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ASEBA-PC 2015 Procedures

PLEASE NOTE THAT ALL WORK NEEDS TO BE SAVED BEFORE CLOSING FORMS OR
WALKING AWAY FROM THE COMPUTER. THERE IS A TIME LIMIT OF 20 MINUTES.

Signing In to ASEBA-PC 2015

The Sign In function allows users to gain access to the ASEBA-PC 2015 application.

Open ASEBA-PC 2015.

The Sign In screen below will display:

Sign In Credentials

This System is for Authorized Users Only

User Name

Password

| forgot my password

| JRemember me

SIGN IN*

Copynight 2018 by T.M. Achenbach | Made in lermont - Z018.01.18
ASEBA-PC 2015 w1.10.0

3. Enter your User Name, Password, (If this is your first time signing in to ASEBA-PC 2015,
enter the credentials provided to you - admin for username, Password77 for password).

4. Click Sign In.

5. When signing in for the first time, the following screen will open, displaying fields for User Name,
Current Password, New Password, Password Confirmation, as well as a link to the End User
License Agreement (EULA):



10.

11.

12.

13.

14.

15.

Please choose a hew password

User Name:

Current Password:
Password must be at least 10 characters long.
New Password:

Confirm New Password:

| have read, and | agree with the EULA

v CHANGE

Enter User Name and Current Password again as provided to you.

Enter a NEW Password that is at least 10 characters.

Confirm the new password by re-typing it in the Confirm New Password box (If passwords do not
agree, user will receive an error message stating that “New password and password confirmation are
not equal”).

Click on the link (underlined in blue) to read the End User License Agreement (EULA).

When you are finished reading the End User License Agreement, click the “X” box in the upper
right corner to close it.

If you are in agreement with the contents of the End User License Agreement, click the box to the
right of the statement, “I have read, and I agree with the EULA”. (If this box is not checked, a
message will appear, stating, “User must agree to EULA”, and screen will not advance)

Click Change.

The following screen will display:

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

V' SIGN IN

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

Program will open to Directories.
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User Menu (System Admin) Functions

**We strongly suggest that you make more than one administrator account.**

The User Menu (System Admin) functions in ASEBA-PC 2015 are used to set up or make changes to certain
program features. Administrative Users have access to all features, whereas Regular Users only have access to
Themes, Change Password, and Log Out.

User Menu (System Admin) functions currently available in ASEBA-PC 2015 include the following:

1. Users Management*
2. Auditing Tools*
Themes

License Agreement*
Change Password
Log Out

SN kW

*These features are only available to Administrative Users

Users Management (Administrative Users only)

Use this function to manage program access (users, roles and access, e-mail addresses, and password features)

1. Sign in to ASEBA-PC 2015.

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 been
entered), and New, Refresh, and Close tabs at the top of the screen:

USERS MANAGEMENT

+ MNew CREFRESH X CLosE

Select a user to view or edit.

admin Click on New to add a new user.

The Administrator
test@tests edu

jsmith

Joseph Smith
Jsmith@test uvm_ edu


rscott
Highlight


Viewing, Editing, or Adding a User:
a. Add a new user: select New. A screen will open up, displaying boxes to enter User Name,

Password, Password Confirmation, Roles, First Name, Last Name, and Email.

USERS MANAGEMENT

+ New COREFRESH ¥ CLOSE

admin

The Administrator
test@tests.edu

jsmith

Joseph Smith

jsmith@test uvm_ edu

User Name required

Password must be at least 10 characters long.

Password required

Password Confirmation required
Roles A4 required

First Name required

Last Name required

Email required

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

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 one other
character.

Password Confirmation: Re-type the password you entered. If passwords do not agree, user
will receive an error message stating “New password and password confirmation do not match”.

Roles: Click on the down arrow to display a pull-down list and select Administrator or Regular
User.

First Name: Enter user’s first name.

Last Name: Enter user’s last name.

Email: Enter user’s e-mail address.

Click Save or 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,
displaying previously-entered information for User Name, Role, First Name, Last Name, Email,
Account Disabled or Not, and Whether a Password Reset is required. The buttons along the

6



bottom of the screen allow user access to Set Password, Set Role, Request Password Reset,
Enable/Disable, and Edit.

USERS MANAGEMENT

+ New CREFRESH X CLOSE

admin

User Name  admin

Ier:l’é\fer:g“:gﬁmr Role  AccountAdministrator
jsmith FirstName  The

Joseph Smith LastName  Administrator
jsmith@test uvm edu

Email test@tests edu
Account Disabled

Requires Password Reset

& SET PASSWORD a8 SET RoLE & REQUEST PASSWORD RESET BR EnABLE/DISABLE ZEpim

Set Password: Clicking the Set Password button will allow you to set/change a password. Enter a

c. 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. Confirm the password
by re-typing it in the Password Confirmation box (If passwords do not agree, user will receive an
error message stating that “New password and password confirmation do not match”). Select Save
(if you’ve made a change) or Cancel (to keep existing password).

USERS MANAGEMENT

+New | CRerresH | XCLosE

admin UserName  admin

The Administrator

tesi@tess edu Password must be at least 10 characters long; Password must contain at least: one uppercase letter, one lowercase letter and one number.
jsmith Password required

Joseph Smith

jsmith@test uvm.edu Password Confirmation requied

®CanceL




d. Set Role: Click on the down arrow to display a pull-down list and select Administrator or Regular
User. An administrator can reset the password of other users. We recommend that you set up at least
two administrators so if one person forgets their password, the other can reset it. Select Save (if
you’ve made a change) or Cancel (to keep existing role)

USERS MANAGEMENT

+NEw CGREFRESH X CLOSE

admin User Name  admin

The Administrator

test@tests edu Roles Administrator ¥ required
jsmith e e,
Joseph Smith O CANCEL Administrator

jsmith@test uvm edu

Regular User

€. Request Password Reset: Check box if this user needs to reset their password. Select Submit (if
you’ve made a change) or Cancel (to keep existing password).

USERS MANAGEMENT

+ New CREFRESH X CLOSE

admin User Name  admin

The Administrator

test@tests edu Requires Password Reset | |

jsmith
~ SuBMIT OCancEL
Joseph Smith

jsmith@test uvm edu




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

account is enabled. Select Change (if you've made a change) or Cancel (to keep existing
setting).

USERS MANAGEMENT

+New | (REFRESH X CLOSE

admin

User Name  admin

Iez';?é?er:g 'ggﬁtm Account Disabled | |
jsmith
vCHANGE =~ OCANCEL
Joseph Smith
jsmith@test.uvm_edu



g. Edit User: Selecting Edit will allow user to make changes to the user’s first name, last name, and e-
mail address. Select Save (if you’ve made a change) or Cancel (to keep existing user information).

Users Management

+ New ¢ Refresh % Close
admin User Name  user
The Administrator )
user
Last Name Smith required
Joe Smith
user@example.com Email user@example.com regquired

< Save © Cancel

10



Auditing Tools (Administrative Users only)

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

a. Sign in to ASEBA-PC 2015.
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: asdf sfd v
From: 2019-03-08 &
To: 2019-03-08 &
Activity Logs

[ Srew In/Our

[ Lissr ManacemenT

Transactions Logs

[ Creare

B Derere

¥ Reap

[¥) Ueparte

X Ciose

d. In the Username box, click the down arrow to access the pull-down menu and select the person for
whom you want to create an activity or transaction log.

11



AUDITING TOOLS x

Username: | Joseph Smith v
From: Joseph Smith

To: The Administrator
Activity Logs

Bz | Sign In/Out

Ex | User Management

Transactions Logs

Create

7

Delete

7

Read

7

I?

Update

X CLOSE

e. Inthe From 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 format 4-digit year- 2 digit month-2 digit
day as in 2000-12-30) or hand-key in the date using the same format.

AUDITING TOOLS X

Username: | Joseph Smith
From: 2019-03-08 B
To “« February 2019

Su Mo Tu We Th Fr Sa
Activity L 1 2
3 4 5 6 7| 8 9

10 11 12 13 14 15

B Use
2
1

B Sigrn

17 18 19 20 21

Transacti 24 25 26 2T 28

2
£ |Creq Friday, March 08, 2019

£ Delew
E: |Read

B Update

x CLOSE

f. Inthe To box, select the log end date by either using the calendar feature (select icon on the right
and follow the format 4-digit year-2 digit month-2 digit day as in 2000-12-30) or hand-key in the
date using the same format.

*Note: The maximum allowed number of days between “From” and “To” dates is 31.

12



AUDITING TOOLS X

Username: | Joseph Smith v

From: 2019-03-08 i
To: 2019-03-08 =

< March 2019 >

ActivityL sy Mo Tu we Th Fr Sa
B | Sigr 12
By |[Use 3 4 5 6 7"
Transacti

B |Cret

E: |Deld Friday, March 08, 2019

£ | Reaw

E: |Update

X CLOSE

g. To generate an activity or transactions log, click on/select the icon to the left of the type you’re
interested in from the following options:

e Activity logs:
Sign In/Out
User Management

e Transactions logs:
Create
Delete
Read
Update

13



h. Once you have selected the log type, the Save window will open with a default file name (for
example, “Sign_In_Sign Out Log.xlsx’) and location. The file may be saved with a different name
(by entering a new name in the File name box) and/or to a different location (by navigating to where
you want the file to be saved on your computer).

x® » Computer » shared (\imeduwm] (L} »

Organize = Blew folder
Documents = Hame
& Dowrloads

L Favorites

File name:  Sign_in_And_Out_Logads:
Save a5 type: | Micresolt Excel Worksheet (" xti)

s | [ Comcat |

= Hide Felders

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

Themes
This function allows the user to change the display color within the program.
1. Sign in to ASEBA-PC 2015.

2. Navigation: My Account > Themes

3. Select a theme from the pull-down 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:

Black, Blueopal, Bootstrap, Default (grey), Flat, High Contrast, Material
Material Black, Metro, Metro Black, Nova, Moonlight, Office 365, Silver,

Uniform

License Agreement (Administrative Users only)

This menu item displays the software license agreement for viewing.

14



1. Sign in to ASEBA-PC 2015.
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. Sign in to ASEBA-PC 2015.

2. Navigation: MyAccount (from the tab on top)>Change Password

3. The Change Password screen will open:

CHANGE PASSWORD x

Current Password:

2]
@ Current Password Required

Password must be at least 10 characters long;
Password must contain at least: one uppercase letter,
one lowercase letter and one number.

New Password:

@ © Password Required
Password Confirmation:

®
@ Password Confirmation Required

E S ® Canee

4. Enter Current Password.
5. In the New Password box, enter a new password that is at least 10 characters in length.

6. Re-type the new password in the Password Confirmation box. If passwords do not agree, user will
receive an error message stating “New password and password confirmation are not equal”.

7. Click Save or Cancel (to keep existing password).

15



Logout
This function allows the user to log out of the program.
1. Logout button is at top of the screen next to the Help button

2. User will be returned to the initial “Sign In” screen.

Sign In Credentials

This System is for Authorized Users Only

User Name

Password

| forgot my password

[:] Remember me

SIGN IN *

Copyright 2018 by T.M. Achenbach | Made in Verment - 2018.01.18
ASEBA-PC 2015 v1.10.0
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Adding and Making Changes to a Directory

In ASEBA-PC 2015, 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 (page 42).

Directory Functions currently available in ASEBA-PC 2015 include the following:

Nk W=

Add Directory (or Subdirectory)

Add Assessed Person (to a Selected Directory)

Edit (Directory)

Delete (Directory)

Cut (Directory)

Refresh Directories

Download Data (to Excel, SPSS, or Create ASEBA Transfer Data--See 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/ies
(if applicable) as a means to organize assessed individuals.

1.
2.

3.

Sign in to ASEBA-PC 2015.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed (if any have already been added) in the left frame.
Select/Highlight the directory or subdirectory where you want to add a directory/subdirectory.
Navigation: Directory (from the tab on top)> Add Directory (or, in the right frame, under the Directory
Details tab, select Add Subdirectory, or, alternatively, right click with your mouse and select Add
Directory).

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

Add Directory

Name:

v Save | @ Cancel

17



a) Enter a name for the directory/subdirectory you wish to add by typing in the box. Note: All
directories contained within a “parent directory” must have unique names.

b) Click Save or 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 an assessed person to a directory or subdirectory.
1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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 you want to add an assessed person. If any
assessed persons have already been added to this directory, they will be displayed in the right frame
of the screen under the Assessed Persons tab.

4. Navigation: Directory (from the tab on top) > Add Assessed Person (or Assessed Persons
(from the tab on top)>Add Assessed Person, or, in the right frame, under the Assessed Persons
tab, select Add Assessed Person, or, alternatively, right click with your mouse and select Add
Assessed Person)..

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

5. The screen will open, displaying fields for Identification, Demographics, Select from Existing
Informants, Personal Information, Contact Information, and Address, as well as Save and

Cancel buttons at the bottom of the screen.

ADD ASSESSED PERSON x
IDENTIFICATION

D Assign |d Automatically

DEMOGRAPHICS

Ethnicity

Gender. Unknown

Date Of =]
Birth:

SELECT FROM EXISTING INFORMANTS

Available Persons: | Create New ..

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Title
First
Middle
Last:

Nickname:

' SAVE ©CanceL




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

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

b) Demographics:

Ethnicity: Type ethnicity of the assessed person into the box.
Gender: Click the down arrow to select from the pull-down menu options
(Unknown, Male, or Female).

Date of Birth: You may choose to either hand-key in the birthdate (in the format 4-
digit year-2 digit month-2 digit day as in 2000-12-30) 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 of Available

Persons, clicking on the down arrow displays Create New (default) along with a list of
individuals who have already been added (if any) as informants (see Section 5 for
instructions on Adding an Informant). User may select one of the listed informants (not
available for ASEBA imported data) to be an assessed person or create a new assessed
person.

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 option to Save or Cancel.

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

If user selects Create New, continue completing the fields under the 3 remaining
tabs (Personal Information, Contact Information, and Address, see 6d, e, and f,
below) if that data is being collected, then select Save or Cancel (if you decide not
to save).

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

d) Personal Information: Enter Title (Mr., Mrs., Ms., Dr., etc.), First Name, Last Name,
Middle Name, and Nickname of the assessed person.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Title
First:
Middle:
Last:

Nickname:



e) Contact Information: Click on the 2" tab to go to Contact Information and enter E-mail
address, Home Phone, Mobile Phone, and Work Phone numbers for the assessed person.

PERSONAL INFORMATION CONTACT INFORIMATION ADDRESS

Email:
Home Phone:
Mobile Phone:

Work Phone:

N Save O Cancee

f) Address: Click on the 3 tab to go to Address and enter Street, City, State/Province,
Postal Code/ZIP, and Country for the assessed person.

PERSOMNAL INFORMATION CONTACT INFORMATION ADDRESS
Street 1:
Street 2:
City:
State/Province:
Postal Code/ZIP:

Country:

@ @ Chnes

Edit Directorv/Subdirectory

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

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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 you want to edit. Any assessed persons who have been
added to this directory will be displayed in the right frame of the screen under the Assessed Persons
tab.

Navigation: Directory (from the tab on top) > Edit (or, in the right frame, under the Directory
Details tab, select Edit, or, alternatively, right click with your mouse and select Edit).

The Edit window will open, displaying a box containing the name of the directory, as well as Save and
Cancel buttons.
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EDIT x

Name: | Test Directory

- [

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

7. Click Save (to apply changes) or Cancel (to keep existing information).

Delete Directory/Subdirectory

Use this function to delete a directory or subdirectory.
1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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 delete. Assessed persons who have been
added to this directory will be displayed in the right frame of the screen under the Assessed Persons
tab.

4. Navigation: Directory (from the tab on top) > Delete (or, in the right frame, under the Directory
Details tab, select Delete, or, alternatively, right click with your mouse and select Delete).

5. The Delete window will open, displaying a box containing the name of the directory to be deleted,
as well as the question “Are you Sure?”” with buttons for Yes and No.

DELETE x

Deleting: Test Directory

Are You Sure?

v Yes X No

6. Select Yes to delete the directory or No to keep it.
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Move Directory/or Subdirectory

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

1.

2.

6.

Sign in to ASEBA-PC 2015.

Select the Directories 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 you want to cut/move. Assessed persons who have
been added to this directory will be displayed in the right frame of the screen under the Assessed
Persons tab.

Navigation: Directory (from the tab on top) > Cut, (or, alternatively, right click with your mouse to
select Cut.
Select/Highlight the location where you want to move the directory or subdirectory.

Paste the directory in the new location by Navigating to Directory>Paste (or by right-clicking with

your mouse and selecting Paste).

Refresh Directories

Use this function to update/refresh the directory list.

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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.

Navigation: Directory (from the tab on top) > Refresh Directories,
or, alternatively, right click with your mouse and select Refresh 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 Page 42,
Exporting Data for instructions.
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ASEBA-PC 2015 Procedures

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

The Assessed Person functions in ASEBA-PC 2015 allow users to add, edit, delete, view, and cut/merge
assessed persons, as well as Refresh them.

Assessed Person functions currently available in ASEBA-PC 2015 include the following:

1. Add Assessed Person

Edit

Delete

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

ANl

Add Assessed Person

Use this function to add an assessed person to the directory or subdirectory. Note: There are multiple
pathways to add an assessed person.

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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 you want to add an assessed person. If any
assessed persons have already been added to this directory, they will be displayed in the right frame of
the screen under the Assessed Persons tab.

Navigation: Assessed Persons (from the tab on top) > Add Assessed Person (or Directory (from the
tab on top)>Add Assessed Person, or, in the right frame, under the Assessed Persons tab, select Add
Assessed Person, or, alternatively, right click with your mouse and select Add Assessed Person).

The screen will open, displaying fields for Identification, Demographics.
Select from Existing Informants, Personal Information, Contact Information, and Address, as well
as Save and Cancel buttons at the bottom of the screen.

ADD ASSESSED PERSON >

IDENTIFICATION

1D Assign |d Automatically

DEMOGRAPHICS

Ethnicity -
Gender Unknown -
Date Of =
Birth

SELECT FROM EXISTING INFORMANTS

Available Persons: | Create New -

PERSONAL INFORMATION CONTACT INFORMATION | ADDRESS

Title:

First:
Middle
Last
Nickname

~ Save @ CAancEL




6. Complete as much information 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:

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

e Gender: Click the down arrow to select from the pull-down menu options
(Unknown, Male, or Female).

e Date of Birth: You may choose to either hand-key in the birthdate (in the format 4-

digit year-2 digit month-2 digit day as in 2000-12-30) or use the calendar feature
(select icon on the right and follow the same format as above).

¢) Select From Existing Informants or Create New: In the box to the right of Available
Persons, clicking on the down arrow displays Create New (default) along with a list of
individuals who have already been added (if any) as informants (see Section 5 for
instructions on Adding an Informant). User may select one of the listed informants to be
an assessed person or create a new assessed person.

e [fuser selects Create New, continue completing the fields under the 3 remaining
tabs (Personal Information, Contact Information, and Address, sce 6d, ¢, and f
below) if you are collecting that data, then select Save or Cancel (if you decide not
to save).

e [fuser 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 option to Save or Cancel.

d) Personal Information: Enter Title (Mr., Mrs., Ms., Dr., etc.), First Name, Last Name,
Middle Name, and Nickname of the assessed person.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Title
First
Middle:
Last:

Nickname:

~ SAVE S CancEL

e) Contact Information: Click on the 2" tab to go to Contact Information and enter E-mail
address, Home Phone, Mobile Phone, and Work Phone numbers for the assessed person.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Email:
Home
Phone:

Mobile
Phone:

Work
Phone:

~ SAVE O CANCEL




f) Address: Click on the 3 tab to go to Address and enter Street, City, State/Province,
Postal Code/ZIP, and Country 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 make changes to an assessed person in a directory or subdirectory.

1.

2.

Sign in to ASEBA-PC 2015.

Select/Highlight the Directories 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 persons who have been added to this directory will be displayed under the Assessed Persons
tab in the right frame of the screen.

In the right frame on the screen, under the Assessed Persons tab, select/highlight the name of the
assessed person you wish to edit.

Navigation: Assessed Persons (from the tab on top) >Edit (or, in the right frame, under the Assessed
Persons tab, select Edit, or, alternatively, right click with your mouse and select Edit. In addition, you
can also follow steps 1) and 2), click 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 select Edit).

The Edit screen will open, displaying a window with previously-entered data in fields for
Identification, Demographics, Personal Information, Contact Information, and Address, as well as
Save and Cancel buttons at the bottom of the screen.

EDIT x

IDEnTIFrCATION

Assign Id Automatically:

1D: 7aefd644cf4c466bb

DErMOGRAPHICS
Frhnicity: Other -
Gender: Female -

Date Of Birth: 2002-06-05 B=

PERSOMNAL INFORMATION CONTACT INFORMATION | ADDRESS
Title
First: Vanessa
Middle:
Last: Bushey

Nickname:

=3 -




7.

8.

Edit the relevant fields by using the pull-down menus (where available/applicable) or typing directly
into the box.

Click Save (to apply changes) or Cancel (to keep existing information).

Delete Assessed Person

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

1.

2.

Sign in to ASEBA-PC 2015.

Select/Highlight the Directories 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 delete is listed.
Assessed persons who have been added to this directory will be displayed under the Assessed Persons
tab in the right frame of the screen.

In the right frame on the screen, under the Assessed Persons tab, select/highlight the name of the
assessed person you wish to delete.

Navigation: Click on the assessed person you want to delete, Right click with your mouse and select
Delete. In addition, you can also follow steps 1) and 2), click on the directory that contains the Assessed
Person you wish to delete, select/highlight the Assessed Person, and right click with your mouse and
select Delete).

The Delete window will open stating the chosen assessed person with the question “Are you sure”
with buttons for Yes and No.

DELETE X
Deleting: Amanda Berkley

Are You Sure?

YES No
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7. Click Yes to delete this assessed person or No to retain this person in the directory.

View Selected Assessed Person

Use this function to view an assessed person in the directory or subdirectory.
1. Sign in to ASEBA-PC 2015.

2. Select/Highlight the Directories 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 Root directory or subdirectory in which the assessed person you wish to view is
listed. Assessed persons who have been added to this directory will be displayed under the Assessed
Persons tab in the right frame of the screen.

4. In the right frame on the screen, under the Assessed Persons tab, select/highlight the name of the
assessed person you wish to view.

5. Navigation: with the highlighted Assessed Person selected, click on Go to Assessed Person tab,

6. The screen will open, displaying a list of the forms currently added for the selected assessed person
under the Forms tab in the right frame on the screen.

DIRECTORIES | INFORMANTS | Forwms For: AMANDA BERKLEY (A

FORMS | ASSESSED PERSON DETAILS
Search Q

“ L Root

4 L Aseba_Data - Copy.zip (2018-08-28 15.28:5¢ : EvallD ¢ Informant ¢ Relation

& Amanda Berkley CBCL 6-18 Carolyn Berkley Biological parent
“ b Aseba_Data (2).zip (2018-10-16 10:36:59) )

M Amanda Berkley CBCL 6-18 Charles Fitzmorris Grandparent
4 W Aseba Data zip (2018-08-28 13:22°54) CBCL 6-18 Michael Berkley Biological parent

= Helen Goad TRF 6-18 Casandra Greene Classroom teacher
» b csv_modified.CSV (2018-09-05 08:26:27)
» (L RawData CSV (2018-06-11 11-10:34) YSR 11-18 self Self
» L Sample Directory YSR 11-18 self Self

=l John Doe
ASR 18-59 self Self
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7. From this screen, the user may select/highlight a particular form for an assessed person and perform
various functions related to it under the Forms tab or sclect the Assessed Person Details tab to
view, edit, or delete that information.

DIREGTORIES | INFORMANTS
Search Q
“ L Root

< L Aseba_Data - Copy.zip (2018-08-28 15:28:5¢
=/Amanda Berkley

« |k Aseba_Data (2) zip (2018-10-16 10:36:59)

« |k Aseba_Data.zip (2018-08-28 13:22:54)
EHelen Goad

» L csv_modified. CSV (2018-09-05 08:26:27)

» L RawData.CSV (2018-06-11 11:10:34)

» [ Sample Directory

=lJohn Doe

| Forus Forn AMANDA BERKLEY ( Assesse

FORMS | ASSESSED PERSON DETAILS

App Form KEY-ENTRY SCORE REPORT DetaiLs / COMMENTS Epit DELETE REFRESH

Eval ID

Informant Relation

CBCL 6-18 - Carolyn Berkley Biological parent

CBCL 6-18
CBCL 6-18
TRF 6-18

YSR 11-18
YSR 11-18
ASR 18-59

28

Charles Fitzmorris Grandparent

Michael Berkley Biological parent

Casandra Greene Classroom teacher

self Self
self Self
self Self



Merge Assessed Persons

Use this function to merge assessed persons.

1.

2.

Sign in to ASEBA-PC 2015.

Select/Highlight the Directories 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.

If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person you want to merge.

Select/Highlight the Assessed Person from the left frame of the screen. If any forms have already
been added for this individual, they will be displayed on the right side of the screen, under the
Forms tab.

Right click with your mouse and select Cut.

Select/Highlight the Assessed Person you want to merge the originally selected person with.
Right click with your mouse and select Merge.

Click Yes

You will note that the Assessed Person you selected in Step 4 is no longer listed in the original
Directory, and their forms are now combined with the Assessed Person selected in Step 6.

29



Refresh Assessed Persons

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

1. Sign in to ASEBA-PC 2015.

2. Select/Highlight the Directories 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 refresh is
listed. Assessed persons who have been added to this directory will be displayed under the Assessed
Persons tab in the right frame of the screen.

4. Navigation: Assessed Persons (from the tab on top)>Refresh (or, in the right frame, under the
Assessed Persons tab, select Refresh. Assessed Persons will be refreshed.

Back to Table of Contents
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ASEBA-PC 2015 Procedures

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

Informants are the individuals asked to complete forms (either about themselves, as in a self-report, or about
another person, as in a CBCL. The Informant functions in ASEBA-PC 2015 allow users to add, edit, delete, and
cut/merge informants, add a form for a selected informant, as well as to refresh informants.

Informant functions currently available in ASEBA-PC 2015 include the following:

Add a New Informant

Edit an Informant

Delete an Informant

Cut/Merge an Informant

Add Form (for selected informant)
Refresh Informants

RN

Add Informant (Please make sure you have already created the assessed person first.)

Use this function to add an informant.
1. Sign in to ASEBA-PC 2015.

2. Select the Informants tab on the left side of the screen. If any informants have already been added, they
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 select Add a New Informant).

4. The Add New Informant screen will open, displaying a window with fields for Identification, Select
from Existing Assessed Person, Personal Information, Contact Information, and Address, as well
as buttons for Save and Cancel at the bottom.

Add New Informant b4

Identification

1D: Assign Id Automatically

Select From Existing Assessed Person

Awvailable 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) Identification: Enter a unique ID or check the box on the right to have an ID assigned
automatically.

h) Select from Existing Assessed Person or Create New: In the box to the right of
Available Persons, clicking on the down arrow displays Create New (default) along with a
list of individuals 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.

Hodd Mew Informant

Select From Existing Assessed Person

Avvailable Persons: | John Doe

Create Mew __.

John Doe

Alessandro Borer

" Save

Joanne Schrmoww
John Cash
Alllison Schmidt

Alicia Fox

e [fuser selects Create New, continue completing the fields under the 3 remaining
tabs (Personal Information, Contact Information, and Address, if that data is
being collected, then select Save or Cancel (if you decide not to save).

e [fuser chooses Select From Existing Assessed Person, a box will then open
containing the name of the person you selected. Here you will have the option to
Save or Cancel (if you decide not to save).

Add Mew Informant >

Select From Existing Assessed Person

Available Persons: | John Doe -

 Save & Cancel
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i) Personal Information: Enter Title (Mr., Mrs., Ms., Dr., etc.), First Name, Last Name,
Middle Name, and Nickname of the informant.

PERSONAL INFORMATION ‘ CONTACT INFORMATION ADDRESS

Title:
First:
Middle:
Last:

Nickname:

j) Contact Information: Click on the 2™ tab to go to Contact Information and enter E-mail
address, Home Phone, Mobile Phone, and Work Phone numbers for the informant.

Personal Information Contact Information Address

Email:

Home Phone:
Mobile Phone:
Work Phone:

o Save || @ Cancel

k) Address: Click on the 3 tab to go to Address and enter Street, City, State/Province,
Postal Code/ZIP, and Country for the informant.

ADDRESS

PERSONAL INFORMATION CONTACT INFORMATION

Street 1:

Street 2:

City:
State/Province:
Postal Code/Z1P:

Country:
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Edit Informant

Use this function to make changes to an informant.
1. Sign in to ASEBA-PC 2015.

2. Select the Informants 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 the Forms tab in the right frame on the screen.

4. Navigation: Informants (from the tab on top) >Edit (or, in the right frame, under the Informant
Details tab, select Edit, or, alternatively, right click with your mouse and select Edit). Also, the
option to Send Letter To Informant is available in this window.

5. The screen will open, displaying a window with previously-entered data in fields for Identification,
Personal Information, Contact Information, and Address, as well as Save and Cancel buttons at the
bottom of the screen.

EDIT
ENTIFICATION

Assign Id Automatically:

ID: 8b745957512c4312b

PERSONAL INFORMATION | CONTACT INFORMATION | ADDRESS
Title:
First: Dexter
Middle:
Last: Babbott

Nickname:

ESave O Cawcar

6. Edit the relevant fields by typing into them.

7. Click Save (to apply changes) or Cancel (to keep existing information).

Delete Informant

Use this function to delete an informant (only available for informants who have not had any forms entered).

1. Signin to ASEBA-PC 2015.

2. Select the Informants tab on the left side of the screen. Any informants that have been added will be
listed here.
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3. Select/Highlight the informant you wish to delete. Any forms that have been completed by the
selected informant will be displayed under the forms tab in the right frame on the screen.

4. Navigation: Informants >Delete or, alternatively, right click with your mouse and Delete).

5. The Delete window will open, asking the user, “Are you sure?” with buttons for Yes and No. Click
Yes to delete or No to retain this person as an informant.

Delete >
Deleting: | Doe, John

Are YWou Sure?

Wes Mo

Add a Form for a Selected Informant

1. Sign in to ASEBA-PC 2015.

2. In the left frame on the screen, click on the Informants tab. Any informants that have been added
will be listed here.

3. Select/Highlight the informant for whom you wish to add a form. Any forms that have already been
completed by the selected informant will be displayed under the forms tab in the right frame on the
screen.

4. Navigation: Informants (from the tab on top) >Add Form, (or Forms (from the tab on top)>Add
Form, or, in the right frame, under the Forms tab, select Add Form, or, alternatively, right click
with your mouse and select Add Form).

5. The Add Form window will open, and the informant field will be pre-populated with the individual
you selected in step 3.
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ADD FORM
SUMMARY FORM DETAILS CHARGES

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

Form Type - D required
Assessed Person v | @ required
Score this form online: | (extrz E-unit chare spplies)

Informant Dustin Barrup
Clinician: v
Evaluation Id:

® GNCE: : NEXT

6. Please refer to Page 46, Forms Functions (Add a Form) for further step-by-step instructions once
you have reached this point.

Refresh Informants

Use this function to update/refresh informants.

1. Sign in to ASEBA-PC 2015.

2. Select the Informants tab. Any informants that have been added will be listed here.
3. Select/Highlight the one which you want to refresh.

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

5. Informants will be refreshed.
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ASEBA-PC 2015 Procedures

Importing Data

The Import Data function in ASEBA-PC 2015 allows users to import data into the program.
1. Sign in to ASEBA-PC 2015.

2. For ADM Data only, raw data needs to be exported and an application (“ADM to ASEBA-PC the
missing fields”) needs to be run prior to importing: https://answers.aseba.org/t/how-do-i-export-
data-from-adm-to-aseba-pc-web/203

a) To export raw data from ADM, navigate to Tools>Export Data for Analysis>(bulleted
in the Data Sharing box) Export data for analysis>Next>Select data export folder (if
you want to change the default that is displayed)>type in a Raw data file name>Apply

export selection restrictions (if applicable)>from the pull-down menu under Select
export file format, choose CSV (Comma delimited and quoted
fields)>Next>complete Selection Criteria (if applicable, if nothing is selected the entire
database will be exported)>Next>Export>When finished, click Exit>Close ADM.

3. Navigation: Import Data (from the tab on top) > Import ADM Raw Data (to import raw data from
previous versions of ADM), or Import Data (from the tab on top)>Import ASEBA Data (to import
raw data from a current version of ASEBA-PC 2015).

Screen display for Importing ADM Raw Data into ASEBA-PC 2015:

3/
OIRECTOMIES IWE O RAMAT IAPINT Al WAy DASA, {_
" :BA-PC 2015 v1.10.0

Watch our videos to get started, or read our,

Baises oF ASERA Qo SEamT Guand

Freguently Asked Questions gnswers aseba crg
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Screen display for Importing Current ASEBA Data:

UPLOADING ADM RAW DATA FILE

Please select a Raw Data File

Importing your data will take some time

SELECT FILES... 6’—‘-
S CANCEL (THIS WILL DELETE THE IMPORTED DATA)

5. Click on the Select files button to open up another screen displaying your computer’s
file/folder organization/layout in the left and right columns, a blank field for File name, and Open
and Cancel buttons at the bottom.

(IR | » Computes » shred (\medom) L) » Gougs » Pty » ASEBA » LoiTumer » BT » 00 )

Organize > Newloldes =R )
| PEQ * Hame ' ]
4] PeTesing | b D Pl sample Lo jun201S [
L ADM . Inkranet Ple downloaded data All
|, Aseba Data Ple sample Lo Jan215 ), Iniranet Ple downloaded data Dr. Helper only i
. Inanet Pe downloaded data Al | AbcRaw D8
1. Intranet Pl downloaded data Dr. Helpes only |1, ADM TRANSFER, LORLZIP T
| ADM_TRANSFER LORLZIP 1, Haeba Datazip
| Aseba Detazp £ 1 e Dt Plsample Lo Jl
1, Aseba Data Ple sample Lo Jand15p ) seba Raw fnd Scored Dt Combined Fuce Lo Jand0fSals
1) Aseba R And Scored Data Combined SPS5 Lot and015.p 1 Aseba Raw nd Scored Data Combined 5955 Lori andl5 5p
| Aseba Raw Data Lo 5955 Jand0l5aip ) Aseba Raw Data Bl Lo JandiSade
1, Aseba_Scored Data SPSS LoriJond015.3p 1 Aseba Raw Data Lo SPSS Jan015:ip
1 LORIS SAMPLE ADM DATA JAN 215 2P 2) Aseba Scored Dot _Excel_Lor_JanditSut
b b Reportsd Loe's Help 1, Aseba,Scored Data 5955 Lo Jandil5.ip
), Rotterdam Collaboration Asaw,DBF
. SouthDakota help with data 0 C15RamD8F g
4 Trening Evaluations Mashe v H—m— '
Fle name: * |MAs() z
=
I B R R R——— ———==

6. Selecting your files can be done in one of 2 ways:
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a)

b)

Navigate to the folder on the left side of the window where your file is located and
highlight it. Files within this folder will be displayed on the right side of the window. In
this right side frame, select/highlight the file you want to import. This will then be
automatically inserted in the File name box.

Or

Click on the down arrow to the right of the File name box and select the file you want to
import. If you want to change the type of file that is displayed from the default of All
Files, to Pictures or HTML, select it with the pull-down arrow to the right of All Files.

Click Open to proceed with importing or Cancel to stop.

An Uploading window will open with fields indicating where Your data will be saved at, Total
Assessed Persons Found, Progress, and Status, along with Start Processing, Cancel and Close
buttons along the bottom. Click the Start Processing tab.

Your data will be saved at this directory:

Uploading ADM Raw data file

Please select a Raw Data File

Imparting your data will take some time.

The file looks good and is ready to be imported

raw_modified 2016-09-22 11-46.C5V
(2016-09-28 11:52:07)

Total number of assessed persons found: 2

Total number of forms found: 10

Forms Imported: 0

Progress in forms: 0of 10

Status of import process: The file looks good and is ready to be imported

Start Processing

x Close ® Cancel (this will delete the imported data)
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Screen when importing is done. Click Save.

UWALOADING ADM RAW DATA FILE

Ploass sodoc] o Raw Data Fiba

MpOMnG your dats will lake Some bms

Done importing £

Wit cata will b Saneed &1 RawData CEV (2018-06-11 11 10034)
Tolal Assessad Porsons Found 2z
Folal numbss of borme fownd Fs
Fpurees: Irmgaartined Told
Progress o lemms el
Slahus. of imgst proCess Dasng mporieg
( D CANCEL [THES WLl DELETE THE BiPORTED BATA)

The file will appear in the directory section under the name you gave it and
you will need to expand the folder to see all the information exported:

B AR S 1 M
HOaAL ¥ CRECTOMY * ASHLSSLD FEASONS ¥ REPORTS ¥ ST DARS ¥ MY ADOOANT * HELE ¥ LD CRE
DIRECTOATES | IECRMANTS | RawDaTa CSW (2018-06-1*

dIREIIED FEASONT DS CTORY DETALS

ADG AR S50 FEMSON REFRrse
* kRt

Anspssed Person il [ Mams t
PMsphafuor Charies Msghihor

Frawscrd L Franace Lisfss

9. Ifthe file that is selected for importing is not good, the screen below will be displayed, asking the
user to verify that it is a valid data file. User will need to Cancel or Close, check/verify their file,
and follow the import steps again.

Import failure screen, verify data file:
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Uploading ADM Raw data file

Please select a Raw Data File

Importing your data will take some time.

The file does not look good, please verify it is a valid ADM raw data file

Your data will be saved at this directory:

Total number of assessed persons found: 0
Total number of forms found: 0
Forms Imported: 0

Progress in forms:

- . The file does not look good, please verify it is a
Status of import process: \alid ADM rew data filo

Import failed for: 0

The following assessed persons were not imported.
There were issues with at least one of the forms belonging to each assessed person.

Please verify the form version and type for all the forms of the assessed persons listed above.

x Close ® Cancel (this will delete the imported data)

10. Once the user sees the screen below indicating that the file is good and ready to be imported, click
Start Processing to begin the Import, (or Cancel or Close to stop the import).
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ASEBA-PC 2015 Procedures

Downloading/Exporting and Opening Data Files

Use this function to download/export data and open the files.

1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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, subdirectory, or assessed person from which you want to
download/export data.

4. Navigation: Directory (from the menu on top) > Download Data (or, alternatively, right
click with your mouse and select Download Data).

5. For Excel or SPSS downloads, select Raw Data, Scored Data, or Combined Raw and
Scored Data. For ASEBA transfer data, select Export to ASEBA.

6. Select Export to Excel, Export to SPSS, or ASEBA Transfer Data (for Export to ASEBA
only) as the type of file you wish to utilize for your data.

7. For downloaded data, a window will open with a default file location (based on the user’s
system setup) and file name (see below).

Default file names (Excel): Aseba Raw Data.xlsx

Aseba Scored Data.xlIsx
Aseba Raw And Scored Data Combined.xlsx

Default file names (SPSS): Aseba Raw_Data.zip

Aseba_Scored Data.zip
Aseba Raw And Scored Data Combined.zip

Default file names (ASEBA): Aseba Data.zip
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File locations may be changed by selecting a new folder, and the file name may be changed by clicking
within the File name box and typing a new name.

e QJ ‘_ » Network » MedS3-HomedirsX » StaffAdmin HomeDirsS » fumer » My Documents » v ‘ Search My Documents
AV i

Organize v New folder @
1B COMISER  * Name Date modified Type Size 4]
1 COMosTS2

1 Add-in Express YUNB1203PM  File folder
11 covos N
1) Adult Mutticultural Project-relateditems  6/12/2014 %40 AM. File folder
15 COMOSTIG i §
| Aticles to read 142013348 PM  File folder
15 ConpsT § E
11 ASEBA catalog 1292014 124 PM  File folder
15 COMoELTE T
11 Copies of T-scores_Adult Multicultural (f..  2/26/2004 1143 AM  File folder
11 DHAND-PC
. Curently warking on for Janet /42014230 PM  File folder
WIMACOFEIDIY
1) DSM-5 TA13414PM  Filefolder
11 I4-200-B00 = §
s Fa 3/2/201 211PM File folder
15 Med53-Homet .
1 9A0/2014 B9 AM  Fil folder
4 StaffAdmin] .
: 11 Info sent by Tom (Miscellangous, non-ad..  3/25/2014 1204 M File folder
. fumer
' . Lori--Job-related 9204853 AM  File folder
| ADMAdu
. Lori-Non-job-related SUNBLAPM  File folder
£ MyDocu i
i 1+ Qptimizer Pro 1/4/NI31044..  File folder
| Add-in
. T L Pavers and references LA 412PM  File folder 3
[T Aseba Raw And_Scored_Data Combined.zip v
Save as type: | Compressed (zipped) Folder (*zip) v
4 Hide Folders

8. Select Save or Cancel (if you do not wish to save the file). Files are now ready for you to
open from your selected location.
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To open a downloaded file:

e For an Excel file, locate the downloaded data in the location you specified. Highlight/select
the file. Either double-click or right-click with your mouse to open.

Fle Edt View Tools Help
Organize ¥ @Open v Pt Bum  Newfolder
J‘ Music ' Name ' Dtemodiied ~ Type Size
& Pictures 7
é‘f‘d ADMZ0L5 Testing Documents BA2/M4 1051 AM  Filefolder
idzos 7
. LORIS SAMPLE ADMDATA JAN 2015 13518 AM - Filefolder
& Tuner, LoriV
Manuz! JHNUSIAN  Filefolder
KP“D @_] 10 Reguirements for new Project Integrate software docx Y Microsaft Word D., 1418
. AppData i
v T ADM.from our website pof TR47M4 216PM  Adobe Acrobat D 950 Kp
i Contacts : % {
g ) AN Instaltion 1.docx Y/204900AM Microsoft Word D... 3B
Descending (don't use]) - . . Ty
B AN Loginddoc Y2495 AN Mhicrosoft Word., 147K8
o Desktop i : i At
1 ADMDQvervienldoc VY2499 MicrosoftWord9.,  B8383KB
Documents : i
M_] ADM2_The Main Desktop and Menusd.docx 204313 AM  Microsoft Word D... BB
# Downloads i : ) )
! ) ADM2DLS Manual n progressdocx TAHAAIM  Microsoft Word D, L11BKB
1 Favorites ; ;
: L 4, b Data Lo Jnd8 1015 useforirmport2p LB/ T4OAM  Compressed (zipp.. Pl
p;; i@jAseba_Raw_And_Scored_Data_(ombined.x\;x B/ 1202PM  Microsoft Excel W, el
| My Documents
i ;dd' i J.Aseha_Raw_And_S(ored_Data_Combined.zip L/A/I5 1257 PM - Compressed (zipp., B KB
AL ) Copy of DiectoyProcedures Delee afterdocx 165 337PM - Microsoft Word D.. 218
. Adult Muticuttural Project-elated fems ) : _ ) )
) Feedhackon ieSotuatedocy TB/ABLRM  Microsoft Word D., 18§8
| Miclesto read i i I
] Testing ADM 2015 docx 1//N5 1004 AM - Microsoft Word D.. 61K
ASERA catalog

The Excel file will open, with the following tabs along the bottom:

| ABC ~ASR . C15 . CBC . DABC . DASR .~ T15 /TRF . YSR . ¥d

Your data can be accessed by clicking on the tabs which are organized by test form.

e For an SPSS file, locate the downloaded data in the location you specified. Highlight/select
the file. Either double-click or right-click with your mouse to open.
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A window will open with a vertical listing of your data organized by test forms.

File Edit View Tools Help
Organize » A 0pen »  Bum  Newfolder
o Music * Name : Date modified Type Size
i Pictures .
B v ADM2015 Testing Documents 8/12/2014 10:5L AM  File folder
e LORTS SAMPLE ADM DATA JAN 205 VYIS0 AM  Fiefolder
4 @ Tumer, LoV A
Manual G/4f2014 %00 M File folder
;pssD ; ] 10 Requirements for new Project Integrate software.docx S/2/2012%07AM  Microsoft Word D, 14KB
s 752 ADM2_from cur websie pd TUAMAZIEPM  AdobeAcrobatD.  SB0KB
i3 Contacts . . ;
@ ADM2_Installation 1.docx 9/4/2014 %00 AM  Microsoft Word D... 53KB
Descending (don't use!) . . .
e E ] ADM2_Login3.doc 9/4/2014 355 AM  Microsoft Word 9., 147KB
S D“ & t ) ADM2_ Overvien2.doc YHUMIBAM  MicosoftWordd.,  8383KE
ocumens () ADM2.The Main Desktop and Menust doce M4AMUSBAM  Microsoft WordD.. 53KB
4 Downloads . . .
: €] ADM2015 Manual in progress.docx 7/30/2014 4:24 PM - Microsoft Word D... 1118KB
¥ t
o kann © 41 Aseba Data_LoriDir_Jan292015_use for import.zip 1/29/20157:46 AM  Compressed (zipp.. 16KB
¢ J‘ [S! Iﬂj Aseba_Raw_And_Scored_Data_Combined.dlsx 1/28/201512:02 PM  Microsoft Excel W... 42K
4if it
- Xd:furg:" g L4 | 4, Aseba Raw_And_Scored Data_Combined zip 1/28/20151257PM  Compressed (zipp... 88 KB
. €] Copy of DirectoryProcedures_Delete after.docx 1/26/2015337PM  Microsoft Word D.. 4828
Adult Mutticultural Project-related items ) . ;
9] Feedback on Pie Software docx /2372013 209 PM - Microso 19KB
Articles to read = =
] Testing ADM 2015 docx 1/26/201510:04 AM Microso 61 K8
ASEBA catalog

File Edit View Tools Help

Organize »  Bxtract all files & il ‘ﬁ

J‘ Music * Name Type Compressed size Password .. Size Ratio Date medified

a C::DTS i 2] [Content_Types]ml AML Document 1KB No 1KB 15% 1/28/201512:57 PM

B Tunes, LoV @AEC‘SHV §PSS Statistics Data Docu.. 10KB No W7KE 97% 1/28/20151257 PM

’ Q AR.sav §PSS Statistics Data Docu.. 11KB No B4KE 9% 1/28/20151257 PM

;Z:Dm Qctsam 955 Statistic Dta Docu. 10k No B WL LRSS

@ CBCsav §PSS Statistics Data Docu.. KB Mo BB 9% 1/28/201512:57 PM

H Contcs Q OABCisav §PSS Statistics Data Docu.., 9KB No 23K 97 1/28/201512:57 PM

Descending donts¢] = @ OASR.sav §PSS Statistics Data Docu.. 9KB No 20KB 97% 1/28/201512:57 PM

A Detop 1 @ 9SS Statistics Dita Do 8B No WE TE LBmISsIM

Documerts TR PSS SiatisicsData Do 1B Ko K 0% RIS 157N

Dol @ VSRsav §PSS Statistics Data Docu. 10KB Mo 316KB 97% 1/28/201512:57 PM

£ Favorites

Your data can be accessed by highlighting/selecting a form type and either double-clicking on it or by
right-clicking with your mouse. Unlike the Excel file (where all data was included in the same file, just
under different tabs), with the SPSS files, you will need to open each separately, at which point, you can
save them with different names, if you choose.

e To access the data from an ASEBA transfer file, follow the instructions as outlined in these
procedures for Importing Data, using the file name and location that you selected (or the
default if you did not change them).
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ASEBA-PC 2015 Procedures

Form Functions

The Form functions in ASEBA-PC 2015 allow the user to perform form-related tasks.

Form functions currently available in ASEBA-PC 2015 include the following:

1. AddaForm

Details/Comments (View details/comments for a form that’s been entered)
Edit a Form

Key Entry

Score/View Report

Delete a Form

Go to Assessed Person

Go to Informant

Refresh Forms

A S AN

Add a Form

The Add Form function allows the user to add a form/s for an assessed person
Forms currently available in ASEBA PC 2015 include the following:

Child Behavior Checklist for ages 1.5 to 5 (CBCL 1.5-5)

Teacher’s Report Form for ages 1.5 to 5 (C-TRF 1.5-5)

Child Behavior Checklist for ages 6 to 18 (CBCL 6-18)

Teacher’s Report Form for ages 6 to 18 (TRF 6-18)

Youth Self-Report for ages 11 to 18 (YSR 11-18)

Adult Self-Report for ages 18 to 59 (ASR 18-59)

Adult Behavior Checklist for ages 18 to 59 (ABCL 18-59)

Older Adult Self-Report for ages 60 to 90(OASR 60-90)

Older Adult Behavior Checklist for ages 60 to 90 (OABC 60-90)

Brief Problem Monitor-Parent Form (BPM-P) for ages 6-18) (BPM-P 6-18)
Brief Problem Monitor-Teacher Form (BPM-T) for ages 6-18) (BPM-T 6-18)
Brief Problem Monitor-Youth Form (BPM-Y) for ages 11-18) (BPM-Y 11-18)

1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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.
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3. Ifnot already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to add a form.

4. Select/Highlight the Assessed Person from the left frame of the screen. If any forms have already
been added for this individual, they will be displayed on the right side of the screen, under the
Forms tab.

5. Navigation: Forms (from the tab on top) >Add Form (or, in the right frame, under the Forms tab,
select Add Form).

6. The Add Form screen will open, displaying tabs for Summary and Form Details. Users can move
between tabs by clicking the tab of interest at the top or by selecting Next (and Back—only for
Form Details) at the bottom of the screen.

Add Form
Summary Form Details

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

Form Type v | required
Assessed Person John Doe v
Clinician v
Evaluation Id

® Cancel MNext

7. The Summary tab (as shown above) contains fields for Form Type, Assessed Person, Informant,
Clinician, Relationship, and Evaluation ID (ususally used within hospital setting to identify
electronic medical records), as well as, Cancel, Next, and Submit buttons on the bottom.

e Form Type: Click on the down arrow on the right side of the field to display a pull-down list of
the form types you may add. Selecting a form type is necessary to proceed with adding a form.
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Add Form s

Summary Form Details

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

Form Type: | ABCL 18-59 -

Assessed Pk - -
Select Exist - Informant
Informant: ASRE 18.59
Clinician: CBCL 1.5-5

Relationship CBCL 5-18
Evaluation Iy @ABC 60-90
OASR 60-90 [
® Cant ¢ TRF 155 - omit

o Assessed Person: The individual for whom you chose to add a form is displayed in the field for
Assessed Person. Clicking on the down arrow on the right side of the field will display only this
person’s name.

ADD FORM

SUMMARY | FORM DETAILS

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

Form Type ABCL 18-59 - required
Assessed Person Raphael Donnesetti - required
Raphael Donnesetti
Existing Informant(® e +ew Informant

Informant - required

Relationship -
Clinician -

Evaluation Id

® Caneee e

e Informant: User may choose to select an existing informant (not available for ASEBA
imported data) or create a new informant. Selecting an Informant is necessary to proceed. [Note
that if the form type selected above is a self-report form (Youth Self Report, Adult Self-
Report, or Older Adult Self-Report), the informant section will not be displayed]

To Select Existing Informant, verify that the corresponding bullet to the right is selected
(default), click on the down arrow on the right side of the Informant box below, and
select from the pull-down list of informants (if any have been entered previously).

[Note: Pull-down list of existing informants is not available for imported data. User
must create a new informant, see below.]
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Add Form

Summary Form Details

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

Form Type ABCL 18-59 ¥ | require
Assessed Person John Doe v
Existing Infnnnant© or New 1nfﬂnnanto
Informant v | required
Relationship .
Clinician v
Evaluation Id

& Cancel Mext »

To Create a New Informant, click on the bullet to the right of the field which will open
up boxes for first name and last name. Type informant first and last names directly into
the boxes. [Note: For imported data, user must select this option]
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ADD FORM

SUMMARY FORM DETAILS

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

Form Type ABCL 18-58 v | required
Assessed Person Raphael Donnesetti w | required
Existing Informant or New Informant| @
First Name required
Last Name required
Relationship -
Clinician -
Evaluation Id

©CancEL NexT »

e Clinician: Click on the down arrow on the right side of the field to display a pull-down list of
clinicians (if any have been entered previously) from which you may select. You may also enter
a clinician’s name by typing directly in the box. Selecting a clinician is not necessary to proceed.

e Relationship: Click on the down arrow on the right side of the field to display a pull-down list
of relationships between the assessed person and the informant (if any have been entered
previously). If none of these applies, you may also enter a relationship directly in the box.

e Evaluation ID: User may enter an evaluation ID (optional).

8. After completing the fields under the Summary tab, the user may select the tabs along the bottom
for Cancel (to cancel adding the form), Next (to proceed to the next tab-Form Details), or Submit
(to add the form from this point) or utilize the tab along the top to navigate to Form Details.
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9. The Form Details tab contains fields for Enter Problem Items Only, Society, Due By Date,
Agency, School, User Defined 1, User Defined 2, User Defined Field 1, User Defined Field 2, as
well as Cancel, Back, Next, and Submit buttons on the bottom.

Add Form

Summary Form Details

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

Society ASEBA Standard v

Due By Date
Agency v
School v

User Defined 1 v
User Defined 2 -

User Defined Field 1

User Defined Field 2

& Cancel <« Back

e Enter Problem Items Only: Applicable to ASEBA-Web only.

e Society: Click on the down arrow on the right side of the field to display a pull-down list of
societies available for the form type you have selected. ASEBA Standard will be the default
if no society is selected.
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ADD FORM

SUMMARY FORM DETAILS CHARGES

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

Enter Problem Items Only:

Society: ASEBA Standard v
ASEBA Standard =

Due By Date:
2003 US Adult Norms

Agency: 2004 US Older Adult Norms
Albania

School: S

User Defined 1: RIEETTD .
Asrbrnlin

User Defined 2: v

User Defined Field 1:

User Defined Field 2:

O Canear « Back > Nex

e Due By Date: To select a form due date, the user may either click on the calendar icon or
manually enter the date in the following format: 4-digit year-2-digit month-2-digit day.

Add Form x

Summary Form Details

Enter Problem Items Only

Society: | ASEBA Standard v

Due By Date: | 2015-12-31
Agency: - “ December 2015 >
School: Su Mo Tu We Th Fr Sa

User Defined | 29 13 1 ] 3 4 5
UserDefinedd 6 7 8 9 10 11 12
User Defined? 13 14 15 116 17 18 19
User Definedf 20 21 22 23 24 25 26

27 28 29 30N 1 2 |

& Cancel

5 B 7 8

[¥s]

Tuesday, March 17, 2015

e Agency: Click on the down arrow on the right side of the field to display a pull-down list of
agencies (if any have been entered previously). The user may also enter an agency by typing
directly in the box.

e School: Click on the down arrow on the right side of the field to display a pull-down list of
schools (if any have been entered previously). The user may also enter a school by typing
directly in the box.

e User Defined 1: User may include a variable of their choice. Click on the down arrow on
the right side of the field to display a pull-down list of variables (if any have been entered
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previously) or enter a new variable by typing directly in the box. This variable will appear in
future pull-down lists.

e User Defined 2: User may include a second variable of their choosing. Click on the down
arrow on the right side of the field to display a pull-down list of variables (if any have been
entered previously) or enter a new variable by typing directly in the box. This variable will
appear in future pull-down lists.

e User Defined Field 1: User may enter a variable of their choice by typing directly into the
box. Unlike User Defined 1 and 2, above, here, there will not be a down arrow to access a
pull-down list, nor will the variable appear in future pull-down lists.

o User Defined Field 2: As with User Defined Field 1, user may enter another variable of their
choice by typing directly into the box. Unlike User Defined 1 and 2, above, here, there will
not be a down arrow to access a pull-down list, nor will the variable appear in future pull-
down lists.

10. After completing the fields under the Form Details tab, the user may select the tabs along the

bottom for Cancel (to cancel adding the form), Back (to return to the previous tab-Summary), or

Submit (to add the form) or utilize the tabs along the top to navigate back to Summary.

Details/Comments for an entered form

The Details/Comments function allows the user to view, download, and/or print the details of a form (including
all item responses and comments) that has been completed for an assessed person.

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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.

If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to access the details of a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form for which you wish
to view the details.

Navigation: Forms (from the tab on top)>Details/Comments (or, in the right frame, under the
Forms tab, select Details/Comments, or, alternatively, right click with your mouse and select

Details/Comments.

The Details screen will open, displaying tabs for Form, Q & A, and Download/Print, as well as a
Close button at the bottom.

53



e The Form tab displays details about the selected form entered, including: Form Type,
Society, Evaluation ID, Status, Verified, Date Completed, Due By Date, Assessed
Person Identification and name, Informant Identification, name, and relationship to
assessed person, Clinician, Agency, School, and User Defined Fields.

DETAILS / COMMENTS

FORM Q&A DOWNLOAD / PRINT

Form Type: CBC

Society: ASEBA Standard

Evaluation Id:

Status: Key-Entered

Verified: No

Date Completed: 2018-07-25

Due By Date:

Assessed Person Identification Janine Blackner
Assessed Person: Janine Blackner
Informant Identification: 5d8e1e2622ef48469
Informant: Sierra Blackner

Relationship: Biological parent

Clinician: Dr. Thomas Achenbach

Agency:

School:

User Defined 1:

User Defined 2:

User Defined Field 1:

User Defined Field 2:

X CLOSE

e The Q & A tab displays the responses entered to the items on the selected form. The screen
opens to the sub-tab displaying Child, Pupil, Youth, or Adult Information (depending on
form selected). Clicking on the other sub-tabs will display the responses entered for those
sections of the form.

Details / Comments
x Close
Form | Q&A | Download/Print

Child Info. | Sports | Il Hobbie.. | IIl. Organ... | IV. Jobs | V.Friends.. | VI Contac.. | VIl Schoo.. | VII-1. Aca.
VII-2. 3ch... | lllness = Concems | Best Thing Problem It...

Question | Answer v | Comment v
Child's first name: Sarah

Child's middle name: Agnes

Child's last name Smith

Child's gender Girl

Child's age: 6

Child's ethnic group or race: White

If '‘Other’, please specify:

Today's date 2015-01-08
Child's date of birth 2008-06-15
Child's grade in school Grade 1

If ‘Other’, please specify:

Parent 1's usual type of work... engineer
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e The Download/Print tab allows the user to View the Form and Q & A Detalils, as above,
and Preview the Details Report for downloading/exporting (to PDF or TIFF) or printing.

8. Details can be viewed by selecting the Form or Q & A tab.

DETAILS / COMMENTS

FORM Q&A DOWNLOAD / PRINT

QL PREVIEW

X CLosE

55



9. Details/Comments can be downloaded/exported and/or printed by selecting Preview which will
open the Details/Comments screen. The details report is comprised of 2 parts: The Entries
Report (responses to items, partially shown below) and the Comments Report (any comments
written in regarding items, shown following the Entries report).

Entries Report

Details / Comments

x Close

Form Qs&A Download/Print

| 1€ € [T otz » > [Export tothe selected format ¥ | Export 55 @
Child Behavior Checklist for Ages 6-18
Entries Report
Prinred by 45EB A 4dmimn
m: 233696053524 Date Filled:  2015-03-17 Verified: No
Name: Sarab Smuth Informant:
Gender: F Birth Date: 2008-06-15 Clinician:
Ages 5 Relationships  Parent Agency:
Child's first name: Saral
Child's middle name: Agnes
Child's last name: Smith
Child's gender: 2-Girl
Child's aze: &
Child's ethnic group or race: & - White
If 'Other. please specifi-
Today's date: 2015-01-06
Child's date of birth: 2003-06-13
Child's grade in school: 4 - Grade I
If 'Other’. please specifi:
Parent 1's usual tvpe of work. even if not working now: enginear
Pareat 2's usval type of work. even if not working now: teacher
This form filled out by (type vour full name) Juliet Smith
Your gender: 2 - Female
Your refation to the child: I - Biological parent =
1 v

Comments Report

Details / Comments
x Close
Form Q&A Download/Print

I€ £ [ Joiz > >|[TIFFfie v | Export 15

Child Behavior Checklist for Ages 6-18

Comments Report
Printed by : ASEB.A'Admin

m: DateFilled:  2015-03-17 Verified: Mo
Name: Sarh Smith Informant:

Cender:  F Birth Date: 2008-06-15 Clinician:

Age: 5 Relationships  Parent Agency:

Child’s middle name:

Aggis

2. Enter a second sport that your child most likes to take partin.
Fall only
1. Enter one hobby, activity, or game that your child most likes to take part in.
particularly American Gl
Compared to others of the same age, how active is he/she in this organization, club, team, or group?

Perhaps because we encourage this activity somewhar

1. Enter one job or chore that your child has:

weekh

Does vour child have any illness or disability (either physical or mental)?
seems to be sick guite frequently though

What concerns you most about your child? =
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To export: If desired, the Details/Comments report can be exported to one of two file
formats--Acrobat (PDF) or TIFF:

a) Click on the down-arrow in the Export box and select export format (PDF or TIFF)

Export to the selected format ¥ | Export

b) Click Export to begin the process.

¢) A Save screen will open up, displaying a default file location and name comprised of the
form type, the word Details, the target’s name, Identification numbers, form date, and
either a pdf or tiff ending, depending on the format selected. File locations may be
changed by selecting a new folder, and the file name may be changed by clicking within
the File name box and typing a new name.

SaveFile —— —

w | ¥ Tumer, LoriV b MyDocuments » Project Inteqrate » ASEBA and ADM data (import eport] »
= 5 i

Organize ¥ New folder

0
Curenthywo*  Name Datemodied  Type Sie

D55

Fax

M A
Info sent by H

. LORISSAMPLE ADMDATAANZILS  1/I3/NIS1028AM  Fil folder

1
I
Lori--Job-rel
Lori--Non-jo
Meico forlv
Optimizer Pr
Papersand
Possible wor
Practice orb
Programs or
Project Inteq
AOMALS™

(3 TRCC Details SarahSmith &3362605c35a4a0783284b4h0ac34389 20150106, pef

Saveastype: lAdobeAUobat Document " pef)

+ Hide Folders

Il
||

d) Click Save or Cancel (if you do not wish to save the file). File is now ready for you to
open from your selected location.
e) To print: If desired, the Details/Comments report can be printed:

0 Select the Print icon i
0 The Print window will open up, allowing user to access and make any necessary
changes to printing function.
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Edit a Completed Form

The Edit function allows the user to edit a form that has been completed for an assessed person.
1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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. If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to edit a form.

4. Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

5. In the right frame on the screen, under the Forms tab, select/highlight the form you wish to edit.

6. Navigation: Forms >Edit (from the tab on top),
or, in the right frame, under the Forms tab, select Edit,
or, alternatively, right click with your mouse and select Edit.

7. The Edit screen (a) will open to the first tab (Summary), displaying previously entered/selected
data. There is also a tab along the top for Form Details, as well as Cancel, Next, and Submit
buttons at the bottom of the screen. If the form derives from imported data, the Edit screen (b) will
contain an error message stating, “The informant is missing. Select an option and save to update.” In
these cases, user should select Create a New Informant, enter the informant’s first and last name,
and click Submit.

a) Regular Edit screen b) (Edit screen for Imported Data)

EDIT EDIT

SUMMARY | FORM DETAILS
SUMMARY FORM DETAILS

Form Type  ABC

Assessed Person  Rebekah Owens

Form Type CBC

Existing Informant(®, or New Informant
Assessed Person  Janine Blackner ‘

Informant v | required

Clinician Dr. Thomas Achenbach v
Clinician Thomas Achenbach

Evaluation Id Evaluation Id 14x

O CaNcEL NEXT » ' SUBMIT ©CANCEL NEexT» v SuBmMIT

The informant is missing. Select an option and save to update.
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8.

9.

User should note that not all fields will be editable. On the Summary page, the Clinician,
Relationship (unless “Self”), and Evaluation Id fields are editable. On the Form Details page, all
fields are editable.

Navigate to the fields you want to edit by using the Next and Back (only on Form Details) buttons
on the bottom or by clicking on the tabs at the top.

10. Edit the relevant items by using the pull-down menus (where available/applicable) or typing directly

into the box.

11. Click Submit (to apply changes) or Cancel (to keep existing information).

Key Entry of a Completed Form

The Key Entry function allows the user to enter a form for an assessed person (as well as to view or make
changes to a form that has already been entered).

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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.

If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to enter or view or edit a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form you wish to key
enter, view, or make changes to.

Navigation: Forms (from the tab on top)>Key Entry (or, in the right frame, under the Forms tab, select Key
Entry, or, alternatively, right click with your mouse and select Key Entry.

The Key Entry screen will open to the first tab (Child, Pupil, Youth, or Adult Information,
depending on form type selected). Any previously entered data for this form (if applicable) will be
displayed. Otherwise, the fields will be empty (see example of blank first screen for Child
Information, CBCL 6-18, below):
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KEY-ENTRY

LSPORTS | Il HOBBIES Il ORGANIZATI(

Child's date of birth 2002-06-14

Child's grade

fi"Other

This form filled out by (type your ful name). Sierra Blackner
Your gender 2-Female
Your relation o the chid: 1 - Biological parent

if'Other’, please specify

8. Complete as much information as is available under this first tab. Note that, throughout the forms,
some items will require text input by using the keyboard and typing directly into a box, while others
have pull-down menus or calendars which are accessed by clicking on the down arrow or calendar
icon, respectively, on the right sides of the fields and making a selection.

9. Continue moving through and completing the rest of the form sections by clicking on the tab of
interest at the top or by using the tab key on your computer keyboard. Please note: On some pages,
the screen may automatically advance to the next once the last item has been answered (to go
back, click on the name of the tab on the top that you wish to return to).

10 When finished, click on the Save or Verify tab at the top, far right. A screen will open up displaying
"3 options: Verify All Question Items, Verify Problem Items Only, and Save.

Key Entry
= Verfy || @ Cancel || ¢ Back
Child Infomatio... | | Spors | II. Hobbies | [Il. Organizatio.. | IV. Jobs | V. Friends ' VI. Contacts | VII. School = VIl Academic.. | VI-2 Schoolln.. | llness | Concems = Best Things | Problem {tems | Save or Verfy
Why Verifying?
Verfication of entered data helps prevent emaneous.
Options
* Verfy all question ftems

Verify problem items only
Save

e Verify all question items: If this feature is selected, both the adaptive and problem items
will need to be verified.
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Verify problem items only: If this feature is selected, only the problem items will need to
be verified.

For both verification options above (all question items or problem items only), the user should
turn their speakers on, if available, and turn the volume up to an audible level. Once the type of
verification (verify all question items or problem items only) has been selected, click the Verify
button on the top left, and the relevant items will be displayed. At this point, the user should re-
enter their data. If the user enters a value for an item differently than what was entered
originally, the item # and description will be highlighted, and there will be a buzzer sound.
Answers that are highlighted red will not save- the original value will be preserved. If the user
wants to keep the value entered in the verification screen or change the answer further, the user
can select the answer again and the highlight will be removed and then the answer on the
verification screen will be saved when the form is saved. Continue in this manner for all the
items displayed." When finished, the circle in front of the Save option will be filled in. Select
the Save button at the top left. Data will be saved, and user will be returned to the Home/
Directory page. Once a form is verified, its status on the forms page will change from No to
Yes.

e Save: Select this function if you want to save the form without verifying items.

Score/View Report

The Score Report function allows the user to view the scored results of a form (report).

Note: Score Report results of a form is also covered in more detail in Section 9, reports.

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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.

If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to view a report/scored results of a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form for which you wish
to view the report/scored results.

Navigation: Reports (from the tab on top) >Score Report (or, in the right frame, under the Forms tab,
select Score Report, or, alternatively, right click with your mouse and select Score Report.)
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7.

The screen will open to the Score Report window. Please use the arrows at top left to navigate
through the report. You can export report, by choosing drop down arrow to pdf or tiff.

SCORE REPORT

X CLose  Society ASEBA Standard v ApPLY

‘|< < e I oo ramasmscrmromn | EXPORT S @

g

Soclety: ASEBA Standard

Delete a Form

The Delete function allows the user to delete a form for an assessed person.

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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.

If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to delete a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form you want to delete.
Navigation: Forms (from the top tab) > Delete (or, in the right frame, under the Forms tab, select

Delete, or, alternatively, right click with your mouse and select Delete.

The screen will open to the Delete window, displaying the form type that is selected for deletion,
along with the question “Are you sure?”” with buttons for Yes and No.
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Delete

Deleting: | CBC

Are You Sure?

7. Click Yes to delete this form or No to retain it and be returned to the Home/Directory page.

Go to_an Assessed Person

This function will bring the user to the details related to the Assessed Person.
1. Sign in to ASEBA-PC 2015.
2. Select the Informants tab on the left side of the screen. All current informants will be listed.

3. Select/Highlight the informant of interest from the left side of the screen. Any forms that have been
added for this informant will be displayed on the right side of the screen.

4. In the right frame on the screen, under the Forms tab, select/highlight a row containing the assessed
person you wish to view.

P AsesA-PC 2015
HOME¥  INFORMANTS ¥  FORMS ¥  REPORTS ¥  IMPORTDATA ¥  MYACCOUNTY  HELP ¥  LOG OUT
DIRECTORIES | INFORMANTS | Forus For: SIERRA BLACKNER ( INFORMANT ) 1
FORMS | INFORMANT DETAILS
Search Q
DeTAILS / COMMENTS EpiT DeLeTE Go To AssEsSED PERSON REFRESH
Patricia Blackner
: Eval D +  Assessed Person :  Relation ¢ Added H
d4aacfdb115843fdb
Sierra Blackner CBCL 6-18 - Janine Blackner Biological parent 2018-06-27
5d8e1e2622ef48469 TRF 6-18 Janine Blackner 2018-07-26

Carol Burnett
468e5fea1d8e4b00a
Jason Fredrickson
1ebf650ca58i44b1b
Craig Nelson
10be9d81aea242088
Tabatha Simone
d353599bd9404b4ba
Fred Summers
86c25aa564c242188
Jennifer Xavier

101a

5. Navigation: Forms (from the tab on top) > Go To Assessed Person (or, in the right frame, under
the Forms tab, select Go To Assessed Person, or, alternatively, right click with your mouse and
select Go To Assessed Person).
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6. A list of all the forms that have been added for the selected Assessed Person will be displayed under
the Forms tab, on the right side of the screen. From this screen, users may select/highlight a
particular form for an assessed person and perform various form functions (Refresh, Add, Details,
Edit, Key Entry, Score Report (score report), Delete, or Go To Informant) related to it, or select
the Assessed Person Details tab to view, edit, or delete that information.
P ASEBA-PC 2015 1100 -
DIRECTORIES | INFORMANTS 4 FORMS FOR! JANINE BLACKNER ( ASSESSED PERSON ) L
Search Q
+ BRoot DeTAILs / COMMENTS Eprr DeLeTE Go To INFORMANT RerresH
» L Aseba_Data - Copy.zip (2018-08-28 15:28:5¢ i EvallD i Informant i Relation :  Added : Date Started @ Stalus E
+ [ esv_modified CSV (2018-09-05 08 26:27) TRF 6-18 Sierra Blackner 2018-07-26 Key-Entered
E/Raphael Donnesetti TRF 6-18 Tabatha Simone Classroom teacher 2018-09-04 New
f (F;ebek:h [;WEHS CBCL6-18 Patricia Blackner Biological parent 2019-01-16 Key-Entered
o e anderson CBCL 1.55 Fred Summers Other (specify): friend 2019-03-27 New

ElJennifer Xavier

» W RawData CSV (2018-06-11 11:10:34)
# U Sample Directory

.Janine Blackner

ElJohn Doe

Find an Informant for a particular form

This function will bring the user to details related to the informant.

1.

2.

Sign in to ASEBA-PC 2015.

Select the Directories 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.

If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to see their informants.

Select/Highlight the Assessed Person from the left frame of the screen. If any forms have already
been added for this individual, they will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight a row associated with the
informant you wish to view.
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B ASEBA-PC2015 1100 -

HOMEY  DIREGTORY ¥ ~ FORMS ¥  REPORTS ¥  IMPORTDATA ¥  MYACCOUNTY | HELP ¥  LOG OUT

DIRECTORIES | INFORMANTS | Forms For JANINE BLACKNER ( Assessep PERsON ) l

FORMS ‘ ASSESSED PERSON DETAILS

Search Q

DeTAILS / COMMENTS EpDIT DELETE GO To INFORMANT REFRESH
4 W Root
» L Aseba_Data - Copy.zip (2018-08-28 15:28:5¢ : | EvallD i Informant i | Relation i | Added : | Date Started i Status H
» (lAseba_Data (2) zip (2018-10-16 10:36:59) CBCL6-18 - Sierra Blackner Biological parent 2018-06-27 | 2018-07-25 Key-Entered
» L Aseba_Data.zip (2018-08-28 13:22:54)

+ Wesv_modified CSV (2018.09-05 06:26:27) UHF G Sz Ehagier 2018-07-26 Key-Entered

E/Raphael Donnesetti TRF 6-18 Tabatha Simone Classroom teacher 2018-09-04 New
= Rebekah Owens CBCL6-18 Patricia Blackner Biological parent 2019-01-16 Key-Entered
=/ Omar Sanderson
& Jennifer Xavier CBCL 155 Fred Summers Other (specify): friend 2019-03-27 New
» LRawData CSV (2018-06-11 11:10:34)
4 L Sample Directory

= Janine Blackner

=l John Doe

6. Navigation: Forms (from the tab on top) > Go To Informant (or, in the right frame, under the
Forms tab, select Go To Informant, or, alternatively, right click with your mouse and select Go To
Informant.

Note: Go To Informant will only appear as an option for those individuals who are listed as an
informant.

7. A list of all the current informants will be displayed on the left side of the screen, under the
Informants tab, with the selected informant highlighted. A list of forms associated with the
informant will be displayed under the Forms tab, on the right side of the screen. From this screen,
users may select/highlight a particular row/form for an assessed person and perform various form
functions (Add Form, Key Entry, Score Report, Details/Comments, Edit, Delete, Go To
Assessed Person and Refresh) related to it, or select the Informant Details tab to view or edit
that information.

HOME~Y  INFORMANTS ¥  FORMS ¥  REPORTS ¥ = IMPORTDATA ¥  MYACCOUNTY  HELP ¥  LOG OUT

DIRECTORIES INFORMANTS l Forms For: SIERRA BLACKNER ( INFORMANT ) l

FORMS ‘ INFORMANT DETAILS

ADD FoRM Key-ENTRY SCORE REPORT DeTAILS / COMMENTS Eoim DeLeTE GO To ASSESSED PERSON REFRESH

Search Q

Patricia Blackner

{ EvallD : Assessed Person ¢ Relation ¢ Added ¢ Date Started ! Status E
d4aacfdb115843fdb
e BlER e CBCL 6-18 - Janine Blackner Biological parent 2018-06-27 2018-07-25 Key-Entered
5d8e1626226f48469 TRF 6-18 Janine Blackner 2018-07-26 Key-Entered

Carol Burnett
468e5feald8e4b00a
Jason Fredrickson

1ebf650cab8i44b1b

Refresh Forms

The Refresh function allows the user to Refresh Forms after changes have been made.
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1. Signin to ASEBA-PC 2015.

2. Select the Directories 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. If not already open, click the directory or subdirectory (to open it) which contains the Assessed
Person for whom you want to refresh a form.

4. Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

5. In the right frame on the screen, under the Forms tab, select/highlight the form you wish to refresh
(this is an optional step).

6. Navigation: Forms (from the tab on top)>Refresh (or, in the right frame, under the Forms tab,
select Refresh). Forms will be refreshed.

HOMEY | INFORMANTS ¥  FORMS ¥ = REPORTS ¥  IMPORTDATA ¥ = MYACCOUNTY  HELP ¥  LOG OUT

DIRECTORIES | INFORMANTS | Forus For: SIERRA BLACKNER ( INForuanT ) 1

FORMS ‘ INFORMANT DETAILS

Search Q

DNl I WA C S WS DeTaiLs / Comments | Ebm | DEteTE | Go To AsseSSED PERSON || REFRESH

Patricia Blackner

i EvallD i Assessed Person i Relation i Added i DateStarted : Status H
d4aacfdb115843fdb
Sierra Blackner cLads - Janine Blackner Biological parent 20180627 | 20180725 | Key-Entered
5d8e1e26226f48469 TRF6-18 Janine Blackner 2018-07-26 Key-Entered

Carol Bumnett

468e5feald8edb00a

Jason Fredrickson

1ebfti50ca58f44b1b
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ASEBA-PC 2015 Procedures
Scoring, Export, and/or Print Report

The Score Report functions in ASEBA-PC 2015 allow the user to view, export, and/or print reports (see specific
report type sections after the General Instructions below for descriptions)

Report functions currently available in ASEBA-PC 2015 include the following:

1. Score Report

2. Score Cross-Informant Report (score report; focus on one assessed person)
A. Score MFAM Report (score report; focus on more than one assessed person) located
within Score Cross-Informant Option.

General Instructions/Notes Regarding Reports
e The number of pages in the report, as well as the particular scales included, will depend upon the form.

e Where applicable, raw, t-scores, and percentiles are displayed.

e B=Borderline Clinical range (indicated by broken lines); C=Clinical range (scores falling above or
below (depending on whether referencing problem or adaptive/competence items) broken lines.

® | x Clse The Close button closes the report, returning user to the Home/Directories page.

e The default Society is ASEBA Standard: This can be changed by accessing the pull-down menu to the
right of the Society box at top of report, selecting a society, and then clicking the Apply button to the
right.

Society | ASEBA Standard v | Apply

e The user may move forward or backward through the report pages by clicking on the single right or left
arrows (< or >). Clicking on the arrow and line ( |< or >| ) will bring the user to the first (left) or the last

(right) page of the report.
I€K € 1 Jofs > Dl

e The user may also jump to a particular section of the report by clicking on the Report Icon in upper right
corner of report and then click on the area of interest in blue on the left side of the screen (as long as
Hide Document Map is not selected, see below). For example, for a CBCL 6-18, user is able to jump to
the following sections:

B Competence Scale Scores

Syndrome Scale Scores

Internalizing, Externalizing, Total Problems & Other Problems
DSM-Oriented Scales

2007 Scale Scores

Marrative Report And Critical Ttems
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e If desired, the report can be exported to one of two file formats: Acrobat (PDF) or TIFF: File format
type can be changed by accessing the pull-down menu in the Export box.

Export to the selected format ¥ | Export

L:n.

o = Allows users to Refresh the report.

o = The Print icon will open up a window to access user’s printing function.

o Allows users to Hide Document Map for a more basic view (jump-ahead

sections in blue, as described above, will not be displayed.)

Score/View Report

The Score Report function in ASEBA-PC 2015 allows users to view the scored form results on various scales,
depending on form, as well as a Narrative Report, and Critical Items scores.

1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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 containing the assessed person for whom you want to view a report.
Assessed Persons contained within the selected directory will be listed in the right frame.

4. If not already open, click the directory or subdirectory in the left frame (to open it).

5. Select/Highlight the Assessed Person in the left frame. Any forms that have been added for the
selected person will be displayed on the right side of the screen under the Forms tab.

6. On the right side of the screen, highlight the form for which you wish to view the scored results.

7. Navigation: Reports (from the tab on top) > Score Report (score report) (or, in the right frame,
under the Forms tab, select Score Report, or, alternatively, right click with your mouse and select
Score Report).

8. Report will display (an example of page 1, CBCL 6-18 shown below):
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CBCL6-18 - Competence Scale Scores
LUl e 2] Gander; F Dot Fileg: 2158136 Chncan formant focety, L334 Rundan
Mo Sl Sah A 0 Bom Daw: 0615 Agrecy Reuscrahp: Faet

Copeie 5 T Aduback  ASERA Ubvrsyof Vot 1 Somih Progmar Surkapm, 1 T80 16 ]

- = — T ——=

9. See General Instructions (above) for information regarding navigating through the report.

Score/View Cross-Informant Report

The Score Cross-Informant Report function in ASEBA-PC 2015 displays various results for one assessed
person from multiple informants side by side for easy comparison. Specific components of this type of report
depend on the particular forms included, but may include problem and other item common scores, Q-
Correlations between scores, Syndrome Scale, Internalizing, Externalizing, Total Problems, Critical Items, 2007
Scales, and Personal Strengths T-Scores.

1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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 containing the assessed person for whom you want to view a cross-
informant report. Assessed Persons contained within the selected directory will be listed in the right
frame.

4. If not already open, click the directory or subdirectory in the left frame (to open it).
5. Select/Highlight the Assessed Person in the left frame. Any forms that have been added for the

selected person will be displayed on the right side of the screen under the Forms tab.
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6.

10.

11.

12.

13.

Navigation: Reports (from the tab on top) > Cross-Informant Report (score report).
Alternatively, you can also follow steps 1), 2), and 3), navigate to Reports (from the tab on top)>

Cross-Informant Report (score report, from tab on top).

The Cross-Informant Report screen will open, displaying a list of Available Assessed Persons
(which will consist of only the person you selected or a list of all persons, depending on which path
you took above), a Search box, an empty list for Selected Assessed Persons on the right side, along
with buttons at the top for Back, Next, Cancel, and Finish, which only become active when
relevant:

SCORE CROSS-INFORMANT REPORT
X CLose

Select an Assessed Person(s)

Available Assessed Persons Selected Assessed Persons

Janine Blackner

the left to add
n the right to

Select/Highlight the name of the assessed person of interest from the list of Available Assessed
Persons or use the Search function by typing their name into the box.

Click on the assessed person to move this person to the right frame under Selected Assessed Persons.
(To remove an assessed person from the right side, click on them again and they will move back to
Available Assessed Persons on the left.)

Click Next to proceed (or Cancel to return to the Home/Directories page).
Under Select a Multi Informant Report Type, access the pull-down menu by clicking on the down

arrow and choose the cross-informant report that applies to the age of the assessed person (school-
age, adult, or older adult).

Select Next to continue, Back to return to the previous screen, or Cancel to return to the
Home/Directories page.

All forms completed for the assessed person you selected will be listed under Available Forms.
User can use the Search function to find a particular form type by typing the form name into the
box.
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SCORE CROSS-INFORMANT REPORT

« Back X CLosE
Select Forms
Available Forms Selected Forms
Search Assessed Persons o}
CBCL 6-18

Janine Blackner
Sierra Blackner Biological parent

CBCL 6-18

Janine Blackner
Patricia Blackner Biological parent

TRF 6-18 Click items on the left to add.
Click items on the right to
Janine Blackner remove

Sierra Blackner

14. Click on the forms to include in the report and they will move to the right

under Selected Forms. You can include up to 10 forms. (To remove a selected form from
the list on the right side, click on the form and it will move back to the left under Available

Forms.)

15. BPM cross informant reports don't have a maximum number of forms. The
BPM cross-informant report, however, will only display a maximum of 6
reports within a single rating period.

16. Select Next to continue, Back to return to the previous screen, or Cancel to return to the

Home/Directories page.

17. Click Refresh to view/update the cross informant report.

View Cross-Informant Report

« Back | » & Cancel | « Finish

View Report

¢ Refresh | Click on Refresh to view/update the cross informant report

18. Report will display (an example of page 1, School Age Cross-Informant report, shown):
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SCORE CROSS-INFORMANT REPORT X

K € = > ) ———— o @ O

Cross-Informant Comparison - Problem Items Common to CBCL/TRF/YSR
ID:  Amanda Berkiey Name: Amanda Berkley Gender: F Birth Date:  2004-05-14 Comparison Date: 2019-03-27

Form EvalID Society Age  Informamt Relation
CBC1 les is Gr

Thought Problems Attention Problems
CBC CBC CBC TRF VSR ¥SR CBC CBC
1 2 H H

CBC CBC CBC TRF YSR VSR CBC CBC
[ A B B

9MndOE 0 0 0 0 1 1

Somatic Complaints
CBC €BC CBC TRF YSR TSR CBC CBC
[ T s

Social Problems

Dizzy

51
5
6
58
S
s6d

5
a

{Depressed
CBC CBC CBC TRF YSR TSR CBC CBC
1o oa o4 s s

Frinted by: LOCAL acimin
P

19. ‘ I€ € ¢ 1= > Dl Please use the arrows at top of report to navigate through the report.

View MFAM Multi-Informant Report

The View MFAM Report function displays scores together for more than one assessed persons who are
related/affiliated. Forms that can be chosen for this report include the School-Age (CBCL 6-18, TRF 6-18,
YSR) and Adult (ASR 18-59 and ABCL 18-59) forms. Specific components of this type of report include
Syndrome Scale T-scores and problem item scores, DSM scale T-scores and problem item scores, Q-
Correlations between item scores, Internalizing, Externalizing, Total Problems, and Critical Items T-Scores.

1. Sign in to ASEBA-PC 2015.

2. Select the Directories 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 (but do not open!) containing the assessed persons whom you want to include in
an MFAM report. Assessed Persons contained within the selected directory will be listed in the right frame.

4. Navigation: Reports (from the tab on top) > Score Cross-Informant Report.

5. The Score Cross-Informant Report screen will open, displaying a list of Available Assessed
Persons, a Search box, an empty list for Selected Assessed Persons on the right side, along with
buttons at the top for Back, Next, Cancel, and Finish, which only become active when relevant:
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View Cross-Informant Report

) » ®Cancel | «

Select an Assessed Person(s)
Available Assessed Persons

o

Conway, Cynthia

U?WBZ?Q?

nia

CC@test.net

Conway, Johnathon
52c9be36b7b84531830b7aeb678a858e
Fernandez, Anna

fof=hE I RATERRA A 02T cchs
Fox, Alicia
443a239fce3444b5a54a9dd 2eedbaf28
Smith, Johnathon
4220b07fb80b4bcBbacafe2004a169e5
Smith, Juliet

julietsmith

Smith, Sarah
a3369605c35a4a0783284b4b%ac94389
Smith, Steven

stevensmith

Valdero, Juan

36elfadaTceade’ 16fa1f495c3f0f8be
West, Maria

7e73039740c64dcBab74eebd5h92f2e

6. Click on the name of one of the assessed persons of interest from the list of Available

Selected Assessed Persons

Assessed Persons or use the Search function by typing their name into the box. The assessed
person will automatically move over to the right column under Selected Assessed Persons.

7. Click Next at top of form.

8. Continue this process of clicking on the names and moving them to the right column, one at a time,
until all of the Available Assessed Persons you want to include in the report are listed in the right

frame under Selected Assessed Persons.
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Select an Assessed Person(s)

Available Assessed Persons Selected Assessed Persons

Smith, Johnathon

R 422007 80bdbeBbacafe2004a169e5
Conway, Cynthia Smith, Steven
02192797 slevensmith
i S, Jue
Conway, Johnathon julietsmith
EDcdbeTHAM5 16300 TaedbTabEde A Smit, Sarah
Femandez Anna 23360605 5adal783284b4b9ac4309
fafehB2cIf28417680a40bfclal Techd

Fox, Alicia
443a23%ced4ddb5abdaldd Zeedhaf28
Valdero, Juan

JoellfadalceadeT 18fati4%5c3H0ibe

West Maria

TeT3039740ch4dctab74eeB0d0b 92 2e

9. Click Next to proceed (or Cancel to return to the Home/Directories page).

10. Under Select a Multi Informant Report Type, access the pull-down menu by clicking on the down
arrow and choose MFAM Cross-Informant. (Note: MFAM Cross-Informant Reports require the
assessed person to have more than one completed school-age or adult forms associated with them).

11. Select Next to continue, Back to return to the previous screen, or Cancel to return to the
Home/Directories page.

12. All forms completed for the selected assessed persons that are appropriate for the MFAM report will

be listed under Available Forms. User can also use the Search function to find a particular form
type by typing the form name into the box.
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Select Forms

Available Forms Selected Forms

ABC ()

Smith, Steven
undefined (Spouse)
Key-Entersd

ABC ()

Smith, Juliet
undefined (Spouse)
Key Entersd

ASR ()

Smith, Juliet
self (Seff)
Key Entersd

ASR ()

Smith, Steven
self (Seff)
Key-Entersd

CAC()

Smith, Sarah
undefined (Parent)
Key Entersd 1

CBC()
Smith, Sarah

undefined (Parent)
Key Entersd

CBC()
Smith, Johnathon

undefined (Parent)
Key Entersd

CBC()

Smith, Johnathon
undefined (Parent)
Key Entered

TRF()

Smith, Johnathon
undefined (Teacher)
Key Entersd

13. Click on the first form to include in the report and it will move over to the right
frame under Selected Forms. (To remove a selected form from the list on the right side,

click the form again and the form will move back to the left column under Available
Forms.

14. Continue this process of clicking on the forms to move the forms over, one at a time, until all of the
forms you want to include (up to a maximum of 10 forms) in the report are listed in the right frame
under Selected Forms
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«Back | » Next | @Cancel | v

Select Forms

\Available Forms Selected Forms

ABC ()

Smith, Steven
undefined (Spouse)

CBC () Key-Entered

Smith, Sarah ABC ()

undefined (Parent)

Key Entered Smith, Juliet
undefined (Spouse)

TRF() Key Entered

Smith, Sarah ASR()

undefined (Teacher)

Key Entered Smith, Juliet
self (Self)

YSR () Key Entered

Smith, Johnathon ASR ()

self (Self)

Key Entered Smith, Steven

« | seff (Self)

Key-Entered
CBC()

Smith, Johnathon
undefined (Parent)
Key Entered

CBCI()
Smith, Johnathon

undefined (Parent)
Key Entered

CBC ()

Smith, Sarah
undefined (Parent)
Key Entered

TRF ()

Smith, Johnathon
undefined (Teacher)
Key Entered

15. Select Next to continue, Back to return to the previous screen, or Cancel to return to the
Home/Directories page.

16. Click Refresh to view/update the MFAM cross informant report.

View Cross-Informant Report

<« Back | » ®Cancel | « Finish

View Report

¢ Refresh | Click on Refresh to view/update the cross informant report

17. The Cross-Informant MFAM Report will display (an example of page 1, MFAM report for the Smith
family shown below):
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View Report

¢ Refresh | Click on Refresh to view/update the cross informant report

Q O K € [0 lof10 P Dl[Exporttothe selected format ¥ |Export 5y

u Syndrome Scale

u Syndrome Problem Items - Page 1

® Syndrome Problem Items - Fage 2

® Syndrome Problem Items - Page 3

u DSH-Oriented Scale

u DSH-Oriented Froblem Items - Page 1
u DSH-Orfented Problem Items - Page 2
® DSH-Oriented Froblem Items - Page 3
® Cross-Informant Correlations

® Internalizing, Externalizing, Total Problems, Critical Items T Scores

Cross-Informant Comparison - Internalizing, Externalizing, Total Problems, Critical Items T Scores

Form EvallD  Assessed Person Age  Informant Relation Society
BC1 Suith, Jobrathon 1 Parent ASEBA Standard
B2 Smith, Jobmathon. 1 Pant ASEBA Standard
TRF3 South, Johnathon 1 Teacher ASEBA Standard
ABCY Suith, Tt Ei Spowe. ASEBA Standard
ASRE Sith, et E Self ASFBA Standard
CBCE Suith Ssh 5 Parent ASEBA Standard
ABCT Suith, S 2 Sporse ASEBA Standard
ASRS Suith. Steven a Self ASEBA Standard
Internalizing Problems Externalizing Problems Total Problems
: G
- 7
o L}
[ 51
£ 50
ne 8 M
CBCE CBC1 CBC
Critical Items
1 B = Bowderline ciinical range; C = Clinical range; Broken Linas = Boj
H cliical rengs
*1c = The seores are not compiited due to miss ing data.
-
1 Printed 8y: ASEBA\ddnin
LK |
Copyright 01STAL Achenbach  ASEBA, University of Vermont 1 South Prospect t. Burlington, VT 054013456 i ASEBAorg Page 1010

18. Please use the arrors in the top left of the form to navigate through the report.
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