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ASEBA-Web Procedures
Setting Up Account And Sgning In to ASEBA-Web

Administrator - Initial Setup and Signin for ASEBA-Web accourt:

1.

After having receivedheletterfrom ASEBA containing thdoken, click on the link (for example,
https://www.asebaveb.org/createaccount/?token=JGNTYXVG-EWVCI-GNFGV) to create
your account.

The ASEBA-Web screen below will open to théalidate Accounttah with thetokenfield pre
populated

ASEBA-Web

Fill in the administrator and owner/company information:
Validate Account Administrator Information Account Information Agree and Create

JGNTV-TIXVG-EWVCI-GNFGV Validate

Account

Next »

Clicking theValidate button to the right of the token field will produce the following message:

The token is valid!

Enter a name in th&ccount box that wil be meaningful and easy to remembigris will be the
account that all your users will ug¢ote: You can check the box to save your username and
account name. Then only the password is required for sigim.

For the "User Name" and "Account” fields please use a single word or hyphenatied wor

For example
User name: jdoe
Account: asebasales

or

User name: -foe
Account: asebaales

5. Click Nextto proceed to thAdministrator Information tab:


https://www.aseba-web.org/createaccount/?token=JGNTV-TJXVG-EWVCI-GNFGV

ASEBA-Web

Fill in the administrator and owner/company information:

Validate Account Administrator Information Account Information Agree and Create
First Name Last Name Contact Email
Username
Password Password Confirmation
< Back Next »

Complete the fields fdfirst Name, Last Name Contact Email, Username,Password and
Password Confirmation.

[Note: Password need to be at least 10 characters in leng{imaximum of 50)and contain at
least 3 of the following characters: one upper case letter, one lower case letter, one digit, and
one other character (no spaces allowedYsername &Account have a maximum length of 50

Click Back to return to the previous taWdlidate Account) or Nextto proceed to the next tab
(Account Information).

Complete the fields foAccount Information under theDetails tab Owner/Company Name
Contact Full Name Contact Email, Contact Mobile PhoneandContact Work Phone), as well
as under th@&ddresstab Street, City, State or Province Postal or Zip Code andCountry), as
displayed in the two screens below:

Detailstab:

ASEBA-Web

Fill in the administrator and owner/company information:

Validate Account Administrator Information Account Information Agree and Create

Details Address

Owner/Company Name
Contact Full Name
Contact Email

Contact Mobile Phone Contact Work Phone

< Back Next »

Addresstab:



ASEBA-Web

Fill in the administrator and owner/company information:

Validate Account | Administrator Information Account Information Agree and Create

Details Address

Street 1 Street 2
City State or Province
Postal or Zip Code Country

¢« Back Next »

9. Click Backto return to the previous taBdministrator Information ) or Nextto proceed to the
next tab Agree and Creatsq.

ASEBA-Web

Fill in the administrator and owner/company information:

Validate Account  Administrator Information |~ Account Information = Agree and Create

| have read, and | agree with the EULA [
| have read, and | agree with the HIPAA License agreement [

< Back Create Account

10.Click on the links (in blue) to read the End Ukarense Agreement (EULA) and the Health
Insurance Portability and Accountability Act (HIPAA) documents.

11When you are finished reading the agreement:

12.1f you are in agreement with the contents ahtihe End User License Agreement and the HIPAA
License agreement, click the box to tight of each statement.

Note:1 f both boxes are not checked, a message wi
AfUser must agree to HIPAAO, or bot hand(theecpeenn di n
will not advance.]



13.Click Back to return to the previous taB¢count Information) or Create Accountto proceed.

14.The following message will be displayed oncedbeount is created successfulBlick Sign In
Account created successfully!
+ Signin

15. Enterthe Credentials you createdder Name Password andAccount).

Sign In Credentials
This System is for Authorized Users Only

User Name: | |

Password:

Account:

v Sign In

16.Click Sign In.

17.0nce in the program, the initial administrator can add new users (administrative or regular) by
navigating to: The Administrator/User Name (from the tab on top)®sers ManagemertNew
(SeeUsers Management




New User (Other than Administrator) Initial Sign-In to ASEBA-Web:

1. Go to: www.asebaweb.org

2. TheSign In screen below will display:

Sign In Credentials
This System is for Authorized Users Only

User Name: | |

Password:

Account:

v Sign In

3. Enter yourUser Name Password andAccount. (Enter the credentials provided to youby your
administrator for initial sign-in)

4. Click Sign In.

5. When signing in for the first time, the following screen will open, displaying fieldd$er Name
Current Password, Account, Password Password Confirmation, links (and check boxes)
pertaining to thé&end User (EULA) andHealth Insurance Portability and Accountability Act
(HIPAA) License Agreements as well as £hangebutton.

Please choose a hew password

User Name:

Current Password:
Account:

Password:

Password Confirmation:

| have read, and | agree with the EULA [
| have read, and | agree with the HIPAA License agreement []

~ Change


http://www.aseba-web.org/

6. EnterUser Name Current Password, andAccount again as provided to you. EnteNaw
Passwordthat is at least 10 characters in length and contains at least 3 of the following characters
one upper case letter, one lower case letter, one digit, and one other character.

7. Confirm the new password by-tgping it in thePassword Confirmationbox (If passwords do not
agree, user wil/l receive an error message S
not equal o).

8. Click on the links (in blue) to read tlind User License Agreement (EULA) and the Health
Insurance Portability and Accountability Act (HIPAA) documents.

9. When you are finished reading the agreement
10.1f you are in agreement with the contents of both the End User License Agreement and the HIPAA
License agreementlick the box to the right of each statement. (If the boxes are not checked, a

message will appear, stating, AUser must ag.!
(depending on which was left unchecked), and the screen will not advance)
11.Click Change

12.The following screen will display:

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

+ Sign In

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

14. Program will open to Directories.



ASEBA-WEB Procedures

Adminitrator / Regular User (System Admin) Functions

The User Menu (System Admifynctions in ASEBAWeb are used to set up or make changes to certain
program features. Administrative Users have access to all features, whereas Regular Users only have acces
Themes, Change Password, and Log Out.

User MenuSystem Admin¥unctions aurrertly availade in ASEBA-Web include the following

Users Management*

Manage Form Request Letters*
E-Units History*

Auditing Tools*

Themes

License Agreement*

Account Status*

Change Password

Log Out

©CoNoOh~wNhE

*These features are only @lable to AdministrativéJsers

Users Management (Administrative Users only)

Use this function to manage program access (users, roles and atcnaggddresses, and password features).
1. Signin to ASEBAWeb.
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), antlew, Refresh, andClosetabs at the top of theeen:

Users Management x

+ MNew ¢ Refresh x Close

Select a user to view or edit.

Admin Click on New to add a new user.

Joseph Brekke
test@tests. edu

Joe Smith

Joe Smith
Joe Smith@test test

JoeSmith

Joe Smith
Joe Smith@test. ctr
LoriTumer

Lori Turner
Lori. Turer@uvm. edu




Adding, Viewing, Editing a User

Add a

New User. SelectNew. A screen will open up, displaying boxes to etdser Name

Password Password Confirmation, Roles First Name, Last Name andEmail.

Users Management

4+ Mew & Refresh » Close

Admin

User Mame:
Password must be at least 10 characters long; Password must contain at least 3 of

Sys Admin the follwing characters: one upper, one lower, one digit and one other.

test@tests edu

1
1

Password:

Password Confirmation:

Roles: -
First Name:

Last Name:

Email:

« Save © Cancel

User Name: Enter a User Name in the box. Spaces or any other special characters are not
allowed, with the exception of dasheswhich can be used in any position other than the
first or last.

Password Enter a password that is at least 10 characters ithlang contains at least 3 of
the following characters: one upper case letter, one lower case letter, one digit, and one oth
character.

Password Confirmation: Retype the password you entered. If passwords do not agree,
user willreceive anerrormesg e st ating ANew password anc
mat cho.

Roles: Click on the down arrow to display a pdibwn list and seleddministrator or
Regular User.

First Name: Ent er user 6s first name.
LastName: Ent er userd6s | ast name.

Email: Ent er -maladdréss. e

Click Saveor Cancel(to close screen without saving).

10



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
bottom of the screen allow user accessSai Password Set Role Request Password Resgt

Enable/Disable andEdit.

Users Management

+ New | ¢ Refresh
Admin

Joseph Brekke
test@tests.edu

x Close

User Name: | JoeSmith
Role: | AdminUser

First Name: | Joe

Lori Tumner
Lori. Tumer@uvm_edu

Joe Smith Last Name: | Smith

Joe Smith Email: | Joe.Smith@test.ctr

RS e ies Account Disabled

JoeSmith Requires Password Reset

Joe Smith @ Set Password | @ Set Role | @ Request Password Reset
S = 5= Enable/Disable || 4 Edit

LoriTurner

Set Password Clicking theSet Passwordutton 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 characters:
one upper case letter, one lower case letter, one digit, and enel#nacter. Confirm the password

by re-typing it in thePassword Confirmationbox (If passwords do not agree, user will receive an

error message
(i f youbve
Users Management
+ New ¢ Refresh x Close
Admin

Joseph Brekke
test@tests.edu

Joe Smith

Joe Smith
Joe. Smith@test.test

JoeSmith

Joe Smith
Joe Smith@test_cir
LoriTurner

Lori Turner
Lori. Turner@uvm. edu

stating that

User Name: | JoeSmith

Password must be at least 10 characters long; Password must contain at least 3 of

the follwing characters: one upper, one lower, one digit and one other.
Password

Password Confirmation:

«/ Save || @ Cancel

AfNew passwobBae and
on@athoel (taakeep exstmgpassword).

x ]

11



Set Role Click on the down arrow to display a palbwn list and seledadministrator or Regular

or

User. SelectSave( i f y oudve mGatceel(takeep éxstimgrele)
Users Management X
+ Mew ¢ Refresh x Close

Admin

Joseph Brekke
test@tests edu

Joe Smith

Joe Smith
Joe. Smith@test.test

JoeSmith

Joe Smith
Joe Smith@test cir

LoriTurner

Lori Turner
Lori. Turner@uvm.edu

User Name: | JoeSmith

Roles: | Administrator A
« 5

Regular User

Request Password ResetCheck box if this user needs to reset their password. Sibatit (if

youbve

ma d eCaacel(orkeep existing password).

Users Management

4+ Mew | ¢ Refresh
Admin

Joseph Brekke
test@tests.edu

Joe Smith

Joe Smith
Joe Smith@test.test

% Close

JoeSmith

Joe Smith
Joe_Smith@test.ctr

LoriTumer

Lor Tumer
Lori. Turner@uvm.edu

User Name | JoeSmith
Requires Password Reset ¢

« Submit | @ Cancel

Enable/DisableUser Account Check box to disable account or leave unchecked to indicate

account is enabled. Seléchange( i f

youobve
12

m@adioel (teakeep éxestimgysetdng)o r



Users Management %

|| + New || & Refresh || x Close |

Admin User Name|JoeSmith |
i v
Joseph Brekke f\ccount D|sab|gd .
test@tests edu | « Change || & Cancel ‘
Joe Smith

Joe Smith
Joe.Smith@test test

JoeSmith

Joe Smith
Joe Smith@test.cir

LoriTurner

Lori Turmner
Lori. Turner@uvm.edu

Edit User Account Selectingeditwi | | al l ow user to make chang
name, and-gail address. SeleGave( i f you 6 v e mGahcel(tcekeep bxstmguser o r
information).

Users Management X

|| + New || © Refresh || x Close |

Admin User Name: |JoeSmilh ‘
Josaph Brekks First Name: | Joe |
test@tests. edu Last Name: | Smith |
Joe Smith Email: | Joe Smith@testctr | '
ot R
JoeSmith

Joe Smith@test_cir

LonTurner

Lori Turner

Lori. Tumer@uvm.edu

13



Manage Form Request Letters (Administrative Users only)

Use this function to View, Edit, Delete, or Add Form Request Letters for Informants.

1.
2.

3.

Sign in to ASEBAWeb.

Navigation:The Administrator/User Name (from the tab on top) Manage Form Request

Letters

TheManage Form Request Letterscreen will open, displaying buttons fdew, Refresh,

Templates AD, andClose

+ New
© Refresh

Template A
Template B
Template C

Template D

» Close

Manage Form Request Letters

Select a template to view or edit
Click on New to add a new template.

Viewing, Editing, Deleting, or Adding a Form Request Letter:

Add a New Form Request Letter SelectNew on the left side of the screen. The New Template
will be displayed on the right side of the screen

+ New
© Refresh

Template A
Template B
Template C

Template D

X Close

Manage Form Request Letters

Name: | New Template

To: #INFORMANT_NAME#
On: #DATE#

Dear #INFORMANT_NAME#,

Please complete the following rating forms available online:

#FORMS_LIST#

Al of the answers that you give are confidential
Your answers will only be available to authorized staff
You don't have to complete all the forms at the same time.
Each form takes about 20 - 30 minutes to complete

Please complete the rating forms as soon as possible.

Full instructions are found on the web sit;
d

« Save ® Cancel

Edit/customize the letter by clicking within it to make changes. Name the new template

(ot her wi se,

def aul t
14
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Cancel(to keep existing template). The new template will now appear in the list on the left side
of the screen.

View a Form Request Letter Select a template on the left side of the screen. The selected

- . . . ~ BN
template will be displayed on the right side of thesern ( A Temp | at e A0, sh
Manage Form Request Letters >
4+ New Name: | Template A
& Refresh To: #INFORMANT_MNAME#

On: #DATE#

Template A
Dear #INFORMANT_NAME#,

Template B
Please complete the following rating forms available online;

Template C
#FORMS_LIST#

Template D
All of the answers that you give are confidential.
Your answers will only be available to authorized staff
You don't have to complete all the forms at the same time.
Each form takes about 20 - 30 minutes to complete.
Please complete the rating forms as soon as possible.
Full instructions are found on the web site
Thank you

+ Edit ® Delete
x Close

Edit a Form Request Letter:Select a template on the left side of the screen, as above. Select
Edit. Edit/customize the letter by clicking within it to make changes. Name the new template
(otherwise, default namewil r emai n, i . e . Safe{foaetanictanges)oA o) .
Cancel(to keep existing template).

Deletea Form Request Letter Select the template of interest on the left side of the screen, as
above. SeledDeleteto remove the template. The screen will open, displaying the name of the
template that i s selected for deletion, al
YesandNo. Click Yesto delete the template dlo to retain it.

Manage Form Request Letters >
+ New You are about to delete the template "| Sample Template E
WMre you sure?
< Refresh

Yes No

Sample Template E

Template A
Template B
Template C

Template D

»x Close

15



E-Units History (Administrative Users only)

This function allows users to view theUkits they have Used and Purchased within a given timeframe.
1. Signinto ASEBAWEeb.
2. Navigation:The Administrator/User Name (from the tab on top) E-Units History

3. TheE-Units screen will open, displaying options for generating a recordWhis used and/or
purchased:

E-Units >

E-Units History

From | 2015-03-20
To | 2015-03-20| >
= E-Units Used

E-Units Purchased

» Close

4. IntheFrom box, edit the default date (current date) to reflect the record start date by either using tf
calendar feature (select icon on the right and follow the forrdggittyear 2 digit month2 digit
day as in 20181-01) or hanekey in the date using the sarformat.

5. IntheTo box, edit the default date (current date) to reflect the record end date by either using the
calendar feature (select icon on the right and follow the forraagittyear2 digit month2 digit day
as in 201803-25) or hanekey in he date using the same format.

1
E-Unit=s >

E-Units History

From | 2015-01-01
To | P015-03-25 >
= E-Units Used
= E-Units Purchased

= Close

6. Select the box for eithdt-Units Usedor E-Units Purchased depending on whic
interested in generating.

16



a) If E-Units Usedis selected, the followin@pen/Save/Cancebox will display with the
default -dame_BxXxpé@ikditure_ History. x|l sxo:

Dayou want to open ar save E-unit PupenditureHistorydsx (264 KB from aseba-web.org! Open | Save v | Cance

SelectOpento view an Excel file of the use (expenditure) hist&@syeto download the
Excel file to a folder and/or view, @ancelto cancel the record.

*TheUni Expendi ture_ History. x| DxTeanshctione wi | |
Date/Time, Form Name, Form Evaluation ID, Assessed Person IdentificatiorPrint
Paper Form, Scoring Form, Electronic Form, Username andOther Details.

b) If E-Units Purchasedis selected, the followin@pen/Save/Cancebox will display with the
default -dame_bhcdmde Hi story. x|l sxo:

Do you want b open orsave E-unit Income Historydsx (119 €B) from aseba-weborg] Open | Sae v Cance

SelectOpento view an Excel file of the purchase (income) hist&@gyeto download the
Excel file to a folder and/or view, @ancelto cancel the record.

*TheUmMIEt _ | ncome _Hi st ory. x| ®xTeanshction Batefime | c
Description, Amount, andOther Details.

7. If desired, the Excel files (.xIsx) can be edited once opened.

8. Select theClosebutton when finished

Auditing Tools (Administrative Users only)

This function generates various types of user activity and transaction logs which can be saved and/or reviews
1. Signin to ASEBAWeb.

2. Navigation:The Administrator/User Name (from the tab on top) Auditing Tools

3. The screen will open, displaying a list of options for generating activity and transaction logs

17



Auditing Tools b4

Usermame: | Joe Smith B |
From: | 2015-01-01
To: | 2015-01-26 |

| Sign In/Out

| User Management

4. IntheUsernamebox, click the down arrow to access the fdivn menu and select the person for
whom you want to create an activity or transactomn

Auditing Tools b

Usermame: -Jc-e Smith -
rom: | 201
To: | 2015-0 Joe Smith

Joseph Brekke

Acctivity L Lori Turmer

| Sign InfOut

| User Management

18



5. In theFrom 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 forrdigittyear 2 digit month2 digit
day as in 2002-30) or hanekey in the dateising the same format.

Auditing Tools >
Usernmame: | Joe Smith -
From: | 2015-01-01|
To: | 20 o January 2015

Su Mo Tu We Th Fr Sa
Activi 55 29 s0 31 [ = 3
= | 4 5 & 7 8 9 10
= |1 11 12 13 14 15 16 17
18 18 20 21 22 23 2a

Trans 25 26

= 1 Monday. January 26, 2015
- | IS
- Read

- Update

> Close

6. IntheTo box, select the log end date by either using the calendar feature (select icon on the right
and follow the format 4ligit 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 b

ASauaditimng Tools D

Usermame: | Joe Smith -
From: | 2015-01-01
To: | zo1s-01-24

- 2010-2015 -

2009 2010 2011 2012

2013 ZOoO14 o015

Monday, Januarny 26, 2015

LI

Update

> Close

7. To generate an activity or transactions | og,
interested in from the following options:

1 Activity logs:
Sign In/Out
User Management

1 Transactions logs:
Create
Delete
Read
Update

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

2 » Computer b shared [{imed.m) (L) »

Organize v ewfokder =+ B

Documents  *  bame

B Myhsc
5 MyPicurs
B My Videos
B Sevcd s

418 Computer
& o c)
& DR Dre
4158 shared l\med
Apps

Filename Sign In_And Out Loguisy

Savestype Micrsoh bl Warkshest (s

 Hide Folders Save: Cancel

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

Themes

This function allows the user to change the display color within the program.
1. Signin to ASEBAWeb.
2. Navigation:The Administrator/User Name > Themes

3. Select a theme from the pulbwn list of 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:

Default (gray/silver with some red outlining)
Blue Opal
Bootstrap
Silver
Uniform
Metro

Black

Metro Black
High Contrast
Moonlight
Flat
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License Agreement (Administrative Users only)

This menu item contains the End User License Agreement (EULA) and Health Insurance Pohebility
(HIPAA) documents for viewing.

1. Signin to ASEBAWeb.
2. Navigation:The Administrator/User Name > License Agreement>EULA

(to view theEnd User License Agreement)

or, The Administrator/User Name > License Agreement>HIPAA
(to view theHealth Insurance Portability and Accountability Act)
3. Once selected, the documents (EULA or HIPAA) will open.

4. When you are finished reading the document s,

Account Status (Administrative Users only)

This function allows the user to view their Customer IBJiiits Balance, and Expiration Date.
1. Signin to ASEBAWEeb.
2. Navigation:The Administrator/User Name (from the tab on top)Account Status

3. TheAccount Statusscreen will open:

Account Status b

36b5T2eff71c-4cT7B-8d6f-
Customer Id
alelbdlableb

E-Units Balance | 99995
Expiration Date | 2025-03-13

» Close

4. When finished viewing, clickClose.
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Change Password

This function allows the user to change their password.

5. Sign in to ASEBAWeb.

6. Navigation:The Administrator/User Name (from the tab on top)Change Password

7. TheChange Passwordcreen will open:

Change Password

Current Password:

Password must be at least 10 characters long; Password must contain at

least 3 of the follwing characters: one upper, one lower, one digit and one
other.

Password:
Password Confirmation:

~ Sawve & Cancel

8. EnterCurrent Password.

9. In thePasswordbox, enter a new password that is at least 10 characters in length and contains at

least 3 of the following characters: one upper case letter, one lower case letter, one digit, and one
other character.

10. Retype the new password in tRassword Confirmationbox. If passwords do not match, user
wi || receive an error message stating ANew p

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

Logout

This functon allows the user to log out of the program.

1. Navigation (from within ASEBAWeDb): The Administrator/User Name (from the tab on top»
Logout

2. Userwilbe returned to the initial ASign I ndo scr

Sign In Credentials

This System is for Authorized Users Only

User Name: | |
Password

Account

v Sign In
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ASEBA-Web Procedures
Adding and Making Changes to airectory

In ASEBA-Web, 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 currertly availade in ASEBA-Web include the following

Add Directory (or Subdirectory)

Add Assessed Person (to a Selected Directory)

Edit (Directory)

Delete (Directory)

Move (Directory)

Refresh Directories

Download Data (to Excel, SPSS, or Create ASHB&nsfer DataSee Exporting Data, Section 7)

NogobkwdpE

Add Directory/Subdirectory

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

1. Signin to ASEBAWeb.

2. Select theDirectories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed (if any haakeady been added) in the left frame.

3. Select/Highlight the directory or subdirectory where you want to add a directory/subdirectory.

4. 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 seladt
Directory.)

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

Add Directory

Name:

v Save | ® Cancel
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a) Enter a nameolr the directory or subdirectory you wish to add by typing in the (dote:
All directories contacthedy wi nhsh havieaumri

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 Assessed Person to a Directory
Use this function to add ansessed person to a directory or subdirectory.
1. Signinto ASEBAWeb.

2. Select theéDirectories 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 thelirectory or subdirectory in which you want to add an assessed piirasoy.
assessed persons have already been added to this directory, they will be displayed in the right fran
of the screen under tiessessed Persortab.

4. Navigation:Directory (from the tab on topy Add Assessed Persofor Assessed Persor($rom
the tab on top)Add Assessed Persqrr, in the right frame, under thssessed Persortab, €lect
Add Assessed Persqror, alternatively right click with your mouse and sele®dd Assessed
Person) 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

1o [1.Aassign Id Automatically

Demographics

Ethnicity: Gender: | Unknown -

Date OF Birth:

Select From Existing Informants

Aocailable Persons: | Create New .. -

Personal Information Contact Information Address
Title:

First: Last

Middle: Mickname:

-~ Save & Cancel

6. Complete as much of this information 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 aaumatically
assigned.
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b) Demographics

1 Ethnicity: Type ethnicity of the assessed person into the box.

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

1 Date of Birth: You may choose to either hakdy inthe birthdate (in the format 4
digit year2 digit month2 digit day as in 200Q2-30) or use the calendar feature
(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 oAvailable
Persons clicking on the down arrow displaggeate New(default) along with a list of
individuals who have already been added (if any) as informants (see Section 5 for
instructions orAdding an Informant). User may select one of the listed imh@ants to be
an assessed person or create a new assessed person.

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 optiocdaeeor Cancel

1 If user selectCreate New continue completing the fields under the 3 remaining
tabs Personal Information, Contact Information, andAddress see 6d, e, and f,
below) if that data is being collected, then sef&ateor Cancel(if you decide not
to save).

d) Personal 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 Phong andWork Phone numbers for the assessed person.

Persona I Informa tion Contact Information Address
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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 Directory/Subdirectory
Use this functiorito make changes to the name of a directory or subdirectory.
1. Sign in to ASEBAWeb.

2. Select theéDirectories 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 you want to eflity assessed persons who have
been added to this directory will be displayed in the right frame of the screen undsséissed
Personstab.

4. Navigation:Directory (from the tab on topy Edit (or, in the right frame, under th®irectory
Detailstab, selectdit, or, alternatively, right click with your mouse and selEdit).

5. TheEdit window will open, displaying a box containing the name of the directory, as wadives
andCancelbuttons.

Edit

Mame: | Sample Dir

W 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).
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Delete Directory/Subdirectory
Use this function to delete a directorysabdirectory.
1. Signinto ASEBAWeb.

2. Select theéDirectories 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 you wimtlelete Assessed persons who have been
added to this directory will be displayed in the right frame of the screen und&sdbesed Persons
tab.

4. Navigation: Directory (from the tab on top} Delete(or, in the right frame, under thHgirectory
Detailstab, selecDelete or, alternatively, right click with your mouse and selBetete. All of
these methods may be used to delete a directory or subdirectory.

5. TheDeletewindow will open, displaying a box containing the name of the directory to bedlelete
as wel |l as the questionYeBa~hdNe. you Sure?0 with

Delete b4
Deleting: | Sample Dir

Are You Sure?

Wes Mo

6. SelectYesto delete the directory dto to keep it.

Move Directory/or Subdirectory
Use this function to move the location of a directory or subdirectory.
1. Signinto ASEBAWEeb.

2. Select theDirectories 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 you want to cut/maégsessed persons who have
been added to this directory will be displayed in the right frame of the screen unédsséissed
Personstab.

4. Navigation:Directory (from the tab on topy Cut (or, alternatively, right click with your mouse
and selecCut
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5. Sekct/Highlight the location where you want to move the directory or subdirectory.

6. Paste the directory in the new location by NavigatinQitectory>Paste (or right-clicking with
your mouse and selectifaste.

Refresh Directories
Use this functiorio update/refresh the directory list.
1. Signinto ASEBAWEeb.

2. Select theirectories 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. Navigation:Directory (from thetab on top)> Refresh Directories(or, alternatively, right click
with your mouse and seleRefresh Directorieg.

4. Your list of directories will be refreshed.

Downloading/Exporting Data

Although the Download/Export Data function is containeder the Directory Menu, please see Section 7,
Exporting Data for instructions.
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ASEBA-Web Procedures

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

The Assessed Person functions in ASE®B&D allow users to add, edit, delete, viewd aot/merge assessed
persons, as well as Refresh them.

Assessed Persdanctions aurrertly availabde in ASEBA-WEB include the following

Add Assessed Person

Edit

Delete

View Selected Assessed Person
Cut/Merge Assessed Persons
Refresh Assessed Persons

ok wNE

Add Assessed Person
Use this function to add an assessed person to the directory or subdiredtiey. There are multiple
pathways to add an assessed person]

1.

2.

Sign in to ASEBAWeb.

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

Select/Highlight the directory or subdirectory in which you want toaaddssessed person. If any
assessed persons have already been added to this directory, they will be displayed in the right frame «
the screen under thfessessed Persortab.

Navigation:Assessed Persor($rom the tab on topy Add Assessed Persofor Directory (from the
tab on topyAdd Assessed Persomyr, in the right frame, under thessessed Persortab, selecAdd
Assessed Persqmr, alternatively, right click with your mouse and selédt Assessed Persgn

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 A
Date Of Birth

Select From Existing Informants

Awvailable Persons: | Create New ... -

Personal Information Contact Information Address
Title:

First: Last:

Middle: Nickname:

« Save || ® Cancel
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6. Complete as much inforrtian 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: Type ethnicity of the assessed person into the box.

1 Gender. Click the down arrow to select from the pdtbwn 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 calendar feature
(select icon on the right and follow the same format as above).

c) Select From EXxisting Informants or Create New In the box to the right cAvailable
Persons clicking on the down arrow displag@eate New(default) along with a list of
individuals who have already been added (if any) as informants (see Section 5 for
instructions orAdding an Informant). User may select one of the listed informants to be
an assessed person or create a new assessed person.

1 If user select€reate New continue completing the fields under the 3 remaining
tabs Personal Information, Contact Information, andAddress see 6d, e, and f
below) if you are collecting that data, then sefemteor 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 optiddaweeor Cancel

d) Personal 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 29tab to go taContact Information and enteE-mail
addressHome Phoneg Mobile Phong andWork Phone numbers for the assessed person.

Personal Information Contact Information Address

Email:
Home Phone:
Maobile Phone:

Work Phone:

« Save & Cancel

30



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 Assessed Person

Use this function tanake changes to an assessed person in a directory or subdirectory.

1.

2.

Sign in to ASEBAWeb.

Select/Highlight théirectories 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.

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

In the right frame on the screen, underAlssessed Persortab, select/highlight the name of the
assessed person you wish tatedi

Navigation:Assessed Person$rom the tab on topyEdit (or, in the right frame, under thssessed
Personstab, selecEdit, or, alternatively, right click with your mouse and seledtt.

In addition, you can also follow steps 1) and 2), dowahilek on the directory (to open it) that contains
the Assessed Person you wish to edit, select/highlight the Assessed Person, and right click with your
mouse and seleé&dit).

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- | 9f0237085d5e401dbf8178 | [ Assign Id Automatically

Demographics

Ethnicity: | white Gender: | Male v
Date Of Birth: | 2000-06-13

Personal Information Contact Information Address

Title:

First: | Chip Last: | Wilson

Middle: | Robert Nickname: | Chipper

« Save ® Cancel
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7. Edit the relevant fiels by using the pulown menus (where available/applicable) or typing directly
into the box .

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

Delete Assessed Person
Use this function to delete an assessed person frotirdetory or subdirectory.
1. Sign in to ASEBAWeb.

2. Select/Highlight théirectories 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 persons who have been added to this directory will be displayed uhslezsbed
Personstab in the right frame of the screen.

4. In the righ frame on the screen, under thgsessed Persortab, select/highlight the name of the
assessed person you wish to delete.

5. Navigation:Assessed Persor¢érom the tab on top¥Delete(or, in the right frame, under the
Assessed Personab, selectDelete, or, alternatively, right click with your mouse and select
Delete).

In addition, you can also follow steps 1) and 2), dowhik on the directory that contains the
Assessed Person you wish to delete, select/highlight the Assessed Person, and nigith glatk
mouse and selelelete.

6. TheDeletescreen will open, displaying a window with previousiytered data ifields for
Identification , Demographics Select from Existing Informants, Personal Information, Contact
Information , andAddress aswellas t he Arayeusstirédo mnvi fi h brasartddons f or

Crelete

Identification

ID: | 9237 085d5e401dbfE1 F8cdcT Ffacs9b

Demographics

Ethmnicity: | white Geaendaer: | M

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

First: | Chip Last: | Wilson

Middle: | Robert Mickname: | Chipper

Are You Sure?

Yes MNo
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7.

Click Yesto delete this assessed persoioto retain this person in the directory.

View Selected Assessed Person

Use this function to view an assessed person in the directenbdirectory.

1.

2.

Sign in to ASEBAWeb.

Select/Highlight théirectories 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.

Select/Highlight the directory or subédatory in which the assessed person you wish to view is
listed. Assessed persons who have been added to this directory will be displayed uhsleesbed
Personstab in the right frame of the screen.

In the right frame on the screen, underAlssessed €rsonstab, select/highlight the name of the
assessed person you wish to view.

Navigation:Assessed Person$rom the tab on top}View Selected Assessed Pers¢m, in the
right frame, under thAssessed Persortab, selecView Selected Assessed Persain,
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 theForms tab in the right frame on the screen.
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