkeep axisting password).

Users Management

+ New ¢ Refresh ® Close
admin User Name user
The Administrator _
test@tests_edu Requires Password Reset
user

f. Enable/Disable Account: Check box to disable account or leaveliecked to indicate account is
enabled. Sele€€hange( i f youo6ve mGahcel(tcakeep bxstimgsetdng)o r

user user

user@example.com




Users Management

+ New & Refresh x Close
admin User Name  user
The Administrator .
test@tests.edu Account Disabled
user

+ Change & Cancel
user user

user@example.com




g. Edit User: Selecting Edit will allow user to- mak
mail addressSelectSave( i f y ou 0 v e mGahcel(tcakeep éxstmguser infarmation).

Users Management

+ New ¢ Refresh ¥ Close
admin User Name  user
The Administrator )
user
Last Name Smith required
Joe Smith
LSer D e pic. COm Email user@example.com required

< Save ® Cancel
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Auditing Tools (Administrative Users only)

This function generates user activity and transaction logs which can be saved and/or reviewed.

a. Signin to ASEBA-PC
b. Navigation: My Account (from tab on top) Auditing Tools
c. The screen will open, displaying a list of options for generating- activity and transaction logs.

Auditing Tools X

Username:  Joe Smith v
From: 2016-09-28
To: 2016-09-28
Activity Logs

&  oign In/Out

i User Management

Transactions Logs

B Create
B Delete
i Read
e Update
x Close

d. IntheUsernamebox,click the down arrow to access thell-down menwand select the person for
whom you want to create an activity or transaction log

11



Auditing Tools >

Usermname: | Joe Smith -
To: 2D15—ﬁ Joe Smith

Joseph Brekke
Activity L Lori Tumer

Sign In/Out

L)

User Management

Transactions Logs

Create
Delete

Read

LALALAL

Update

» Close

e. IntheFrom box, select the start date from which you wish to begin the log by either using the
calendar feature (select icon on the right and follow the forrdagittyear 2 digit month2 digit
day as in 2002-30) or hanekey in the date using the same format.

Auditing Tools >

Usermame: Joe Smith -

From: | 2015-01-01|
To: | 21 o January 2015
Su Mo Tu Ve Th Fr Sa
Activi g 29 30 31 - 2 3
- | a 5 & e 8 9 10
- 1 11 12 13 14 15 16 17
18 19 20 21 22 23 24

Trans 25 z6

= | Monday, January 26, 2015

- | L

= | Read

= | Update

> Close

f. IntheTo box, select the log end date by either using the calendar feature (select icon on the right
andfollow the format 4digit year2 digit month2 digit day as in 200Q2-30) or hanekey in the
date using the same format.

*Not e: The maxi mum all owed number of days

12



HASoauditimg Tools o
Usermarnme: Joe Smith -
From: | 2015-01-01
To: | 2015-01-26
- 201M10-2015% -
Aot
2009 2010 2011 2012
-_—t
-
2013 2014 2015
Traa
-_—
= PMonday, January 26, 2015
o
_— Update
> Close

g. To generate an activity or transactions log, click on/select the iconftoehkt of t he t y|
interested in from the following options:

1 Activity logs:
Sign In/Out
User Management

1 Transactions logs:
Create
Delete
Read
Update

13



h. Once you have selected the log type,3agewindow will open with a default file name (for
exampl e, ASign_I n_Sign_Out _Log.xlsx0) and 1o
(by entering a new name in the File name box) and/or to a different location (by navigating to wher
you want he fileto be saved on your computer).

' Documents  Name ° Date modified Type Size

Apps 8/30/20126:55PM  File folder
= Groups 10/16/201410:02 .. File folder
— @ Media 8/30/20126:55PM  File folder
Temp 8/30/20126:55PM  File folder
Websites 3/4/20133:55PM  File folder

a8 Computer
> &, 0SDisk (C)
> 3 DVD RW Drive
453 shared (\\med
> Apps o

File name:  Sign_In_And_Out_ Log.xlsx -

Save as type: | Microsoft Excel Worksheet (uisd -

i. Click Saveor Cancel(if you decide not to save).

Themes

This function allows the us¢o change the display color withine program.
1. Signin to ASEBA-PC.
2. Navigation:My Account > Themes

3. Select a theme from the pulbwn listof 11 color schemes/options to see how the program will
display. The program will retain the most recent theme selection. Theme choices include the
following:

Black

Blue Opal
Bootstrap
Default (gray/silve with some red outlining)
Flat

High Contrast
Metro

Metro Black
Moonlight
Silver
Uniform

License Agreement (Administrative Users only)

This menu item displays the software license agreement for viewing
14



1. Signin to ASEBA-PC.
2. Navigation:My Account > License Agreement

3. The License Agreement will be displayed.

Change Password

This function allows the user to change their password.
1. Signin to ASEBAPC.
2. Navigation:MyAccount (from the tab on top)Change Password

3. TheChangePasswordscreen will open

Change Password x

Current Password: ‘ ‘

Password must be at least 10 characters long.

New Password: ‘ ‘

Password Confirmation: ‘

< Save ® Cancel

4. EnterCurrent Password
5. In theNew Passwordbox, enter anewpassword that is at least 10 characters in length.

6. Retype the new password in tRassword Confirmationbox. If passwords do not agree, user will
receve an error memswaogdandgdsamoirmdg cfoMegw r mat i on al

7. Click Saveor Cancel(to keep existing password).

15



Logout
Thisfunction allows the user to lagut of the program.
1. Navigation(from within ASEBA-PC) My Account (from the tab on top¥ Logout

2. User willbereturned to the iniéi | i Sbeceen. | n o

Sign In Credentials

This System is for Authorized Users Only

Femember me

Sign In >

Copyright 2016 by T.M. Achenbach

@ User Name Required

16



ASEBA-PC Procedures
Adding and Making Changes to a Directory

In ASEBA-PC, the Directory Functions allow the user to add and make changes to directories and
subdirectories. The Directory menu also enables the user to access the download data function (see Export
Data, Section 7).

Directory Functions aurrertly availabe in ASEBA-PC include the following

NogohkrwdpE

Add Directory (or Subdirectory)

Add Assessed Persdgto a Selected Directory)

Edit (Directory)

Delete (Directory)

Cut (Directory)

Refresh Directories

Download Data (to Excel, SPSS, or Create ASEBA Transfer-{3m@a Exporting Data, Section 7)

Add Directory/Subdirectory

Use this function to add a directory/ies (for example, a clinic, research center, hospital, etc.) and subdirectory
(if applicable) as a means to organize assessed individuals.

3.

1. Signin to ASEBAPC.
2.

Select theéDirectories tab (if it is not already selected by default) on the left side of the screen. Al
current directories will be listed (if any have already been addehb left frame

Select/Highlight tle directory or subdirectory where you wamtadd a diectory/subdirectory.
Navigation:Directory (from the tab on top) Add Directory (or, in the right frame, under tHgirectory
Detailstab, selecAdd Subdirectory, or, alternatively, right click with your mouse and seladd

Directory).

The Add Directory screen will open, displaying a window with a box for the name of the directory, as well
asSaveandCancelbuttons.

Add Directory

Name:

v Save | 8 Cancel

17



a) Enter a name for the direcydsubdirectory you wish to add by typing in the box. Note: All
directories cont aitred owimulsitn ha viep airne mtu ed it

b) Click Saveor Cancel(to close screen without saving). The directory or subdirectory you
just added will be listed on the left side of the screen along with any that were added
previously (if applicable).

Add AssessedPerson (to a Directory)

Use this function to add an assessed person to a directory or subdirectory.

1. Signin to ASEBAPC.

2. Select theirectories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listeid the left frame

3. Select/Highlight the directory or subdirectory in which you want to add an assessed Iparson.
assessed persohave already been added to this directory, they will be displayed in théraigiet
of the screen under tihessessed Persortab.

4.

Navigation:Directory (from the tab on topy Add Assessed Persofor Assessed Persons
(from the tab on top)&dd Assessed Rson, or, in the right frame, under thssessed Persons
tab, ®lectAdd Assessed Persqror, alternatively right click with your mousand selecAdd
Assessed Persgn

All of these methods may be used to add an assessed person to the directory.

5. The screen will open, displaying fields fdentification , Demographics

Select from Existing Informants, Personal Information, Contact Information, andAddress, as
well asSaveandCancelbuttons at the bottom of the screen.

Add Assessed Person

Identification

1D: [ Assign Id Automatically
Demographics

Ethnicity: Gender: | Unknown v
Date Of Birth:

Select From Existing Informants

Awvailable Persons: | Create New ... v

Personal Information Contact Information Address

Title:
First: Last
Middle: Mickname:

+ Save || ® Cancel

18



6. Complete as much of thisformation as is available or relevant (this can be edited later).

a) ldentification: Enter a unique ID or click the box on the right to have an ID automatically
assigned.

b) Demographics

1 Ethnicity: Typeethnicity of the assessed persoto the box

1 Gender. Click the down arrow to selefrtom the puldown menu options
(Unknown, Male, or Female).

1 Date of Birth: You may choose to either hakdy in the birthdate (in the format 4
digit year2 digit month2 digit day as in 200Q2-30) or use the calendgéeature
(select icon on the right and follow the same format as above).

c) Select From Existing Informants or Create New In the box to the right ofvailable
Persons clicking on the down arrow displag@eate New(default) along witta list of
individuals who have already been added (if any) as infornjse¢sSection 5 for
instructions orAdding an Informant). Usermay select one of tHestedinformants(not
available for ASEBA imported datap be an assessed persorreate a nevassessed
person.

1 If userselecs from the list of existig informants, a box will opecontaining empty
demographic fields for ethnicity, gender, and date of bidbmplete these fieldss
instructed in 6 above Userwill then have the option t8aveor Cancel

[Note: Rull-down list of existing informants is not available forASEBA
imported data. For these cases,ser must create a new assessed person, see
below]

1 If userselecs Create New continue completing the fields under the 3 remaining
tabs Peasonal Information, Contact Information, andAddress see 6d, e, and f,
below)if that data is being collectethen selecBaveor Cancel(if you decide not
to save).

[For ASEBA imported data, user must select the Create New option]

d) Personallnformation: EnterTitle (Mr., Mrs., Ms., Dr., etg, First Name, Last Name,
Middle Name, andNickname of the assessed person.

Personal Information Contact Information Address
Title:

First: Last:

Middle: Mickname:

~ Save ® Cancel

19



e) Contact Information: Click on the 2¢tab to go taContact Information and enteE-mail
addresstHome Phone Mobile Phone, andWork Phone numbers for the assessed person.

Personal Information Contact Information Address

Email:
Home Phone:
Mobile Phone:

Work Phone:

' Save & Cancel

f) Address Click on the 3'tab to go toAddressand entefStreet, City, State/Province
Postal Code/ZIP, andCountry for the assessed person.

Personal Information Contact Information Address

Street 1:

Street 2:

City: State/Province:
Postal Code/ZIP: Country:

+ Save || ® Cancel

Edit Directory/Subdirectory

Use this function to makehanges to the name of a directory or subdirectory.

1.

2.

Signin to ASEBAPC.

Select theDirectories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listeid the left frame

Select/Highlight he directory or subdirectory you want to edkny assessed personbo havebeen
added to this directonyill be displayed in the right frame of the screen undeAsessed Persons
tab.

Navigation:Directory (from the tab on topy Edit (or, in the right frame, under tH&irectory
Detailstab, selecEdit, or, alternatively, right click with your mouse and selgdtt).

The Edit window will open, displaying a box containing the name of the directory, as w&éh\eesand
Cancelbuttons.

20



Edit x

Name: | Sample Dir

« Save & Cancel

6. Edit the directory/subdirectory name by clicking in the box and typing the new name.

7. Click Save(to apply changes) &¢ancel(to keep existing information).

Delete Directory/Subdirectory

Use this function to delete a directory or subdirectory.
1. Signinto ASEBA-PC.

2. Select theéDirectories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listeid the left frame

3. Select/Highlight the directory or subdirectory you want to defetsessed persons who hdezn
added to this directory will be displayed in the right frame of the screen undssdbssed Persons
tab.

4. Navigation: Directory (from the tab on top} Delete(or, in the right frame, under thHgirectory
Detailstab, seletDeletg or, alternatively, right click with your mouse and selbetete.

5. TheDeletewindow will open, displaying a box containing the name of the directory to be deleted,
as well as the questionYefaAdNe. you Sure?0 with

Delete b4
Deleting: | Sample Dir

Are You Sure?

Yes Mo

6. SelectYesto delete the directory dto to keep it.

21



Move Directory/or Subdirectory

Use this function to move the location of a directory or subdirectory.

1.

2.

5.

6.

Signin to ASEBAPC.

Select theéDirectories tab (if it is not already selected by default) on the left side of the screen. Al
current directories will be listeid the left frame

Select/Highlight the directory or subdirectory you want to cut/magsessed persons who have
been added to this @ictory will be displayed in the right frame of the screen undeiskessed
Personstab.

Navigation:Directory (from the tab on top} Cut, (or, alternatively, right click with your mouse to
selectCut.
Select/Highlight the location where you wanntove the directory or subdirectory.

Paste the directory in the new location by NavigatinDitectory>Paste (or by rightclicking with

your mouse and selectiftastg.

Refresh Directories

Use this function to update/refresh the directory list.

1.

2.

4.

Signin to ASEBAPC.

Select theDirectories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listeid the left frame

Navigation:Directory (from the tab on top} Refresh Directories
or, alternatively, right click with your mouse and selReffresh Directories

Your list of directories will be refreshed.

Downloading/Exporting Data

Although the Download/Export Data function is contained under the Directory Menu, please see/Section
Exporting Data for instructions.
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ASEBA-PC Procedures

Adding, Editing, Deleting, Viewing, and Merging Assessed Persons

The Assessed Person functions in ASEB@ allow users to adedit, deleteyiew, and cut/mergassessed
persons, awell as Refresh them.

Assessed Persdanctions aurrertly availabde in ASEBA-PC include the following
Add Assessed Person

Edit

Delete

View Selected Assessed Person

Cut/Merge Assessed Persons

RefreshAssessed Persons

ouhrLNE

Add Assessed Person

Use this function to add an assessed person to the directory or subdirblcitayThere are multiple
pathways to add an assessed person.

1. Signin to ASEBA-PC.

2. Select theéDirectories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listeid the left frame

3. Select/Highlight the directory or subdirectory in which you want to add an assessed Ipenspn.
assessed persons have already been added to this directory, theydsplayedn the rightframe of
the screen under thessessed Persortab.

4. Navigation:Assessed Person$rom the tab on top} Add Assessed Persofor Directory (from the
tab ontop)>Add Assessed Persqror, in the right frame, under thessessed Persortab, selecAdd
Assessed Persqrmor, alternatively, right click with your mouse and selddtl Assessed Persgn

5. The screen will open, displaying fields fdentification , Demographics
Select from Existing Informants, Personal Information, Contact Information, andAddress as well
asSaveandCancelbuttons at the bottom of the screen.

Add Assessed Person

Identification

1D [ Assign Id Automatically
Demographics

Ethnicity: Gender: | Unknown -
Date Of Birth:

Select From Existing Informants

Available Persons: | Create Mew .. b

Personal Information Contact Information Address

Title:

First: Last:
Middle: MNickname:

" Sawve & Cancel
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6. Complete as mucimformation as is available or relevant (this can be edited later).

a) ldentification: Enter a unique ID or check the box on the right to have an ID automatically
assigned.
b) Demographics

1 Ethnicity: Typeethnicity of the assessed persoto the box

1 Gender. Click the down arrow to select frothe pulldown menu options
(Unknown, Male, or Female).

1 Date of Birth: You may choose to either hakdy in the birthdate (in the format 4
digit year2 digit month2 digit day as in 2006Q2-30) or use the calendar feature
(select icon on the right and follaive same format as above)

c) Select From Existing Informantsor Create New In the box to the right oAvailable
Persons clicking on the down arrowlisplaysCreate New(default) along with a list of
individuals who have already been added (if any) as infornjse¢sSection 5 for
instructions orAdding an Informant). Usermay select one dhelistedinformantsto be
an assessed person or create a new assessed person

1 If userselecs Create New continue completing the fields under the 3 remaining
tabs Personal Information, Contact Information, andAddress see6d, e, and f
below) if you are collecting that data, then sefeateor Cancel(if you decide not
to save).

1 If user selects from the list of existing informants, a box will open containing empty
demographic fields for ethnicity, gender, and date of birth. Complete these fields as
instructed in 6b above. User will then have the optiocdaweeor Cancel

d) Persond Information : EnterTitle (Mr., Mrs., Ms., Dr., etc.)First Name, Last Name
Middle Name, andNickname of the assessed person.

Personal Information Contact Information Address
Title:

First: Last:

Middle: Mickname:

~ Save & Cancel

e) Contact Information: Click on the 2¢tab to go taContact Information and enteE-mail
addressHome Phone Mobile Phone andWork Phone numbers for the assessed person.
Personal Information Contact Information Address
Email:
Home Phone:
Mobile Phone:

Waoark Phone:

« Save & Cancel
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f) Address Click on the 3'tab to go toAddressand enteStreet, City, State/Province
Postal Code/ZIR, andCountry for the assessed person.

Personal Information Contact Information Address
Street 1:

Street 2:

City: State/Province:

Postal Code/ZIP: Country:

~ Save & Cancel

Edit Assessed Person

Use this function to makehanges to an assessed persandinectory or subdirectory.
1. Signin to ASEBA-PC.

2. SelectHighlight the Directories tab (if it is not already selected by default) on the left side of the screen.
All current directories will be listeth the left frame

3. Select/Highlight the directory or subdirectamywhich the assessed person you wish to edit is listed
Assessed persons who hdeen added to this directory will be displayettier theAssessed Persons
tab inthe right frame of the scree

4. In the rightframe on the screeander theAssesed Personstab, select/highlight the name of the
assessed person you wish to edit.

5. Navigation:Assessed Persorrom the tab on top}Edit (or, in the right frame, under thessessed
Personstab, selecEdit, or, alternatively, right click with your mouse and selédit. In addition, you
can also follow steps 1) and 2), click on the directory (to apéimat contains the Assessed Person you
wish to edit, select/highlight the Assess$&gtson, and right click Wi your mouse and selegdit).

6. TheEdit screen will open, displaying a window with previousiytered data in fields for
Identification, Demographics Personal Information, Contact Information, andAddress, as well as
SaveandCancelbuttons at the bottom of the screen.

Edit

Identification

ID: | 9f0237085d5e401dbf317¢ | [ Assign Id Automatically

Demographics

Ethnicity: | white Gender: | Male A
Date OFf Birth: | 2000-06-13

Personal Information Contact Information Address

Title:

First: | Chip Last: | Wilson

Middle: | Robert Nickname: | Chipper

« Save & Cancel

25



7. Edit the relevant fieldby using the puidown menus (where available/applicable) or typing directly
into thebox.

8. Click Save(to apply changes) @ancel(to keep existing information).

Delete Assessed Person

Use this function to delete an assessed person from the directory or subdirectory.
1. Signin to ASEBAPC.

2. Select/Highlight thédirectories tab (if it is not already selected by default) on the left side of the screen.
All current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory in which the assessed person you wish to delete is listed
Assessed psons who have been added to this directory will be displayed undéssbhesed Persons
tab in the right frame of the screen.

4. In the right frame on the screen, underAlssessed Persortab, select/highlight the name of the
assessed person you wish &ede.

5. Navigation:Assessed Persongrom the tab on top}Delete (r, in the right frame, under thssessed
Personstab, selecDeletg or, alternatively, right click with your mouse and sel@etete In addition,
you can also follow steps 1) and 2)ck on the directory that contains the Assessed Person you wish to
delete, select/highlight the Assessed Person, and right click with your mouse anDalekext

6. TheDeletescreen will open, displaying a window with previousiytered data ifields for
Identification, Demographics Select from Existing Informants, Personal Information, Contact
Information, andAddress as wel | dAre you fusd qwietsh i Westartddon s f or

Delete

ldentification

ID: | 9f0237085d5e401dbf3178cdc7 7fas9b

Demographics

Ethnicity: | white Gender: | M

Date OFf Birth: | 2000-06-13 Age | 14
Personal Information Contact Information Address
Title:

First: | Chip Last: | Wilson

Middle: | Robert Mickname: | Chipper

Are You Sure?

YWes Mo
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7. Click Yesto delete this assessed persohlotto retain this person in the directory.

View Selected Assessed Person

Use this function to view an assessed person in the directory or subdirectory.

1.

2.

Signin to ASEBAPC.

Select/Highlight théirectories tab (if it is not already selected by default) on thedefé of the
screen. All current directories will be listed in the left frame.

Select/Highlight the directory or subdirectory in which theeased person you wish to vieswv
listed. Asessed perss who havéeen added to this directory will be displayed undeAfsessed
Personstab in the right frame of the screen.

In the right frame on the screamder theAssessed Persortab, select/highlight the name of the
assessed person you wish to view.

Navigation:Assessed Persongrom the tab on top}View Selected Assessed Persapr, in the
right frame, under thAssessed Persortab, selecView Selected Assessed Persa,
alternatively, right click with your mouse and selé¢@w Selected Assessed Person

The screen will open, displaying a list of the forms currently added for the selected assessed persc
under the=orms tab in the right frame on the screen

R e T i S—

Homev | Directory v | Forms v | Reports v | Import Data v | Lori Tumerv
Directories | Informants Assessed Person: Smith, Sarah

4 |[J\Ple Directory Forms | Assessed Person Details
» [J) lori_test_Masha's data_raw_for importing.CSV (2014-12-04 10:45:0¢ rreet | (AddForm
4 |JuLori's Directory

v | Eval v | Informant v | Relation v | Created On v | Due By v | Status
(£ Conway, Cynthia
= CBC Smith, Juliet Parent 2015-01-06 2015-01-31 Key Entered
& Conway, Johnathon Y
) Fernandez, Anna CBC Smith, Steven Parent 20150106 20150131 Key Entered
E/Fox, Alicia TRF Dublin, Anna Teacher 2015-01-06 20150215 Key Entered

=] jones, charlotte
=/ Smith, Johnathon
=/ Smith, Juliet
i/ Smith, Steven
&/ Valdero, Juan
&/ West, Maria
L Please delete clinic 2 directory
4 1) Please delete dinic directory
4 ||, Please delete dliinc 3
L Please delete clic subdirectory |
4 |[i Please delete directory
» Il Please delete sub-directory
& Fox, Robert
[E Informant, Sample

» [ Sample Dir
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7. From this screen, the user may select/highlight a particular form for an assessed person and perfol
various functions relat to it under th&orms tab or select thAssessed Person Detaitab to
view, edit, or delete that information

i T —— I
Home v | Directory ¥ | AssessedPersons ¥ | Forms v | Reports v | Import Data v | Lori Tumer v
Directories | Informants Lori's Directory Directory
4 |1\ Ple Directory Assessed Persons | Directory Detalls

b lor_test Masha' data_rau for imporing CSV Q0141204 10451 Refresh || Add Assessed Person || Edit || Delete || View Selected Assessed Person

3 [} Loiis Directo
4 Assessed Person Id

v| Name a v | Date of Birth v Age v Gender ~ Path
1|1 Please delete clinic 2 directory
4 {1 Please delee ciric diectoy JJ2200HH Conway, Cynthia 1985-04-02 2 F \Lori's Directory
4[|l Please delete clinc 3 52c9be36b7bB4531830b7ae0670a850e Conway, Johnathon 1980-03-03 M F \Lorf's Directory
{1/ Please delete clic subdirectory fefebB2c32847686ad0bfclalTcchd Femandez, Anna 1998-03-03 16 F \Lor's Directory
4 s Please delete directory 32 ce3 44453542000 2eedbart8 Fox, Alida 1930204 78 F \Lois Directory
»  Ju Please delete sub-directory
2ach713a38944¢39aB0444cfchie1b78 jones, charlotte 0 F \Lori's Directory
[=/Fox, Robert
= 4220b07fh80b4bcBbacafe2004a16%5 Smith, Johnathon 2004-01-02 il M \Lorf's Directory
[E Informant, Sample
v (| Sample Dir julietsmith Smith, Juliet 19741120 \Lori's Directory
~ BU ot e _-
stevensmith Smith, Steven 1972-08-10 \Lori's Directory
36e0fadaTceadeT18fatf495c3ff8be Valdero, Juan 1950-01-01 65 M \Lorf's Directory
TeT3039740c64dcBa674eeB0d5bI2f2e West, Maria 1974-05-05 a0 F \Lori's Directory
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Merge Assessed Persons

Use this function tanergeassessed persan

1.

2.

Signin to ASEBAPC.

Select/Highlight théirectories tab (if it is not already selected by default) on thedefe of the
screen. All currendirectories will be listed in the left frame.

If not already open, click the directory or subdirectory (to open itghwtontains the Assessed
Person you want tmerge

Select/Highlight the Assessed Person from the left frame of the stfraap.formshave already
been added for this individual, they will be displayed on the sgl& of the screen, under the
Forms tab.

Right click with your mouse and seleciit.

Select/Highlight theAssessed Persgou want tomerge the originally selectgaersorwith.

Right click with your mouse and selédierge.

Click Yes

You will note that the Assessed Person you selected in Step 4 is no longer listeatigiriaé
Directory, andheir forms are now combined with the Assessed Pesal@cated in Step 6.
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Refresh Assessed Persons

Use this function to update/refresh the list of assessed persons.

1.

2.

Signin to ASEBAPC.

Select/Highlight théirectories tab (if it is not already selected by default) on the left  side of the
screen. All current directories will be listedthe left frame

Select/Highlight the directory or subdirectory in which #ssessed person you wish to refrigsh
listed. Assessed persons who have been added to this directory will be displayed uAsisesbed
Personstab in the right frame of thscreen.

Navigation: Assessed Persongrom the tab on topRefresh(or, in the right frame, under the
Assessed Persortab, selecRefresh. Assessed Persons will be refreshed.

Back toTableof Contents
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ASEBA-PC Procedures

Informants: Adding, Editing, Del eting, Merging Informants, and
Adding a Form for a Selected Informant

Informants are the individuals asked to complete forms (either about themselves, astie@selbr about
another person, as in a CBCIhelnformantfunctions in ASEBAPC allow users to adedit, delete, and
cut/merge informants, add a form for a selected infornaantvell as toefreshinformants.

Informantfunctions airrertly availabde in ASEBA-PC include the following

Add a NewInformant

Edit an Informant

Delete an Informant

Cut/Merge an Informant

Add Form (for selected informant)
Refreshinformants

ogkhwnpE

Add Informant

Use this functiorio add an informant
1. Signin to ASEBAPC.

2. Selectthelnformants tab on the left side of the screen. If any informants have already been added, the
will be listed here.

3. Navigation:Informants (from the tab on top} Add (or, alternatively, select/highlight an informant on
the list in the left frame, right click with your mouse and sefett a New Informant).

4. TheAdd New Informant screen will open, displaying a window with fields fdentification , Select
from Existing Assessed PersorPersonal Information, Contact Information, andAddress, as well
as buttons foSaveandCancelat the bottom

Add New Informant b4
Identification
1D: Assign |d Automatically
Select From Existing Assessed Person
Available Persons: | Create New ... v
Personal Information Contact Information Address
Title:
First: Last:
Middle: Mickname:
~/ Save ® Cancel
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5. Complete as much of this information as is available or relevant (this can be edited later)

g) ldentification: Enter a unique I@r check the box on the right to have an ID assigned
automatically.

h) Select from Existing Assessed Person or Create Newn the box to the right of
Available Persons clicking on the down arrow displagdeate New(default) along with a
list of individuak who have already been added (if any) as an assessed person. User may
either select one of the existing assessed people listed as an informant or add a new

informant.

Acdd Mew Informant

Select From Existing Assessed Ferson

Avvailable Persons: | John Doe

: Create Mew .

- Save
1 John Doe

Alessandro Borer
Joanne Schrmow
John Cash
Aldllison Schmidt

Alicia Fox

1 If user select€reate New continue completing the fields under theefaining
tabs Personal Information, Contact Information, andAddress, see 5c¢, d, and
e below) if that data is being collected, then sebasteor Cancel (if you decide

not to save).

1 If user chooseSelect From Existing Assessed Perspa box will theropen
containing the name of the person you selected. Here you will have the option to
Saveor Cancel(if you decide not to save).

Add Mew Informant >

Select From Existing Assessed Person

Available Persons: | John Doe -

W Save & Cancel
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i) Personal Information: EnterTitle (Mr., Mrs., Ms., Dr., etc.)First Name, Last Name
Middle Name, andNickname of the informant.

Personal Information | Contact Information Address‘

Title: \ |
First: ‘ | Last: | |
Middle | | Nickname: | |

v Save | | ® Cancel |

j) Contact Information: Click on the 29tab to go taContact Information and enteE-mail
addressHome Phone Mobile Phong andWork Phone numbers for the informant.

Personal Information Contact Information Address

Email: | |

Home Phone: | |

Mobile F’hcrne:.| |
Wark Phone: | |

|.  Save | | ® Cancel |

k) Address Click on the 3 tab to go toAddressand enteGtreet, City, State/Province
Postal Code/ZIP, andCountry for the informant.

Personal Information | Contact Information | Address ‘

Street 1: ‘ |

Street 2: ‘ |

City: | ‘ State/Province: ‘ |
Postal Code/ZIP: ‘ |Countr',r: ‘ ‘

‘_ « Save | | @ Cancel |
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Edit Informant

Use this function to make changesatoinformant
1. Signin to ASEBAPC.

2. Selectthelnformants tab on the left side of the screen. Any informants that have been added will be
listed here.

3. Select/Highlight the informant you wish to edit. Any forms that have been added for the selected
informant will be displayed under tif®rms tab in the right fame on the screen.

4. Navigation:Informants (from the tab on topyEdit (or, in the right frame, under theformant
Detailstab, selecEdit, or, alternatively, right click with your mouse and selgdtt).

5. The screen will open, displaying a window with previotestfered data in fields fadentification ,
Personal Information, Contact Information, andAddress, as well asSaveandCancelbuttons at the
bottom of the screen.

Edit b4

Identification

1D: | 4ee988d0d1b94febB8f323c Assign Id Automatically

Personal Information Contact Information Address
Title:

First: | John Last: | Doe

Middle: Mickname:

 Save & Cancel

6. Edit the relevant fieldby typing into them

7. Click Save(to apply changes) @@ancel(to keep existing information).

Delete Informant

Use this function to delete an informaanly available for informants who have not had any forms entered)
1. Signin to ASEBA-PC.

2. SelecttheInformants tabon the left side of the screefsny informants that have been added will be
listed here.
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3. Select/Highlight the informantou wish to delete. Any forms that have been completed by the
selected informant will be displayedider the forms taim the right frame on the screefNote:
The Delete Informant feature will only be activated/available for those informants who have
not had any forms completed for them]

4. Navigation:Informants >Delete (from the tab on top(or, in the right frame, wter thelnformant
Detailstab, selecDeletg or, alternatively, right click with your mouse and selbetete.

5. TheDeletewi ndow wi | | o0 p eAreyoussr&ti nvwgi tt h ebrasteMondickif o r
Yesto delete oNo to retain this person as an informant.

Delete >
Deleting: | Doe, John

Are You Sure’?

Wes Mo

Add a Form for a Selected Informant

=

Signin to ASEBAPC.

2. In the left frame on the screen, click on thiormants tab. Any informants that haveeen added
will be listed here.

3. Select/Hghlight the informant for whom you wish to add a forAny forms that havalreadybeen
completed by the selest informant will be displayed under the forms talhie right frame on the
screen

4. Navigation:Informants (from the tab on topyAdd Form, (or Forms (from the tab on top)Add
Form, or, in the right frame, under tHeorms tab, selecAdd Form, or, alternatively, right click
with your mouse and sele&tld Form).

5. TheAdd Form window will open, and the informant field will be ppepulated with the individual
you selected in step 3.
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Add Form b4
Summary Form Details Contact Info

Upon saving, the form will be ready under the Assessed Person Forms tab.

The Status field will show the percent of progress to completion.

Form Type: -
Assessed Person: -
Informant: | John Doe b
Clinician: -
Relationship: -

Evaluation Id:

& Cancel Mext > ~ Submit

6. Please refer to Section 8, Forms Functions (Add a Form) for furthebytgtep instructions once
you have reached this point.

Refresh Informants

Use this function to update/regh informard.

1. Signin to ASEBAPC.

2. SelecttheInformants tab. Any informants that haveeen added will be listed here.
3. Select/Hghlight the onewhich you want to refresh.

4. Navigation: Informants>Refresh (from the tab at the togr, in the right frame, under the
Informant Details tab, selecRefresh or, alternatively, right click with your mouse and select
Refresh).

5. Informants will be refreshed.
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ASEBA-PC Procedures
Importing Data

Thelmport Data function in ASEBAPC allowsusers tamportdata into thgorogram

1. Signin to ASEBA-PC.

2. For ADM Data only, raw data needs to-PRéheexpo
mi ssing fieldsd) needs to be run prior to in

a) To export raw data from [BM, navigate tol ools>Export Data for Analysis>bulleted
in the Data Sharing boxExport data for analysis>Next>Select data export folder(if
you want to change the default that is displaygg)e in aRaw data file name>Apply
export selection restrictions {f applicablg>from the pull-down menu undesgelect
export file format, chooseCSV (Comma delimited and quoted
fields)>Next>completeSelection Criteria (if applicablg>Next>Export>When finished,
click Exit>Close ADM

b) Toapplyi ADM t o -FAG EtBMAe mi sopen thefilefofithatinaire &rgm your
desktop or within the ASEBA program file on your computer. QONekt to proceed.
Select the folder where you have ADM installed (default Y&@M). Click Next.

Select the folder that contains the CSV file you etqubin a) above. Clickodify File.
Once you receive the message that the file has been successfully modifieQladeek
You are now ready to import: proceed to step 3, below.

3. Navigation:Import Data (from the tab on top} Import ADM Raw Data (to import raw data from
previous versions of ADM)r Import Data (from the tab on topimport ASEBA Data (to import
raw data from a current version of ASEBXC).

4. The screen will open, displaying a window containing an importing message, a butelefbing
files to uploagand buttons to Cancel and Close.

Screen display for Importing ADMRaw Data:
Uploading ADM Raw data file

Please select a Raw Data File

Importing your data will take some time.

Select files...

x Close & Cancel (this will delete the imported data)
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Screen display fomhportingCurrentASEBA Data:
Uploading ASEBA data file

Please select an Aseba Data File

Importing your data will take some time.

Select files...

® Cancel x Close

5. Click ontheSelectfilesobut t on t o open up another screen d
file/folder organization/layout in the left and right columns, a blank fieldrlername, andOpen
andCancelbuttons at the bottom.

6. Selecting your files can be done in one of 2 ways:
**|f you have exported ADM raw data and runthein ADM t o -RCStiieBnissing
fiel dso pg stepi2alove, select thenodified file for importing.
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