Sonoma Count;: _
~ Building TouchPoints

Social Solutions ?



Welcome!

KRYSTAL MONTGOMERY
TRAINING ASSOCIATE
kmontgomery@socialsolutions.com
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Agenda

TOUCHPOINTS
CREATE TOUCHPOINTS
EDIT TOUCHPOINTS

MULTIPLE PARTICIPANT TOUCHPOINTS
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Presenter
Presentation Notes
Lesson: Today we will review…. 



Learning Objective

Prepare ETO Administrators to successfully manage
and maintain TouchPoints. Administrators should
leave the training with the basic understanding of

creating and editing TouchPoints.
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Presenter
Presentation Notes
Lesson: The purpose of today’s lesson is to….


TouchPoints
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TouchPoints

A form that captures data regarding services,
demographics, and change.
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Presenter
Presentation Notes
Lesson: TouchPoints can be used to capture data from a single meeting or from multiple meetings over time:



TouchPoint Subjects

Single & Multiple Participants
Single & Multiple Entities
Single & Multiple Families
Collections

General (Program Specific)

Anonymous
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Presenter
Presentation Notes
Lesson: Touchpoints are used to capture and track data for all of these…



What is a TouchPoint

Questionnaires that typically fit into one of the following categories:

More detailed set of questions that are a continuation of demographics
A form that includes weighted questions (on knowledge, attitude, behavior
etc.) that can be tied to outcomes.

Capture time spent providing service, either individually (case management) or
to a group of participants (attendance). In ETO language, efforts are recorded

into TouchPoints.

Social Solutions ﬂ
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Presenter
Presentation Notes
Lesson: A form that includes weighted questions (on knowledge, attitude, behavior, etc.) that can be tied to outcomes. 
In ETO language, efforts are recorded into TouchPoints. 



TouchPoints

3 steps to creating new TouchPoints.
Create the TouchPoint

Create the data elements
Set the security
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Presenter
Presentation Notes
Lesson: Creating a new touchpoint has 3 steps…



TouchPoints

Step 1: Create the TouchPoint

Site Administration > Manage Touchpoints > New TouchPoint Button

e TouchPoint.

Reporting Status
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Presenter
Presentation Notes
Lesson: Use your navigation bar to start the process for a new touchpoint….
Demo: Creating a TouchPoint



TouchPoints

Step 1: Create the TouchPoint

TouchPoint Name#*

Tags

II Separate each tag with a space: outcome service effort. Or, fo join fwo words toegether in one tag, use double quotes: "participant

outcome”.

Identifier
(O Use current program name as Identifier
O Automatically generate Identifier
Use the same Identifier when pre-populating with previously recorded data
O Allow user to create Identifier
Require Identifier
® None

Section Quick Links
[ JEnable section quick links on each page

Question Numbering
[Juse question numbering for each element
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Update Period

[CJLimit the update period to days after the user specified date taken field (this is the date the user enters at the top of the record TouchPoint screen)

Limit the update period tol days after the date specified in v
The lowest role allowed to override the update period restrictions is | Enterprise Manager v
When the response is locked display |S\,rslem locked |

Advanced Date Formatting
[[] Restrict date taken to 1 days in the future from the actual (audit) date when recording
['] Restrict date taken to 1 days in the past from the actual (audit) date when recording

[[Jpon't allow the date to be outside of a program enrollment when recording

Date Taken Blank by Default @
[[IMake the date taken field blank by default

Record TouchPoint for/as Another Staff Account
[l allow a user completing this TouchPoint to select another user to receive credit (both users will receive credit)

Save as Draft
[l allow a user to save as Draft when recording the TouchPoint

Save Progress
[“lallow a user to save their progress and continue recording the TouchPoint

Save and Record Similar
[[Jallow a user to save and record the same TouchPoint

Reporting @
[pisable Aggregation and Sequencing of respense data for all elements.

Allow Fund and Asset Disbursement @
O provide user with both the option to "Save" and "Save and Disburse Asset"
O Provide user with only the option to "Save and Disburse Asset”
(J Mo Fund Disbursement

Social Solutions
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Presenter
Presentation Notes
Lesson: When creating your TouchPoint, the following is important to know…

TouchPoint Name – The name of the TouchPoint
Tags – TouchPoints can be assigned one or more tags, which are meant to group TouchPoints together through a common descriptive word or phrase. Tags allow for further organization and management of TouchPoints beyond securing to a User role and/or Program.
The Recent TouchPoint ETO Part can be added to My Dashboard and filtered by name or Tag
Tags can be used to filter in Reporting 
Tags can be used to filter the Manage TouchPoints screen, which will potentially include tens or even hundreds of TouchPoints as more are added to your ETO over time (once disabled, TouchPoints still appear on the Manage TouchPoints screen).
Identifier – Used as a label for a TouchPoint
Use current program name as identifier
Can be helpful if the same TouchPoint is used in several programs
Automatically Generated Identifier
First Initial, Last Initial, CLID, Site ID - # of times taken the TouchPoint
Allow Use to generate Identifier
User can type in a identifier, such as a case number or occurrence
Section Quick Links – allows users to quickly access a section by clicking a link at the top of the page
Question Numbering – turns off the default ETO numbering (A-1, A-2, etc.)
Completion Restrictions -- Number of times an TouchPoint can be taken can be limited to a maximum number
Update Period -- # of calendar days from initial submit date that users can make edit/update a TouchPoint
Date Taken Blank by Default –To ensure users enter an accurate date when recording a TouchPoint; this option makes the date filed blank by default so users must enter a date. If left unchecked, the date will default to today’s date. (This is the date field at the top of the record TouchPoint screen).
Record TouchPoint for/as Another Staff Account -- Allow a user completing this TouchPoint to select another user to receive credit (both users will receive credit) 
Save as draft -- Allow a user to save as Draft when recording the TouchPoint 
Drafts don’t get included in reports
Drafts don’t start the clock on the response update period
Save and Record Similar -- Allow a user to save and record the same TouchPoint 
Primary Forms -- When creating a TouchPoint, you have an option where you can select another TouchPoint as a Primary to the TouchPoint currently being created
Setting up another TouchPoint as a Primary allows for creation of a Sub that relate in some way to the Primary TouchPoint 
This relationship is reviewed in ETO through the Primary TouchPoint Dashboard
Sub TouchPoints do not have their own Dashboard
Gives ability to simultaneously add edit and review multiple TouchPoints on the same page
Can only complete sub TouchPoints after you complete the Primary TouchPoint
The TouchPoint Dashboard is only available if a Primary-Sub Relationship is set up, and the Primary TouchPoint has been taken



TouchPoints

Step 2: Add Data Elements from the Edit TouchPoint screen

| Edit TouchPoint Settings | \ Question Settings | - | ‘ Security | - J | Reporting Status | | Replicate | | Disable | | Preview | | Return to Manage TouchPoints ]

Name: Arrests
Tags: arrests indicators
Status: Enabled
Subject Type: Participant, Participant(M)

[l Show Disabled Questions
(0 Disabled Questions)

+ Add Page

First Page | Edit | Copy | | Delete

+ Add Question
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Presenter
Presentation Notes
Lesson: Here you will add in the questions that you will use to capture the data…



TouchPoints

Step 2: Add Data Elements
TouchPoint Wizard: Select an Element to Add to KM Workshop Attendance

Select element type®*:

(0 Section Header

(0 Message/Instructions
O Yes/Mo

O List

(O Text

() Numeric

(0 Date of Next Contact
O Page Break

O Date

() start/End Time

O Time Spent

O attendance

() Address Field

() phone Number

() National ID (SSM/SIN)
) Email

O Grid/Table
|::j'i-;igne'ul:ure

() Electronic Signature

) File Attachment

‘ Cancel | | Continue |

O Entity Cross Reference

() Entity Cross Reference Attribute

(0 participant Cross Reference

(O Demographics/Program Information
() Element Cross Reference

O Response Cross Reference

(O user Cross Reference

(JETO Check-In

(O Family Cross Reference

O Question Bank Element

[ Cancel | | Continue
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Presenter
Presentation Notes
Lesson: You can also select the type of elements you want to collect data on…

Demo Message 
Demo Exclusive choice
Start time end time
Attendance
Total time
Demo Pre-Post test ( so that you can choose once per enrollment)
Age Cross Reference
Weighted question
Copy a question with weighted values- Helpful for homework
Create Total Score question

Create conditional rule to hide total time based on attendance

Create calculation for the two copied weighted questions _ I pay attention in school and I enjoy being in school. 


When a TouchPoint is built, by default it is only available to users with the same role as the builder, and only in the program that’s selected when it’s built

Section Header- Differentiate between sections in the TouchPoint
Message/Instructions –To provide information to the user completing the TouchPoint
Yes/No- Y/N element type is always 2 options with 1 and 0 weights
The text can be edited to read something other than “yes” and “no”
List -Creates a list of options with the ability to Pick one or Check all that apply. 
For Select one options user can choose how the options are displayed (one column, tow columns or drop-down box)
Weights can be added to measure progress
Text
Text boxes have a default of 250 characters, but can be increased to 8000 characters. 
Entering a pseudonym that includes the phrase “case note” for a Text element will allow the text to be captured in the “TouchPoint – Case Notes Report”.
Numeric -TouchPoints include additional number based elements (Raw Number Percentage and Money).  
Numeric elements, including weighted choices can be use in TouchPoint calculations.
Date of Next Contact – creates a follow up date that will populate to the users To Do List
Page Break – Separates the TouchPoints into pages
Date- provides a calendar option to select dates
Start/End Time – Used to capture elapsed time
Time Spent- Record time in hours and/or minutes
Attendance
Advanced Attendance options, include the ability to indicate multiple options that “count” towards being in attendance
Example: Present, Late with Excuse, Late without Excuse, Excused Absence, Unexcused Absence
Address Field - Creates fields to track an address. By default four fields are always included: Addressline1, City, State/Province, and Zip/Postal code. 
The administrator has the ability to add up to four additional fields to track Name, Company, Addressline2, and County. 
The administrator can change the text that corresponds with each field. When the user completes the form, the Zip or Postal Code will populate the City, County, and State.
Phone Number 
Creates a field to track a phone number. The field will format (XXX) XXX-XXXX.
National ID (SSN/SIN) - Creates a field to track either the SSN or the SIN. 
The administrator must choose to track one or the other. 
The administrator also has the option to mask the first five digits of the number. 
If this option is selected, the number will appear like this: XXX-XX-1234.
Email Address - Creates a field to track an email.  
Grid/Table- This element type was developed specifically for report card data.  
Signature - One or more signature lines can be added for the printed version of a TouchPoint
File Attachment –Element can be used to upload file(s) and or image(s)
Entity Cross Reference –Used to create a drop-down list for Entity Types
Entity Cross Reference Attribute - Used to create a drop-down list for Entity Attributes
Participant Cross Reference - Used to create a drop-down list for Participant Matches
Demographic/Program Info - Lookup takes a response from another TouchPoint and displays the data, similar to the Demographic element in Assessments
Element Cross Reference – Used to Populate the response to another TouchPoint
Response Cross Reference - Select up to five elements from a created TouchPoint to be displayed, and filter the results in the manner in which you would like them displayed.



TouchPoints

Step 2: Directional Tracking of data
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Track directional movement? @
@ Mo
(O ves - Tracking an increase

(O ves - Tracking a decrease

[ Juse pseudonym

[ | capture one response for multiple subjects &

[ |Require an answer to this question

[ | Display tooltip

[ |Should data recorded against this element be sequenced and aggregated over time? &
Question Placement Options

Show question:
Question and answer on separate lines:
Place the following element on the next line:

Indentation:

DEH!H

Show conditional rule highlighting:

| Cancel ‘ | Save |

Social Solutions


Presenter
Presentation Notes
Lesson: Here you can decide how you would like to track your data as either an increase or decrease, you can also chose to capture the data for a single participant or multiple participants…



TouchPoints

Step 2: Question Settings
* Reorder Fields

* Calculations

* Conditional Rules
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Edit TouchPoint Settings

Question Settings

Security

Name: Arrests
Tags: arrests indicators

Status: Enabled
Subject Type: Participant, Participant(M

Calculations

Conditional Rules

Reorder Fields

Multi-subject Level Responses

Pre-populate answers

Remember Last Value

View Only

View Screen Settings

Social Solutions


Presenter
Presentation Notes
Lesson: Within ETO there are settings that you can use to organize your questions…



TouchPoints

Step 3: Setting TouchPoint Security

2 Parts to TouchPoint Security:
Assign a subject type to the TouchPoint
Grant access to the TouchPoint
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Presenter
Presentation Notes
Lesson: You need to determine if this TouchPoint be taken for Participants, Multiple Participants, Collections…



TouchPoints

Step 3: Setting Security
Edit TouchPoint > Security

| Edit TouchPoint Settings | | Question Settings | v |

s..:m],“mpm-umsmq | Replicate | | Disable | | Preview | | Return to Manage TouchPoints |

Mame: Arrests
Tags: arrests indicators
Status: Enabled
Subject Type: Participant, Participant{M)

L

Add/View/Edit/Delete Own Responses |

View/Edit/Delete Others’ Responses
Share Responses Within Site
Share Responses Across Enterprise

Manage TouchPaoint (0 Disabled Questions

[ show Disabled Quesﬁuni
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Presenter
Presentation Notes
Lesson: Lastly, you need to be sure to set the appropriate security for the TouchPoint. It is important to call out that to make the TouchPoint available for your users, you must always set security…



If you forget to set up
touchpoint security or
make a mistake in

setting it up - users will
be prevented from
accessing the
touchpoint!

LIMITATION
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Presenter
Presentation Notes
Lesson: If you forget one step om the Security setup process, the TouchPoint will not be available as intended. 



TouchPoints

Step 3: Assign a subject type to the TouchPoint
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Add/View/Edit/Delete Own Responses View/Edit/Delete Others' Responses Share Responses Withir

Add Responses

View Own Responses Edit Own Responses Delete Own Responses

Participant (multiple)
Entity

Entity (multiple)
Anonymous

Family

Panicipant R't“]
Note: Changes will not be saved until you cli

ich program that should be allowed to add responses.
and programs

| Edit, Delete sub tabs &

Social Solutions


Presenter
Presentation Notes
Lesson: Use this drop down to select the type of participant(s) that the TouchPoint is for…

Demo Security

When a TouchPoint is built, by default it is only available to users with the same role as the builder, and only in the program that’s selected when it’s built



TouchPoints

Step 3: Grant Access to the TouchPoint

| Add/View/Edit/Delete Own Responses " View/Edit/Delete Others' Responses l Share Responses Within Site I Share Responses Across Enterprise I Manage |
| Add Responses | View Own Responses l Edit Own Responses | Delete Own Responses |
| Participant - | | Return to Managing Arrests | | Save |

Note: Changes will not be saved until you click "Save”. Clicking the checkbox will not save the changes to security.

Select the user roles in each program that should be allowed to add responses.
[Jinclude disabled sites and programs

DAppIy settings to View, Edit, Delete sub tabs (7]

Site

Site: Admin

Site: Buckelew Programs

 Site: COTS

[Jes - Recuperative Care
[JES MIC - Koffler Komer
LIMHIP (Services)

[Iprevention & Diversion

[Isono - COTS, ES Family
Shelter

O Oooooad
O Oooooad
O OoOoooao
O Oooooad
O OoOoooao
O OoOoooao
o oOoooaod
O Oooooad
O OoOoooad

[sono - COTS, ES MIC - Singles
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Presenter
Presentation Notes
Lesson: At this point you will select who you would like to have access to the TouchPoint…
When a TouchPoint is built, by default it is only available to users with the same role as the builder, and only in the program that’s selected when it’s built



If the TouchPoint will be
used for more than one
subject type. You must

select each subject and
assign permissions -
one at a time.

LIMITATION
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Presenter
Presentation Notes
Lesson: Not truly a limitation – but often something that messes people up



Check In

Write True or False in the chat in response to each statement.
Touchpoints are automatically set up and available in ETO.
You can format the text of a TouchPoint question to include COLORS!

How you design a TouchPoint should depend on Best Practice & how you want
to report on the data.

Administrators have to choose who has permission to
TouchPoints.
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Presenter
Presentation Notes
Answer: Please answer true or false in the chat for each question…

TouchPoint security is not set by default. 
False
True: Highlight it like in word
True
True


TouchPoints

Manage TouchPoints

Site Administration > Manage TouchPoints

* Admins can disable, delete, or edit the TouchPoint from the Manage
TouchPoint page.

| New TouchPoint | | Reporting Status | (] show Disabled TouchPoints
Name Subject Type Tags Take Action
| || i || Ld

& Edit

Arrests

Participant, Participant(M)

arrests indicators

E Calculations
? Conditions
& Security
@ Disable

W Delete
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Presenter
Presentation Notes
Lesson: After the touchpoint is created you are able to see it under Manage TouchPoints and can edit the Touchpoint, edit the security, disable or delete the TouchPoint…



TouchPoints

Question Bank Questions
Site Administration > Question Bank

* Use in multiple TouchPoints. When the question is updated in the Question
Bank, it will update in all the forms.

Show Disabled [ ]

, . Enterprise .
Question Question Type @ Tags Pseudonym Take Action
I A o || x| | s

& Edit
@ Copy
. - o . ) . Kicked out for a learning or .
A learning disability, development disability, or other impairment? List devel tal disability? v €) Details
evelopmental disability?
@ Disable
[ Delete
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Presenter
Presentation Notes
Lesson: You are also able to add a new question to TouchPoint…



Do not change the HMIS
Template Touchpoints,
they are preset to fulfill

all requirements.

LIMITATION
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Presenter
Presentation Notes
Lesson: Not truly a limitation – but important to know.



Check In

Write True or False in the chat in response to each statement.

You can build TouchPoints using the TouchPoint Wizard under the Wizards feature on the
navigation bar.

Security in ETO is not passive, you have to actively choose who has permission to
view/edit/record/etc. a TouchPoint.

When building a TouchPoint meant to be taken for more than
one participant at a time, select Participant as the subject type.

Write an example of a tag you might use for several of your
organization’s TouchPoints.

You have to select the Subject of each TouchPoint.
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Presenter
Presentation Notes
Answer: Please answer true or false in the chat for each question…

False
True
False: Multiple Participant
Each answer their own
True: Participants



We Value Your Feedback!

To help us improve our training,
please complete the survey!
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Presenter
Presentation Notes
http://survey.clicktools.com/app/survey/go.jsp?iv=3xrbfihtheq7&amp;q1=001j000000OJriS&amp;q2=003j000000e4T6P



Welcome to Office Hours!

Please use this time to

ASK QUESTIONS ABOUT FUNCTIONALITY

ASK TRAINER TO REDO A DEMO

ASK REAL-LIFE APPLICATION QUESTIONS
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Thank you for joining us!

CONTACT US ANYTIME AT SUPPORT@SOCIALSOLUTIONS.COM OR LOGIN TO THE HELP CENTER!
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