CHILD ADVOCATES OF CT
OPTIMA CASE MANAGEMENT SOFTWARE

ADDING A NEW ASSOCIATED PARTY TO A CASE
& LINKING THE NEW PARTY TO THE CHILD/FAMILY

ADDING AN ASSOCIATED PARTY

e After you sign in to Optima, you will be at your "Volunteer Dashboard" which will show a box
highlighted in orange near the top left of your screen.

e On the “Cases” tab on your tool bar, click on your Case Number (or the magnifying glass icon) to be
taken to the Case Details page

e Scroll to the bottom of the Case Details page, and click on the Associated Parties tab (third tab from the
left)

e On the "Associated Parties" tab, click on the green "Add" button, which takes you to the "Add to the
Case" section
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e Ifyou click on the "Interested Party"(or “Attorney” or “Caseworker”) button and the person's name isn't
already listed in the drop-down menu, click on the light blue "If not found in the list - New" button to
add him/her

e Please note: The "Caseworker" association should only be used for DCF caseworkers; all other social
workers, etc. should be entered as "Interested Party"
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e Complete all of the applicable information for the new Associated Party. Hit the green “Create” button
when finished.

e Please note: These Associated Parties appear as “universal information” in Optima, as they may also be
assigned on other cases (e.g. therapists, caseworkers, etc.) — therefore, please do not enter information
pertaining to your case in the “Notes” field because it will also show up on other cases where the
Associated Party is attached.

_

« C @ rpe g £OmLookuD \CreateTcaseinfo D=MTE/MY INg%30% 30 =
& wzorss togeta srae
(v) Optima eranyyend
=) 8 2 2 Z & 8 iy 2
Volartses Lockup Tabkn Casen Uner AdTinntraton Muports Ad-toz Reperts e
T ADD
 Assacaiod ary
o— Aomey  Camwséar  HiewenaPaty €—"" Carmzay

rersane Paty Type . é—*"/ -

N Frimery Lasgonge ’

ERRERNNE
£
{



R Amscwscrar - %
= € @ rpe Lok Ty/Croate MTAZMZM1 MA%ID%I0 gy

! ?} vpLima Crange Pawecrt | Lo 01

2

Volurinens Dewvdcard
" s dpesat
A hed PgawT

CAC St
CAFAP Arsarray - CT Aun. af Fanter & ASaprve
Clrician.

Trarspint
V7P — rtarava Fary & Promermatce

VCAPS intwive in Morse Chid & Acel Papch. Ser

K rar
NOPT- Wt cirsarmcnd Faréy Thersoy

Norez

NET - Wtayaterate Thersoy Work Eved
g

e Bdatwar

Horee Evel

Procasan Oficw (hwwn) Frinory Langoan 5

AR ENE

S Em S

WJ UpLtima Change Pawwcrt | Lo OF

©2018 Bk Beiorn, LIS A8 A reserved Corteet U

e After you fill in all of the info and hit create to save the new party, you will be brought back to the “Add
to Case” page. Select the "Party Type" (Interested Party, Attorney, Caseworker) of the person you just
added, you will see that new person in the dropdown list, be able to select them, and save.
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e Once you hit “save” to add them to the case, it brings you to the Associated Party Details page. On the
Associated Parties detail page, click on “Add” in either the middle "Child" section, or bottom “Family”
section (or both, if applicable) to appropriately link the party to your child (and/or family member).
Enter the date that the party was assigned to the child/family member. Hit “Create” to save.

e Linking the Associated Party to the child is an important step, as it helps us track and report on the
number of parties who move in and out of the child’s life during the period that you, the volunteer
advocate, remain a steady presence in the child’s life.
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e Once you hit “create” to save, you will see that the child’s/children’s (or family member’s) name has
been added to the Associated Party Details page.
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e  When you go back (by hitting the light blue “Back” button toward the top of the page) to the Associated
Parties tab, the Associate Party will be included in the list, along with information regarding whether
they are linked to the child, family, etc.

e You can edit or see details for each Associated Party by clicking on the magnifying glass in the
“Action” column.
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e The new Associated Party will also now show up in the box on the right in the Contact Logs as an
option for you to select as “Contacted”
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RELEASING AN ASSOCIATED PARTY

e As mentioned above, Optima will help us track and report on the number of parties who move in and out
of the child’s life during the period that you, the volunteer advocate, remain a steady presence.
e Therefore, it is important that you “release” any associated parties when they are no longer associated

with the child.

e From the “Associated Parties” tab on the Case Details page, click on the magnifying glass icon for the
party you are going to release
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e This brings you to the Associated Party Details page. In the Child section, click on the pen/paper icon
for the applicable child(ren).
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e This allows you to edit the Child Assignment. Select the Released Date, and a Release Reason from the

drop-down menu, and Save.
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e The Released Date and Release Reason will now appear in the Child section of the Associated Party
Details Page. If there are multiple children in the case, repeat the steps for each child to release the
Associated Party (if applicable). If there are Family Members to be released as well, repeat the steps to

release them.
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e On the Associated Parties tab, the person will now have a checkbox in the “Released” column, showing
that they are no longer linked to the child.
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