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Navigating in APSCMS 
The APSCMS is most compatible with Google Chrome, Edge, Safari, or FireFox. The APSCM S is NOT 
COMPATIBLE with Internet Explorer! 

The details below will give you an idea of what things you will see upon logging into the system. This 
includes:  

• Dashboards
• Navigation Bar
• Waffle Menu (App Launcher)
• Global Search
• List Views

Dashboards 
Users can see key data from one or multiple reports by utilizing Dashboards. 

Creating and Viewing Dashboards 
1. Click the Dashboards tab on the Navigation Bar (pictured below) to open the Dashboards page.
2. Locate and click the New Dashboard button in the upper right corner of the page (below the

Navigation Bar).

3. Give your dashboard a name (required), a description (optional), and use the Select Folder
button to choose where to save your dashboard. You will see the Select page pictured below
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where you will have the option to store the dashboard in an existing folder or create a new 
folder. 

            
4. Once you have named your dashboard and decided where to store it, click the Create button. 

You will be taken to the page (below) where you can start building your dashboard by clicking 
the + Component button. 

 
 

5. Clicking the + Component button will display the following window where you can select the 
reports to use in your dashboard. There are multiple methods to search for reports to include: 
a. Use links in the section labeled ‘1’ to search for either reports, or folders containing reports. 
b. Use the search box labeled ‘2’ to search using keywords. 

i. Choosing one of the three options from the Reports and Folders button labeled ‘3’ will 
specify where you want to search using the keyword you enter in the search box. 

c. Results from your search will display in the area labeled ‘4’. Select the report to include in 
your dashboard and then click the Select button, labeled ‘5’. 
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6. The following window displays. Note the report name shows at the top of the left column. The 
way the report will display in your dashboard is shown in the Preview pane on the right. The user 
can customize how the report displays by editing the options in the left column. Not all options 
are shown in this image, use the scroll bar for additional options. Once the Preview shows the 
report as you want it on your dashboard click the Add button. 

 
 
 
 
 
 
 
 
 
 
 



  

7  
  

7. Image below is a sample of dashboard showing two reports. A user can rearrange components 
by clicking on the report and dragging it to another position. Users can resize the report by 
clicking the report, so it is outlined (see report on right) and then clicking a corner or side and 
dragging it to the size you want it. 

 
 

8. When you are finished creating your dashboard, click the Save button. Your new dashboard now 
shows on your Dashboards tab. 

 
 

9. Click the dashboard’s name to open and view it. 
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Role-based Dashboards 
Depending on a user’s role, they will be able to view Standard Dashboards. 

1. From the Dashboards tab, click on the All Dashboards link in the left-hand column. A list of 
Dashboards available to you will display. Note: the image below shows a list of all the standard, 
role-based Dashboards, your list will look different. 

  
2. Click the Dashboard name you wish to view, and it will open.  
3. Users may also use any of the links in the left-hand column to search for existing Dashboards. Or, 

they may type the name of the Dashboard into the Search all dashboards… box in the upper right 
corner of the page shown in the image above. 
 
Users cannot directly edit a standard Dashboard. If you wish to make changes to a Standard 
Dashboard: 

1. Open the Dashboard then select the down-arrow to the right of the Refresh button and click 
Save As. 

 
 

2. Rename your Dashboard, select the folder in which you want to save it and then click the Create 
button. In this example I chose to keep the default values of Copy of APS Director Dashboard and 
APS Director Dashboard folder. 
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3. Once you save your Dashboard notice the name has changed and you now have access to an Edit 
button. 

 
4. Clicking Edit will give you options to rearrange the existing components by dragging and 

dropping where you want them, removing individual components by clicking the ‘x’ in the upper 
right corner of the component, and adding new components by clicking the +Component button. 
Don’t forget to Save when you are finished. 
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Navigation Bar 
This is the list of tabs (also referred to as Objects) you will see at the top of your screen. Under these 
tabs are where you will find lists of records such as Intake Reports or Cases. These can be personalized 
to a certain extent, for example, you can drag and drop them between each other to change the order 
they are displayed. You can also add tabs to your Navigation Bar:  

 

 
 

1. To add tabs to the Navigation Bar, click the pencil icon (highlighted in the image above) to the far 
right of the bar. 

2. On the pop-up window, click the Add More Items button (see image below), a new Add Items 
pop-up window will display.  
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3. On the Add Items pop-up window, click All on the left-hand side (under Available Items). Tabs 
you have access to will display. Click the ( ) button next to the tab name(s) to add to your list. 
A green box with a checkmark will appear next to the selected tab(s) and the tab name(s) will 
appear under the Search box. Once all tabs you want to add to your Navigation Bar have been 
selected, click the blue Add Nav Items button at the bottom of the page, then click the Save 
button on the Edit APS CMS App Navigation Items pop-up window. Those tabs now appear on 
your Navigation Bar. 
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4. To remove tabs from the Navigation Bar, click the pencil icon at the far right of the Navigation 
Bar. The Edit APS CMS App Navigation Items window opens, and you will see an ‘X’ to the right 
of the tabs you can remove. Click the ‘X’ next to all tabs you want to remove. After you make 
your first selection a blue Save button appears in the bottom right corner next to the Cancel 
button. Click the Save button and the tabs no longer appear on your Navigation Bar. 
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Waffle Menu (App Launcher)  
This is the square icon directly to the left of the Navigation Bar. You can click on this icon to search for a 
specific tab using the search bar directly inside the square, or you can click View All to see an entire list 
of all the tabs you have access to. *Note: Accessing a tab this way will not permanently add it to your 
Navigation Bar. 

For example, I want to look for the Dashboards (let’s say I don’t already have it pinned to my Navigation 
Bar), I would: 

1. Click on the square icon and start typing in the word ‘dash’. 
2. Any items that I have access to, based on that search word, will appear. As we can see in the 

picture, I have an item called Dashboards that I can click on and open. 
3. If I wanted to see all the tabs I can access, I can click on View All 
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Global Search  
This is the search box that sits right above the tabs (Navigation Bar). Use this box to search for any 
record in the system that you have access to based off of the keyword or number you enter. This search 
will span across all the tabs (objects) and provide you with search results. 

 

 

 

1. For this example, I will search the keyword ‘test’ and hit enter. It will bring up all the records, 
grouped by tab (object), that contain my keyword of ‘test’. It will show you the top 5 records 
first, and if there are more than 5 records that exist, you can click View More on the right-hand 
side to see every result that was returned. 

 

List Views  
When you click on each tab, you will be defaulted to see a list called Recently Viewed, this is called a List 
View. If you have not opened any records under that tab, you will not see any results populate in this 
List View. Click on the list name and you will see a drop down of different lists that have been created 
and filtered to show a specific set of records.  

*Note- Some of these List Views are custom built and users cannot alter them. However, users can clone 
any of the pre-defined lists (EXCEPT for the Recently Viewed list) or create your own lists and sort/filter 
them to meet your needs. 

In this first screenshot, I have clicked on the Intakes tab and can see my Recently Viewed List View.  
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To see a different List View, click on the name of the list, and a drop down will display all the List Views 
that you can access (Your list may be different than that pictured below). From there, click on the list 
you would like to display, and it will display records based on the filter criteria defined for that list. 
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Creating a List View  
You can create and filter your own List Views for any tab you have access to. For this example, I want to 
create a new List View that shows me all the Intakes in Adams County. I am just going to ‘Clone’ the ‘All 
Intakes’ List View, and then add a filter to pull only Adams county records into the list. 

1. I am going to open the ‘All Intakes’ list view. Then I will click the gear icon to the right of the list. 

 

     

2. Then I will select ‘Clone’. 

 

3. I will rename my new list ‘Adams co’. It will default to an option that says, ‘Only I can see this list 
view’. The other two options shown below are not available to select. Click Save. 
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4. The list displays, and a Filters pane will show on the right-hand side. I will click Add Filter. From 
that pop up, I will search for the County field, which is called County Of Responsibility. I’ll select 
that, I will leave the ‘operator’ as Equals, then type in the word Adams, then click Done. 
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5. That is the only filter I want to add at this time, so then I will click Save. The list refreshes and 
shows me all the results for Intakes that are in Adams County. 
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Guidance for Success 
 

Creating a Direct Intake Report 
This section describes the process of creating a Direct Intake Report from within the system. This form is 
like the Public Web form but can capture additional information. A user can create an Intake report in 
one of two places: from the Home tab or from the Intakes tab. The saved record can be found under the 
Intakes tab.  Any report that is submitted via the Public Web form will also show up under the Intakes 
tab.  

1) To create the Intake Report from the Home tab, click the Yes button under ‘Do you want to create a 
new Intake record?’  

 
 

 

2) To create the Intake Report from the Intakes tab, click the Direct Intake button. 

 
 

3) The Direct Intake form contains the following sections, which span several pages.  

• Search Contact, General Information, and Reporting Person 
• Alleged Victim 
• Alleged Perpetrator 
• Allegations and Risk Factors in the Home 
• Case Reference Information 
• Assignment Tracking 
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The following images show what each page looks like. Fields with a red asterisk near their label are 
required to be filled out before the record will be saved. At the bottom of each page is a Save & 
Next button and a Previous button. Use these to navigate forward or backward in the form. Do not 
use your browser’s back button. 

Image: Search Contact option collapsed, General Information, and Reporting Person page 

 

Image: Search Contact option extended
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Image: Alleged Victim page 
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Image: Alleged Perpetrator  

 
 

Image: Allegations and Risk Factors in the Home page 

 
 
 

Image: Case Reference Information page 
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Image: Assignment Tracking page 

 
 
 

4) Following are details regarding the Direct Intake form and some of the fields you will see: 

a) There are Previous and Save & Next buttons at the bottom of each page. Use these to navigate 
through the form. Using the Previous button will not cause you to lose information already 
entered. 

b) You will not be able to advance through the form if required fields (marked with an *) are not 
completed.  

c) Some fields become visible, or hidden, based on the response entered in another field. Those 
that become visible are required fields. They are as follows: 

i) Alleged Victim Section: If the Victim’s Name Unknown checkbox is checked, then First Name 
field will become hidden, Last Name will display “Unknown”, and a text box called Describe 
the Victim will become visible. 

ii) Alleged Victim Section: If the Street Address Unknown checkbox is checked, then the Street 
Address and Zip Code fields will become hidden, and a text box called Address Description 
will become visible. 

iii) Alleged Perpetrator Section: If the Perpetrator Unknow checkbox is checked, then the First 
Name field will become hidden, Last Name will display “Unknown”, and a text box called 
Describe the Perpetrator will become visible. If the Alert checkbox is checked, a text box 
called Describe the alert will become visible. 

d) Assignment Tracking Section: You have reached the last page of the form when you come to the 
Assignment Tracking Section.  
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There are three fields in this section, and they will automatically populate with data.  
i) Receiver First Name and  
ii) Receiver Last Name will display the name of the staff who created this Intake. These can be 

changed if needed.  
iii) Victim County will display the County that was entered in the Alleged Victim’s section of the 

form. The county listed here will determine which Unit gets notified that they have a new 
Intake Report being assigned to them. 

e) Once you click Save & Next, you’ll see a ‘Thank you for Submitting’ banner display on the screen. 
The Intake record has been created and assigned an Intake Number. Click Finish. Navigate to the 
Intakes tab to see the new Intake Report record in the List View with its assigned Intake Number. 

 

Viewing or Editing Intake Reports  
To view/edit/update an Intake Report, follow the steps below: 

1. From the Intakes tab, find and open the appropriate Intake Report. You can also use the global 
search bar to search for the Intake as well by entering any type of keyword that was associated 
with that Intake. 

2. The Detail page of the Intake record will open. There are four main things to note here. These 
are numbered in the screenshot below. 

a. Item 1- The buttons near the top of each record are called Quick Action buttons.  

b. Item 2- This is called a Path, and it has different Statuses, aka Stages. When an Intake 
Report record gets created, it will automatically start at the New status. When ready to 
start processing the report, you can simply click the blue Mark Status as Complete 
button to the far right of the path, and it will move it to In Progress, OR you can click on 
In Progress and then click the blue Mark Status as Complete button, either way will set 
the status. The same applies for moving it to Screening and so on. 

c. Item 3- This is the Details page of the report. You will notice that only a section called 
General Information is visible. To see all the details about Reporting Person, Alleged 
Victim, and Alleged Perpetrator, click on the section that says ‘Additional Fields’. 

d. Item 4- The sections on the right-hand side of the page are called Related Lists. They 
house any other record, such as the Case record if the Intake becomes a Case, any Notes 
that are documented regarding this Intake, any associated Allegations, etc. 
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3. To make Edits or Update information, there are two options:  

• Click the Pencil icon next the field you want to edit (seen in screenshot above);  
• Click the Edit Intake button, this will bring up the form, but it will be broken down into 

smaller sections over a few pages. Use the Previous and Save & Next buttons to 
navigate through the form. (Only first page of form is shown in screenshot below) 
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Searching/Creating/Linking Contacts 
Users can search for existing Contacts and link them to an Intake. If the Contact does not exist, a user can 
create a new Contact and link it to an Intake. 

Searching from the Intake  
1. From the Intake report, click the Create Contact quick action button towards the top of the page. 

2. Click the down arrow in the ‘Select Associate’ drop-down box, all the associates connected to the 
Intake will appear in the drop-down list. Select one from the list to which you want to link a 
Contact. If a Contact is already linked to this Associate, then the linked Contact’s name will appear 
next to the Contact label, otherwise No Contact Associated will appear (outlined in red in image 
below). 

 

3. Clear the values in the First Name and Last Name fields or change them to the name you want to 
search. You can also enter a County and a Unit, or any combination of these four fields. 
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4. Click the Search button.  

• If NO results show up, the system did not find any existing Contacts that match 
your search terms (see below). 

 
 

• If there ARE results that show up, the system found existing Contact records based 
on your search terms (see below). 
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Creating/Linking Contacts 
1. If the Contact record already exists, click the radio button next to the record, and click Link Contact. 

2. If the Contact does not already exist, click Create New Contact. A form will appear for you to fill in 
additional details regarding this new contact.  

3. Enter all the information you have about this contact, scroll for additional fields, then click Save. 

 

4. Once saved, you will see a green “Success” message.  

 

 

 

 

 

 

 

 

 



 

 
  

  

29  
  

5. To view the Case Associate’s linked Contact, click a Case Associate -XXXX link in the related list on the 
right-hand side of the Intake page (left image below). The Case Associate page will display with the Case 
Associate Name and the linked Contact (right image below). 

               

6. To view the linked Contact’s information, click the Contact’s name. The Contact’s Details page will 
display. 
7. To edit the Contact’s details either click the Edit button in the upper right corner (see image 
below) or click the pencil icon next to the field you want to edit.  
8. Note: the user can make a contact Inactive by clicking the pencil icon next to the Inactive field and 
then checking the box (outlined in red in the image below). 
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Edit Existing Contacts 
1. Search for the Contact you want to edit by clicking in the global search bar at the top 

the page (it does not matter which tab you have highlighted).

 
2. Click the down arrow (in red box below), and then click Contacts 

 
3. Begin typing the Contact name in the Search box and a list of possible matches will 

display. If you see the Contact listed, you can click on the name of the Contact in the 
displayed list to open it for editing. Otherwise, hit the Enter key on your keyboard and 
a list of potential matches will display. Click on the name of the Contact to open the 
record for editing. 
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4. With the Contact record open, a user can either click the Edit button in the upper right corner, 
this will open the Edit page, or a user can click on the pencil icon next to the field they wish to 
edit (in red boxes below). After making the desired edits, click the blue Save button at the 
bottom of the page (not shown in image below).  

 
 
 

Creating/Linking Providers 
Create New Provider  
There are two ways to create a Provider without linking it to a Case or Intake. 

1. From the Home tab, click on the Yes button in the Do you want to create a new Provider record? 
section. 
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2. OR, From the Providers tab, click on the New button. 

 

Fill in the details about the Provider on the page that displays and then click Save. This Provider will now 
be available to link to Intakes and Cases.  

 

Search/Link Facilities 
Facilities can be linked and tracked from the Intake Report using the Link Provider quick action button. 

1. From the Intake report, click the Link Provider quick action towards the top of the page. 

2. Enter the Name of the Provider, or at least part of the name. This is required when searching for 
the Provider you want to link. 

• Provider Type: From this drop-down you can select the specific Provider type you are 
looking for along with the name(optional) 

• Provider County: Here you can select which county the Provider is in(optional) 
• Unit: Here you can select which Unit the Provider may be associated with(optional) 

3. Click Search.  
• Based on your search terms, a list of Facilities will display. Once you find the correct 
Provider, check the box to the left of the name, and click Link Facility. This Provider will now 
have an association to the Intake Report and can be found in the Link Providers related list.   
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Create New Provider from an Intake Report 
1. From the Intake report, click the Link Providers quick action towards the top of the page. 

2. Perform the search as mentioned above to ensure your Provider doesn’t already exist.  

3. Click Create Providers, a message will appear asking if you want to create a new Provider record. 
Click Yes. 

 

4. Enter in the new Provider details, then click the blue Finish button in the bottom right corner (not 
shown in image below). This Provider should now show in the list of facilities the next time the 
search is performed.   
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Linking Physicians  
Physicians can be linked and tracked from the Intake Report using the Link Physicians quick action button. 

Search/Link Physicians 
 

1. From the Intake report, click the Link Physician quick action towards the top of the page. 

 

 

2. Users can search for existing Physician Contacts by the following fields: 

• Contact Name 
• Specialty 
• Group 
• County  
• Unit 
• Or search all contacts by leaving all options blank 
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3. Click Search.  

Based on your search terms, a list of physicians will display. If you find the correct physician, check 
the box to the left of the name, and click Link Physician. This physician will now have an 
association to the Intake Report. If the physician you are searching for does not exist you can 
create a new physician contact. (See instructions in Create New Physician Contact section below.) 

     

4. Access the linked physician from the Related List Quick Links bar near the top of the Intake record 
(see arrow in first image below), or from the Related Lists at the right-hand side of the Intake record    
(see red box in second image below). 
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Create New Physician Contacts 
3. From the Providers tab, open a Provider record from the List View by clicking the blue link in the 
Provider Number column. Click the Create Physician Contact button in the upper right corner. 

 
 
The Create Physician Contact form will pop up. Enter the physician’s information. The Last Name field 
is required, all other fields are optional. 

 
4. Click Save. 
5. Follow the steps in the Search/Link Physicians that already exist section above to associate this 
physician with an Intake record. 
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APS Notes  
APS Notes can be documented directly from the related lists on the right-hand side of the Intake Report 
page. 

1. From the Intake report, find the APS Notes related list 

2. Click the drop-down arrow on the list itself, then click New. The Note form will pop up for you to 
document your notes. Once saved, it will display in the related list. 
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Allegations 
Allegations can be documented directly from the related lists on the right-hand side of the Intake Report 
page. 

1. From the Intake report (if appropriate to document at the Intake), find the Allegations related list 

2. Click the drop-down arrow on the list itself, then click New. The Allegation form will pop up for 
you to document. Once saved, it will display in the related list. 
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Screening Out/Screening In 
Once the Intake Report has been completed as much as possible, you will move the Path (shown below) to 
the Screening status OR mark the Status in the General Information section as Screening, and the 
respective Unit Director will be notified. 

 

Screened Out 
1. See the General Information section towards the top of the Intake report. There are three key 

fields here to Screen Out the intake: 

• Screening Decision- choose Screen Out 
• Disposition-this will appear when Screen Out is selected, and is a required field 
• Screening Decision Comments-You must enter a description here as to why this Intake is 

closing out. If it is left blank upon Save, an error will pop up stating that you must enter 
something here 
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Screened In 
1. See the General Information section towards the top of the Intake (shown above) 

2. Select ‘Screen In’ for the Screening Decision. If any required information from the report is 
missing, the system will prompt you to complete those before you can move on. 

Cases 
Create and View a Case 

1. Once you Save (after completing Step 2 in Screened In), you will see the area outlined in red 
below. At a minimum, designate who the Case needs to be Assigned To (required field). 

2. Click the Finish button to create the Case. 

 

3. Users can find their assigned cases by navigating to the Cases tab and viewing the My Cases List 
View. To view a Case, click on the blue Case Number. 
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Image: Case Path 

 

Like the Intake Report, a Case has a Path with various statuses which can be Marked as Complete 
to move the Case through its lifecycle. As each status is marked complete it turns green and the 
current status becomes blue (see image above). 

Statuses of a Case: 
• New  
• Case Assignment 
• Case Prep 
• Investigation 
• Service Plan Development 
• Pending Services 
• Closed Pending Criminal Action 
• Monitoring 
• Closure Approval 
• Closed 

Clicking on Additional Fields (see image above) will display additional information about the case. 
When expanded, Additional Fields will show information under the following headings: 

• Case Assignment Information 
• Triage and Priority 
• Assessment 
• Findings 
• Criminal 
• Protective Services Order 
• Adjudication 
• Emergency Fund Tracking 
• Protective Services Order 
• Case Closure Information 
• If Victim Deceased 
• Address Information  
• System Information 
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Note regarding the Protective Order Services section on Cases: 
• Under the Protective Order Services section, if the Protective Services Order Issued 

checkbox is checked then the information in the Adjudication section will appear and will 
be required (see image below). Click the blue Save button. 

 
 
Note regarding the Emergency Fund Tracking section on Cases: 

• If the Emergency Spending checkbox is checked then an Emergency Spending Categories 
field will display. Select one or more items from the Available column and use the right-
facing arrow between the Available and Chosen columns to move your selections to 
Chosen, the left-facing arrow will remove a selected value from Chosen. Click the blue 
Save button. 
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Updating information for a deceased victim 
1. If Victim is deceased find and click the Update Deceased Victim button on the quick action 

button bar. 

 
2. A Victim Details page will display with a list of Contacts associated with this Case. Click the 

Edit button next to the Contact that is deceased. 

 
 
 

3. On the page that displays, click the Victim Deceased checkbox and the Victim Death 
Reporting Source and Victim Death Reporting Date fields become required. Enter the 
information and click the blue Update Deceased Victim button. 

 
4. The Contact record will be updated, and IF the contact was the Primary Victim on the 

Case, the updated information will also appear in the If Victim Deceased section on the 
Case page (see image below). 
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Create/Link Contacts from Case 
Users can link a Contact to a Case. 

1. From the Case page for the Case to which you wish to link a Contact, click the Create 
Contact quick action button. 

 

2. Search for an existing Contact by First Name, Last Name, County, Unit, or a combination of 
any of these. Click the blue Search button. 

 
3. If the Contact you want to link to the Case exists it will be displayed in the list (see image 

above). Select the radio button to the left of the Contact and then click the blue Link 
Contact button in the bottom left corner. The Contact is now linked to the Case and can be 
seen by clicking the Case Associates link in the Related List Quick Links section of the Case 
page. 
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4. If the Contact you want to link to the Case does not exist, click the blue Create New 
Contact button in the bottom left corner (see image above). A Create new Contact page 
will display. At a minimum, complete the Last Name field and select a Type of contact from 
the Type picklist near the top of the page. Scroll to the bottom of the page when you have 
completed the form and click the blue Save button. 

 
5. The new Contact is saved and automatically linked to the Case and can be seen by clicking 

the Case Associates link in the Related List Quick Links section the Case page. 
 
 

Edit Contacts or Case Associates 
See instructions for editing Contacts in the Edit Existing Contacts section (click ctrl + the underlined 
text to be taken directly to the Edit Existing Contacts section) 
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Link Intakes to Case  
Users can link an Intake to a Case.  

1. From the Case page for the Case to which you wish to link an Intake, click the Link Intakes 
quick action button. 

 
2. In the Search Intakes… box enter the Intakes number (if known) or the name associated with the 

Intake. Select the desired Intake. 
3. Click Save. 

 
4. To view Intakes linked to a Case click Linked Intakes() in the Related List Quick Links. The number in 

parentheses shows how many Intakes are linked to the Case. 

 
5. From the list that displays click the link of the Intake you wish to view (left image below), and it 

will open a page with a link to click to view the full Intake (right image below).  
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Print Preliminary Case 
Users have the option to print a Preliminary Case report. 

1. Open the Case for which you wish to print a Preliminary Case report, by following Step 3 in 
the Create and View a Case section. 

2. Locate the Print Preliminary Case quick action button near the top of the screen and click 
it. If it is not displayed, click the drop-down arrow at the far right of the quick action 
buttons and select it from the list. 

 

3. The report is generated as a pdf file and will display on your screen. Use the scroll bar to 
the right of the report to view the entire report. 

4. Users can download and save the report by selecting the downward facing arrow over a 
white line (see image below). 

5. Users can print the report, provided their computer is paired with a printer, by selecting 
the printer icon (see image below). 

 

6. Click the white ‘X’ to close the report. 
7. To print a full case report, locate the Full Case Report quick action button and follow the 

steps above. 
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Field History Tracker 
Users can view the history of changes made to fields on the Intake record and can see when a Case 
Associate was created for the Case by navigating to and clicking the Field History Tracker link. 

 
Users will see: 

1. Name of the field that was changed. 
2. Old value of the field. 
3. New value of the field. 
4. Date the field was changed. 
5. Name of the user who made the change. 
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Activate Security 
1. Locate and click the Activate Security button on the quick action bar. 

 
2. Click the blue Search Address link on the Activate Security window that opens and begin typing the 

address in the Address Search window. 
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3. Select the correct address from the list that displays, and the address will automatically populate 
on the Activate Security page. 

 
 

4. Click the Save button and an APS Visit will be created. 
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5. To view all visits associated with this case click the blue APS Visits link in the Related List Quick 
Links section. 

 
6. A list of all visits will display (outlined in red below). Click on the blue Visits Name of the visit you 

wish to view. 

 
 

7. The Details page will display. Click the Activate Security Monitoring button if you wish to do so. 
 

 
 

8. The Activate Security Monitoring window will display asking if you want to activate security 
monitoring as well. If you do, click the blue Next button. Otherwise, click the ‘X’ above the right-
hand corner (not shown in image below) of the Activate Security Monitoring window. 
 

 
 
 
 



 

 
  

  

52  
  

Opioid and Covid 19 Suspect 
To document suspected Opioid and/or Covid 19 cases associated with a Case: 

1. Click the Opioids and /or Covid 19 Suspect button at the top of the Case page. 

 
2. Check one, or both, options on the window that opens. A picklist will open for each option 

you checked (both options selected in image below). Select the appropriate values and 
click the Next button. 

 
3. The saved details will display in a related list in the right-hand column of the Case page. 
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Service Plans 
Creating Service Plans 
To add a new Service Plan, complete the following steps:  

1. Click the Create Service Plan quick action button on the Case page. The New Service Plan form 
displays with the case number prepopulated. 
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2. Complete the information in the New Service Plan form. At least one of the following sections 
must be completed before the system will allow you to save a Service Plan:  

• Safety/Risk: complete the Safety/Risk Problem, Safety/Risk Objective, and Safety/Risk 
Services fields.  

• Living Environment: complete the Living Environment Problem, Living Environment 
Objective, and Living Environment Services fields.  

• Physical/Medical Impairments: complete the Physical/Medical Impairments Problem, 
Physical/Medical Impairments Objective, and Physical/Medical Impairments Services 
fields.  

• Financial/Social: complete the Financial/Social Problem, Financial/Social Objective, and 
Financial/Social Services fields.  

• Capacity: complete the Capacity Problem, Capacity Objective, and Capacity Services fields.  
  

9. Click Save to save the new Service Plan record.  
• You will be taken to the Details page of the Service Plan.  
• Click the blue Case number to navigate back to the associated Case. 
• Click the ‘>’ symbol next to Additional Fields to see more information about the Service 

Plan. 
 

Viewing or Editing Service Plans  
To view or edit a Service Plan, complete the following steps:  

1. In the Related List Quick Links panel for the Case, click the Service Plans link, the number in () 
indicates the number of Service Plans associated with this Case.  

 
2. In the list that pops up, click the name of the Service Plan record you want to view or edit. The 

Service Plan details page displays.  
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Image: Service Plan Details Page  

 

3. Click on “> Additional Fields” (1 in image above) to expand the page for additional fields to 
view/edit. 

4. You can edit the record in two ways:  
a. Click the Pencil icon to edit each field (2 in image above) 
b. Click the Edit button in the sub-banner (3 in image above) to edit the record.  

5. Regardless of which method you choose to edit the record, be sure to click the Save button at the 
bottom of the page before exiting the record. 

 

Print Service Plan 
Users have the option to print a Service Plan report. 

1. Open the Case for which you wish to print a Service Plan report. 
2. Locate and click on the Service Plans link in the Related List Quick Action Links section. 

 
3. From the list of Service Plans, click on the blue Service Plan Name of the plan you want to 

print. This will open the Service Plan. 
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4. Locate the Print Service Plan quick action button near the top of the screen and click it. 

 
5. The report is generated as a pdf file and will display on your screen. Use the scroll bar to 

the right of the report to view the entire report. 
6. Users can download and save the report by selecting the downward facing arrow over a 

white line (see image below). 
7. Users can print the report, provided their computer is paired with a printer, by selecting 

the printer icon (see image below). 

 
 

8. Click the white ‘X’ to close the report. 
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Reassigning Cases 
A case can be reassigned to a different county by completing the following steps: 

1. From the Cases tab, open the Case you wish to reassign. 
2. Locate and click the Reassign Case quick action button near the top of the screen. If it is 

not displayed, click the drop-down arrow at the far right of the quick action buttons and 
select it from the list. 

 
 
 

3. In the Reassign Case window, double-check the Case Number is the one you want to reassign. 
Then select the Victim County from the drop-down menu (the current Victim County auto-
populates). After selecting the county to which the case will be reassigned, click the Save button. 

 
4. After saving, the Victim County field on the Case Detail page will display the newly assigned 

county.  
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Referring Cases to an Agency 
1. Open the Case you wish to refer and then locate and click the Refer to Agency link. 

 
 

2. From the Create Referral page select a Service Plan from the drop-down menu, complete 
the Referral Date and Provider Start Date, and select at least one Agency. Provider is 
optional. Click the Save button. 
 
If you click in the Provider field a Search Facility box will open and you will be able to 
search for and select an existing Provider. 

       NOTE: When selecting Agency, the Description field will appear only if Other is selected,   
and it will be required. 

 
 

3. After clicking the Save button, you will see a green Success! message box. 

 
4. To view referrals, click the Referrals link in the Related List Quick Links section on the Case 

associated with the Referral(s) you want to view. 
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5. Locate the Referral Number in the list that displays and click the blue link to open and view 
it. 

 
 

6. Click on Additional Fields to see more information about the referral. The Information 
section will collapse and  
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Case Review for Quality Analysis 
1. Click the Waffle Menu 
2. Type ‘case review’ (without quotation marks) in the search box 
3. Click on Case Review in the list that displays 

 
4. Use the fields at the top of the page to select the criteria for the Cases you want to review. Use 

any combination of the fields. Then click the Search button to display all the Cases that meet your 
criteria. 

 
5. Below is an example of Cases returned based on a Start Date of February 1, 2023 and a 

Status of Service Plan Development 
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6. Click the Print Page button to either (1)download and save the report as a pdf or (2)send 
the report to your printer. 
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Delegating Authority 
If a user is going to be out of the office for a period of time, they may wish to delegate their authority to 
another user in the system. 

1. Navigate to your User Detail page by clicking the icon in the upper right corner of the 
page. 

 
2. Click on the icon to the left of your name. 

 
3. Your User Details page will display. Click Delegate Authority to display the page below. 
 

 
 
4. In the Search People… box (pictured above), type in the name of the user to whom 

you want to delegate authority. After selecting the user, enter the Start Date and the 
End Date and click the Save button. 
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Using Chatter 
Chatter is a way to communicate with other users directly in the APS CMS program.  
 

Creating a Post in Chatter 
1. Access Chatter from the Chatter tab on the Navigation Bar. If the Chatter tab is not on the 

Navigation Bar, the user can add it by following the steps listed in the Navigation Bar section at 
the beginning of this user manual. 

 
 
 

2. To compose a post, click inside the Share and update… box. 

 
3. Compose your message in the box labeled ‘1’ in the image below.  

a. To tag an individual in your post you can type the ‘@’ symbol and then begin typing the 
user’s name. If the user exists in the system, you will be able to select their name from the 
list that pops up and it will appear as a blue link. 

b. Another way to tag an individual, or a group, is to click the button labeled ‘5’. The ‘@’ 
symbol will automatically appear, and you can begin typing the individual’s name or the 
name of the group (Instructions for creating groups is found in the Creating Chatter 
Groups section below). 

c. To attach an image to your post, click the button labeled ‘2’. Instructions for attaching an 
image are found in the Attaching an Image to a Chatter Post section below. 

d. To include an emoji in your post, click on the button labeled ‘4’ and select from the 
collection that pops up. 

e. To attach a file to your post, click on the paper clip icon labeled ‘6’. You will see a Select 
File pop-up window like the Select Image window pictured below. The instructions are the 
same for both pop-up windows so only the Select Image instructions are listed. 
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f. To link to a record in your post, type ‘/’ (without apostrophes) and then begin typing the 
record name. A list displays and you can select the record you want to link to. See example 
immediately following. 

Example: Tag the user you want to see this message. Type /0 and select the record you want user to see. In this example it is 00001149. 

 
 

Once selected, the record name is converted to a link. 

 
 
 
 
 
 
 
 
 
 
 
 



 

 
  

  

65  
  

4. When you have finished composing your post and attaching any files or images you would like to 
attach, click the Share button.  

 
5. Your post has been made and the user or group of users who were tagged will receive notification 

of the post. Notifications are in the form of a red number on the bell icon at the top of the screen. 
6. Hover over, or click, the bell icon to see your notifications. 

 

 
 

 
 
Creating Chatter Groups 
If you find yourself tagging the same group of individuals in your Chatter posts, consider creating a Chatter 
Group and adding those individuals to the group, then you can tag them as described in Step 3b in the 
Using Chatter section above, or simply post directly to the group (instructions below). 
 

1. To create a group, click the ‘+’ icon next to RECENT GROUPS in the left-hand panel of the Chatter 
page. 
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2. Assign a name to your group. This is a required field. The Owner field is also required and defaults 
to the user creating the group. 

 
 

3. Scroll to see the rest of the form. Select the Access Type. 
a. Public: anyone can find, join, and view the Chatter feed. 
b. Private: anyone can find the group but must ask to join. Only members can view the 

Chatter feed. 
c. Unlisted: members must be invited to join. The group is not searchable and only members 

can view the Chatter feed. 

 
 

4. Click the Save & Next button, on the next page you have an option to upload and image for your 
group. Once you have either uploaded an image or decide not to click the Next button. 
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5. On the Manage Members page search for people to add to your group by typing their name in the 
Search People… box and then clicking the Add button next to their name. 

 
6. Click the Done button when you finish adding people to your group. 
 
To post directly to a Group: 
1. Click on the RECENT GROUPS link in the left-hand panel of the Chatter page. 
2. In the list of Groups that display, click the link to the group you wish to post in and then follow the 

instructions in the Creating a Post in Chatter section above. 
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Attaching an Image to a Chatter Post 
1. After clicking the Image button while creating a post (see Step 3c under the Creating a Post in 

Chatter section) you will see the Select Image page. 

 
2. Use the search box (outlined in red above) to search for images already in the APS CMS system. In 

the example above the user searched for png images but could have searched by another 
keyword. If the desired image is found, click the link and then the Insert button. 

3. Another way to insert and image is to click the Upload Image button. This will open a window that 
will allow you to search for images stored on your computer. Navigate to where you have stored 
the image you want to upload, select the image, and then click the Open button. The image will 
load into the post you are composing. 

4. Alternatively, the user can try clicking the Owned by Me, Shared with Me, Recent, or Following 
links to search for images. If images are found under any of these links, they will display under the 
Search Files… box. Click the image of choice and then click the Insert button.  
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Reports 
 

Accessing Reports 
To access reports, select the Reports tab. The reports the user viewed most recently will display.  
Users can filter which reports to see by selecting any of the links in the left-hand column under REPORTS.  
They can filter which Folder to view by selecting any link under FOLDERS. 

 
 
To search for a specific report the user can type the name of the report in the Search box near the New 
Report button. 
 
Note: Depending on which link is highlighted in the left-hand column the user will be searching a limited 
number of reports. For example, in the image above, the Recent link is highlighted and the Search box 

tells the user the search will contain only recent reports. .  
 
Users can expand their search by selecting the All Reports link. 
 
If a user selects a folder, then conducts a search, only reports in that folder will be searched. 
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Creating Reports 
*Note- Some Reports are pre-built, and users cannot alter them. However, users can save a copy of a 
report and alter it to meet their needs. Users can also create a new report. 

To save a copy of a report: 
1. Once you have searched for and found the report you want to use as a template, open the report 

by clicking on the name of the report in the list displayed. 

 
 

2. Once the report is open, select the drop-down arrow next to the Edit button and then select     
Save As from the list. 

 
3. Give the report a new name or keep the default “Copy of (name of report)”. If desired, select a 

different folder to save the report in, otherwise click Save. 
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4. The user can now edit the report by clicking the Edit button at the top right corner of the report. 

 
5. The user will see the report edit page like the one below. 

a. The Outline tab, labeled ‘1’ in the image below is where the user will select the columns to 
display on the report. 

b. Place your cursor in the Add column… box (‘2’) and a list of available columns will pop up. 
Click a column from the list to add it to the report. It will automatically be added to the 
bottom of the list of columns (and will be the farthest column to the right of the report). 
The user can rearrange the order of the columns by clicking on the column name under 
the Add column…box and holding the mouse button down while dragging the column up 
or down. Release the mouse button when the column is in the correct place. 

c. To remove columns from your report, simply click the ‘X’ next to the column name you 
wish to remove. 

d. Users can group the records by up to three Rows (‘3’) and/or by up to two Columns (‘4’). 
Place cursor in the Add group… box under GROUP ROWS or under GROUP COLUMNS and 
select the columns you want to group by from the list that pops up. 

e. To select filters for your report, click the Filters tab (‘5’). 
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f. Add filters by placing your cursor in the Add filter… box and selecting the items you want 
to filter on. Some filters, like date fields and picklist fields, will have additional options to 
choose from. In the example below the user added the Date/Time Opened field and the 
larger red box opened for the user to select criteria for the filter. When finished the user 
will click the Apply button. Select the Locked checkbox to prevent other users from 
editing the filter criteria (optional). 

 
g. Once all filters are in place a user can add filter logic. The default is to include ALL filters, 

but there are times when a user requires AND/OR logic. To add filter logic, click the drop-
down arrow and then the Add Filter Logic link (left image below). The filter logic defaults 
to AND as seen in the red box of the right image below. Change the logic in the Edit Filter 
Logic box (blue box below) and click the Apply button. 
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h. When all edits to the report are complete the user has several options to run the report: 
i. Click the Run button (‘1’ on image below). This runs the report so the user can see 

what it looks like but does not save it. After viewing, select the Edit button to 
return to the report and either make additional edits or click the Save button (‘2’) 
if no additional edits are required. 

ii. Click the Save button (‘2’) to save as is. 
iii. Click the Save & Run button(‘3’) to save as is and see what the report looks like. 

 
 

 
NARMS Report 
To access the NARMS Report: 

1. Click the Waffle Menu 
2. Type ‘narms’ (without quotation marks) into the search box 
3. Click on NARMS REPORT in the list that displays 

 
4. Select the Report Year from the drop-down list and then click the Generate Report button. The 

report will download to your computer. Navigate to your Downloads folder and open the report. 
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Attaching Files 
Attaching Files to Cases and Intakes 

1. Open the Case or Intake to which you want to attach a file. 
2. In the Related List Quick Links section click the Files link. 

 
3. Click the Add Files button. 

 
4. Users can search for files (photo, doc, pdf) that already exist in the APS CMS program by typing 

keywords into the Search Files… box. Users can also click the Upload Files button to upload files 
from their computer. 

5. Select the files to add and then click the Add button. 

 
 

6. The added files will appear on your screen. Click the title of the file to open it. 

 
 
 

 




