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ASEBA-Web 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 OF
INACTIVITY.

Setting Up Account And Signing In to ASEBA-Web

Administrator - Initial Setup and Sign-in for ASEBA-Web account:

1. After having received the letter from ASEBA containing the token, click on the link in your

email (for example, https:// www.aseba-web.org/createaccount/?token=JGNTV-TIXVG-EWVC(I-

GNFGV) to create your account. The link above is an example, please do not click on it, as it
is an invalid link.

2. The ASEBA-Web screen below will open to the Validate Account tab, with the token field pre-
populated :

ASEBA-Web™

Fill in the administrator and owner/company information:

VALIDATE ACCOUNT | ADMINISTRATOR INFORMATION ACCOUNT INFORMATION AGREE AND CREATE
L indelateintetetntlni-alelaleleetel il
Token®: .{‘BG HTU-PQIUR-GHYC B & Vacrpare
= “
Account®:
» Next

Already created an account? Go to www.aseba-web.org

Need help creating an account? Please contact us at: techsupp@aseba.org or 1-802-735-1540 or visit:
https://answers.aseba.org

3. Clicking the Validate button to the right of the token field will produce the following message:

@ Token is valid

4. Enter a name in the Account box that will be meaningful and easy to remember. This will be the

account that all your users will use. For the "User Name" and "Account" fields please use a single
word or hyphenated word. No Spaces.

Please do not use any special characters.

For example:
User name: jdoe
Account:  cbcl-tests

or

User name: j-doe
Account:  cbcl-tests



5. Click Next to proceed to the Administrator Information tab:

ASEBA-Web™

Fill in the administrator and owner/company information:
VALIDATE ACCOUNT ADMINISTRATOR INFORMATION ACCOUNT INFORMATION AGREE AND CREATE

First Name*:
Last Name*:
Contact Email*:
Username*:
Password*:

Password Confirmation®:

4 Back » Next

Already created an account? Go to www.aseba-web.org

Need help creating an account? Please contact us at: techsupp@aseba.org or 1-802-735-1540 or visit:

https://answers.aseba.org

6. Complete the fields for First Name, Last Name, Contact Email, Username, Password, and

Password Confirmation.

[Note: Passwords need to be at least 10 characters in length (maximum of 50) and contain at
least 2 of the following characters: one upper case letter and one lower case letter, (no spaces

allowed). Username & Account have a maximum length of 50.

7. Click Back to return to the previous tab (Validate Account) or Next to proceed to the next tab

(Account Information).

8. Complete the fields for Account Information under the Details tab (Owner/Company Name,
Contact Full Name, Contact Email, Contact Mobile Phone and Contact Work Phone), as well
as under the Address tab (Street, City, State or Province, Postal or Zip Code, and Country), as

displayed in the two screens below:

Details Tab:

ASEBA-Web™

Fill in the administrator and owner/company information:

VALIDATE ACCOUNT ADMINISTRATOR. INFORMATION ACCOUNT INFORMATION AGREE AND CREATE

DETAILS ADDRESS

Owner/Company Name™*:
Contact Full Name*:
Contact Email*:

Contact Mobile Phone Contact Work Phone

< Back » Next

Already created an account? Go to www.aseba-web.org

Need help creating an account? Please contact us at: techsupp@aseba.org or 1-802-735-1540 or visit:

https://answers.aseba.org




Address Tab:

ASEBA-Web™

Fill in the administrator and owner/company information:

VALIDATE ACCOUNT ADMINISTRATOR. INFORMATION ACCOUNT INFORMATION AGREE AND CREATE

DETAILS ADDRESS

Street 1 Street 2

City State or Province
Postal or Zip Code Country

4 Back » Next

Already created an account? Go to www.aseba-web.org

Need help creating an account? Please contact us at: techsupp@aseba.org or 1-802-735-1540 or visit:
https://answers.aseba.org

9. Click Back to return to the previous tab (Administrator Information) or Next to proceed to the
next tab (Agree and Create).

ASEBA-Web™

Fill in the administrator and owner/company information:

WVALIDATE ACCOUNT ADMINISTRATOR. INFORMATION ACCOUNT INFORMATION AGREE AND CREATE
I have read, and I agree with the EULA I‘r1cre Details ...
I have read, and I agree with the HIPAA License agreement I‘r1cre Details ...
I have read, and I agree to the Data Consent agreement I‘r1cre Details ...
I have read, and I agree with the Processor Contract for GDPR I‘r1cre Details ...
4 Back CreaTE Account

Already created an account? Go to www.aseba-web.org

Need help creating an account? Please contact us at: techsupp@aseba.org or 1-802-735-1540 or visit:
https://answers.aseba.org

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

11. When you are finished reading the agreements, click the “X” box in the upper right corner to close.

12. If you are in agreement with the contents of both the End User License Agreement and the HIPAA
License agreement, click the box to the right of each statement.

Note: If the boxes are not checked, a message will appear, stating, “User must agree to EULA”,
“User must agree to HIPAA”, etc (depending on which was left unchecked), and the screen will
not advance. If there are any blanks not filled in on each tab the program will error out.



13. Click Back to return to the previous tab (Account Information) or Create Account to proceed.
14. The following message will be displayed once the account is created successfully. Click Sign In

Account created successfully!
Your new credentials are:
Username: testuser
Account:  testing123
Please be sure to save these credentials somewhere safel

Now you can access your account here: www.aseba-web.org | +1Sien Iv

15. Enter the Credentials you created (User Name, Password, and Account).

#'% ASEBA-Web™

"
8 .._jg ./ Achenbach System of Empirically Based Assessment

Sign In Credentials

This System is for Authorized Users Only
G You are using the Global instance of ASEBA-Web. @

1f you are in the European Union please use the EU instance,

User Name
Password

Account

Remember my login credentials:

1 agree to ASEBA's use of cookies to keep ASEBA-Web™ reliable and secure: Cookde Policy,

+1 Sien In

16. Click Sign In. Lforgot my.password

17. Once in the program, the initial administrator can add new users (administrative or regular) by
navigating to: Administration tab (from the tab on top)> Manage Users > New (See Users

Management)

C) RrEFRESH 9 Tools¥ | B1DRecTorRY ¥ | X IMPORTDATAY &2 PRINT PAPERFORM ¥ | XX ADMINISTRATIONY | (D HELP ¥
—-"> 222 MANAGE USERS
2 S7arT A New Assessment
[=] CONFIGURE INFORMANT MESSAGES

ASEB 1.1.0

.a
DIRECTORIES &R NFORMANTS &8 TRANSFER ACCOUNT

Quick Start E-UNITS HISTORY start Guidi

[T S R B P



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

1. Go to: aseba-web.org or aseba-web.eu (EU customers)

2. The Sign In screen below will display:

l'ﬂn Ak
L] ™
&4 ASEBA-Web
i ;._jg ' Achenbach System of Empirically Based Assessment
n

Sign In Credentials

This System is for Authorized Users Only
& You are using the Global instance of ASEBA-Web. &b

TF you are in the European Union plesse use the EU instance.

User Name
Password

Account

Remember my login credentials:
1 agree to ASEBA's use of cookies to keep ASEBA-Web™ reliable and secure: Cookie Policy

1 Sien Iv

I forgot my password

3. Enter your User Name, Password, and Account. (Enter the credentials provided to you by your
administrator for initial sign-in)

4. Click Sign In.

5. When signing in for the first time, the following screen will open, displaying fields for User Name,
Current Password, Account, New Password, Password Confirmation, links (and check boxes)
pertaining to the End User (EULA) and Health Insurance Portability and Accountability Act
(HIPAA) License Agreements, Data Consent agreement and the Processor Contract for
GDPR, as well as a Change button.

ASEBA-Web™

:nbach System of Empirically Based Assessment
Please choose a new password
User Name*: demd|

Current Password*: | ceccescescese

Account*: testerus

Password Requirements:

« Minimum Length 10
» Password must contain one uppercase and one lowercase letter.

New Password*:
Confirm New Password*:
1 have read, and I agree with the EULA

1 have read, and I agree with the HIPAA License agreement

I have read, and I agree to the Data Consent agreement

1 have read, and I agree with the Processor Contract for GDPR

 Chance



10.

11.

12.

Enter User Name, Current Password, and Account again as provided to you. Enter a New
Password that is at least 10 characters in length and contains at least 2 of the following characters:
one upper case letter and one lower case letter.

Confirm the new 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 are
not equal”).

Click on the links (in blue) to read the End User License Agreement (EULA) and the Health
Insurance Portability and Accountability Act (HIPAA) documents, The Data Consent
agreement and the Processor Contract for GDPR.

When you are finished reading the agreements, click the “X” box in the upper right corner to close.

If you are in agreement with the contents of both the End User License Agreement and the HIPAA
License agreement, click the box to the right of each statement. (If the boxes are not checked, a
message will appear, stating, “User must agree to EULA”, “User must agree to HIPAA”, or both
(depending on which was left unchecked), and the screen will not advance)

Click Change.

The following screen will display:

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

13.

14.

C) REFRESH

’a
DIRECTORIES & INFORMANTS

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

Program will open to Directories tab.

W, TOOLS ¥ B3 DIRECTORY ¥ 2 IMPORT DATA ¥ & PRINT PAPER FORM ¥ £ aoMmsTRATION Y | (B HELP ¥
2 StarT 4 NEw AssessmenT

ASEBA-Web™ 2022 v4.1.1

Quick Start Guide: ASEBA®R) Software Quick Start Guide

Display By: ® Firstiame O Last Name

Fl

More Information: ASEBA-Web™ Manual

G, Searcr Crear
= Root More Video Resources: ASEBA Software YouTube Channel
= Roo
= Sample Directory Frequently Asked Questions: answers.aseba.org
& John Doe + Basics of ASEBA®: Basics of ASEBA®

« Send Message to Informant: Send Message o Informant
o Add Users: Add Users




ASEBA-WEB Procedures

Administrator / Regular User Functions

The User Menu (System Admin) functions in ASEBA-Web 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 Username, Technical Support, Themes, Account Status, Change Password, and Log Out.

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

Administration Menu User Menu
1. Manage Users 1. Username
2. Manage Account Settings 2. Technical Support
3. Configure Informant Letters 3. Themes
4. E-Units History 4. Account Status
5. Auding Tools 5. Change Password
6. Log Out

*

These features are only available to Administrative Users

Manage Users (Administrative Users only)

Use this function to manage program access (users, roles, account settings, e-mail addresses, and passwords.

1. Signin to ASEBA-Web.
2. Navigation: Administration (from the tab on top)> Manage Users
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: **Before creating a New user,
please specify password details under Administration, Manage Account Settings (page 10)**

MANAGE USERS

+ New O Rerrest X Ciose

ADMIN
The Administrator
test@tests.edu

User Name Admin

Role AccountAdministrator

First Name The

Last Name Administrator

Email test@tests.edu

Is Account Disabled

Requires Password Reset:

Mobile Phone

Requires Multi Factor Authentication

& ST PassWorD X Ser Rote QX RequesT Passworp Reser K2 MuLts FACTOR AUTHENTICATION BB EnapLe/Disasie # Eorr



Manage Account Settings (Administrative Users only)

**Before creating a New User, please specify Password details**

Use this function to manage password specifications and Multifactor Authentication.

1. Sign in to ASEBA-Web.

2. Navigation: Administration (from the tab on top)> Manage Account Settings

3. The screen will open, displaying options for Days a password remains active before needing to
reset, Minimum password length, Password must contain details, Number of failed attempts
before lockout, Timespan of lockout in minutes and MFA (Multifactor Authentication) tab.

MANAGE ACCOUNT SETTINGS X

ORemresti || E)Save X Close

PASSWORDS | MULTIFACTOR AUTHENTICATION

Allowed Range

Days a password remains active before needing reset: 157 1-157

PR

Minimum password length in characters: 10 10-32

Password must contain one uppercase and one lowercase letter. v

Number of failed attempts before lockout 5

anflar

Timespan of lockout in minutes: 1 30 - 960

Days a password remains active: Please use the up or down arrow to specify how many
days before a password expire.

Minimum password length in characters: Please use the up or down arrow to specify how
long a password is to be.

Password must contain: Please use the drop down arrow to choose password requirements.

Number of failed attempts before lockout: Please use the up or down arrow to choose the
number of login attempts before user is locked out.

Timespan of lockout in minutes: Please use the up or down arrow to choose the number
of minutes a user is locked out.

Multifactor Authentication tab: Please check off Require multifactor authentication for
all users if desired and click Save. Users will need to log into the program via code from their
cell phone. To disable MFA, please uncheck Require multifactor authentication for all
users and click Save. MFA can also be required when creating a new user (page 11).

MANAGE ACCOUNT SETTINGS

C RerresH B Save X Ciose
PASSWORDS MULTIFACTOR AUTHENTICATION

« +1 United States of America (US)
Available countries for multifactor authentication « +61 Australia (AU)
« +1 Canada (CA)

Allowed Range
Require multifactor authentication for all users: E]

Number of days before requiring multifactor authentication: 7 - 1-7

10



Adding, Viewing, Editing a User:

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, Mobile
Phone and a checkbox for Multi Factor Authentication (organization security choice).

MANAGE USERS

+ New O RerresH X (Lose

User Name*:

Password Requirements

« Minimum Length 10
» Password must contain one uppercase and one lowercase letter.

Password*:

Password Confirmation*

Roles*:

First Name*
Last Name*:
Email*:

Mobile Phone:

Requires Multi Factor Authentication: O

e 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.

e 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, and one digit.

e 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”.

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

e First Name: Enter user’s first name.
e Last Name: Enter user’s last name.

e Email: Enter user’s e-mail address.

® Mobile Phone: Enter user's mobile or cell phone number

you want users to have to use a code sent to their mobile phones to log in.

Click Save or Cancel (to close screen without saving).

11

Requires Multi Factor Authentication: Organization security choice, please check off if



View or Edit a Current User: Select/highlight the name of the user. The screen will open up,
displaying previously-entered information for User Name, Role, First Name, Last Name, Email,
Is Account Disabled, Requires Password Rest, Mobile Phone and Requires Multi Factor
Authentication. The buttons along the bottom of the screen allow user access to Set Password, Set
Role, Request Password Reset, Multi Factor Authentication, Enable/Disable, and Edit.

User Name

Role

First Name

Last Name

Email

Is Account Disabled

Admin

AccountAdministrator

The

Administrator

test@tests.edu

Requires Password Reset:

Mobile Phone

Requires Multi Factor Authentication

B Ser Passworp R Ser Roie X Request Passworp Reser $x Murtr FacTor AUTHENTICATION B8 Enasre/DisasLe # Eorr

Set Password: Clicking the Set Password button will allow you to set/change a password. Enter
a password that is at least 10 characters in length and contains at least 2 of the following characters:
one upper case letter and one lower case letter. 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).

User Name mytestaccount
Password Requirements

« Minimum Length 10
« Password must contain one uppercase and one lowercase letter.
Password*:

Password Confirmation®:

M Save O Cancet

12



Set Role: Click on the down arrow to display a pull-down list and select Administrator or Regular
User. Administrators can reset the passwords of other users. We recommend setting up at least two
administrators, so that if one administrator is one vacation or left employment, the other
administrator can add users and reset user passwords. Select Save (if you’ve made a change) or
Cancel (to keep existing role)

MANAGE USERS

+ New C Rerrest X (Lose

User Nome: A
The Administrator
test@tests.edu Roles*: Administrator -
[ Save O Cancer
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). Uncheck if you don't want
the user to have to reset their password again once they log in. The program does not
send out an email to the user. Administrators must let users know their passwords.

MANAGE USERS

+ New O Rerrest X Close

The Administrator Requires Password Reset:
test@tests.edu
™) SusmrT O Canear

Multi Factor Authentication: Click on Require Multi Factor Authentication for All Users
if you want to require all users to use MFA to log into ASEBA-Web, then click Yes. Under
the user's name, it will now say "Requires Multi Factor Authentication".

MANAGE USERS

+ New G RerresH X Ciose

U DTS T

REBECCA
Rebbeca Scott Multi Factor Authentication is currently available in the following countries:

rimscott@gmail.com +1 United States of America (US) +61 Australia (AU) +1 Canada (CA)

User Name rebecca
Requires Multi Factor Authentication

MANAGE USERS
B\ Susrir O Cancer

+ New C Rerrest X Giose

O DU ST

rimscott@gmail.com

13



To Remove MFA, please click on the user's name in the left column, then click
on the Multi Factor Authentication Tab on the bottom bar, then uncheck
Requires Multi Factor Authentication and then click Submit. MFA will now be

unchecked.

MANAGE USERS

+ New OReresH X Close

NG ounuSe ~
rebecca

idiassd Role RegularUser
Rebbeca Scott =
rtmscott@gmail.com

uires Mult Factor Authentication]
Last Name

Multi Factor Authentication is currently available in the following countries:

+1 United States of America (US) +61 Australia (AU) +1 Canada (CA)

User Name rebecca

Requires Multi Factor Authentication @

,-} Esumr | ©Cuc

Enable/Disable User 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).

MAMAGE USERS

+ New O Rerresn X CLose

U Sunustugu
User Name rebecca

IREBECCA

Rebi Scott Is Account Disabled

i igyurihco  CHANGE ® Caneer

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

keep existing user information).

MANAGE USERS User Ndme rebecca
+ New CRerresH X CLose First Name*: Rebbeca
O Sunusaa
Last Name*: Scott
REBECCA
Rebbeca Scott
Email*: rtmscott@gmail.com

rimscott@gmail.com

Mobile Phone

ElSwe | ©Cumea
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Configure Informant Letters (Administrative Users only)

Use this function to View, Edit, Delete, or Add Form Request Letters for Informants.
1. Signinto ASEBA-Web.
Navigation: Administration tab (from the tab on top)> Configure Informant
Letters
3. The Configure Informant Letters screen will open, displaying buttons for

different languages and 2 templates, New, Refresh, and Close:

CONFIGURE INFORMANT LETTERS

English / US Select a template from the left to view or edit it.

Click on "+ New' to add a new template.

Finnish / Suomi / Finland

I:syléns;a / Iceland
an  talano / iy
\arw/Bkaé\ :/‘;Jurway
h / Espaﬁo\ /’ Latlnoamer\ca
" empte1

Template D

+ New G Rerrest X Ciose

Viewing, Editing, Deleting, or Adding a Form Request Letter:
Add a New Form Request Letter: Select New on the left side of the screen. The New
Template will be displayed on the right side of the screen: Do not delete the # in each letter.

(CONFIGURE INFORMANT LETTERS

English / US Name: New Template

”I To: #INFORMANT_NAME#
On: #DATE#

h / Suomi / Finland
Dear #INFORMANT_NAME#,
. ié / jsy|én5|;é / Iceland Please complete the following rating forms available online:
#FORMS_LIST#

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

2 1 To access the forms, visit the My Forms web app:

Goto: #ASEBA_WEB_URL#

T Username: #INFORMANT_USERNAME#
anish |/ Espafiol / Latinoamérica
Password: #INFORMANT_PASSWORD# (ignore this password if you already changed it)
= Alternatively, you can click or follow the link below:

Template 1

#SIGN_IN_WITH_LINK#

Template D Thank you.

g rot g o sl i 4 The informant name  ZINFORMANT_NAMES

+New | ORemesy X Close

Edit/customize the letter by clicking within it to make changes. Name the new template
(otherwise, default name will remain “New Template™). Click Save (to retain changes) or
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Cancel (to keep existing template). The new template will now appear in the list on the left side
of the screen.

View a Form Request Letter: Select a template on the left side of the screen. The
selected template will be displayed on the right side of the screen (“Template 17, shown
below):

CONFIGURE INFORMANT LETTERS

Finnish / Suomi / Finland

Ice ndicV/VI's\enska / Iceland

lorgewian / Bokmél / Norway

z
English / US Name: Template 1

To: #INFORMANT_NAME#
On: #DATE#

Dear #INFORMANT_NAMEZ,
Please complete the following rating forms available online:
#FORMS_LIST#

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

| To access the forms, visit the My Forms web app:

Go to: #ASEBA_WEB_URL#

oo lgmnn o fomene s o gl i 4 Username: #INFORMANT_USERNAME#
nish / Espafiol / Latinoamérica

Password: #INFORMANT_PASSWORD# (ignore this password if you already changed it)
s . 2 #SIGN_IN_WITH_LINK#
Template 1
I Thank you.
Template D
4
4 ;
2o || W Daer
+New || ORemesw | X Gose

Edit a Form Request Letter: Select a template on the left side of the screen, as above. Select
Edit. Edit/customize the letter by clicking within it to make changes. Name the new template
(otherwise, default name will remain, i.e. “Template 1”°). Click Save (to retain changes) or
Cancel (to keep existing template).

Delete a Form Request Letter: Select the template of interest on the left side of the screen, as
above. Select Delete to remove the template. The screen will open, displaying the name of the
template that is selected for deletion, along with the question, “Are you sure” with buttons for
Yes and No. Click Yes to delete the template or No to retain it.

CONFIGURE INFORMANT LETTERS

English / US You are about to delete the
template: Template D

e e e e Are you sure?
Finnish / Suomi / Finland

v Yes X No

Icelandic / fslenska / Iceland
Italian / Italiano / Ttaly
rgewian / Bokmél / Norway

Spanish / Espafiol / Latinoamérica

Template 1

Template D

+ New O Rerresti X Gose
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E-Units History (Administrative Users only)

This function allows users to view the E-Units they have Used and Purchased within a given timeframe.
1. Sign in to ASEBA-Web.
2. Navigation: Administration (from the tab on top)> E-Units History

3. The E-Units screen will open, displaying options for generating a record of E-Units used and/or
purchased:

E-UNITS X

E-Units History
From: i

To: i

E: | E-Units Used E | E-Units Purchased

X CLose

4. In the From box, edit the default date (current date) to reflect the record start 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 2019-01-01) or hand-key in the date using the same format.

5. Inthe To box, edit the default date (current date) to reflect the record end date by either using the
calendar feature (select icon on the right and follow the format 4-digit year-2 digit month-2 digit day
as in 2019-02-05) or hand-key in the date using the same format.

E-UNITS X

E-Units History

From: 2022-Aug-01 =
To: 2022-Aug-30| il
E; |E-Units Used | B |E-Units Purchased
X Ciose
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6. a) If E-Unit Used is selected, an Excel file with the default name of
Unit Expenditure History.xlsx" will open up.

The E-Unit Expenditure History.xlsx file will contain Id, TransactionDateTime,
ForminstrumentShortName, FormEvaluationID, AssessedPersonldentification,
PrintPaperForm, ScoringForm, ElectronicForm, TotalCharged, UserName,
Description an OtherDetails.

File Home Insert  Page Layout Formulas Data Review View Help ACROBAT

"E_

G; PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected Yiew. Enable Editing
C1 ~ f} ForminstrumentShortName
A B (L D E F G H | J K
Id TransactionDateTime |ForminstrumentShortName |FormEvalt AssessedPersonldentification PrintPape ScoringFo Electronic TotalChar UserName Description
badodo7d 8/26/2022 3:58:21 PM |TRF 6-18 MNIC-465e9 0 1 1 2 ROBINUS\robin Charges for adding a form
3cl0a%da- 8/25/2022 1:14:16 PM  |CBCL 1.5-5 Jacob Martin 1 0 0 1 ROBINUS\robin Charge for printing a form
31b67d4f- 8/22/2022 7:08:13 PM  |CBCL 6-18 Jaxson Guyer 0 1 1 2 ROBINUS\robin Charges for adding a form
a0509227- 8/16/2022 8:21:14 PM  |CBCL1.5-5 Jaxson Guyer 0 1 1 2 ROBINUS\robin Charges for adding a form
cc05heaa- 8/19/2022 12:47:10 PM |CBCL 1.5-5 Jaxson Guyer 0 1 -1 -2 ROBINUS\robin Refund for deleted form
0 1 0 1 ROBINUS\robin Charge for scoring a form

a55fec3b- 8/24/2022 2:30:08 PM | CBCL 1.5-5 NIC-465e9

PRS- [P [ [PPSR ~

b) If E-Unit Purchased is selected, an Excel file with the default name of "E-
Unit Income History.xIsx" will open up.

The E-Unit_Income History.xlsx file will contain TransactionID,
TransactionDateTime, Description, Amount and OtherDetails.

File Home Insert  Page Layout Formulas Data Review View Help ACRC

-~

\Lg PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless yvou need to edit, it's

1 v Jx | Transactionid

A B C D E F G
|Trar153ctic|nld_lTranﬁactiunDateTime Description Amount OtherDetails

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

8. Select the Close button when finished.

L
OtherDetails

(Note: If a form is deleted prior to Key Entry, a refund will be issued and the account will be adjusted
automatically. The account will receive a credit of 1 e-unit if online scoring was not selected for the
form, and 2 e-units if online scoring was selected for the form. No refunds will be given once Key

Entry has been done.)
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Auditing Tools (Administrative Users only)

This function generates various types of user activity and transaction logs which can be saved and/or reviewed.
1. Signin to ASEBA-Web.

2. Navigation: Administration (from the tab on top)> Auditing Tools

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

AUDITING TOOLS x
Username: asdf sfd -
From: 2019-04-18 &
To: 2019-04-18 5
Activity Logs

& Stew In/Our

) User Manacerent

Transactions Logs

Create

{ Deere

X Reap

Uppare

X (iose

4. 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.

AUDITING TOOLS x
Username: Robin Scott @
From: 2022-Aug-01 5
To: 2022-Aug-15 =
Activity Logs

R Siew In/Our

[ User Manacement

Transactions Logs

[ Creare

[ Deere

B Re

[ Urpare

X Ciose
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5. In the 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 2022-08-01) or hand-key in the date using the same format.

AUDITING TOOLS. x

Usemname Robin Scott
From: 2022-Aug-01 =]
TO “ August 2022

Su Mo Tu We Th Fr Sa
Activity Logs

n 2 3 4 5 6

B Sten I/Our 7 8 9 10 11 12 13
R User ManacenenT #1516 17 1818 20

21
Transactions Logs
R Creare
@ Desre

BRen

R Urpare

X Ciose

6. In the 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 2022-08-15) or hand-key in the

date using the same format.

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

AUDITING TOOLS x
Usemame: Robin Scott
From: 2022-Aug-01 =

To: 2022-Aug-15 (]

Activity Logs N August 2022

Su Mo Tu We Th Fr Sa
D Sen In/Our
12 3 4 5 6

7 8 9 10 11 12 13

Transactions Logs 14 16 17 18 19 20
21

R Greare

DRew0
R Urpare
X Gose

7. 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: e Transactions logs:

Sign In/Out Create Read
User Management Delete  Update

8. Once you have selected the log type, the excel file will open with a default file name (for example,
“Create_Transaction Log.xlsx’) and location. The file may be saved with a different name.

g AutoSave ':. Off::' H Create_Transaction_Log (2).xlsx - Protected View v /"“-’ Search (alt+Q)

File Home  Insert  Page Layout Formulas Data Review View Help  ACROBAT

\J PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless yvou need to edit, it's safer to stay in Protected View. Enable Editing
Al ~ Jfx  Transactionid
A B T D E F G H |

|Transac‘ti0nld_|UserName IsRequestLocal IsAuthenticated WasRequestSuccessful Controller Action  AbsoluteUri UserlpAddress UserHostName UtcTimestamp

20
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Themes

This function allows the user to change the display color within the program.
1. Sign in to ASEBA-Web.
2. Navigation: User Tab > Themes

3. Select a theme from the pull-down list of 16color schemes/options to see how the program will
display. The program will retain the most recent theme selection. Theme choices include the
following:

(O BLACK

®) BLUEOPAL

() BOOTSTRAP

(O DEFAULT

O FLAT

(O FIORI

(O HIGH CONTRAST
(O} MATERIAL

() MATERIAL BLACK
(O METRO

(O METRO BLACK
O NOovA

() MOONLIGHT

() OFFICE 365

(O SILVER

) UNIFORM
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License Agreement

This menu item contains the End User License Agreement (EULA) and Health Insurance Portability Act

(HIPAA), Data Consent, Processor Contract, Privacy Notice and Cookie Policy documents for viewing.
1. Sign in to ASEBA-Web.

2. Navigation: Help Tab > License Agreements>

ORMY | XX ADMINISTRATIONY | (D HELP ¥

@_: FREQUENTLY ASKED QUESTIONS

RY) w
O ASEBA SOFTWARE YOUTUBE CHANNEL
ASEBA® SOFTWARE QUICK START GUIDE
ASEBA-WEB™ MANUAL
[A ucENSE AGREEMENTS > EULA
i Name t & ABOUT ASEBA-WEB™ 2022 HIPAA
1234 DATA CONSENT

PROCESSOR CONTRACT
PRIVACY NOTICE

COOKIE POLICY

3. Once selected, the documents (EULA or HIPAA, Data Consent, Processor Contract, Privacy Notice and
Cookie Policy) will open.

4. When you are finished reading the documents, click the “X” box in the upper right corner to close.

Account Status

This function allows the user to view the Account Name, Expiration Date, Days Until Expiration, and

E-Units Balance. To purchase more E-units or renew your account at our on-line store: store.aseba.org

1. Signinto ASEBA-Web.

2. Navigation: User Tab (from the tab on top)>Account Status

3. The Account Status screen will open:

ACCOUNT STATUS >
Account Name: ROBINUS
Expiration Date: 2024-Apr-11
Days Until Expiration: 598
E-Units Balance: 495

= store.aseba.org | 802.656.5130 | mail@aseba.org

X Ciose

4. When finished viewing, click Close.
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Change Password

This function allows the user to change passwords.

5. Sign in to ASEBA-Web.
6. Navigation: User Tab (from the tab on top)> Change Password

7. The Change Password screen will open:

CHANGE PASSWORD >

Current Password®*: | sssssssses

Password Requirements

« Minimum Length 10
« Password must contain one uppercase and ane lowercase letter.

New Password*:

Password Confirmation®:

[ 5avE O Cancar

8. Enter Current Password.

9. In the Password box, enter a new password that is at least 10 characters in length and contains at
least 2 of the following characters: one upper case letter and one lower case letter.

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

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

Sign Out

This function allows the user to sign out of the program.

1. Navigation (from within ASEBA-Web): (from the tab on top right) > Sign out

@ remesk | W ToolsY | CIDRECTORYY | L IMPORTOATAY | &3 PRINTPAPERFORM Y | KX ADMINSTRATION Y | () HELp ¥
C3Smaar 4 New Assessuent

ASEBA-Web™ 2022 v4.1.1

Quick Start Guide: ASEBA®) Software Quick Start Guide

5 pirecrories | 8 meormanTs

Display 8y: @ First Name O Last Name

o [ sewer || cow More Information: ASEBA-Web™ Manual

2. User will be returned to the initial “Sign In” screen.
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ASEBA-Web Procedures

Adding and Making Changes to a Directory

In ASEBA-Web, the Directory Functions allow the user to add and make changes to directories and
subdirectories. The Directory menu also enables the user to access the download data function.

Directory Functions currently available in ASEBA-Web include the following:

Refresh Directories
Download Data (to Excel, SPSS, or Create ASEBA Transfer Data or Progress and Outcomes Data)

1. Add Directory (or Subdirectory)

2. Add Assessed Person (to a Selected Directory)
3. Edit (Directory)

4. Delete (Directory)

5. Cut and Move (Directory)

6.

7.

8.

Refresh Directories

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. Sign in to ASEBA-Web.

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 (if any have already been added) in the left frame.

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

4. Navigation: Directory (from the tab on top)> Add Directory (or, in the right frame, under the Directory
Details tab, select Add Subdirectory, or, alternatively, right click with your mouse on the Root folder or
on the selected directory and select Add Directory.)

5. 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 x

Name:

[ Save ® Cancer

a) Enter a name for the directory or 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).
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Edit Directory/Subdirectory

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

1. Signin to ASEBA-Web.

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 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.

4. 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).

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

“ = Root
» B Aseba Data (7).zip (2022-Apr-18 11:36:36)
» B Aseba_Data.zip (2022-Apr-18 10:49:03)

[ & Martin Fam EDIT X
£ Sample Dire

= Smith Famil + Add Assessed Person

&lonboe g gt <— Name: Martin Family

& Jaxson Guy
& John Smith

i Delete
¥ Cut [ Save © Caneer

2 Export Data

¢ Refresh Directories

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).
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Delete Directory/Subdirectory

Use this function to delete a directory or subdirectory.

1.

2.

6.

Sign in to ASEBA-Web.

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 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.

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). All of
these methods may be used to delete a directory or subdirectory.

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.

“ B Root
» & Aseba_Data (7).zip (2022-Apr-18 11:36:36)

» = Aseba_Data.zip (2022-Apr-18 10:49:03)
Sl .
iR 1S E: Add Directory
& Sample Direl . ) .
= Smith Family + Add Assessed Person Deleting: Martin Family
4 JohnDoe |, Edit Are You Sure?
a Jaxson Guye
& John Smith I EE v Yes % No
* Cut

2 Export Data

¢ Refresh Directories

Select Yes to delete the directory or No to keep it.

Move/Cut a Directory/or Subdirectory

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

1.

2.

Sign in to ASEBA-Web.

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

and select Cut.
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5. Select/Highlight the location where you want to move the directory or subdirectory.

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

your mouse and selecting Paste).

“ B Root 4 B1Root
» & Aseba_Data (7).2p (2022-Apr-18 11:36:36) > DAseba Data (7).zip (2022 Apr- 18 11:36:36)
» & Aseba_Data.zip (2022-Apr-18 10:49:03) * O Aseba_Data.zlp (2022-Apr-18 10:49:03)
3 Martin Family
£ Martin Faml| Bz Add Directol E3 Sample Directs )
i &2 Add Direct
B Sample Dire = smith Farmily 5 irectory
B> Smith Famil  + Add Assessed Person & John Doe + Add Assessed Person
a John Doe 7 Edit a Jaxson Guyer | pqit
& Jaxson Guye & John Smith
T Delete T Delete

A John Smith
¥ Cut # Cut

2+ Export Data
& Export Data

C Refresh Directories

) Refresh Directories
[ Paste

Refresh Directories
Use this function to update/refresh the directory list.
1. Sign in to ASEBA-Web.

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. Navigation: Refresh, or Directory (from the tab on top) > Refresh Directories (or,
alternatively, right click with your mouse and select Refresh Directories).

4. Your list of directories will be refreshed.

@ 9, TooLS ¥ £ DIRECTORY ¥ & ASSESSED PERSONS ' ‘ m Add Directory
> i -18 11:36:36)

< B3 ADD DIRECTORY
Gom + Add Assessed Person  10:49:03)

+ ADD ASSESSED PERSON

>

[

DIRECTORIES id g A EDIT f Edit

L. EXPORT DATA X Export Data

Display By: @ First Name

e [T [T

() REFRESH DIRECTORIES %——"

robin &= @ Refresh Directories
.
p & JUAaoun \.JLJ,’CI
& John Smith

» 3 Aseba_Data (7).zip (2022-Apr-18 11:36:36)
» B Aseba Data.zip (2022-Apr-18 10:49:03)
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Assessment Wizard for adding Assessed Persons and Forms

1. Signin to ASEBA-Web.
2. Creating a directory is optional. If you do not wish to create a directory first, please skip
to number 4. Otherwise, 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. Right Click on Root directory and choose Add Directory and name your directory. Click Save. The new
directory will be created in the left column under the Directories tab.

O HoME ¥ ?, tooLs ¥ | B3 DIRECTORY ¥

DIRECTORIES | A INFORMANTS ADD DIRECTORY &

Display By: @ First Name ‘:' Last Name
Name:
Search Q

’ m_I‘:'. Add Directory %. ElSae ® Canvea

+ Add Assessed Person

2 Export Data

=y
» B
* B 2 Edit
.
» I
r oot
]

C Refresh Directories

4. Navigation: At the very top of the page you will see a button that says Start A New Assessment.
Please click on this button to start the assessment.

C) REFRESH ? 7005 Y | E1DIRECTORYY | * IMPORTDATAY | 2 PRINTPAPERFORM ¥ | XX ADMINISTRATIONY | (3 HELP ¥
—7 C2S7arT A New Assessqent

ASEBA-Web™ 2022 v4.1.1

Quick Start Guide: ASEBA® Software Quick Start Guide

"
DIRECTORIES | WA [NFORMANTS

Display By: ® First Name O Last Name

5. Select either an existing assessed person or create a new assessed person. In the example below, a new
assessed person was chosen. Click Next.

START A NEW ASSESSMENT

1 Back @ X Cose

First, select an existing assessed person or create a new assessed person.
Who would you like to create a new assessment for?

v An existing assessed person already in the system

@mew assessed person not in the system.
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6. Select whether to create a new assessed person from an existing informant (e.g., a parent that
has already filled out a form in the system) or whether to create a new assessed person from
an existing informant who has never been assessed (e.g., a parent who has filled out a form
on a child, but now will be assessed themselves). The example chosen below is to create a
new assessed person who will have a new informant added. Click Next

START A NEW ASSESSMENT

You can choose to create an assessed persen from an existing informant.
Do you want to create a new assessed person from an existing informant that is already not an assessed person?

v Yes

®n

7. Please fill out the required information. Assign Id Automatically will create an alphanumeric
Id. Names are optional. ID, Gender, DOB are required. Please use the calendar icon for the
Date of Birth. Click Next.

Create an assessed person with the following details:

Assessed Person Name

Assign Td Automatically:
Title: o
ID;
First:
Gender Unknown
Middle:
Date Of Birth: =
Last
Ethnicity:
Nickname:

START A NEW ASSESSMENT

Create an assessed person with the following details:

Assessed Person Name

Assign Id Automatically: o
Titler
ID: Christal Collins
First: Christal
Gender: Female
Middle: Ann
Date Of Birth: 2010-Sep-15 =]
Last Collins
Ethnicity: Whitd X ¥
Nickname: Crissy

8. Email, phone and address information is optional. Click Next.

9. Choose a directory where you want to place the assessed person. If you did not create a
directory, please choose Root.

START A NEW ASSESSMENT

< Bacx » A X Close

What directory do you want to place the new assessed person into?

Directory: | Root

Aseba_Data.zip (2018-07-25 15:13:37)
Carson Family
\__> Colling Family
Sample Directory
Testing
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10. Please choose the Form Type from the drop down arrow on right. Child Behavior Checklist was
chosen in this example. To not be charged for scoring until form is returned, please uncheck the
Extra E-unit charge applies box. Check New Informant and fill in the informants first and last name.
Choose the relationship and the clinician from the drop down menus. Under the Form Details tab,
Information under Forms Details tab is optional. Enter Problem Items Only (check off if
informants need to only fill out Problem Items on a form), Society, Due By Date, Agency, School,
User Defined 1, 2 and User Defined Field 1 and 2. Agency through User Defined Field 2 are
buildable databases. Charges tab shows that each assessment costs 2 e-units, what is available and

remaining after Submit.

ADD FORM

SumMARY | FORMDETALS | CMARGeS

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

Form Type* Child Behavior Checkiist for Ages 6-18

Assessed Person* Christal Collins

Pay for online scoring m i o
O existing Informant (@) New Informant

Informant:

New Informant;

First Name: Kathy

Last Name: Collins

Relationship: Biological parent
Clinician: Dr. thomas achenbach
Evaluation Id:

OCuce || »Nor || ElSuur

DD FORM

SUMMARY | FORMDETAILS | GiRGES

Upon saving, the form will be ready under the Assessed Person Forms tab. ADD FORM
Enter Problem Items Only: )]
Society: ASEBA Standard SUMMARY FORM DETAILS CHARGES
Due By Date: =l
. Next is a detailed description of your charges (E-Units):
gency:
Available E-Units: 57
school
User Defined 1 Total E-Units Charged: 2
User Defined 2 E-Units Remaining After Submit: 55
User Defined Feld 1 ® Caneer < Bacx E)Susmrr

User Defined Field 2;

OCmnea || «Bix || »Nexr || ENSuswir:

11. The new assessed person will be created in the left column under the Directories tab
and the accompanying form will be created under the Forms tab in the right column.
The status of the form will say New.

Y Reresn | X Toolsv | B pmectorvv | [)rommsv | REpoRTS v
CyS7arr a New Assessmen
= DIRECTORIES B8 INFORMANTS

» £ Vincent Family

£ Woodward Family

A 2549

& 351937e11e804250b
& Thomas Bavins

A Betle Boo

A Kenneth Cambell

& Christal Collins

D rorms

2 14PORT DATA ¥

L Aop Form

Child Behavior Checklist for Ages 6- -
CBOL6-18 o Kathy Collins Biological parent 2022-Aug-30

D PRINTPAPER FORM ¥ R ADMINISTRATION ¥ (3) HELP ¥ AusRv |+ sienouT
l Fors For: CHRISTAL COLLINS ( Assessep PERsoN )
& 2SSESSED PERSON DETAILS
B-Ker-Entry D Derars / Comments & Eoir M Derere 4iGo To Inrormant O Rerrest
i Form Long Name i EvalD i | Informant i | Relation i | Date Created i Date Completed i | status B
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ASEBA-Web Procedures

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

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

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

N ous L D

Add
Edit

Delete

View Selected Assessed Person
Cut/Merge Assessed Persons

Download Data
Refresh Assessed Persons

Add Assessed Person to a Directory without Wizard

Use this function to add an assessed person to a directory or subdirectory without
using the wizard.

Sign in to ASEBA-Web.

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 Root directory - options will now be
available to add a directory or add an Assessed Person.

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: 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.

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

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Street 1

Email:
oemocrapHICs Street 2

Ethnicty: . Home Phone: City

Date OF Bith a8 Mabile Phone: State/Province:

Postal Code/ZIP:
Work Phone:

Country:

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

a) 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. User may select one of the
listed informants to be an assessed person or create a new assessed person.

b) Identification: Enter a unique ID or click the box on the right to create an ID automatically.
¢) Demographics:

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

e Gender: Click the down arrow to select options (Unknown, Male, Female, Another)
o Date of Birth: Either hand-key in the birthday (format 4-digit-year, 2-digit-month,
2 digit day, eg. 2018-12-30) or use the calendar icon feature.

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

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS
Title:
First:
Middle:
Last:

Nickname:

e) Contact Information: Enter Email address, Home Phone, Mobile Phone, and Work Phone.
Entering this information is optional.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS
Email:
Home Phone:
Mobile Phone:

Work Phone:

f) Address: Enter Street, City, State/Province, Postal Code/ZIP, and Country for assessed person.
Entering this information is optional.

PERSONAL INFORMATION CRNTACT INFORMATION ADDRESS
Street 1:
Street 2:
City:
State/Province:
Pastal Code/ZIP:

Country:
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Edit Assessed Person

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

1. Sign in to ASEBA-Web.

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 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.

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

5. 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), double-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).

6. 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.

Assign 1d Automatically:

ID: Camille Young

Ethnicity: White
Gender Female

Date Of Birth: 2009-03-10 =}

[«
Middle: T
h(

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

8. Click Save (to apply changes) or Cancel (to keep existing information).
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Delete Assessed Person

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

[

7.

. Sign in to ASEBA-Web.

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 left frame of the screen.

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

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

In addition, you can also follow steps 1) and 2), double-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 screen will open, and the question “Are you sure?” with buttons for Yes and No.

DELETE x

Deleting: John Doe

Are You Sure?

 Yes % No

Click Yes to delete this assessed person or No to retain this person in the directory.
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View/Go to Selected Assessed Person

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

1. Sign in to ASEBA-Web.

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 view is
listed. Assessed persons who have been added to this directory will be displayed under the Assessed
Persons tab in the left frame of the screen.

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

5. Navigation: Click on the directory you wish to view the Assessed Person, click on the
Assessed Person, click on Go To Assessed Person.

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.

O HoME ¥ | W, TOOLSY = I DIRECTORYY | & ASSESSEDPERSONSY | [JFORMSY = EOREPORTSY | A IMPORTDATAY = = PRINTPAPERFORMY | X MyaccounTY | (D HELPY | |+ LoGouT

© pmecrores | i mrormans | (Lorr) BusHey FAMILY ( Drecrory ) |
SEE rth o\ a ASSESSED PERSONS | B DIRECTORY DETAILS
“ B Root

-
A Daniel Bushey
A Vanessa Bushey
4 my name is, . troble
4 Camille Young
» & (Lori) Canton Family
» 5 (Lori) Sawyer Family
» [ Allen Carter

Assessed Person Td

47b52986334c473ca
9695f15b28744701a

7aefd644cf4c466bb

" ED{ . m Dfi il o REFRESH

: | Name * ¢ | Date of Birth

Camille Young Camille Young 2009-03-10

Daniel Bushey 2004-07-15
my name is, . troble 2011-09-14
Vanessa Bushey 2002-06-05

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 select the Assessed Person Details tab to
view, edit, or delete that information.

O HoME ¥ | W\ Toois¥ B3 DIRECTORY ¥

[ ForMs v | EREPORTS Y | % IMPORT DATA Y

£ PRINT PAPER FORM ¥

Q myaccount> | @reev | |+ oG out

| Forus For: Danier BusHey ( Assessep PeRs(

i | Informant
Carla Flanders
tita
Heidi Bushey
tiga
tiga
Daniel Bushey
Alexis Curtis
Alexis Curtis
xx
Alexis Curtis
Alexis Curtis
Alexis Curtis

Daniel Bushey

B DIRECTORIES [H INFORMANTS
Seal r’Ch Q _2 FORMS | A ASSESSED PERSON DETAILS.
“ B Root
“ Ea(Lori) Bushey Family ORemresrt
& Vanessa Bushey G
a My name is, . trable BPM-T 618
& Camille Young BPM-P 6-18
» B (Lori) Canton Family BPM-P 6-18
» & (Lori) Sawyer Family BPM-P 6-18
» B Allen Carter BPM-P 6-18
» B Aseba Data.zip (2019-04-16 11:37:55) S —
» B ASRTestRaw.CSV (2018-08-16 10:01:48) L 155
» E1BPM Legacy data from John.csv (2016-09-
» [E1BPM_Legacy_Raw TREes
» E1call.CSV (2017-10-06 10:55:41) TREEI8
> BiCastle TREG1E
> 1 Family TRF 6-18
» BFor Tom A BPM-P 6-18
» B3 Graham Ethan ASR 18-50
» B lori_test_raw.CSV (2017-09-25 15:20:26)
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Classroom teacher
Biological parent

Stepparent

Biological parent
Biological parent
Self

Father

Classroom teacher

Special educator
Classroom teacher
Biological parent

Self



Merge Assessed Persons

Use this function to merge one assessed person with another.

1.

2.

Sign in to ASEBA-Web.

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, double-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

“ B Root

DIRECTORIES | &A mNFORMANTS “ B Carson Family
a 8bc1145800294a7c8
& 351937e11e804250b = ) ]
) 2 BBBBj BBBB)
& Thomas Bavins 2 Mason Carson
& Beetle Bobbin & Jessica Hammond
& Kenneth Cambell 4 Demo Patient

) ) & hello thompson
. L
- Christal Collins B CBCL_Normative_Data_20190521_1.csv (2022-A
& Tracy Collins

B3 CBCL_Normative_Data_20190521_1.csv (2022-A
& Jacky Cooper & CBCL_Normative_Data_20190521_1.csv (2022-A

2 Laurie Cooper & Combined imports

4 & Family
N i
& Thomson Cooper v & FRCA
& Alexis Curtis 4 B Martin Family
2 Jacky Dane 4 Jacob Martin
& Demo Demo %mn
N A jackie Mz
& Jane Dos & Michael | T Delete
7 Edt & obert M 3y
4 Tin-Foil & Tessa Mz
- o Delete s poter Ma = EXport Data
& Hello Mg . ; ;
< d< i S
: Allison F %€ Cut - \.:.m . & Refresh Directories
. = Merge
a Anastas| Export Data -‘—‘?
& Cooper
& Bart Sim @ Refresh Directories
MERGE x

& Karen 5| = Merge

Multiple forms are about to be merged into the selected assessed person.

Are You Sure?

v Yes x No
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Refresh Assessed Persons

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

1. Sign in to ASEBA-Web.

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: Refresh, 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.

REFRESH OQ TOOLS ¥ B3 DIRECTORY ¥ a ASSESSED PERSONS ¥ Bl REPORTS ¥ l IMPORT DATA ™ @ PRINT PAPER. FORM ¥
C) rEFRESH
[257arT A New Assesser
[~ -a L El
— DIRECTORIES A& INFORMANTS & ASSESSED PERSONS DIRECTORY DETAILS
Display By: ® First Name () Last Name + Aop Assessen Person
SearcH Ciear

robin Q

g & Root]

» B Carson Family

Assessed Person Id
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ASEBA-Web Procedures

Form Functions

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

Form functions currently available in ASEBA-Web include the following:

Add a Form

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

Print Paper Form

Key Entry

Score/View Report

Delete a Form

Go to Assessed Person

. Go to Informant

0. Refresh Forms

SO XN AL

Add a Form

The Add Form function allows the user to add a form/s for an assessed person.

Forms currently available in ASEBA-Web include the following:

® (Child Behavior Checklist for ages 1.5 to 5 (CBCL 1.5-5)
e Teacher’s Report Form for ages 1.5 to 5 (C-TRF 1.5-5)

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

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

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

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

e Adult Behavior Checklist for ages 18 to 59 (ABCL 18-59)
e Older Adult Self-Report for ages 60 to 90(OASR 60-90)

e 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)

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

e Brief Problem Monitor-Other Form (BPM-O) for ages 18-59 (BPM-O 18-59
1. Sign in to ASEBA-Web.

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. Ifnot already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to add a form.
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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, Form Details, and Charges. Users
can move between tabs by clicking the tab of interest at the top or by selecting Next (and Back for
all except the Summary tab) at the bottom of the screen.

ADD FORM

SUMMARY | FORMDETALS  CHARGES

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

Form Type* =
Assessed Person® Jaxson Guyer v
Pay for online scoring: (%8 =2 -unt charge aies; form wil ot be sored un scor report” buton i clcked
Clinician: v

Evaluation Id

SCuc » Nex B Susmr

7. The Summary tab (as shown above) contains fields for Form Type,
Assessed Person, Pay for online scoring, Clinician, and Evaluation ID as well as
Cancel, Next, and Submit buttons on the bottom. After a form is chosen, Existing
Informant and New Informant choices can be seen.

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.

ADD FORM ADD FORM

SUMHARY | FORWDETALS | CHARGES SUMMARY | FORMDETALLS | CHARGES
Upon saving, the form will be ready under the Assessed Person Forms tab. Upon saving, the form will be ready under the Assessed Person Forms tab.
o* " = . ; ) s
Form Type Child Behavior Checklist for Ages 6-18 Form Type*: Child Behavior Checklist for Ages 6-18
I T ST D e
Assessed Person*: Child Behavior Checklist for Ages 1 1/2-5 Assessed Person* Jaxson Guyer
Pay for online scoring { Child Behavior Checklst AP0, b 4
Older Adult Behavior ChecKist for Ages 60 and Above Pay for online scoring: 72 oo chage appies;form il ot b sored unl“score repor” buton s cicked
Informant: (
Older Adult Self-Report for Ages 60 and Above Informant: @) Existing Informant () New Informant
Existing Informant: Teacher's Report Form for Ages 6-18 0 requred
Existing Informant: v | O requred
Youth Self-Report for Ages 11-18
Relationship:
Relationship:
Clinician:
Clinician:
Evaluation Id:
Evaluation Id
O Canca > Nex || ESusur

O Cinear » Nexr B Susmr
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e Assessed Person: The individual for whom a form was added to 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

SUMHARY

FORMDETALS  CHARGES

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

Form Type*:
Assessed Person*

Pay for online scoring:

Informant

Existing Informant:
Relationship:
Clinician:

Evaluation Id

Child Behavior Checklist for Ages 6-18

Jaxson Guyer

% =2 e charge sopes orm il n b scored unti “score report” utton s cicked

@ Existing Informant O New Informant

© Cancer > Nexw

E1Susmr

e Pay for online scoring: A checkmark in this box (default) indicates that the selected form will
be scored online. [Note: 1 extra E-unit charge applies to use this feature. Therefore, if you
don’t want to be charged to score the form online, until you get the form back, uncheck

the box]

Pay for online scoring:

wira E-unit charge applies; form will not be scored until "score report” button is clicked

8. Informant: User may choose to select an existing informant or create a new informant.
Selecting an Informant is necessary to proceed. [Note that if the form type selected 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).

ADD FORM

SUMMARY | FORM DETAILS CHARGES

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

Form Type*: Child Behavior Checklist for Ages 6-18
Assessed Person*: Jaxson Guyer

Pay for online scoring:

Informant: @ Existing Informant O New Informant
Existing Informant: Pamela Guyer

Relationship: Biological parent

Clinician: Dr. thomas achenbach

Evaluation Id:

v

-

E\tra E-unit charge applies; form will not be scored until "score report” button is clicked

v @ required

O Caneer » Nexr [ Suamrr
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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.

ADD FORM

SUMMARY | FORMDETALS | CHARGES

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

Form Type* Child Behavior Checklist for Ages 6-18

Assessed Person*: Jaxson Guyer

Pay for online scoring:

Informant O Existing Informant @ New Informant

New Informant:

First Name: ®  required

Last Name: ®  required
Relationship:

Clinician

Evaluation Id:

ADD FORM

SUMMARY | FORMDETALS = CHARGES

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

Form Type* Child Behavior Checklist for Ages 6-18 v

Assessed Person* Jaxson Guyer v

ma E-unit charge applies; form will not be scored until "score report" button is clickec

O Existing Informant @ New Informant

Pay for online scoring:
Informant:

New Informant:

First Name: Mark ® required

" Last Name: Guyer ® required
Relationship: Biological parent v
Clinician: Dr. thomas achenbachl X ¥

Evaluation Id

® Caweer » Next ESugmrr

O Cancer » Next [\ Susm

9. 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.

ADD FORM

SuMMARY | FORMDETALS | CraRGES

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

Form Type*
Assessed Person®

Pay for online scoring:
Informant:
New Informant:

First Name:

Last Name:

Relationship

Clinician:

Evaluation Id

Child Behavior Checklist for Ages 6-18

Jaxson Guyer

/[

it charge pptes form it e
O Existing Informant (@) New Informant

Patricia
Guyer

| .
Adoptive parent
Biological parent

Foster parent

OCuca || »Nor || ESumum

Other
Stepparent

10. 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.
This is a buildable database, so there will not be any names in the list for a new account.

ADD FORM

SUMMARY | FORMDETAILS  CHARGES

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

ADD FORM

SUMMARY | FORMDETAILS | CHARGES

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

Form Type*:

Assessed Person*:

Pay for online scoring:
Informant
New Informant:

First Name:

Last Name:

Relationship:

Clinician:

Evaluation Id

Form Type*:
Child Behavior Checklist for Ages 6-18 v
Assessed Person*

Jaxson Guyer v
Pay for online scoring:

Ema E-unit charge applies; form will not be scored until “score report” button is clicked

O Existing Informant @ New Informant

Informant:

New Informant

Child Behavior Checklist for Ages 6-18 v
Jaxson Guyer v

Ewa E-unit charge applies; form will ot be scored until "score report” button is clicked

O Existing Informant @ New Informant

First Name Patricia © required
Patricia o reared Last Name: Guyer ®  required
® red
Guyer ek Relationship: Biological parent M
Biological parent v Clinician: | -
. S I
Allison hall; md
OCwe > Nexw B\ Sugrar C. lariviere

OGavca » Next [ Sumir
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Dr. robin scott

Dr. thomas achenbach
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11.

12.

Evaluation ID: User may enter an evaluation ID (optional). Hospitals use this section mostly.

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 tabs along the
top to navigate to Form Details, or Charges.

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. Filling in this information is
optional.

dy under the Assessed Person Forms tab,

Society ASEBA Standard

Enter Problem Items Only: Check this box to enter the problem items only.

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.

ADD FORM
SUMMARY | FORMDETAILS | CHARGES

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

Enter Problem Items Only:

Society: ASEBA Standard
ASEBA Standard
Due By Date
Algeria
Agency: Australia
Bangladesh
School: Belgium

User Defined 1 Brazil

User Defined 2
User Defined Field 1:

User Defined Field 2

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.

40D FoRM
rormpemans | usce
Upon saving, the form will be ready under the Assessed Person Forms tab.

Enter Problem Items Only
Society: ASEBA Standard
Due By Date: =)
Agency: 28
School
User Defined 1: May | Jn ol Aug
User Defined 2:
User Defined Field 1 sep Ot MNov  Dec
User Defined Field 2 esday
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13.

14.

15.

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.

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.

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
previously) or enter a new variable by typing directly in the box. This variable will appear in
future pull-down lists.

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.

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.

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.

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), Next (to proceed to the next tab-Contact Info), or
Submit (to add the form from this point) or utilize the tabs along the top to navigate
to Summary, or Charges.

The Charges tab contains fields for Available E-Units, Total E-Units Charged, and E-Units
Remaining After Submit, as well as Cancel, Back, and Submit buttons on the bottom.

Available E-Units: The number of E-Units user currently has available.

Total E-Units Charged: The number of E-Units that will be charged for the current
transaction. When a form is added with online scoring endorsed (default), the Total E-Units
charged=2. When a form is added without online scoring (box unchecked), the Total E-Units
charged =1.

E-Units Remaining After Submit: The number of E-Units that the user will have left after
the form is submitted.

After reviewing the information under the Charges tab, the user may select the tabs along the

bottom for Cancel (to cancel adding the form), Back (to return to the previous tab-Contact Info), or
Submit (to add the form from this point) or utilize the tabs along the top to navigate to Summary,

and Form Details.

FORM DETAILS | CHARGES

Next is a detailed description of your charges (E-Units):
Available E-Units: 489

Total E-Units Charged: 2

E-Units Remaining After Submit: 487
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Key Entry

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.

8.

Sign in to ASEBA-Web.

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, double-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 the form with your mouse and select Key
Entry.

The Key Entry screen will open to the first tab (Child, Pupil, Youth, or Adult or Older Adult
Information, depending on form type selected). Any previously entered data for this form (if
applicable) will be displayed.

KEY-ENTRY

> Nexr E)Save ano cose OCancer | Use the arrow keys (+ | — — ) to navigate between items.

Question Answer Comments

Child's first name: raxsor}
Child's middle name Jacob
Child's last name Guyer
Child's gender: 1-Boy
If the child identifies as another gender, please specify:

Child's age: 4

Child's ethnic group or race 6 - White
If 'Other’, please specify:

Today's date: 2022-Aug-23 [}
Child's date of birth: 2018-Aug-10 ]

Child's grade in school. 2 - Preschool

> Next [E1Save anp cLose O Caneer

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. Note: For faster key entry
for Problem Items, click in the first box and enter 0, 1 or 2 and then it automatically advances
as you enter responses using the number key pad.
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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. Please make sure
you click on the second Save and Close tab in the right hand corner of the form.

Warning: if Verify all questions or problem items only are selected, the form will need to be
completed all over again. If the form is not filled out again completely, blank answers will
overwrite previous answers. Verify tab is optional and not utilized very often.

KEFENTRY

ElSwzmoaose | OCuca « Bux

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

e 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. Enter
the correct value for the item. 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 and close 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 and close: Select this function if you want to save the form without verifying items.

(Note: The Key Entry feature also allows the user to halt online form completion by an Informant, if
necessary. To use this function, select the form of interest, go to Key Entry, then select Save. The form
will no longer be available for completion by the Informant on https://www.asebaforms.org/)

*** Please save your form before exiting out of program or if leaving form to finish later, as there is a
20 minute time out of inactivity built into the program. Save often***
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Score/View Report

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

The Score Report function allows the user to view the scored results of a form for which “Pay for
online scoring” has been endorsed.

[Note: The Score Report feature is only available for those forms that have been endorsed “Pay for
online scoring” which charges one E-Unit for scoring the form the first time. You are not charged for
scoring the same form multiple times.

1. Signin to ASEBA-Web.

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. Ifnot already open, double-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.

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. 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 the form with your mouse and
select Score Report).

6. 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.

7. The screen will open to the Score Report window. Click on 3 dots in upper right hand corner to
make the section links for report available in upper left column of window.
Navigate through report by selecting the arrows on top left of report. The
last page of the report will be the Narrative report.

Society:  ASEBA Standard v || BAmy X Close
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5SCORE REPORT

Society: | ASEBA Standard v B Apery X Crose

) Eges P M

‘CBCL/1.5-5 - Syndrome Scale Scores
Dz NIC-465e3 Gender: M Date Completed: 2021-10-08  Clinician: Informant: Robin Scott

Name: Eric Mariin Age: 2V Birth Date: 20181007 Agency: Relationship: Mother

[ iz | Externali

100
&
I

Details/Comments for a Submitted/Data 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 partially or fully completed for an assessed person either by a
user or the informant (online completion).

1.

2.

Sign in to ASEBA-Web.

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, double-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> Details/Comments (from the tab on top) (or, in the right frame, under the
Forms tab, select Details/Comments, or, alternatively, right click on the form with your
mouse and select Details/Comments).
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7. The Details screen will open, displaying tabs for Form, Q& A, and Download/Print, as well as
Close on the bottom of the page.

DETAILS / COMMENTS
Child Behavior Checklist for Ages 1 1/2-5

ASEBA Standard

Evaluation Id:
Status: Imported
Verified No

2021-0ct-08
NIC-465¢9
Eric Martin
Informant Identification
Informant: Robin Scott
Relationship Mother
Clinician:
Agency
School;
User Defined 1

User Defined 2:
User Defined Field 1:

User Defined Field 2:

X Close

e The Form tab displays details about the selected form entered, including Form Type, Pay for
online scoring, Enter Problem Items Only, Society, Evaluation Id, Status, Verified, Date
Completed, Due by Date, Assessed Person Identification and name, Informant
Idenfication and name and relationship to assessed person, Clinician, Agency, School,
and User Defined Fields.

e The Q & A tab

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, Adult Information or Older Adult
(depending on form selected). Clicking on the other sub-tabs will display the responses
entered for those sections of the form.

DETAILS / COMMENTS

FORM | Q&A | DOWNLOAD/PRINT

CHILDINFO.. | LSPORTS | ILHOBSIE.. | ULORGAN.. | IV.JOBS | V.FRIENDS.. | VLCONTAC.. | VILSCHOO.. | VIFLACA.. | VI-2SCH ILNESS | CONCERNS | BESTTHING.. | PROBLEMIT..
Question : | Answer : | Comment
Child's first name Allen
Child's middle name: Jacob
Child's last name: Carter
Child's gender: Boy
Child's age: 9

Child's ethnic group or race:

If "Other’, please specify:

Today's date: 2019-05-23
Child's date of birth: 2010-03-16
Child's grade in school:

If 'Other', please specify

Parent 1's usual type of work,...

Parent 2's usual type of work,...

This form filled out by (type.. Janice Carter
Your gender:

If "Other’, please specify:

X Close
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e The Download/Print tab allows the user to View the Form and Q & A Details, as above,
and Preview the Details Report for downloading/exporting (to PDF or TIFF) or printing.

DETAILS / COMMENTS

FORM  Q&A | DOWNLOAD/PRINT

Q Pravrery

% Ciose

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

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 on far right column, shown following the Entries
report).

Child Behavior Checklist for Ages 6-18 Child Behavior Checklist for Ages 6-18
Entries Report Comments Report
Privted by: ASEBA\assbatech? Printed by ASEBA \asebatech]

D b6bIbO3901 640929 Date Completed. Verified: Ne D Date Completed: 2019- Verified: No
Name: Jacob Foster Info Name: Jacob Foster Informant:
Gender: M Gender: M
Age: 1o Age: 10
Ll S paco) 1. Enter one sport that your child most likes to take part in.
Child's middle name Aaron Deoes s racing and is very good.
Child's last name: Foster N o
Child's gender: 1-Baoy 2. Enter a second sport that your child most likes to take part in.
Child's age: 0 Loves soccer and has made many frisnds on the ieam
. - Wi
Child' ethnic group ot race §- Whize 3. Enter a third sport that your child most likes to take part in.
1£'Other’, please specify: Baseball is a litls harder but enjoys playing
Today's date 2019-01-08
Child's date of birth: 01/06/09 1. Enter one hobby, activity, or game that your child most likes to take part in.
Child's grade in school: 8- Grade 5 Doesn't play as much as ether Rids.
1f 'Other’, please specify:
it : 2. Enter a second hobby, activity, or game that your child most likes to take part in.
Parent I's usval type of work, even if not working now social worker Thts seatotes s2ome v N - !
Parent s usual type of work, even if not working now- doctor I GEHVIY SEETS VETY poriant atimes
This form filled out by (type your full name), Anna Fosier 3. Enter a third hobby, activity, or game that your child most likes to take part in.
Your gender: 2- Woman Doesn't particularly care to walk the deg much, complains, but does it
1f'Other’, please specify:
g o A 1 Biologtcal parent 1. About how many close friends does your child have? (Do not include brothers and sisters)

1£Other’ please specify: He has a couple of close friends

Does your child take part in sports? For example: swimming, baseball, skating. /- Fes 2. About how many times a week does your child do things with any friends outside of regular school hours? (Do
not include brothers and sisters)
They come over a couple of times a week, sometimes on weekends.

skateboarding, bike riding, fishing, etc.
1 Enter one sport that your child most likes to take part in. skiing
la Compared to others of the same age, about how much time does he/she spend 1 - Average

participating in this sport? 1. Compared to others of his/her age, how well does your child get along with his brothers and sisters?

1b Compared to others of the same age, how well does he'she do in this sport? 2 - Above average s ight as usual

2 Enter a second sport that your child most likes to take part in. soceer :
2a Compared to others of the same age, about how much time does he'she spend 1 - Average 3. Compared to others of his/her age, how well does your child behave with his/her parents?
., Patticipating in this sport? . J I sometimes is irritated, throws temper tanirums

® 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):

u
s b 4 EXPORT TO THE SELEGTED FORMAT ~ + ExporT O % :l

b)  Click Export to begin the process.

¢) The file will download to the Download folder on your computer and be named
CBC Details_the assessed person's name and Identification number year.pdf

® To print: If desired, the Details/Comments report can be printed:
a) Select the Printicon =
b) 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 Key Entry function allows the user to edit a form that has been completed for an assessed person.
1. Sign in to ASEBA-Web.

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. Ifnot already open, double-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: Select/Highlight Assessed Person> Select/Highlight Form that needs editing >
Key Entry tab from the tab on top).

7. The form will open to the first tab. Please edit information and Save and close.

C ReFRESH 9, Tools¥ | B pmectoryy | [Jrorms ¥ | B REPORTSY | X IMPORTDATAY &3 PRINTPAPERFORM Y | XX ADMINISTRATION Y | (D HELP ¥

35maRT A New AssessmenT | Forms ror: MasoN CARSON ( Assesseo Person ) |
B DIRECTORIES ii INFORMANTS ? FORMS ; ASSESSED PE]SDN DETAILS
Display By: @ FirstName O Last Name X Aop Form B Kev-Entry B Score Report [ Derans / Comments # Eoir W Decere aaGo To InFormant O Remrest
robin n Q Seawcn || Ciean
i Form Long Name i EvalID i | Informant i | Relation i | Date Created
4
R CBCL 6-18 Chid Behavior Chedist for Ages 6- Maggie Carson Biological parent 2020-Dec-09
4 & Carson Family 18 99 gical paref
& 8bc1145800294a7c8
YSR 11-18 Youth Self-Report for Ages 11-18 Mason Carson Self 2020-Dec-15

A BBBBj BBBBj
A Jessica Hammond

Child Behavier Checklist for Ages 6-

18 Jacob Carson Biological parent 2021-Jan-06

e The Edit tab only allows the user to edit the clinician or the information in the
Form Details tab.

§ Remesn | W Tooisv | Eyomecrorvv | [Jrorwsv | EIRePoRTSv | A IMPORTOATAY | ) PRINTPAPERFORM Y | XX ADMINISTRATIONY (D) HELeT

[ASrarT a New Assessment i Forms For; MAsoN CARSON ( AssesseD Person ) l
- . ~ o
— DIRECTORIES A4 FORMANTS — FORMS & ASSESSED PERSON DETAILS
Display By: @ First Hame O Last Name C2Aoo Form BKer-Entry B Score ReporT D) Derans / Comments 8 Deere 44Go To InFormant C) RerresH
robin Q| | sewor || aem
i | Form Long Name i EvalID i | Informant i | Relation i | Date Created
& Root Child Behavior Checklist for Ages 6- . .
+ & Carson Family CBCL 6-18 1 Maggie Carson Biological parent 2020-Dec-09
& 8bc1145800294a7c8
YSR 11-18 Youth Self-Report for Ages 11-18 Mason Carson self 2020-Dec-15
A BBBB] BBBBj
2 Child Behavior Checklist for Ages 6- -
& Mason Carson CBCL 6-18 P Jacob Carson Biological parent 2021-Jan-06
& Jessica Hammond
2 Demo Patient Rl 51 hild ehavior checklst for Ages 6- o o 01-Fabet
EDIT
o
SUMIMARY | FORM DETALS
. . Soclety: ASEBA Standard
Form Type Child Behavior Checklist for Ages 6-18
Due By Date: )
Assessed Person Mason Carson
Agency:
Pay for online scoring: Extra E-unit charge applies; form will not be scored until “score report” button is dlicked
School:
Clinician: Dr. thomas achenbach v
User Defined 1:
Evaluation Id User Defined 2:
User Defined Field 1
O Cancer > Next B Susmr
User Defined Field 2:

OCuwe || <Bix || »Nea | ENSuaur
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Delete a Form

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

Please be advised that once a form is deleted, it cannot be restored.

& rerresn | W ToOLS v

5 precrorzes

robin

“ B Root

1. Signin to ASEBA-Web.

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. Ifnot already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to delete 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 want to delete.

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

7. 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.
Byomecroryvy | [Yrormsv B RePORTsY | A IMPORTDATAY &3 PRINT PAPERFORMY &% ADMINISTRATION Y (D HELP ¥

D2SmaRT A New ASSESSMENT | Forus ror: D D< (A

id mirormants [ rorms | & assessp pERSON DETALS C) REFRESH 2, TOOLS ¥ B3 DIRECTORY ¥ [ Forms ¥ Fl REPORTS ¥

A A s ADD FORM
Display By: @ FirstName O Last Name Ao Form BKev-Entry B9 Score Rerort D Derans / Comvents I'ED:Y [ Srart 4 New Assessmer "
Q| | sewer || coe

J

[

DETAILS / COMMENTS
i FormLong Name i | vl i | Informant i | Relation EELAILSEORRENES

“ S Carson Fam”v ﬂ 3 PIRECTORIES i: FERHANTS f = : '
& 8bC1145600294a7c8 BlERaky B Kev-enTRY
A BBEB] BEBE; & Score Report ‘ s ) =
) Display By: @ First Name O Last Name
ijason ('::'SDH ; D Details / Comments W paEE
a Jessica Hammon — robin u Q, SercH c ..
2 Demo Patient - & GO TO INFORMANT
2 hello thompson ,ﬁ & Delele + = Root
» & CBCL_Normative_Data_20190521_1.csv (2022-Apr- = O reFresH l
» B CBCL_Normative_Data_20190521_1.csv (2022-Apr- FLED T e 4~ Carsnn Familv — ]
» & CBCL_Normative_Data_20190521_1.csv (2022-Apr-
» & Combined imports
4 & Family
» S ERCA DELETE x
> & Martin Family
Deleting: CBC

Are You Sure?

v Yes X No

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

(Note: If a form is deleted prior to Key Entry, a refund will be issued and the account will be
adjusted automatically. The account will receive a credit of 1 e-unit if online scoring was not
selected for the form, and 2 e-units if online scoring was selected for the form. No refunds will
be given once Key Entry has been done.)
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Printing a Form/Report

1. Sign in to ASEBA-Web

2. Navigation: 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, double-click the directory or subdirectory (to open it) which contains

the Assessed Person's and Assessed Person's form for whom you want to print.
4. Select the form under Forms tab in the right column.
5. Click on Score Report tab

6.  The Score Report window will open up and you can either select the Print icon
in upper right hand corner of the form or please select the Export To The
Selected Format tab and choose pdf or tiff format. The form will download in
pdf form. Click on the form to open it and there will be the option to download
again or print in upper right hand corner of the page.

7. You may also navigate through the report by selecting the
arrows in the top left corner of the report.

SCORE REPORT

Society: | ASEBA Standard v B Arpy X Ciose

i
.
‘ s oo EXPORT T0 THE SELEGTED FORMAT & ExporT Gk@ ): l ‘

CBCL/6-18 - Competence Scale Scores
1D: Jacob Marlin EvaliD Gender: 11 Date Completed: 2013-10-09  Clinician: Dr. 1obin scott Informant:  Michelle Martin Society: ASESAStandard
Name: Jacob Marin Age: 11 Birth Dater 20080507 Agency: Relationship: Biological parent Verified: o

4 0

SCORE REPORT

Society: = ASEBA Standard v B Arrry X CLose

=
—_-—-> . 6 > N EXPORT TO THE SELECTED FORMAT v éxpw a O % :l
Sy EXFCRT TO THE SELECTED FORMAT
— AGROBAT (PDF) FILE
TIFF FILE

CBCL/6-18 - Competence Scale Scores
1D: Jacob Martin Eval-ID Gender: M Date Completed: 2019-10-09 Clinician: Dr. robin scott Informant: Michelle Martin Society: ASEBA Standard

Name: Jacob Martin Age: i Birth Date: 20030507 Agency: Relationship: Biological parent Verified: No

Print Paper Form
The Print Paper Form function allows the user to print a blank (except for pre-populated header fields)

form. (Note: The charge to print one blank paper form=1 E-Unit) It does not cost to print a report.
1. Sign in to ASEBA-Web.

2. Navigation: Print Paper Form (from the tab on top)> Print Paper Form.

3. Select a Paper From window will open displaying sections for Form Full Name, Form Long
Name, Culture, Language and Country. These sections do not need to be filled out. These
sections are to aid in searching for the form needed. The forms are all in alphabetical order
starting with Adult Behavior Checklist (ABCL) in the languages available.
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PRINT PAPER FORM X

X Close

1. Select a Paper Form

Form Full Name i Form Long Name i Culture i Language i Country

ABCL 18-59 Albanian Adult Behavior Checklist for Ages 18-59

ABCL 18-59 Chi fied, PRC) r Ages 18-59

ABCL 18-59 Chi onal, Hong Kang SAR.) r Ages 18-59

ABCL 18-59 Cro; Adult Behavior Checklist for Ages 18-59
ABCL 18-59 Danish Adult Behavior Checklist for Ages 18-59
ABCL 18-59 Dutch Adult Behavior Checklist for Ages 18-59
ABCL 18-59 English Adult Behavior Checklist for Ages 18-59
ABCL 18-59 French (Canada) Adult Behavior Checklist for Ages 18-59

ABCL 18-59 French (France)

Adult Behavior Checklist for Ages 18-59

ermany) Adult Behavior

Checklist for Ages 18-59
r Ages 18-59

es 18-50

es 18-59

ABCL 18-5 es 18-50

ABCL 18-5: es 18-59

ABCL 18-5

es 18-50 Norwegian norsk
ABCL 18-59 Polish Adult Behavior Checkist for Ages 16-59 Polish polski

ABCL 18-59 Portuguese (Brazil) Adult Behavior Checkist for Ages 18-50 Portuguese (Brazil) portugués Brasil

*  Form Type: The following form types are currently available:

ABCL 18-59: Albanian, Chinese (PRC, Simplified, Traditional, Hong Kong), Croatian, Danish, Dutch,
English, French (Canada, France), German, Icelandic, Italian, Japanese, Korean, Lithuanian, Norwegian,
Polish, Portuguese (Brazil, Portugal), Serbian, Slovenian, Spanish (Spain, US), Swedish (Sweden),
Telugu, Thai, and Turkish.

ASR 18-59: Albanian, Chinese (PRC, Simplified, Traditional, Hong Kong S.A.R.), Danish, Dutch,
English, French (Canada, France), German, Icelandic, Indonesian, Italian, Japanese, Korean, Latvian,
Lithuanian, Norwegian, Polish, Portuguese (Brazil, Portugal), Romania, Serbian (Latin, Serbia),
Slovenian, Spanish (Spain, US), Swedish (Finland, Sweden), Telugu, Thai, and Turkish.

BPM-O 18-59: Dutch, and English

BPM-P 6-18: Catalan, Croatian, Dutch, English, Finnish, French (Canada, Haiti), German, Icelandic,
Italian, Norwegian, Portuguese (Brazil, Portugal), Southern Sotho, Spanish (Spain, US), Swedish
(Sweden), and Turkish.

BPM-S 18-59: Dutch, English and Icelandic

BPM-T 6-18: Danish, Dutch, English, Finnish, French (Canada, Haiti), German, Icelandic, Italian,
Norwegian, Portuguese (Brazil, Portugal), Spanish (Spain, US), Swedish (Sweden), and Turkish.
BPM-Y 11-18: Catalan, Croatian, Danish, Dutch, English, Finnish, French (Canada, Haiti), German,
Icelandic, isiXhosa, Italian, Norwegian, Portuguese (Brazil, Portugal), Southern Sotho, Spanish (Spain,
US), Swedish (Sweden) and Turkish.

CBCL 1.5.5: Afrikaans, Albanian, Bangla, Bulgarian, Catalan, Chinese (PRC, Simplified, Traditional,
Taiwan), Crotian, Dutch, English (US, Canada, India, South Africa), Filipino, Finnish, French (Canada,
France), German, Greek, Gujarati, Hindi, Icelandic, Italian, Japanese, Kannada, Korean, Malay,

Malayalam, Marathi, Norwegian, Polish, Portuguese (Brazil, Portugal), Sami (Northern), Serbian

(Latin, Serbia), Slovak, Slovenian, Spanish (Spain, US), Tamil, Telugu, Thai, Turkish and Ukrainian.
CBCL 6-18: Afrikaans, Albanian, Amharic, Bangla, Basque, Bulgarian, Catalan, Chinese (PRC,
Simplified, Traditional, Taiwan), Croatian, Czech, Dutch, English (US, Canada, Israel, South Africa, UK,
Filipino, Finnish, French (Belgium, Canada, Franch, Haiti), Georgian, Gujarati, Hindi, Hungarian,
Icelandic, Indonesian, isiXhosa, isiZulu, Italian, Japanese, Kamba (Kenya), Kannada, Kiswahili, Korean,
Latvian, Lithuanian, Malay, Malayalam, Marathi, Norwegian, Polish, Portuguese (Brazil, Portugal),
Punjabi, Romanian (Romania), Russian, Sami (Northern), Serbian (Latin, Serbia), Slovak, Slovenian,
Somali, Southern Sotho, Spanish (Spain, US, Uruguay), Swedish (Finland, Sweden), Tamil, Telugu, Thai,
Turkish and Ukrainian.
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e C-TRF 1.5-5: Afrikaans, Albanian,Ambharic, Bulgarian, Catalan, Chinese (PRC, Simplified,
Traditional, Taiwan), Danish, Dutch, English, Estonian, Finnish, French (Canada, France,
Haiti), Greek, Hungarian, Icelandic, Japanese, Korean, Lithuanian, Malay, Norwegian,
Portuguese (Brazil, Portugal), Romanian, Sami (Northern), Serbian (Latin, Serbia), Slovenian,
Spanish (Spain, US), Swedish (Sweden), Tigrinya, Turkish and Vietnamese.

®* OABC 60-90: Catalan, Chinese (PRC, Simplified, Traditional, Taiwan), Danish, Dutch, English,
German, Icelandic, Italian, Japanese, Korean, Polish, Portuguese (Brazil, Portugal), Russian,
Serbian (Latin, Serbia), Spanish (Spain, US), Swedish (Sweden) and Turkish.

®* OASR60-90: Catalan, Chinese (PRC, Simplified, Traditional, Taiwan), Danish, Dutch, English,
German, Icelandic, Italian, Japanese, Korean, Polish, Portuguese (Brazil, Portugal), Russian,
Serbian (Latin, Serbia), Spanish (Spain, US), Swedish (Sweden), and Turkish.

e TRF 6-18: Afrikaans, Albanian, Amharic, Bulgarian, Catalan, Chinese (PRC, Simplified,
Traditional, Taiwan, Croatian, Dutch, English, Finnish, French (Canada, France), Georgian,
German, Greek, Icelandic, Italian, Japanese, Korean, Latvian, Lithuanian, Malay, Norwegian,
Portuguese (Brazil, Portugal), Romanian, Russian, Sami (Northern), Serbian (Latin, Serbia,
Slovenian, Spanish (Spain, US), Swedish (Finland, Sweden), Turkish, and Vietnamese.

e YSR 11-18: Afrikaans, Albanian, Amharic, Basque, Bulgarian, Catalan, Chinese (PRC,
Simplified, Traditional, Taiwan), Croatia, Dutch, English, Estonian, Filipino, Finnish, French
(Canada, France, Haiti), Georgian, German, Greek, Hindi, Hungarian, Icelandic, Indonesian,
Japanese, Kiswahili, Korean, Latvian, Lithuanian, Malay, Malayalam, Marathi, Norwegian,
Oromo, Polish, Portuguese (Brazil, Portugal), Romanian, Russian, Sami (Northern) Serbian
(Latin, Serbia), Slovak, Slovenian, Somali, Spanish (Spain, US), Swedish (Finland, Sweden),
Tamil, Thai, Turish, and Vitnamese.

e In the example below, CBCL 1.5-5 was typed in and the English form was chosen from
the list of languages available. Once the form is chosen, the Next tab is available.

PRINT PAPER FORM

@ X Cose

1. Select a Paper Form.
Form Full Name i | Form Long Name t | Culture t Language i | Country
— CBCL 1.5-5 English] x
CBCL 1.5-5 English Child Behavior Checklist for Ages 1 1/2-5 english english
CBCL 1.5-5 English (Canada) Child Behavior Checkist for Ages 1 1/2-5 English (Canada English Canada
CBCL 1.5-5 English (India) Child Behavior Checkist for Ages 1 1/2-5 English (India) English India

CBCL 1.5-5 English (South Africa) Child Behavior Checkiist for Ages 1 1/2-5 English (South Affica) English South Africa

4. The Print Paper Form window will open, displaying sections for Evaluation Id, ID, Assessed
Person Full Name, Informant Full Name, Gender, Ethnicity, Age, Date of Birth

PRINT PAPER FORM

4 Back X Ciose

2. Enter Form and Assessed Person Details.

Evaluation Id:

ID*:

Assessed Person Full Name*: © Atleast7 characters long
Informant Full Name:

Gender: Unknown

Ethnicity:

Age:

Date Of Birth: ]
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4. Complete as much information as is available. This information will be used to pre-populate the
paper form. [Note: ID and Full Name (indicated with * below) are required to proceed - Full
Name can be numbers, initials, or names. | When completed, click Next.

a) Evaluation ID: Optional. Usually used by hospitals.

b) *ID (Assessed Person): Enter the Assessed Person’s ID, which can be found
under the Assessed Person Details Tab.

¢) Assessed Person Full Name: Enter full name of assessed person
d) Informant Full Name: Enter full name of Informant.

e) Gender: Choose Male, Female, or Another or Unknown

f) Ethnicity: Enter ethnicity of Assessed Person.

g) Age: Enter age of Assessed Person

h) Date of Birth: Enter Assessed Person’s Date of Birth by either clicking on the calendar icon
or manually entering the date in the following format: 4-digit year-2-digit month-2-digit day.

5. Review Charges (shows summary of e-units) and click on Create Paper Form.

PRINT PAPER FORM 1 = w4 | @D D
- NexT 4 “or office use on
Sl T B L & Pleaseprint._ CHILD BEHAVIOR CHECKLIST FOR AGES 114-5  [57™"™
CHILD'S First Middle Last PARENTS’ USUAL TYPE OF WORK, even if not working now. Please
3. Review Charges and Create Form. o oo M+ Jacob Martin s e et ) o e e,
Mext is a detailed description of your charges (E-Units): CHID'SGENDER | CHILD'S AGE | GHILD'S ETHNIC GROUP | Tape Of womk
ey [ain 0 Whiks. MOTHER'S

TYPE OF WORK

il i - TODAY'S DATE CHILD'S BIRTHDATE A\ N
Avallab!e E-Units: 447 Mo_ 8 Day 25 Year 2022 Mo_ © Day © vear 2012 | THIS FORM FILLED OUT BY: (print your full name)
: . Please fill out this form o reflect your view of the child's Clarissa Macin
Total E-Units Charged: 1 behavior even if other people might not agree. Feelfree towrite | your relationship to ohic
additional comments beside each item and in the space pro-
E-Uni inific After Subiiit 476 vided on page 2. Be sure to answer all items. CIMother OIFather Oother (specify):
< AHIRING AILEr SUDIMIL Below is a list of items that describe children. For each item that describes the child now or within the past 2 months, please circle

the 2if the item is very true or often frue of the child. Circle the 1 if the item is somewhat or sometimes true of the child. If the item
is mot true of the child, circle the 0. Please answer all items as well as you can, even if some do not seem to apply fo the child.

Create Parer Form X CLose 0= Not True (as far as you know) 1= Somewhat or Sometimes True 2 =Very True or Often True
0 1 2 1. Aches or pains (without medical cause; do 0 1 2 30 Easiy jeslous
not include stomach or headaches) 0 1 2 31. Eatsordrinks things that are not food—don’t
0 1 2 2 Actstoo young for age include sweets (describe).
0 1 2 3 Afaidtoly new things
0 1 2 4 Avoidslooking others in the eye 0 1 2 32 Fears certain animals, situations, or places
0 1 2 5 Caniconcentrate, can't pay atiention for long {deacite)
0 1 2 6 Cantsitstil, restiess, or hyperactive P q R —
0 1 2 7. Cantstand having things out of place R BT A
0 1 2 8 Cantstand wailing, wanis everything now : : : 3: 2":5 ““"““’:‘ “hc'j"e’“'"'”"e
. Getsin man,
0 1 2 9 Chewson thingsthaf arent edible ] zs: " y, 'gh_
0 1 2 10. Clings to adults of too dependent LIntG Basyend:
01 2 11, Constanty(@s help 0 1 2 37. Gelsloo upselhen separated from parents
0 1 2 12 Constited, doesn't move bowels (when not 0 1 2 83 Hes vouble githg w slosp
Sick) 0 1 2 39. Headachés [without medical cause)
0 1 2 13 Cresalot 0 1 2 40 Hits othefs
0F 102 d4iiel 1 Anitiae 0 1 2 41. Holds hisher breath
0 1 2 15 Defiant 0 1 2 42, Huns animals or people without meaning to
0 1 2 16. Demands must be met immediately 0 1 2 43 Looks unhappy without good reason
0 1 2 17. Destroys hisher own things 0 1 2 44 Angry moods
0 1 2 18 Destroys things belonging to histher family 0 1 2 45 Nausea, feels sick (without medical cause)
or other children 0 1 2 46, Nervous movements or twitching
0 1 2 18 Diarthea or loose bowels (when not sick) (describe)
0 1 2 20 Disobedient
0 1 2 21 Disturbed by any change in routine 0 1 2 47 Nenvous, highstiung, or tense
01 2 22 0 1 2 48 Nightmares
A4 as 0 1 2 49. Overeating

6. Seclect Print/Download to download and/or print the paper form or Close to exit the Print Paper
Form feature.
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Go to Assessed Person

This function will bring the user to details related to the Assessed Person.

() REFRESH 9, TOOLS Y  EIDIRECTORYY | [JFORMSY | EIREPORTS ¥ = A IMPORT DATAY & PRINT PAPER FORMY | %X ADMINISTRATIONY (B HELP ¥

Sign in to ASEBA-Web.

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, double-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.

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 Informant and Refresh) related to it, or select the Assessed Person Details tab to
view or edit that information.

& USERY [+ LoG ouT

CASTART A NEW ASSESSMENT | Forws For: ROBERT MARTIN ( Assessen Person ) |

B precrorirs | &k mFORMANTS [ FoRMS | & ASSESSED PERSON DETALS

L LDLL NUTTIAUVE_Dala_ZULouds

» & Combined imports

A

+ & Famiy C:App Form BKev-Entry B ScoRE REFORT O Derans / Comments Z Epir M Detere 44 G0 To INFORMANT

* BFRCA CREFRESH
4 By Martin Family

6.

4 Jacob Martin i | Form Long Name i evalD : Informant % Relation :  Date Created ! Date Completed ! Status

& Eric Martin Adult Self-Report for ”
. . ASR 18-59 Robert Martin | Self 2016-Mar-15 2019-Mar-15 Key-Entered
4 jackie Martin Ages 18-59

& Michael Martin Adult Self-Report for
" ASR 18-59 Robert Martin ~ Self 2019-Mar-21 2019-Mar-21 Key-Entered
4 Robert Martin Ages 18-59

4 Tessa Martin Adult Self-Renort for

To View Assessed Persons Details: Highlight the Assessed Person in the left column, then
Select the Assessed Persons Details tab next to the Forms tab on the right column. In this
section Edit, Delete and View as Informant are available.

| DETALLS FoR: RoserT MARTIN ( Assessep Perso

Droris | & assessep PErsON DETAILS
7 Eorr W Deere aaView s InFormant

IDENTIFICATION
Identification: dta2fa3da09b41919

DEMOGRAPHICS
Ethnicity:
Gender: M
Date Of Birth: 1973-Jun-20
Age: 49

PERSONAL INFORMATION | CONTACT INFORMATION  ADDRESS
Title:
First: Robert
Middle:
Last: Martin

Nickname:
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Go to Informant

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

1.

Sign in to ASEBA-Web.

added for this informant will be displayed on the right side of the screen.

section, informant details such as identification and informant username can be found.

© ReEFRESH | A TOOLSY = & INFORMANTSv ) FORMS v

3START A NEw ASSESSMENT

2 IMPORT DATAY & PRINT PAPER FORMY | X ADMINISTRATIONY = (@ HELP ¥

| Forws For: ROBERT MARTIN ( Ineorwant ) |

A useRY | I»LoG ouT

© orectorEs | #& mrormants [ rorms | &k nFormANT DETALS
Paul Martin ”
3 CAoo Form BSenp MeSSAGE To INFORMANT &30pen v ASEBA-INFORMANT ™ ORerreSH
Robert Martin
Tessa Martin i Form Long N. i BelD i Assessed Person i Relation i DateCreated i DateComp.. i Status F
AsR1g-sg | AUl SeReport Robert Marti self 2016 Mar1s | 2019-Mar-15 fer )
Tessa Martin for Ages 18-59 obert Martn e o o Entered
Maria Martinez Chid Eahaion jological Key-
CBOL6-18  Checkist for Ages Eric Martin Siological 2016-Mar-15 2020-Mar-08 er
parent Entered
tina matf i
- Adult Behavior Submit..
Paul Munfant Toss Checkiit for Ages Jackie Martin spouse 2016-Mar-15 By-
1859 Informant
Brennan Parrish
hild Behavior Adonte o
Demo Patient CBCL6-18  Checklistfor Ages  OCLB Eric Martin & 20193an-18 2020-Mar-09 J
parent Entered
618
Devin Patton
hild Behavior Submitt..
Biological
Jackson Pollard CBCLG-18  Checkist for Ages Eric Martin st 2019-Mar-21 By-
18 Informant
Anastasia Romanov Adult Self-Report Key-
ASR 1859 Robert Martin Self 201eMar21  2019-Mar21
for Ages 18-59 Entered
Cooper Ryan
AR 1g-59  AdutSelfReport Robert Martin self 2015-4pr-16 2019-Apr-16 ke
Mason Sampson for Ages 18-59 P P Entered
i Adult Self-Report Key-
Michael Sampson Asrigsg o0t SRR Robert Martin seff 01001l 2019-Dec10 =
for Ages 18-59 Entered
Camille Sanchez Adult Seff-Report Key-
ASR 18-50 Robert Martin self 2020May-06  2020-May-11
. for Ages 18-59 Entered
Achtin Sawver
' REFRESH %, TOOLSY @A INFORMANTSY ~ [JFORMS ¥ ~ A IMPORT DATAY & PRINT PAPER FORMY ¥ ADMINISTRATIONY ~ @ HELPY & USERY |+ L0G ouT
CXSTART A New ASSESSMENT | Derans For: ROBERT MARTIN ( Tnrormant ) |
© pRecToRES | 4 mrormANTS D rorvs | &4 mrormANT DETALLS

Johnathan Martin

B SenD MessAGE To INFORMANT

Megan Martin
Michelle Martin
Paul Martin

Robert Martin

Tessa Martin

PERSONAL INFORMATION | CONTACT INFORMATION

Tessa Martin
Maria Martinez
tina matf

Paul Munfant
Brennan Parrish

Demo Patient

IDENTIFICATION

Identification:

User name:

Title:
First:
Middle:
Last:

Nickname:

&3 0pen v ASEBA-INFORMANT ™ 7 Eorr QXRESET PASSWORD

d1a2fa3da09b41919

rmartin5963

ADDRESS

Robert

Martin

& VEW A ASSESSED PERSON

Select the Informants tab on the left side of the screen. All current informants will be listed.

Select/Highlight the informant of interest from the left side of the screen. Any forms that have been

In the right frame on the screen, next to the Forms tab, is the Informants Details tab. In this

From this screen, users may select/highlight a particular row/form for an assessed person and

perform various form functions (Add Form, Send Message to Informant, Open in ASEBA-
Informant, 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.

) REFRESH <, TOOLS ¥

[LSTART A NEW ASSESSMENT

B pRecTorES
Johnathan Martin
Megan Martin
Michelle Martin

Paul Martin

Robert Martin

Trcen Markin

&d mrorRMANTS

i | Form Long

M.. £ |EvalD

Child Behavior

X IMPORT DATA ¥

B SEND MESSAGE To INFORMANT

#d NFORMANTS ¥ | [)FORMS ¥ [ REPORTS ¥
D rorms | & mFoRMANT DETAILS
~
C3Apo Form
D DeTans / CoMMENTS Pa=r
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i Assessed Person

Adult Self-Report [ ~
ASR 18-59 Robert Martin Self 2016-Mar-15 2019-Mar-15
for Ages 18-59 Entered

2 PRINT PAPER FORM ¥

2 ADMINISTRATION ¥

@) HELP ¥

| Forms ror: ROBERT MARTIN ( Incormant ) |

aa0peN 0 ASEBA-INFORMANT ™
W DeLere & GO To ASSESSED PERSON

Relation

BKev-Entry
C)RerrESH

Date Creat...

& USERY

B Score ReEPORT

i | Date Com...

I+ LoG out

Stat...



Refresh (Forms)
The Refresh function allows the user to Refresh Forms after changes have been made.
1. Sign in to ASEBA-Web.

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. Ifnot already open, double-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 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.

7. Forms will be refreshed.

€) REFRESH 9, TOOLSY  EIDRECTORYY  [JFORMS¥  EIREPORTS ¥ X IMPORT DATAY = & PRINT PAFER FORMY | XX ADMINISTRATIONY = (D HELP ¥ & USERY | |+ oG ouT
CISTART A NEW ASSESSMENT | Forms ror: ROBERT MARTIN ( Assessen Person ) |
® precrories | &8 mFORMANTS D FoRMS | & ASSESSED PERSON DETALS

- L Lol nunTiauve_uata_2ursuozl
» £ Combined imports
4 & Family

» BFR-CA & ReFRESH {—-

4 B2 Martin Family

~ ~

[C2App Form BrKev-EntrY B Score ReFORT DI DeTALS / COMMENTS # Eprr W Detere 44Go To INFORMANT

3 Jacob Martin i Form Long Name i BalD i Informant i Relation i  Date Created | Date Completed i Status H
& Eric Martin f-Report for ) ~
. . ASR 18-59 Robert Martin Self 2016-Mar-15 2019-Mar-15 Key-Entered
& jackie Martin ges 18-59
& Michael Martin Adult Self-Report for
n ASR 18-59 Robert Martin Self 2019-Mar-21 2019-Mar-21 Key-Entered
4 Robert Martin Ages 18-50
a Tessa Martin Adult Self-Report for
ASR 18-59 . Robert Martin Self 2019-Apr-16 2019-Apr-16 Key-Entered
& Peter Mason Ages 18-59
ad<d< Adult Self-Report for
ASR 18-59 Robert Martin Self 2019-Dec-11 2019-Dec-10 Key-Entered
» B Large Data Export Test Ages 18-59
» B3 No-names Adult Self-Report for
ASR 18-59 o P Robert Martin Self 2020-May-06 2020-May-11 Key-Entered
» B2 P&O Test Data Ages 18-58
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Score/View Cross-Informant Report

The View Cross-Informant Report function in ASEBA-WEB 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-Web.

2.

8.

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

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

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.

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

The Score 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:

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons Selected Assessed Persons

NIC455e8

Click items on the left to add.
Click items on the right to remove.

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.
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9. Click on the assessed person to move this person to the right frame under Selected Assessed Persons.
Click on the selected assessed person from the list on the right side to move assessed person back to the

left if clicked on accidentally.

It will now be listed under Available Assessed Persons on the left side).

SCORE CROSS-INFORMANT REPORT

» Next X Close

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons Selected Assessed Persons
Search :

Eric Martin
NIC-465e3

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

11. Under Select a Cross 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, BPM, MFAM - multiple informant).

SCORE CROSS-INFORMANT REPORT
4 Back Next X Crose

2. Select a cross-informant report type. v

AUUIL CIUSS LU AL
Brief Problem Monitor Cross-Informant
Brief Problem Monitor Trajectory
MFAM Cross-Informant

Older Adult Cross-Informant
Pre-School Cross-Informant

School Age Cross-Informant

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

13. 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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14.  Click on the forms to include in the report from Available Forms and they will be added to the
right frame under Selected Forms. (To remove form from the Selected Forms list on the right
side, click on the form and it will be added back to the Available Forms list on the left side.

15. Continue clicking on the forms you want to include in the report, one at a time, in this same
manner, until all of the forms you want to include (up to a maximum of 10 forms) are listed in the
right frame under Selected Forms

SCORE CROSSINFORMANT REPORT

4 Back » Nexr X Crose

3. Select forms to include in the report.

Available Forms Selected Forms

Search Q

Child Behavior Checklist for Ages 6-18 on 2019-Mar-09
Eric Martin

Jackie Martin Grandparent.

Child Behavior Checklist for Ages 6-18 on 2020-Mar-09
Eric Martin

Robert Martin Biological parent

Child Behavior Checklist for Ages 6-18 on 2019-Mar-09
Eric Martin

Jess< Smith< Biological parent

2 Click items on the left to add.
Child Behavior Checklist for Ages 6-18 on 2020-Mar-09 Click items on the right to remove

Eric Ma

SCORE CROSS-INFORMANT REPORT

« Back X Close

3. Select forms to include in the report.

Selected Forms

Available Forms
Search Q

Child Behavior Checklist for Ages 6-18 on 2020-Mar-09
Eric Martin
Robert Martin Siological parent

Child Behavior Checklist for Ages 6-18 on N/A

Child Behavior Checklist for Ages 6-18 on N/A
Eric Martin

Child Behavior Checklist for Ages 6-18 on N/A
Eric Martin

Robert Martin Biological parent

Child Behavior Checklist for Ages 6-18 on 2019-Mar-09
Eric Martin
fackie Martin Grandparent

Child Behavior Checklist for Ages 6-18 on 2020-Mar-09
Eric Ma
Robert M

e parent

ocs
Child Behavior Checklist for Ages 6-18 on 2019-Mar-09
Eric Martin

Jess< Smiths Biological parent

Click items on the left to add.

2
Click items on the right to remove. ~ Child Behavior Checklist for Ages 6-18 on NfA

Eric Martin

Danielle Tumer Other: aunt

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

17.  Cross informant report will be generated.

SCORE CROSS-INFORMANT REPORT

4 Back > Nexr X Gose

EXPORT TO THE SELECTED FORMAT v ExporT

Cross-Informant Comparison - Problem Items Common to CBCL/TRF/YSR

ID: NIC-45529 Name: Erie Martin Gender: 1 Birth Date:  2000-01-03

¢ 2 i

Comparison Date: 20

Form EvalID

Age  Informant Relation Date
€BC1 2

1% Grandpareat
cBC2 2 18

€BC3 ocLs 6 lobert Martin

CBC4 15 DasialloTumer Other: amt

Ansious / Depressed Thought Problems

CBC CEC CBC CEC
[N

Attention Problems

CBC €BC CBC CBC CBC €BC CBC CBC
11 3 4 1 3t

1

¢ 10

1
e
1

1
:
1
1
1
1

Social Problems Somatic Complaints

CBC €BC CBC CBC €BC CBC CBC CEC
11 3 4 [EREIRE

21 me 1

Sogloms 1 10

Withdrawn / Depressed
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Score/View MFAM (Multi-Informant) Report

This report compares school-age children and adults in a family. 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-Web.

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 the directory 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.

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

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:

SCORE CROSS-INFORMANT REPORT

X Ciose

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons Selected Assessed Persons

Search @

Erick Martin

9dcffabd9ans465e9

26a9a8d3bS 657a
Robert Martin
d1a2fa3da09b41919

Click items on the left to add.
Click items on the right to remove.

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

Persons or use the Search function by typing their name into the box.

This will move the assessed person to the right frame under Selected Assessed Persons. (To
remove an assessed person from Selected Assessed Persons column, click on the assessed person
and the assessed person will be added back to the Available Assessed Person column on the left).
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8. Continue this process and moving names over, 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.

SCORE CROSS-INFORMANT REPORT

> NexT X Ciose

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons Selected Assessed Persons
Search Q
Eric Martin
NIC-465e9
jackie Martin

26a9a8d3bs
Jacob Martin

Jacob Martin

Michael Martin

Michael Martin
Robert Martin
dia2fa3da09b41919

Click items on the left to add.
Click items on the right to remove

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

10. Under Select a Cross 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.

SCORE CROSS-INFORMANT REPORT

4 Back » Next X Crose

2. Select a cross-informant report type. . MFAM Cross-Informant v

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.

SCORE CROSS-INFORMANT REPORT

< Bacx > Nexw X Ciose

3. Select forms to include in the report.

Available Forms Selected Forms

Search a
ABCL 18-59 |
Lana Martin
Robert Martin Spouse
ABCL 18
Erick Martin
Alessandra Frigerio
ASR 18-59 |
Robert Martin
Robert Marti Self
ASR 18-59 |
Robert Martin
Robert Martn Self
ASR 18-59 |
Robert Martin Click items on the left to add
Robert Martin Self Click items on the right to remove.
ASR 18-59 |
Lana Martin
Lana Martin Self
ASR 18-59 |
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13. Click on the forms to be included in the report and they will be added to the Selected Forms list
in the right frame. To remove the form from Selected Forms list, please click on the form in the
Selected Forms list and it will be added back to the Available Form list on the left frame.

14. Continue this process 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

SCORE CROSS-INFORMANT REPORT

Bk » Ner X Gose

3. Select forms to include in the report.

Available Forms

Selected Forms

Search Q
ASR 18-59 | o ABCL 18-59 |
Robert Martin Lana Martin
Robert Martin Self Robert Martin Spouse
ASR 18-59 | ABCL 18-59 |
Lana Martin Erick Martin
Lana Martin Seff Alessandra Frigerio
ASR 18-59 | LBB ASR 18-59 |
Lana Martin Robert Martin
Lana Martin Sef Robert Marti Self
CBCL6-18 | ASR 18-59 |
Erick Martin Lana Martin
Lana Martin Biological parent Lana Martin Self
(BCL6-18| 2 (BCL6-18 |
Erick Martin Click items on the leftto add. ~ Erick Martin
Alessandra Frigerio Biological parent (Click items on the right to remove. Alice Foster Aunt.
(BCL 6-18 | OCLB TRF 6-18 |
Erick Martin Erick Martin
Robert Martin Biological parent Heidi Bushey
(CBCL 6-18 | OCLB CBCL6-18 |
Erick Martin Erick Martin
Lana Martin Biological parent Robert Martin Biological parent
CBCL6-18 |
Erick Martin
Alexis Curtis Uncle
rnricoiat

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

16. MFAM cross informant report will be generated.

17. Please use the arrows in top left of form to navigate through the report.

SCORE CROSS-INFORMANT REPORT

Click on Refresh to view/update the cross informant report: | ¢ Rereesw
s b M exvon o nesnzomorows | EXpORT ¢ 2 @ ‘
= Syndrome Scale
= syndrome Problem Items - Fage
m Syndrome Problem Items - Page Cross-Informant Comparison - Syndrome Scale T Scores
® Syndrome Problem Items - Page Form EvalID Ag: Relation Society
= DSM-Oriented Scale aBc1L 16 ASEBA Standard
cBCz 16 Biological parent ASEBA Standard
cBes 1 e ASEBA Standard
= DSM-Oriented Problem Items - P2 TRES 16 45754 Standard
= DSH-Oriented Prablem Items - Pe aBcs 38 Spon: ASEBA Standard
ASRs 1 Self ASEBA Standard
= Cross-Informant Correlations o o bt o
® Intemalizing, Externalizing, Total
res: Withdrawn / Withdrawn Depressed Somatic Complaints
) © 0
Iw w0 o
o s @ S
o w o .
iw® o N ) =1
i M Hm : O] «
= = P 7 & e = @
Pt a5 3 MR OARGS AR ASY asc G TR ABCS Ams AR
Social Problems Thought Problems Attention Problems
00
1w .
L 3
o
i
i w0
25

Aggressive Behavior Rule-Breaking Behavior

=i
e i
]

|
‘ 1
| T
i e
| PO TETETTA] -
| _
1
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ASEBA-Web Procedures

Adding, Editing, and Deleting an Informant, Adding a Form for a Selected
Informant, Sending Letter to Informant, Refresh

The Informant functions in ASEBA-Web allow users to add, edit, and delete informants, add a form for a
selected informant, as well as to refresh them.

Informant functions currently available in ASEBA-Web include the following:

Add a New Informant

Edit an Informant

Delete an Informant

Add Form (for selected informant)
Send Letter to Informant

Refresh Informants

ARl

Add a New Informant
We suggest that the process to add a new informant be done when adding a new form to an Assessed Person,

but this process below is also an option.

1. Sign in to ASEBA-Web.

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 New Informant (or, alternatively, select/highlight
an informant on the list in the left frame, right click with your mouse and select Add 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. Personal Information, Contact Information and
Address are all optional.

ADD NEW INFORMANT x

IDENTIFICATION

Assign Id Automatically:

ID:

SELECT FROM EXISTING ASSESSED PERSON

Available Persons: Create New ...

CONTACT INFORMATION ADDRESS

Title:

First:

Middle:

Last:

Nickname:

ESave O Canca
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Complete as much of this 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 assigned
automatically.

b) 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.

ADD NEW INFORMANT x

IDENTIFICATION

Assign Id Automatically [m]

1D:

SELECT FROM EXISTING ASSESSED PERSON

Available Persons: Create New .. v
PERSONAL INFORMATION | CONTACTINFOR| John Doe

dadlt; d&dlt;

Robert Martin

Lana Martin

Title:

First:
Eric Martin

Middle: Michanl Martin

Last

Nickname:

ESave O Cancer

e [Ifuser 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 Ifuser 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 New Informant X

Select From Existing Assessed Person

Available Persons: | John Doe v

« Save @ Cancel

¢) Personal Information: Enter Title (Mr., Mrs., Ms., Dr., etc.), First Name, Last Name,
Middle Name, and Nickname of the informant.
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PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Title:
First:
Middle:
Last:

Nickname:

d) 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

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

PERSONAL INFORMATION CONTACT INFORMATION ‘ ADDRESS

Street 1:

Street 2:

City:

State/Province:

Postal Code/ZIP:

Country:
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Edit an Informant
Use this function to make changes to an informant.

1. Sign in to ASEBA-Web.

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.

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 x

IDENTIFICATION

O rerrest R, TooLs 0 = 2 e Eed RA @
+ ADD NEW INFORMANT Assign Id Automatically:
S
o
£/ D: 5
B precrories | @ mvros M pELETE D rorms | &4 mrormanT DETAILS
+ ADD FORM
Display By: O First Name O £ RESET PASSWORD C3Apo Forer B Senp Messace To INFORMANT #a0pen v AS PERSONAL INFORHATION CONTACT INFORMATION ADDRESS
Search
G ReFrESH i Form Long Name i EalD i ass §
Title:
Rachel Baker Teacher's Report Form for
TRF 6-18 Eric

Ages 6-18
Brandy Guyer First: Alexis

Middle: Anna
Last: Curtis

Nickname: Alex

m ® Cines

6. Edit the relevant fields by typing into them.
7. Click Save (to apply changes) or Cancel (to keep existing information).
Delete an Informant
Use this function to delete an informant (only available for informants who do not have any forms).
1. Sign in to ASEBA-Web.

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 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. [Note:
The Delete Informant feature will only be activated/available for those informants who do not
have any forms] Please delete forms first and then delete the Informant.
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4,

S.

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

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 X

Deleting: John Doe

Are You Sure?

~ Yes X No

Add a Form for a Selected Informant: We suggest that adding a new form is done when
adding an Assessed Person, but this process below is also an option.

1.

2.

6.

Sign in to ASEBA-Web.

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

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.

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).

The Add Form window will open, and the informant field will be pre-populated with the individual
you selected in step 3.

ADD FORM
ADD FORM
SUMIMARY | FORMDETAILS | CHARGES

SUMMARY | FORMDETALS | CHARGES
Upon saving, the form will be ready under the Assessed Person Forms tab.

Upon saving, the form will be ready under the Assessed Person Forms tab. Form Type* Child Behavior ChecKlist for Ages 6-18 -
Form Type*: v
e Assessed Person* John Smith -
Assessed Person*; John Smith v Pay for online scoring: Ema E-unit charge applies; form wil not be scored until “score report” button is clicked
" Informant Existing Informant New Informant
Pay for online scoring: mra E-unit charge applies; form wil not be scored unti "score report” button s clicked O : ®
New Informant
Clinician v
First Name: Mark ® required

Evaluation Id:
Last Name: Smith ® required

O Canear » Nea E)Sugmir

Relationship: Biological parent v
Clinician Dr. thomas achenbach| X v

Evaluation 1d

O Cancer > Next BV Sustt

Please refer to the Forms Functions (Add a Form) section for further step-by-step instructions.
Page 38.
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Send to or Print Message for Informant
Use this function to send a letter to an informant requesting their completion of a form/s.

(Note: This feature can only be used electronically if Informant has a working email address. Also, in
order to send a request to have a self-report completed, the individual must be added as both an
Informant and an Assessed Person.)

1. Sign in to ASEBA-Web.

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 to whom you wish to send a letter. Any forms associated with the
selected informant will be displayed under the forms tab in the right frame on the screen.

4. Navigation: Informants (from the tab on left >Send Message To Informant in right column
(or, in the right frame, under the Informant Details tab, select Send Letter To Informant)

5. The Send Message To Informant window will open with fields for Informant, From, Informant
Email, Bee, Reply To, Subject, and Select a message template, as well as buttons along the top
to Cancel, Preview, Accept Email Service Agreement, and Send. All fields (with the exception
of Informant Email) will be pre-populated based on the informant selected in step 3, user
information, and defaults. All fields are editable with the exception of Informant and From.

SEND MESSAGE TO INFORMANT x SEND MESSAGE TO INFORMANT x
© Caveer Q Preview EASenp | @ By Clicking on "Send” you agree to our Messaging Policy, ® Caneer Q Preview EiSewp | @ By Clicking on "Send” you agree to our Messaging Policy,
DMARC-Friendly Mode: DMARC-Friendly Mode:
Informant: Pamela Guyer Informant: Pamela Guyer
Informant Email: pguyer@gmail.com Informant Emal: pguyer@gmail.com
From: From:
Bec: Bec:
Reply To: test@uvm.com Reply To: test@uvm.com
Subject: Request To Complete Forms Subject: Request To Complete Forms
Select a message template: English / Default / Click to see more v Select a message template: English / Default / Click to see more v
e S T T .
To: Pamela Guyer go‘ pza[')gg‘zsug Frangais / Canada
© 2022-5ep- n -Sep- .
On: 2022Sep-02 Icelandic / Islenska / Iceland
Dear Pamela Guyer, Dear Pamela Guyer, Italian / Italiano / Italy
Please complete the following rating forms available online: Please complete the following rating | Norgewian / Bokmél / Norway

BPM-P 6-18 BPM-P 6-18 Spanish / Espafiol / Latinoamérica

Template 1
All of the answers that you give are confidential. Your answers will only be available to authorized

staff. You don't have to complete all the forms at the same time. Each form takes about 20 - 30
minutes to complete. Please complete the rating forms as soon as possible. Full instructions are §

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

o Select a Message Template is defaulted to English. Click the down arrow on
right to choose another language for the form. The informant will have the choice
to view the form in English or preferred language once form is received.
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6. Complete/edit any relevant fields to prepare the informant letter for sending.

a)

b)

g)

Informant: The Informant name is based upon the person you selected and cannot be
changed.

From: This is prepopulated and cannot be edited.

Informant Email: Enter Informant’s e-mail address. A valid e-mail address is necessary to
send a letter elecronically.

Bec (Blind Carbon Copy): this feature which allows for an e-mail recipient to be “hidden”

from view.

Reply To: This is the e-mail address user wishes to use to receive replies from the informant
(From, Reply To, and Enable Bcc e-mail addresses will be the same by default).

Subject: Default subject is “Request to Complete Forms”, which is editable.

Select a message template: To change the “English/Default” template, click on the down
arrow on the right side of the box to access a pull-down list of available templates and
languages

7. If user selected Preview above, the message they will receive will be displayed along with buttons
to Cancel, Edit, and Send, as well as access to Export, Refresh, and Print the letter.

SCuca | /Eo = 5ew0 By Clckingon “Send” you gre toourissagng Py,

DMARC-Friendly Mode:

To: Pamela Guyer
On: 2022-Sep-02

e Select Cancel to exit the Send Message To Informant feature.
e Sclect Edit to make any necessary changes to the message.

e [f desired, the message can be exported to one of two file formats: Acrobat (PDF) or
TIFF, which can be changed by accessing the pull-down menu in the Export box,
and then clicking Export.

e Select the Refresh icon to refresh the letter. ¢]

e [f desired, the message can be printed by selecting the Print icon. i

8. Once all previewing has been done and edits/changes have been made, please click the Send

button to email the letter to the informant.
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9. Informant will receive an email informing them there is a "request to complete forms": the email

will list 2 ways to enter the form 1) by using the username and password provided, which will prompt
them to change their password before entering the form or 2) click on the link provided to go straight to
the form.

Request To Complete Forms
<
@ do-not-reply-for-aseba-web@aseba.org ) Reply | € ReplyAll | —> Forwerd | | G

To O Robin.Scott Fri 9y,

[ This message was sent from an addrass outside the Larner College of Medicine. Please exercise caution when clicking links or opening attachments from this source. ]

To: Pamela Guyer
On: 2022-5ep-02

Dear Pamela Guyer,

Please complete the following rating forms available online:

BPM-P 6-18

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

To access the forms, visit the My Forms web app:

Go to: https: 02.5afelink i utlook.comy/2url=https%3A%2F%62 Fuwy org%2F; 05%7C01%7Crobin.scott%40med.uvm.edu%7 Cbe1323d7e2dd473c4fcON 102{%7Ced03ff7abadf420480a6b226316c919d%7C0%7C0%7C637977283459362666%7CUnknownds
JCTWFpbGZsh3d8eyIWIjoiMCAWLIAWMDAILCIQIjoIV2IuMzZIiLCIBTIIS k1 haWwil CIXVCIEMN0%3D%7C2000%7C%7C%7C /SydeL9IrwOpgZObxMel |GIRAOpszM3Ubig%3D&amp;reserved=0

Username: pguyer-8307-3368
Password: a74f-bfg6-7¢b3 (ignore this password if you already changed it}

Alternatively, you can dlick or follow the link below:

hitps://nam02 safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.asebaforms.org%2FSigninWithLink%2F%3FId%3Dpgu & 05%7C01%7Crobin.scott%40med.uvm.edu%7Che1323d7e2dd473c4fc0! 02f%7Ced03ff7abaSf420480a6b226316c919d%7C0%7C0%
7C637977283459362666%7CL 'CTWFpbG. iV CAwLjAwM DAILCI QljoiV2IuMzIliLCIBTII6 1 k1ha Wwil CIXVCIEMNn0%3D%7C2000%7C%7C%7CE 2BS5TH i WHSIS8vdCquCAC: NE%3D: =0
Thank you.

Refresh Informants

Use this function to update/refresh informants.

1. Sign in to ASEBA-Web.

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: Refresh upper left column, Informants tab > Refresh, Right column Refresh

<

C) rerrEsH <, TooLs T ad INFORMANTS ¥ [ Forms v 2 IMPORT DATA Y = PRINT PAPER FORM ¥ X ADMINISTRATION ¥ @ HELP T
+ ADD NEW INFORMANT
C:5m | Forms For: ERIC Mp
# Epim
B precrories | &d mwroR M peleTE D rorms | &d mrormanT DETAILS
Renee Manning + 4p0 FoRM
) £ RESET PASSWORD 2 Aop Form B Senp Messace To InFormANT ad Open v ASEBA-InFormant ™
Anson Martin
© ReEFRESH Form Long Name i EvalD i | Assessed Person

Charles Martin

Youth Self-Report for Ages 3
. . YSR 11-18 Eric Martin
Daniel Martin 11-18

. . Older Adult Self-Report for B
David Martin DASR 60-90 Eric Martin
Ages 60 and Above

Dennis Martin Older Adult Self-Report for
0OASR 60-90 Eric Martin
i i Ages 60 and Above
Eric Martin
Older Adult Self-Report for -
R R OASR 60-90 Eric Martin
Eric Martin Ages 60 and Above
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Open in ASEBA-Informant tab:

This function allows informants to use an organization's computer to fill out a form.
Clinicians are logged out of the program to keep Personal Health Information of other
Assessed Persons and Informants private.

1. Signin to ASEBA-Web.

2. Select the Informants tab. Any informants that have been added will be listed here.

3. Select/Highlight the informant who will be filling out the form.

4. Select/Highlight the form the informant will fill out.

) REFRESH %, To0lsv | @dmrormantsv | [FoRMsv | B REPORTS Y | L IMPORTDATAY | &3 PRINTPAPERFORMY | X ADMINISTRATION Y (D HELP Y aUSRY |+ sia
[25mrT A New Assessment | Forus ror: JAXSON GUYER ( Tneormant ) |
D precrories | 88 wrormanTs D rorms | i mrormaNT DETAILS
Display By: () First Name () Last Name 2 Apo Form B Senp Messace To InFormant i Open v ASEBA-InFormant™ BKev-Entry D Deraics / Comrents # Eorr W Decere & Go To Assessep Person O Rerrest
Search a
i | Form Long Name i EvalID i Assessed Person i | Relation i Date Created : | Date Completed i | status E

Rachel Baker Youth Self-Report for Ages
YSR 11-18 e Jaxson Guyer Self 2022-Aug-23
Jaxson Guyer

5. Select Open in ASEBA-Informant tab.
e The security message will open. Select Sign Out.

OPEN IN ASEBA-INFORMANT™ x

For security reasons, opening ASEBA-Informant™ will sign you out of this application.

I+ Srenv Our

6. The selected form will open up for informant to start filling out.

5 i
4% ASEBA-Informant™

Welcome to ASEBA-Informant™

Language: English
I agree to ASEBA®'s use of cookies: Cookie Policy
© Continue

This web site does NOT track personally identifiable information, but it does use cookies. If you use this site, you consent to that use &
also to the terms of our standard disclaimer.

Navigation: Informants (from the tab on top)> Select/Highlight Informant > Select/Highlight Form>
Select Open in ASEBA-Informant tab > Sign Out > Informant fills out form.
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ASEBA-Web Procedures

Informant Sign In and Online Form Completion

(For Informational Purposes Only)

The Informant Instructions in ASEBA-Web provide the steps an Informant will take to sign in (log on) and
complete selected forms online. As the Informant will not have access to this document, it is for informational
purposes only.

Informant Instructions currently available in ASEBA-Web include the following:

1. Sign In/Log On
2. Online Form Completion

Sign In (Log On)

This function allows the informant to gain online access to complete the forms selected for them. If clinicians
have sent a message to an informant in a different language, the informant will have the option to change the
form to the language of their choice by clicking on the drop down arrow across from Language.

4 AseBA-Informant™

Welcome to ASEBA-Informant™

Language: English .
I agree to ASEBA®'s use of cookies: English [
© Col Espafiol (Estados Unidos)

Francais

formation, but it does use cookies. If you use this site, you consent to that use &

also to the

1. After having received a message requesting form completion, the informant will see two options to
sign in to the form: 1) https://www.asebaforms.org/ where the informant will enter the username and
password given to them in the message, where they will be immediately asked to reset the password.

2. or they will click on the 2nd link provided in the message to go directly to the form: for example:
https://www.asebaforms.org/SignInWithLink/?d=psmith-764-7185, in which the informant will see
Welcome to the Aseba Informant. When they click on Continue, and then click on the form
(example: CBCL 6-18 about John below) they will be able to start filling out the form. Please remind
the informants that they need to save their answers as they continue through the form, as there is
a 20 minute log out from inactivity.

£ ASEBA-Informant™ &X Settings | Log Off |+

Welcome to ASEBA-Informant™

_ , My Forms | patricia Smith's Forms
Language: SIS Below is a list of forms for you to complete. Please click on each form to start completing it.
T agree to ASEBA®'s use of cookies: Cookie Policy You can return to each form as often as you wish until you complete it.

© Continue

e 4 CBCL 6-18 about John
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3.

4.

For the first option, after typing in the username and password given, Select Log On.

The Change Password screen will open up, displaying fields for User Name, Current Password,
New Password, Password confirmation, Secret Question, Secret Answer, and then click on the
Save button.

Change Password

Passwords must be at least 8 characters long.

Username: psmith-764-7185
Current Password: Current Password
New Password: New Password
Password confirmation: Password confirmation
Secret Question:
Secret Answer: Secret Answer
[ Save © Cancel

Complete the following information:

User Name: This field has been pre-populated.

Current Password: Enter the Password you were provided in the e-mail letter and used for
initial Log On.

New Password: Informants must change their password here. Enter a new password that is
at least 8 characters long.

Password confirmation: Re-enter the New Password.

Secret Question: Choose a secret question from the following:
e  First pet name?
e  First car model?

. Mother’s maiden name?

° Favorite color?

Secret Answer: Type the secret answer directly into the box.

Select Save.
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7. Informants will see a screen with the following message, ‘“Password Changed Successfully”.

Informants will need to click on the Continue button and then click on the form itself to open up the
form to fill out.

Password Changed Successfully

Your password has been changed.

© Continue

LS
'-t-;" ASEBA-Informant™ Lt settings | Log Off |+

My Forms | patricia Smith's Forms

Below is a list of forms for you to complete. Please click on each form to start completing it.
You can return to each form as often as you wish until you complete it.

e 4/ CBCL 6-18 about John

8. The informant will be asked to consent for collection, process and store of
data by clicking on the Yes, I Agree tab.

i i
.'._;v! ASEBA-Informant™ ©x Settings  Log Off |+

Child Behavior Checklist for Ages 6-18
About: John, Requested: 8/19/2022.

CONSENT TO COLLECT, PROCESS AND STORE DATA: Your provider or your provider’s designee has requested that
you complete this assessment. The RCCYF's web-based systems process and store data that you enter, but only
your provider or your provider’s designee can access your data. You may revoke your consent at any time by
contacting your provider or your provider’s designee.

For more details on this consent click here: Data Consent

I GIVE MY CONSENT TO THE COLLECTION, PROCESSING AND STORAGE OF DATA BY CLICKING ON THE “YES, I
AGREE” BUTTON BELOW

«+ Back » YES, I AGREE
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9. The informant will then be able to start filling out the form by clicking on the single arrow.

3, .
{a ASEBA-Informant™ CBOL 616, Requested: £/19/2022. @ Help %X Settings  Exit |+

Fill out this form to reflect your view of the child's behavior, even if other people might not agree. You do not
need to spend a lot of time on any item, but be sure to answer all items. You may enter additional
comments regarding an item by clicking on the ‘Add Comment' button. Use the buttons below to move
between items and sections. You may use the 'Exit' button to leave. You may come back to finish the form at
any time. Your answers are saved when you change sections or exit the form. When complete, please click
the ‘Finish' button.

« 4 Section 0/25 } » N

Question 0/20

10. If desired, the Theme (color scheme) can be changed by clicking on the Settings tab, and choosing
the color scheme of choice. Theme options include the following:

e Blue Opal, Black, Bootstrap, Default, Fiori, Flat, High Contrast,
Material, Material Black, Metro, Metro Black, Moonlight, Nova,
Office365, Silver and Uniform

Settings X

Theme: Blue Opal .

I il Blue Opal i

Black

Bootstrap
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Online Form Completion
This function allows the informant to complete the forms online that have been selected for them.

1. Once the informant has agreed to Data Consent (Step 8, in previous section), the following screen
will open, displaying the beginning of the form that is available for the informant to complete, Help,
Settings, Log Off, and Exit. The informant will need to click on the single arrow to proceed.

& ASEBA-Informant™ L e nequesd: 8/13/2022 @ Help KX Settings | Exit |+

Fill out this form to reflect your view of the child's behavior, even if other people might not agree. You do not
need to spend a lot of time on any item, but be sure to answer all items. You may enter additional
comments regarding an item by clicking on the 'Add Comment' button. Use the buttons below to move
between items and sections. You may use the 'Exit' button to leave. You may come back to finish the form at
any time. Your answers are saved when you change sections or exit the form. When complete, please click
the 'Finish' button.

« < bl s @» d

2. The form will flow one question at a time. To advance to the next question, the informant
needs to click on the single arrow. To advance to the end of the current section, the informant
would click on the double arrow. To advance to the next section, the informant would need to
click on the arrow with the line. To save answers and exit to finsh the form later, the
informant should click on the Save icon in upper right hand corner of the page.

F8 asesatnformant et @ el LF Sotings m@

Child's first name:
John

[ Add Comment

«| 4 - . O
U ASEBA-Informant™ oL oo e /19/2022 @ Help | & Settings  Exit [+ )’

Child's middle name:
Thomas a
[Z Add Comment

DS e i > @ g

Ba e ,
148 ASEBA-Informant™ £BcL 61 Reauested: §/19/2022. @ Help %X Settings  Exit |+

Does your child take part in sports? For pl i i baseball, skating, skateboarding,
bike riding, fishing, etc.

1-Yes
0 - No - Jump to the Hobbies section

[ Add Comment

Mo« < o i SLACH
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3. If an informant saves and exits the program, to come back at a later date, and forgets their password,
the informant will need to click on "Forgot Password", then type in their username and click Continue.

Welcome to ASEBA-Informant™
Forgot your password?

Language: English
Enter your user name below and we will reset your password.
Username: pguyer-8307-3968
Username: pguyer-8307-3968 @
Password:
I agree to this site's use of cookies: Cookie Policy, © Continue O Cancel
Log On =]

~> Forgot Password?

This web site does NOT track personally identifiable information, but it does use cookies. If you use this site, you consent to that use &
Iso to the terms of our standard disclaimer.

4.  The informant will be asked to verify their identity. Then click Continue

Identity Confirmation

Enter your secret answer below and we will reset your password.

Username: pguyer-8307-3968
Secret Question: Mother's maiden name?
Secret Answer: Secret Answer

® Continue

5. Informant will then set a new password and confirm the new password.

Set Your New Password

Enter your new password below and you will be all set.

New Password: New Password
New Password Confirmation: New Password Confirma...
M Save
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6. When the informant reaches the end of the form, this window below will appear. The
informant needs to click on Finish and the form will be submitted back into the

ASEBA-Web program. The status of the form will change from Started by
Informant to Submitted by Informant.

N
W do Rt

Child Behavior Checklist for Ages 6-18
Gbout: John, Requested: 871572022,

1 Sefinge  Log |+

Tl many answers ane missing, please go back and answer mare questions. I vou chedss to nat arswer more
Juestions wur provider may nok be able to score this assessmeant,
Quantity of answers missing: 1

+ Back =+ Finish

7. The informant will receive a message that the below list of forms that have been completed.
5:5'.‘ ASEBA-Informant™
My Forms | patricia Smith's Forms
[
Below is a list of forms that you already completed.
e @& CBCL 6-18 about John
8.

If the informant is sent more than one form to complete, the informant will see both forms
under their login.

[ gl
I8 ASEBA-Informant™ XX Settings  Log Off |

My FOrms | pamela Guyer's Forms

Below is a list of forms for you to complete. Please click on each form to start completing it.
You can return to each form as often as you wish until you complete it.

e 4 CBCL 6-18 about Jaxson (already started)

e 4/ BPM-P 6-18 about Jaxson
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ASEBA-WEB Procedures

Downloading/Exporting and Importing Data Files

Use this function to download/export data and open the files.
1. Sign in to ASEBA-Web.

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 tab on top) > Export Data (or, alternatively, right click
with your mouse and select Export Data).

C REFRESH ?, T00l5Y | EIDIRECTORYY | A ASSESSEDPERSONSY | |
C REFRESH 9, To0L5 ¥ | 3 DIRECTORY ¥ & ASSESSED PERSONS ¥ Bl REPOR

25Tt 4 New Assessment B ADD DIRECTORY

X Sm
+ ADD ASSESSED PERSON

DIRECTORIES | W& INFORMANTS

[ - a .
— DIRECTORIES ad o A EDIT & ASs)
Display By: ® First Name O Last Name +
Search: B o s || o Display By: ® First Name O +
() REFRESH DIRECTORIES
" = R robin - [ " !
5 B Add Directory Asses:

g © Root]

» &+ Add Assessed Person 521_1.csv (2022-Apr- .
» & Carson Family

"2 i 921_L.csv (2022-Apr- » & CBCL_Normative_Data_20190521_1.csv (2022-Apr-
= 521_1.csv (2022-Apr- - - -

v ~ e

L]

& Refresh Directories

COlge Lo LA L Toat

» 1 No-names
5. For Excel or SPSS downloads, Select either Raw Data, Scored Data, Combined Raw

and Scored Data or ASEBA P&O App Data Transer. For the entire ASEBA
database, or an individual Assessed Person, choose ASEBA Data Transfer.

EXPORT DATA

< Bac » Next X Ciose

1. Select a file type.

File Type: 1. ASEBA-* Data Transfer v
1. ASEBA-* Data Transfer
2. Raw Data

3. Scored Data
4. Combined Raw and Scored Data
5. ASEBA P&Q App™ Data Transfer
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6. Select Export to Excel, Export to SPSS, or ASEBA Transfer Data (for Export to ASEBA
and import to ASEBA apps) as the type of file you wish to utilize for your data.

EXPORT DATA

4 Back @ ® CLose

File Type: Raw-And-Scored  File format: Excel  Assessed Persons: 0 Available Form:

2. Select a file format.

File format: = Fxcal -
Bycel
SPSS
EXPORT DATA
1 Back X Crose

1. Select a file type.

File Type: 1. ASEBA-* Data Transfer v

7. Click Yes or No if a specific date range is wanted for exported forms and select the Assessed
Persons you would like to export, if all is wanted, click on Select All to move the Assessed
Persons to the Selected Assessed Person column on the right and click Next.

EXPORT DATA

4 Back > Next X Ciose

File Type: Raw  File format: Excel Assessed Persons: 0 Available Forms: 0

3. Select a date range for completed forms.
Would you like to limit your export to completed forms in a specified date range?

v | Yes

x | No

File Type: Raw  File format: Excel - Assessed Persons: 17 Avalable Forms: 0

4. Select asses

for export

Available Assessed Persons Selected Assessed Persons Available Assessed Persons Selected Assessed Persons

1 ) [ search a Ssascrau || search Q)
20da7cs

Click tems on the lft to add.
Clck ltems on the ight o remove.
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8.  Click on Advanced Filter tab to further filter your data.

EXPORT DATA
EXPORT DATA
< Back » Next X Crose

4 Back » Next X (rose File Type: Raw-And-Scored  File format: Excel  Assessed Persons: 6 Available Forms: 10

5. Export Forms.
File Type: Raw-And-Scored  File form:
X Export 0 How po I Futer?

5. Export Forms.
Form i Age i | Gender

X Export Y Apvancep FiTer

ar

CBCL 6-18
YSR 11-18
CBCL 6-18
CBCL 6-18
CBCL 6-18
CBCL 6-18
ASR 18-39

CBCL 6-18

9.  For Excel, click on Export to open Excel worksheet.

EXPORT DATA

4 Bacx » Nea X Ciose

File Type: Raw  File format: Excel Assessed Persons: 17 Available Forms: 80

5. Export Forms.

Y Aovancep Furer

o The file will open with the following tabs along the bottom:

CBCL 618 | ABCL 1859 BPM_P_6_18 ASR_18_59 ¥YSR_11_18 QASR_60_80 C_TRF_1.5.5 TRF 6_18 CBCL_1.5.5 BPM_T_6_18 BPM_O_18_ ...

. Your data can be accessed by clicking on the tabs which are organized by test form.
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e For an SPSS file, choose SPSS, click Next
EXPORT DATA

4 Back X Ciose

File Type: Raw-And-Scored  File format: Spss Assessed Persons: 0 Avallable Forms

2. Select a file format.

File format: Spss -

e Click Yes or No if a specific date range is wanted for exported forms and select the Assessed
Persons you would like to export, if all is wanted, click on Select All to move the Assessed
Persons to the Selected Assessed Person column on the right and click Next.

EXPORT DATA

4 Bacx » Next X Ciose

File Type: Raw-And-Scored  File format: Spss  Assessed Persons: 9 Available Forms: 67
3. Select a date range for completed forms.
Would you like to limit your export to completed forms in a specified date range?

v Yes

x No

EXPORT DATA

< Bacx > New || XGose

File Type: Raw-And-Scored File format: Spss ~ Assessed Persons: 9 Available Forms: 67

4. Select assessed persons for export.

Available Assessed Persons Selected Assessed Persons
@ Sewect A Search Q
dadt; dalt;
sk
Eric Martin

HiC-5ed
Jacob Martin

Do Hartn

Lana Martin

2sasas03bSTbISSTA

Michael Martin

Hichael artn

Peter Mason

Zedsseesisashize Click items on the left to add,
Robert Martin Click items on the right to remove.
crazfaadaosbeinis

Sample Person

savsssnzactsesan

Tessa Martin

tbbssesziieansy

EXPORT DATA|

<Bux || »Ner || XGos

File Type: Raw-And-Scored  File format: Spss ~ Assessed Persons: 9 Available Forms: 67

4. Select assessed persons for export.

Available Assessed Persons Selected Assessed Persons
BSarcrAu | | Search Q

dalt; dalt;

ez

Robert Martin
tsacaosbans

Lana Martin

2692005704657

Eric Martin

cases

Michael Martin

chal Har

Click items on the left to add.
Click items on the right to remove.

Gassza9mzactsesth
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For SPSS, click on Export to download the SPSS data.

EXPORT DATA

4 Back > Next X Close

File Type: Raw-And-Scored  File format: Spss  Assessed Persons: 9 Available Forms: 67

5. Export Forms.

3 Fxport Y Aovancep Fiter

o  The file will download to the Downloads Folder with the name of
the data chosen to export.

~ Today (2)
i ASEBA_Raw_And_Scored_Data_Combined.zip

e Right Click on the file to open. A window will open with the SPSS data documents
organized by test forms.

MName Type Compressed size Password ... Size Ratio D
|| [Content_Typeslaml XML Document TKE Mo TKB 13% 9,
Q ABCL_18_59.sav SPSS Statistics Data Docu... TEE DNo TIKE 91% g
Q BPM_0O_18_39.zav SPSS Statistics Data Docu... 3KBE MNo AKB 94% g
a C_TRF_1_5 5.5av SPSS Statistics Data Docu... 6KB MNo 65 KB 92% g
Q CBCL_6_18.sav SPSS Statistics Data Docu... KB MNo T2KE 93% 9
Q OABC_60_90.sav SPSS Statistics Data Docu... G6KB Mo 66 KB  91% 9,
Q TRF_6_18.5av SPSS Statistics Data Docu... KB MNo TMTKB  93% 9,

e Data can be assessed by highlighting/selecting a form type by either double-clicking 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 SPSS files, you will need to open each separately,
at which point, they can be saved with different names if desired.
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To access the data from an ASEBA transfer file, follow the instructions for Importing
Data into ASEBA-PC or ASEBA-Web), using the file name and location that you selected
(or the default if you did not change them).

Once logged into the Aseba Web program, please click on the Import Data Tab, and click on Import Data.

~
HOME ¥ | W, ToOLSY | D3 DIRECTORYY R ASSESSEDPERSONS¥ | i REPORTS Y | 1 IMPORTDATAY & PRINTPAPERFORMY | RE myaccountv | (B HE
s - £ IMPORT DATA
DIRECTORIES | A [NFORMANTS e l (LDI
. E IMFORT SPECIFICATION DOCUMENT

. .
Search Q & ASSESSED PERSONS [ ©AMPLE IMPORT FILE

B Root

& - (Lori) Canton Family + Ao Assessen Person G Rermes

» B (Lori) Sawyer Family

Choose the Aseba Data Transfer and click Next.

IMPORT DATA

« Back @ X Ciose

File format: Transfer Assessed Persons: 0  Available Forms: 0

1. Select a file format.

File format: | 1. ASEBA-* Data Transfer v

Click on Select Files to browse to your data file and click Next.

IMPORT DATA

4 Bacw » Next X Ciose

File format: Transfer Assessed Persons: 0 Available Forms: 0
2. Select an import file,

Select an import file,

SELECT FILES...

The program will tell you that your file looks good and is ready to import: Click on Start Processing.

IMPORT DATA

< Bacx » Nexr X Ciose

File format: Transfer Assessed Persons: 1 Available Forms: N/A
3. Import Forms

-'”‘> The file is good and ready to be imported

Your data will be saved at: Aseba_Data.zip (2019-08-26 13:15:59)

Total Assessed Persons Found: 1

Total number of forms found: N/A

Forms Imported:

Progress in forms: 0ofi

Status of import process: The file is good and ready to be imported
'V StarT Processine © Cawcer (TrIS WILL DELETE THE IMPORTED DATA)
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The program will tell you when it's done importing and click on the Save bution:

IMPORT DATA

4 Bacx » Next X Ciose

File format: Transfer
3. Import Forms

Done importing

Your data will be saved at:
Total Assessed Persons Found:
Total number of forms found:
Forms Imported:

Progress in forms:

Status of import process:

E) SavE

Assessed Persons: 1

Available Forms: N/A

Aseba_Data.zip (2019-08-26 13:15:59)
1
N/A

1of1

Done importing

© Cancer (THIs WILL DELETE THE IMPORTED DATA)

The imported file will need to be expanded to see all assessed persons and

associated forms.

) reFRESH 9, TooLs ¥ | B3 DIRECTORY ¥ & ASSESSED PERSONS ¥
[257aRT A New Assessment
= sa
' DIRECTORIES &% NFORMANTS

Display By: @ First Name O Last Name

Search: Q| | Soea || aex

4 B Root
“ (& Aseba_Data (6).zip (2022-5ep-06 16:25:40)
¥ ccho_Doto (7)ip (2022-5ep-06 16:26:47)]
& 8bc1145800294a7c8
& Mason Carson
& John Doe
a Jaxson Guyer
& Jessica Hammond
& Fric Martin
& Jacob Martin
4 Lana Martin
& Michael Martin
& Robert Martin
& Tessa Martin
4 Peter Mason
& Demo Patient
& Sample Person
& John Smith

87

S RerorRTs ¥ X IMPORTDATAY &% PRINT PAPER FORM ¥

.
& ASSESSED PERSONS B DIRECTORY DETAILS

+ App Assessep Person C)Rerres

Assessed Person Id
8bc114580029437c8
c008baald62a4848a
NIC-46529
c69df451277c4e39a
Jacob Martin

Jaxson Guyer
Jessica Hammond
001-001-001

John Smith
26a9a8d3b57b4657a
MasonCarson
Michael Martin
23ed534e91624bd28

dia2fa3da0sb41919

429523992ac14e52b
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