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You can check out some videos about using NetCIL at their website. The link is below. 
http://netcil.com/Training.aspx
There are other things to explore and read about on their website as well.
www.netcil.com

These screen shots are examples of how to open a consumer file from a referral. There are examples of entering the basic demographic information, notes, goals, disabilities, etc. There are TAD goals examples. There are also shots of how to close a consumer file. Please keep in mind, that every scenario can’t be covered as there are many variables that can affect a person’s file. If you have questions, please contact your supervisor. This is an overview of working with NetCIL.
Quick Tip: Watch for these throughout the manual. They offer tips and tricks for working in NetCIL.  
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You will receive an email from Sarah Jo regarding new referrals (Sioux Falls staff only). SF staff will also receive a printout of the referral Next open up NetCIL Client. This is what the referral looks like. The printed referral needs  to be placed on the bottom of the left side of the file. 
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Your open referrals will be listed on the main screen.  Double click on their name to bring up the referral information. 

[image: ]Quick Tip: You can see what sections are open by looking at the TABs at the top of the screen. For example: When you double click the referral, NetCIL opens the Person’s profile (Personal Information) and the Referral section. To get to the person’s profile, simply click the Exit button in the referral section. 

Example of unable to make contact: Enter information about attempt and when you plan to try again. Do not enter completion date, even if you leave a message.  ****NEED TO DOCUMENT IF YOU LEAVE A MESSAGE AS WE CAN ONLY BILL THE STATE FOR TIME IF YOU LEAVE A MESSAGE. HOURS NEED TO BE BLANK IF YOU ARE UNABLE TO LEAVE A MESSAGE.
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When contact is made, enter information regarding appointment, grant, etc.  and completion date. If additional contacts are made prior to opening the file, click New and enter a new referral note  (not case note) with the pertinent information. Example above is when entering from NetCIL Client, however a new referral note can be entered through the I&R Log.
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From the Main Screen of NetCIL, click on the People button.
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To open a participant file: Find person (F5) within NetCIL database. Then click OK twice (or TAB and Enter when the name is highlighted).

[image: ]
Enter additional information such as: Race, Language, Voter, Veteran, Email, etc. You must enter a Race selection in order to change someone to a Participant. Other required information should already be entered, if not, enter it at this time. 
**Remember to change the staff initials from SJ to your own.
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Before changing the participant to a Consumer, go through the additional buttons and enter pertinent information. It is very important to enter Disability & Keyword information. Enter all other information if it is known. Such as: Employment, Education, Housing, etc.  
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Be as specific as possible when entering Disability information. If Multiple, be sure to list all types of disabilities by clicking New and enter any relevant notes for each disability. If more than one physical disability, list all physical disabilities in the notes field. Ex: back problems, arthritis, etc.  Then click Exit to go back to main profile. 
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Next click on Keywords to select all appropriate keywords.
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Select all keywords to associate with the participant. Keywords assist with group notes, reports for grant applications, etc.  Click Exit to return to main profile.
Please Note: if there is a keyword that you would like to associate, but it is not listed, let your supervisor know and it can be added. 
[image: ]
Next click on the Grants/Progs button.

[image: ]
Select appropriate Grant Program from drop down box. Select appropriate date. If applicable, you can enter more than one grant by clicking New. Example: United Way if United Way funds are used for this participant.  Click Exit to return to main profile. 
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Next, check either ILP Developed or Waiver Signed, depending on participant’s choice. Corresponding Note boxes will auto populate. 
[image: ]Quick Tip: Don’t type Waiver Signed until after you have gone through the ILP Checklist & those notes have auto populated, because whatever you type in here will show up on each of those notes. 

ILP Declined Example: Enter Service, Contact type, Grant type. Then click Exit to return to main participant profile. 
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ILP Developed: Select Hours (15 minutes), Service, Contact, and Grant fields. Then click Exit to return main participant profile. 
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Next click on Goals & ILP to access ILP Checklist.
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Click ILP Checklist. The ILP checklist will auto populate.
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Check all but Release of Information. Notes for each will auto populate. You will need to go into these Notes later to enter applicable information and time spent on each.  Then click on Exit to return to main screen. 
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Example: ILP Developed – How to do IL Plan
Click on Goals & ILP to enter the IL Plan information.

[image: ]Quick Tip: When developing an IL Plan, information needs to be entered into Consumer Activity, Staff Activity and you need to set a Target End Date. 

Enter information about the goal and click New to enter each additional goal.
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Once the last goal has been entered, click on IL Plan. The IL Plan will auto populate as a Word document. 
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The IL Plan will have one page for each goal. You can page through the IL Plan by clicking on the arrows at the bottom left of the screen. 
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The participant needs to sign the last page of the IL Plan. Since goal & IL Plan information is entered after meeting with the participant, they can sign it at the next appointment. Have them back date it to the day you established the goals and opened the file. Make sure to give a copy of the plan along with signature page to the participant once signed.
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If participant does not meet the target end date, a new target end date needs to be established. That particular goal page in the IL Plan needs to be printed again and the participant needs to resign the IL Plan. They should again receive a copy of the updated pages. 
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Once the participant has met their goal, update the actual end date, goal status, and outcome. Then click on IL Plan.
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The page of the IL Plan pertaining to the goal that was met, needs to be printed along with the signature page. The participant needs to sign the signature page and copies of all updated pages need to be given to them. Any time a goal is updated, dropped, or met those pages need to be printed and the IL Plan resigned.
[image: ]From main screen click the Contact Type dropdown box and select Consumer. Hit TAB key or click mouse on a blank space to the right of the profile.  The Person Becomes Consumer note will then auto populate. You will get a pop up box telling you what is still needed if something is missing from the profile.
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Select Contact Type, Grant Type and enter notes regarding initial visit. Click exit to return to the main profile.
The next step is entering Goals. You need to enter goals before you can enter Notes related to those goals. 
[image: ]
Next click on Goals & ILP to begin entering goals. The first one will be blank, so you can enter all information. For all subsequent goals, you will
need to click New.    Goals may vary depending on the services provided. 
There are 2 basic goals entered for each participant when opening a new file. Examples are below.
[image: ]Quick Tip: Don’t enter end dates for goals until you have entered Notes for that goal, otherwise you won’t be able to associate that note to the appropriate goal.   

Desired Individual Outcome: Provide Info about rights, advocacy, etc.  The significant life area & goal description will automatically fill in after you select the desired individual outcome. Enter the date you met with the participant to open the file. Then click New.
[image: ]
Desired Individual Outcome: Educate about ILC services.  The significant life area & goal description will automatically fill in after you select the desired individual outcome. Enter the date you met with the participant to open the file. Then click New. 

Below is a list of basic TAD goals
Goal Standard                                                                                           Significant Life Area                                                                  Services (Notes)
Obtain Device through TAD Program                                                  Information Access/Technology                                                TAD

Receive monitoring of the TAD for 90 day period                             Information Access/Technology                                                TAD

Receive training on the use & maintenance of TAD                         Information Access/Technology                                               TAD

Obtain funding for the TAD device                                                     Information Access/Technology                                                Advocacy/Legal

Receive assistance speaking to individuals                                       Information Access/Technology                                           Information & Referral
about being responders for the emergency dialer

Obtain emergency dialer to prevent additional disabilities          Information Access/Technology                                           Preventative Services

Obtain TAD device to aid family in ensuring		             Information Access/Technology                         	              Family Services
 safety for the participant       

**Bold examples are not always used, but may be depending on the situation.


The following is a sample TAD participant.[image: ]Desired Individual Outcome: select appropriate option from dropdown box. Significant Life Area and Goal Description will auto populate.  In Staff Activity, type information regarding specific device provided.   Don’t worry about consumer activity or consumer progress. End date & Goal Status will be entered later. 
[image: ]
Desired Individual Outcome: Receive monitoring of TAD. Enter date installed for start date. In Target End Date, enter the date 3 months from when it was installed. 

[image: ]
Desired Individual Outcome: Obtain funding for TAD. 


[image: ]
Desired Individual Outcome: Receive training on the use & maintenance of TAD 


[image: ]
**This goal may be used, but is not always applicable. 
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**This goal may be used, but is not always applicable. Click Exit to get back to main profile once you have entered all goals.
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Click on Notes button to bring up Notes Section. 
[image: ]
Some notes have already been populated. You will need to go through all of them to enter additional information if necessary. Scroll through the Notes by using the arrows.  Do Not Alter the Initial Entry!

[image: ]
Now you can type Waiver Signed in the Notes Section. 
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Eligibility Established:  Select Hours, Service, Grant, Contact Type. Be sure to enter what the disability is or how they qualify for services in the Notes section. 

[image: ]
Informed of Grievance:  Select Hours, Service, Grant, Contact Type. Apply this note to the Assist me by providing information regarding my rights goal. Select it from the drop-down box. 

[image: ]
Individual Rights & Responsibilities:  Select Hours, Service, Grant, Contact Type. Apply this note to the Assist me by providing information regarding my rights Goal. 

[image: ]
Client Assistance Program brochure:  Select Hours, Service, Grant, Contact Type. Apply this note to the Assist me by providing information regarding my rights Goal. 

[image: ]
CIL Brochure and Information: Select Hours, Service, Grant, Contact Type. Apply this note to Assist me by providing information regarding ILC’s services and funding Goal.  You have now entered all notes related to the ILP checklist. You will now enter Notes related to the TAD Goals. Click New. 
TAD Example:[image: ]
You need to enter a note every time a goal is set, met, or dropped. Go through the goals set and add notes for each one. Be sure to select the correct Service, Contact & Grant type. Notes related to goals are all General Case Notes.
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Example Travel Note: Hours should coincide with total travel time. Use Travel-Core if providing a Core Service. Otherwise, use Travel-Other. See Supervisor for more detailed information on travel time.  ***Need to note starting point of travel if leaving from another participant’s home. If nothing is noted, it is assumed that you left directly from your office and went straight to this participant’s home.
[image: ]
When done entering all notes when opening a file, click on Preview Notes. This will bring up a document listing all notes and totaling the hours entered.
[image: ]

[image: ]
There may be more than one page. Go to the last page. Make sure the total hours matches up with time spent with participant which should correlate to your timesheet.  See your supervisor to discuss what to do if time does not match.  Click Close Print Preview to return to the Notes section.  You will need to be on the Print Preview Tab and not the NetCIL tab to get this option.

[image: ]
Now that you have entered the Note about this goal, you can enter the end date & goal status.
[image: ]
For TAD goals, the end date for the funding goal can be entered as the day you submit the PR. 















When ready to close a participant file, be sure to enter all note information for each goal & close out all goals after notes have been entered. If this is not done, NetCIL will drop all goals without end dates and you will not get credit for providing these services. Notes must be entered before end dates are entered into the goals. Enter end dates & status for Grant before changing to Inactive. 
[image: ]
From main screen, hit drop down box for Contact Type and select Inactive Consumer. The Consumer Becomes Inactive note will auto populate.
[image: ]
Select contact type, reason for deactivation, grant type. No hours need to be entered. In Notes Field, enter as above depending on individual situation (information is the same as the Closure Information Form that is completed when the paper file is closed). Then highlight and copy that information to be pasted on main profile in Notes field. Click Exit to return to main profile. 

[image: ]
Paste information as above. 
















[image: ]
From the main screen select Consumer from the dropdown box. The consumer reactivates note will automatically populate.

[image: ]
Enter any pertinent information and then click Exit to get to the main screen.

[image: ]
Unclick the box in front of whichever box was checked regarding ILP or Waiver. Then check the box next to the appropriate ILP Developed or Waiver signed box for this reactivation. 
[image: ]
The appropriate note will auto populate. Then click Exit to get back to the main screen.

[image: ]
Click on Goals & ILP to get to the ILP Checklist. 

[image: ]
Click on ILP checklist. 
[image: ]
Click on the appropriate check boxes so notes auto populate for each selected. Now refer back to pages 37 & 38 for which goals need to be entered each time a participant reactivates (Educate about ILC Services & Provide info about rights, etc.) Refer to pages 48-53 for notes that need to be entered when a participant reactivates. They all have to do with the ILP checklist.
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