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Procedure #: 1

Revision Date: April 1, 2015

ASEBA-Web Procedures
Procedure: Setting Up An Account And Signing In to ASEBA-Web

Setting up an account and signing in to ASEBA-Web allows users to gain access to the application.

For the initial administrator setting up the ASEBA-Web account:

1.

After having received the letter from ASEBA containing the token, click on the link (for example,
https://www.aseba-web.org/createaccount/?token=JGNTV-TIXVG-EWVCI-GNFGV) to create
your account.

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

ASEBA-Web

Fill in the administrator and owner/company information:
Validate Account Administrator Information Account Information Agree and Create
JGNTV-TIXVG-EWWVCI-GNFGV Validate

Account

Next »

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

The token is valid!

Enter a name in the Account box that will be meaningful and easy to remember. This will be the
account that all your users will use.

Click Next to proceed to the Administrator Information tab:

ASEBA-Web

Fill in the administrator and owner/company information:
Validate Account Administrator Information Account Information Agree and Create
First Name Last Name Contact Email
Username

Password Password Confirmation

< Back Next >


https://www.aseba-web.org/createaccount/?token=JGNTV-TJXVG-EWVCI-GNFGV

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

[Note: Usernames and Passwords need to be at least 10 characters in length (maximum of 50)
and contain at least 3 of the following characters: one upper case letter, one lower case letter,
one digit, and one other character (no spaces allowed). Account has a maximum length of 50]

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

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

Details tab:

ASEBA-Web

Fill in the administrator and owner/company information:
Validate Account Administrator Information Account Information Agree and Create
Details Address
Owner/Company Name
Contact Full Name

Contact Email

Contact Mobile Phone Contact Work Phone
<« Back Mext »
Address tab:
ASEBA-Web

Fill in the administrator and owner/company information:

Walidate Account Administrator Information Account Information Agree and Create

Details Address

Street 1 Street 2
City State or Province
Postal or Zip Code Country

< Back Next »



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

ASEBA-Web

Fill in the administrator and owner/company information:

Validate Account | Administrator Information |~ Account Information =~ Agree and Create

| have read. and | agree with the EULA [
| have read. and | agree with the HIPAA License agreement [

¢ Back Create Account

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

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

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

[Note: If both boxes are not checked, a message will appear, stating, “User must agree to

EULA”, “User must agree to HIPAA”, or both (depending on which was left unchecked), and

the screen will not advance.]
13. Click Back to return to the previous tab (Account Information) or Create Account to proceed.

14. The following message will be displayed once the account is created successfully:

Account created successfully!

< Sign In

15. Click Sign In.



16.

17.

18.

Sign In Credentials

This System is for Authorized Users Only

User Name: | |

Passwaord:

Account:

+~ Sign In

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

Click Sign In.

Once in the program, the initial administrator can add new users (administrative or regular) by
navigating to: The Administrator/User Name (from the tab on top)> Users Management>New
(see further instructions on adding a new user in Procedure#2 below).

For users signing in to ASEBA-Web once account has been created by the administrator:

Go to: www.aseba-web.org

The Sign In screen below will display:

Sign In Credentials

This System is for Authorized Users Only

User Name: | |

Passwaord:

Account:

+~ Sign In


http://www.aseba-web.org/

3.

10.

11.

Enter your User Name, Password, and Account. (If this is your first time signing in to ASEBA-
Web, enter the credentials provided to you by your administrator)

Click Sign In.

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

Please choose a new password

User Name:

Current Password:
Account:

Password:

Password Confirmation:

| have read, and | agree with the EULA [
| have read, and | agree with the HIPAA License agreement [

+ Change

Enter User Name, Current Password, and Account again as provided to you. Enter a NEW
Password that is at least 10 characters in length and contains at least 3 of the following characters:
one upper case letter, one lower case letter, one digit, and one other character.

Confirm the new password by re-typing it in the Password Confirmation box (If passwords do not
agree, user will receive an error message stating that “New password and password confirmation are
not equal”).

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

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

Click Change.



12. The following screen will display:

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

~ Sign In

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

14. Program will open to Directories.

The User Menu (System Admin) functions in ASEBA-Web are used to set up or make changes to certain
program features. Administrative Users have access to all features, whereas Regular Users only have access to
Themes, Change Password, and Log Out.

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

©COoNo O~ wWdDE

Users Management*

Manage Form Request Letters*
E-Units History*

Auditing Tools*

Themes

License Agreement™

Account Status*

Change Password

Log Out

*These features are only available to Administrative Users

Use this function to manage program access (users, roles and access, e-mail addresses, and password features).

1.

2.

Sign in to ASEBA-Web.
Navigation: The Administrator/User Name (from the tab on top)> Users Management

The screen will open, displaying a list of current users on the left (or will be blank if none have been
entered), and New, Refresh, and Close tabs at the top of the screen:



Users Management x

+ New ¢ Refresh x Close

-Ad - | Select a user to view or edit.
1R | [Click on New to add a new user.

Joseph Brekke
test@tests.edu

Joe Smith

Joe Smith
Joe Sm it_h @test.te_sr

JoeSmith

Joe Smith
Joe Smith@test.ctr

LoriTurner

Lori Tumer
Lori. Turner@uvm.edu

Viewing, Editing, or Adding a User:

To view or edit a current user, select/highlight the name on the list. The screen will open up,
displaying previously-entered information for User Name, Role, First Name, Last Name, Email,
Account Disabled or Not, and Whether a Password Reset is required. The buttons along the
bottom of the screen allow user access to Set Password, Set Role, Request Password Reset,
Enable/Disable, and Edit.

Users Management b

+ New || ¢ Refresh || x Close

ok | User Name: | JoeSmith

Role: =
Jozeph Brekke ole: | AdminUser

test@tests edu First Name: | Joe

Joe Smith Last Name: | Smith

Joe Smith Email: | Joe Smith@test. cir
Joe.Smith@test test

Account Disabled
JoeSmith Requires Password Reset ¥

@ Set Password | @ Set Role || @ Request Password Reset
2 Fnable/Disable = # Edit

LorTurner

Lori Tumer
Lori .T_u !'rjer@_uvm. edu_




a) Set Password: Clicking the Set Password button will allow you to set/change a password.
Enter a password that is at least 10 characters in length and contains at least 3 of the
following characters: one upper case letter, one lower case letter, one digit, and one other
character. Confirm the password by re-typing it in the Password Confirmation box (If
passwords do not agree, user will receive an error message stating that “New password and
password confirmation do not match”). Select Save (if you’ve made a change) or Cancel (to
keep existing password).

Users Management *

+ MNew ¢ Refresh » Close

Admin User Name: | JoeSmith
Password must be at least 10 characters long; Password must contain at least 3 of
Joseph Brekke the follwing characters: one upper, one lower, one digit and one other.
test@tests edu Password:
Joe Smith |Password Confirmation:
Joe Smith
Joe Smith@test.test e lf S G
JoeSmith
Joe Smith
Joe Smith@test.cir
LeriTurner
Lori Turner

Lor. Turner@uvm_edu

b) Set Role: Click on the down arrow to display a pull-down list and select Administrator or
Regular User. Select Save (if you’ve made a change) or Cancel (to keep existing role)

Users Management *

+ New & Refresh x Close

.Admin User Name: | JoeSmith

Joseph Brekke Roles: | Administrator v

test@tests. edu

v 5
Joe Smith Regular User

Joe Smith@test.test
JoeSmith

Joe Smith

Joe Smith@test_cir

LoriTurner

Lori Turner
Lori Turner@uvm.edu




c) Request Password Reset: Check box if this user needs to reset their password. Select
Submit (if you’ve made a change) or Cancel (to keep existing password).

Users Management

+ New || ¢& Refresh
Admin

Joseph Brekke
lesi@iests edu

x Close

User Name | JoeSmith
Requires Password Reset ¢

+ Submit || @ Cancel

| Joe Smith

Joe Smith
Joe Smith@test test

.JoeSmlth

Joe Smith
Joe. Smith@test cir

LoriTurner

Lori Tumer
Lori. Turner@uvm.edu

d) Enable/Disable: Check box to disable account or leave unchecked to indicate account is
enabled. Select Change (if you’ve made a change) or Cancel (to keep existing setting).

Users Management X

+ Mew || ¢ Refresh | x Close

User Name | JoeSmith

Account Disabled ¥

® Cancel

Admin

Joseph Brekke
test@tests.edu

Joe Smith

« Change

Joe Smith
Joe Smith@test test

JoeSmith

Joe Smith
Joe. Smith@test.cir

LornTurner

Lori Tumer
Lori. Turner@uvm.edu

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



Users Management X

+ Mew || ¢& Refresh x Close

Admin User Name: | JoeSmith
T First Name: | Joe
test@tests.edu Last Name: | Smith

Joe Smith Email: | Joe Smith@test. cir

Joe Smith
Joe. Smith@test.test

JoeSmith

« Save || @ Cancel

Joe Smith
Joe. Smith@test ctr

LoriTurner

Lori Turner
Lori. Turner@uvm.edu

To add a new user, select New. A screen will open up, displaying boxes to enter User Name,
Password, Password Confirmation, Roles, First Name, Last Name, and Email.

Users Management

4+ Mew &3 Refresh » Close

Admin User Mame:

) Password must be at least 10 characters long; Password must contain at least 3 of
Sys Admin the follwing characters: one upper, one lower, one digit and one other.
test@tests edu Password:

Password Confirmation:

Roles: -
First Name:

Last Name:

Email:

« Save & Cancel

a) User Name: Enter a User Name in the box. Spaces or any other special characters
are not allowed, with the exception of dashes (-) which can be used in any position
other than the first or last.

b) Password: Enter a password that is at least 10 characters in length and contains at
least 3 of the following characters: one upper case letter, one lower case letter, one
digit, and one other character.

c) Password Confirmation: Re-type the password you entered. If passwords do not
agree, user will receive an error message stating “New password and password
confirmation do not match”.

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



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

g) Email: Enter user’s e-mail address.

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

Manage Form Request Letters (Administrative Users only)

Use this function to View, Edit, Delete, or Add Form Request Letters for Informants.
1. Signinto ASEBA-Web.

2. Navigation: The Administrator/User Name (from the tab on top)> Manage Form Request
Letters

3. The Manage Form Request Letters screen will open, displaying buttons for New, Refresh, Templates A-D,
and Close:

Manage Form Request Letters x

Select a template to view or edit.

+ New Click on Mew to add a new template.

¢ Refresh

Template A
Template B
Template C

Template D

x Close

Viewing, Editing, Deleting, or Adding a Form Request Letter:

To view a Form Request Letter, select a template on the left side of the screen. The selected
template will be displayed on the right side of the screen (“Template A”, shown below):



Manage Form Request Letters x
+ New Name: | Template A
& Refresh To: #HINFORMANT_NAME#
On: #DATE#
Template A
Dear #INFORMANT_MNAME#,
Template B
Please complete the following rating forms available online:
Template C
#FORMS_LIST#
Template D
All of the answers that you give are confidential.
Your answers will only be available to authorized staff
You don't have to complete all the forms at the same time.
Each form takes about 20 - 30 minutes to complete.
Please complete the rating forms as soon as possible.
Full instructions are found on the web site.
Thank you
< Edit & Delete
» Close

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

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

Manage Form Request Letters >
+ Mew Wou are about to delete the template " Sample Template E
Sre you sure?
< Refresh e No
Sample Template E

Template A
Template B
Template C

Template D

» Close

To add a new Form Request Letter, select New on the left side of the screen. The New Template
will be displayed on the right side of the screen:



Manage Form Request Letters x

+ New Name: | New Template
& Refresh To: #INFORMANT_NAME# .

On: #DATE#

Template A
Dear #INFORMANT_NAME#,

Template B
Please complete the following rating forms available online:

Template C
#FORMS_LIST#

Template D
All of the answers that you give are confidential
Your answers will only be available to authorized staff.
You don't have to complete all the forms at the same time.
Each form takes about 20 - 30 minutes to complete.
Please complete the rating forms as soon as possible. V]
Full instructions are found on the web site.
Tr nt nam=: #INFORMANT NAME#
Cr #DATE#
List of forms to submit: #FORMS LIST#

+ Save ® Cancel
X Close

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

E-Units History (Administrative Users only)

This function allows users to view the E-Units they have Used and Purchased within a given timeframe.

1.

2.

Sign in to ASEBA-Web.
Navigation: The Administrator/User Name (from the tab on top)> E-Units History

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

E-Units =

E-Units History

From | 2015-03-20
To | 2015-03-20| b=
[ E-Units Used

E-Units Purchased

> Close

In the From box, edit the default date (current date) to reflect the record start date by either using the
calendar feature (select icon on the right and follow the format 4-digit year- 2 digit month-2 digit
day as in 2015-01-01) or hand-key in the date using the same format.



5. Inthe To box, edit the default date (current date) to reflect the record end date by either using the
calendar feature (select icon on the right and follow the format 4-digit year-2 digit month-2 digit day
as in 2015-03-25) or hand-key in the date using the same format.

- . |

E-Units >

E-Units History

From | 2015-01-01
To | P015-03-25 b
g E-Units Used
= E-Units Purchase=d

*» Close

e il

6. Select the box for either E-Units Used or E-Units Purchased, depending on which record you’re
interested in generating.

a) If E-Units Used is selected, the following Open/Save/Cancel box will display with the
default name of “E-Unit_Expenditure_History.xIsx”:

Do you want to open o save E-unit Fypenditure History.xlox (264 KE) from aseba-web.org! Open | Sme |7| Cancel

Select Open to view an Excel file of the use (expenditure) history, Save to download the
Excel file to a folder and/or view, or Cancel to cancel the record.

*The “E-Unit_Expenditure_History.xlIsx” file will contain fields for ID, Transaction
Date/Time, Form Name, Form Evaluation 1D, Assessed Person Identification, Print
Paper Form, Scoring Form, Electronic Form, Username, and Other Details.

b) If E-Units Purchased is selected, the following Open/Save/Cancel box will display with the
default name of “E-Unit_Income_History.xIsx:

0o you want o oen orsave E-unit Income: Historydsx (119 K8)from aseha-web.org Open || Sae v Cance

-

Select Open to view an Excel file of the purchase (income) history, Save to download the
Excel file to a folder and/or view, or Cancel to cancel the record.



*The “E-Unit_Income_History.xlsx” file will contain fields for ID, Transaction Date/Time,
Description, Amount, and Other Details.

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

8. Select the Close hutton when finished.

Auditing Tools (Administrative Users only)

This function generates various types of user activity and transaction logs which can be saved and/or reviewed.
1. Signinto ASEBA-Web.
2. Navigation: The Administrator/User Name (from the tab on top)> Auditing Tools

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

Auditing Tools > ]
-

Usermame: | Joe Smith
From: | 2015-01-01|
To: | 2015-01-26

Activity Logs

E | Sign In/Out

mr | User Management

Transactions Logs

Create

!I

Delete

!I

Read

!I

Update

» Close

4. Inthe Username box, click the down arrow to access the pull-down menu and select the person for
whom you want to create an activity or transaction log.



5.

6.

Auditing Tools >

Usermame: | Joe Smith -
To: | 201 S—E Joe Smith

Joseph Brekke
Activity L Lori Tumer

Sign In/Owut

L

User Management

Transactions Logs

Create
Delete

Read

Update

» Close

In the From box, select the start date from which you wish to begin the log by either using the
calendar feature (select icon on the right and follow the format 4-digit year- 2 digit month-2 digit
day as in 2000-12-30) or hand-key in the date using the same format.

HAuwaditing Tools >
Usermame: | Joe Smith -
From: | 2015-01-01|
To: |2 4 January 2015

Su Mo Tu We Th Fr Sa
Activi 35 29 30 31 n 2 3

. 4 5 & 7 8 3 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
Trans 25 26

AL

Monday, January 26, 2015

In the To box, select the log end date by either using the calendar feature (select icon on the right
and follow the format 4-digit year-2 digit month-2 digit day as in 2000-12-30) or hand-key in the
date using the same format.

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

Ssuditing Tools >
Username: | Joe Smith -
From: | 2015-01-01 (e
To: | 2o1s5-01-24
- 2010-2015 -
Aot
{ =ooo zZo10 2011 2012
L~
-_—
2013 Zo14 2o01s
Trad
-_—
] | Monday. January 26. 2015
-_—
- | Update
> Close




7. To generate an activity or transactions log, click on/select the icon to the left of the type you’re
interested in from the following options:

e Activity logs:
Sign In/Out
User Management

e Transactions logs:
Create
Delete
Read
Update

8. Once you have selected the log type, the Save window will open with a default file name (for
example, “Sign_In_Sign_Out_Log.xlIsx) and location. The file may be saved with a different name
(by entering a new name in the File name box) and/or to a different location (by navigating to where
you want the file to be saved on your computer).

Organze »  Newfolder = g
Documents  * Name ’ Dete modfied Type Size
& Downloads
i Favorites
P links [

1 Searches
L) Computer
& osisk(c)
& DR Drive
453 shared |\ med
g

Flename Sian In And Out Logads

Save astype: | Microsoft Excel Worksheet ("adai)

* Hide Folders Save Cncel

9. Click Save or Cancel (if you decide not to save).

Themes
This function allows the user to change the display color within the program.
1. Signinto ASEBA-Web.

2. Navigation: The Administrator/User Name > Themes



3. Select a theme from the pull-down list of 11 color schemes/options to see how the program will

display. The program will retain the most recent theme selection. Theme choices include the
following:

Default (gray/silver with some red outlining)
Blue Opal
Bootstrap
Silver
Uniform
Metro

Black

Metro Black
High Contrast
Moonlight
Flat

This menu item contains the End User License Agreement (EULA) and Health Insurance Portability Act
(HIPAA) documents for viewing.

1.

2.

Sign in to ASEBA-Web.

Navigation: The Administrator/User Name > License Agreement>EULA

(to view the End User License Agreement)

, The Administrator/User Name > License Agreement>HIPAA

(to view the Health Insurance Portability and Accountability Act)

Once selected, the documents (EULA or HIPAA) will open.

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

This function allows the user to view their Customer 1D, E-Units Balance, and Expiration Date.

1. Signinto ASEBA-Web.

2. Navigation: The Administrator/User Name (from the tab on top)>Account Status

3. The Account Status screen will open:



Account Status o

JI6bST2ef-f7 1c-4cT8-5d6f-
Customer Id
a3elbd1atleb

E-Units Balance | 99995

Expiration Date | 2025-03-13

» Close

4. When finished viewing, click Close.

Change Password

This function allows the user to change their password.
5. Sign in to ASEBA-Web.
6. Navigation: The Administrator/User Name (from the tab on top)>Change Password

7. The Change Password screen will open:

Change Password

Current Password:

Password must be at least 10 characters long; Password must contain at
least 3 of the follwing characters: one upper. one lower, one digit and one
other.

Password:
Password Confirmation:

~ Save & Cancel

8. Enter Current Password.

9. Inthe Password box, enter a new password that is at least 10 characters in length and contains at
least 3 of the following characters: one upper case letter, one lower case letter, one digit, and one
other character.

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

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



Logout

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

1. Navigation (from within ASEBA-Web): The Administrator/User Name (from the tab on top) >
Logout

2. User will be returned to the initial “Sign In” screen.

AS

Sign In Credentials
This System is for Authorized Users Only

User Name: | |

Password:

Account:

~ Sign In



In ASEBA-Web, the Directory Functions allow the user to add and make changes to directories and
subdirectories. The Directory menu also enables the user to access the download data function (see Exporting
Data, Section 7).

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

Add Directory (or Subdirectory)

Add Assessed Person (to a Selected Directory)

Edit (Directory)

Delete (Directory)

Cut (Directory)

Refresh Directories

Download Data (to Excel, SPSS, or Create ASEBA Transfer Data--See Exporting Data, Section 7)

Noorwh e

Use this function to add a directory/ies (for example, a clinic, research center, hospital, etc.) and subdirectory/ies
(if applicable) as a means to organize assessed individuals.

1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed (if any have already been added) in the left frame.

3. Select/Highlight the directory or subdirectory where you want to add a directory/subdirectory.
4. Navigation: Directory (from the tab on top)> Add Directory,

, In the right frame, under the Directory Details tab, select Add Subdirectory,

, alternatively, right click with your mouse and select Add Directory.

5. The Add Directory screen will open, displaying a window with a box for the name of the directory,
as well as Save and Cancel buttons.



Add Directory

Mame:

v Save | & Cancel

a) Enter a name for the directory or subdirectory you wish to add by typing in the box. [Note:
All directories contained within a “parent directory” must have unique names]

b) Click Save or Cancel (to close screen without saving). The directory or subdirectory you

just added will be listed on the left side of the screen along with any that were added
previously (if applicable).

Add Assessed Person (to a Directory)

Use this function to add an assessed person to a directory or subdirectory.
1. Sign in to ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory in which you want to add an assessed person. If any
assessed persons have already been added to this directory, they will be displayed in the right frame
of the screen under the Assessed Persons tab.

4. Navigation: Directory (from the tab on top) > Add Assessed Person,

or Assessed Persons (from the tab on top)>Add Assessed Person,

or, in the right frame, under the Assessed Persons tab, select Add Assessed Person,
or, alternatively, right click with your mouse and select Add Assessed Person.

All of these methods may be used to add an assessed person to the directory.

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



Add Assessed Person

Identification

1o [1.Aassign Id Automatically

Demographics
Ethnicity: Gender: | Unknown -

Drate Of Birth:

Select From Existing Informants

Aovvailable Persons: | Create Mew -

Personal Information Contact Information Auddress
Title:

First: Last:

Middle: Mickname:

-~ Sawe = Cancel

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

a) ldentification: Enter a unique ID or click the box on the right to have an ID automatically
assigned.

b) Demographics:

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

Gender: Click the down arrow to select from the pull-down menu options
(Unknown, Male, or Female).

Date of Birth: You may choose to either hand-key in the birthdate (in the format 4-
digit year-2 digit month-2 digit day as in 2000-12-30) or use the calendar feature
(select icon on the right and follow the same format as above).

Select From Existing Informants or Create New: In the box to the right of Available

Persons, clicking on the down arrow displays Create New (default) along with a list of
individuals who have already been added (if any) as informants (see Section 5 for
instructions on Adding an Informant). User may select one of the listed informants to be
an assessed person or create a new assessed person.

If user selects from the list of existing informants, a box will open containing empty
demographic fields for ethnicity, gender, and date of birth. Complete these fields as
instructed in 6b above. User will then have the option to Save or Cancel.

If user selects Create New, continue completing the fields under the 3 remaining
tabs (Personal Information, Contact Information, and Address, see 6d, e, and f,
below) if that data is being collected, then select Save or Cancel (if you decide not
to save).

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



Personal Information Contact Information Address
Title:

First: Last:

Middle: Mickname:

w Save & Cancel

e) Contact Information: Click on the 2" tab to go to Contact Information and enter E-mail
address, Home Phone, Mobile Phone, and Work Phone numbers for the assessed person.

Personal Information Contact Information Address

Email:
Home Phone:
Mobile Phone:

Wiork Phone:

-~ Save & Cancel

f) Address: Click on the 3" tab to go to Address and enter Street, City, State/Province,
Postal Code/ZIP, and Country for the assessed person.

FPersonal Information Contact Information Address

Street 1:
Street 2:
City: State/Province:

Postal Code/ZIP: Country:

~ Save & Cancel

Use this function to make changes to the name of a directory or subdirectory.
1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory you want to edit. Any assessed persons who have been
added to this directory will be displayed in the right frame of the screen under the Assessed Persons
tab.

4. Navigation: Directory (from the tab on top) > Edit,

, In the right frame, under the Directory Details tab, select Edit,
, alternatively, right click with your mouse and select Edit.
All of these methods may be used to edit a directory or subdirectory.

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



Edit >

MName: | Sample Dir

« Save & Cancel

6. Edit the directory/subdirectory name by clicking in the box and typing the new name.

7. Click Save (to apply changes) or Cancel (to keep existing information).

Delete Directory/Subdirectory

Use this function to delete a directory or subdirectory.
1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory you want to delete. Assessed persons who have been
added to this directory will be displayed in the right frame of the screen under the Assessed Persons
tab.

4. Navigation: Directory (from the tab on top) > Delete,

or, in the right frame, under the Directory Details tab, select Delete,
or, alternatively, right click with your mouse and select Delete.

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

5. The Delete window will open, displaying a box containing the name of the directory to be deleted,
as well as the question “Are you Sure?” with buttons for Yes and No.

Delete >
Deleting: | Sample Dir

Are You Sure?

Wes Mo

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



Use this function to move the location of a directory or subdirectory.
1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory you want to cut/move. Assessed persons who have
been added to this directory will be displayed in the right frame of the screen under the Assessed
Persons tab.

4. Navigation: Directory (from the tab on top) > Cut,

alternatively, right click with your mouse and select Cut.

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

6. Paste the directory in the new location by Navigating to Directory>Paste
right-clicking with your mouse and selecting Paste.

Use this function to update/refresh the directory list.
1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Navigation: Directory (from the tab on top) > Refresh Directories,

, alternatively, right click with your mouse and select Refresh Directories.

4. Your list of directories will be refreshed.

Although the Download/Export Data function is contained under the Directory Menu, please see Section 7,
Exporting Data for instructions.



Procedure #: 4

Revision Date: March 30, 2015

ASEBA-Web Procedures

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

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

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

Add Assessed Person

Edit

Delete

View Selected Assessed Person
Cut/Merge Assessed Persons
Refresh Assessed Persons

Uk wnE

Add Assessed Person

Use this function to add an assessed person to the directory or subdirectory. [Note: There are multiple
pathways to add an assessed person]

1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory in which you want to add an assessed person. If any
assessed persons have already been added to this directory, they will be displayed in the right frame of
the screen under the Assessed Persons tab.

4. Navigation: Assessed Persons (from the tab on top) > Add Assessed Person,

or Directory (from the tab on top)>Add Assessed Person,
or, in the right frame, under the Assessed Persons tab, select Add Assessed Person,

or, alternatively, right click with your mouse and select Add Assessed Person.

All of these methods may be used to add an assessed person.

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



Add Assessed Person

Identification

1D [ Assign Id Automatically

Demographics
Ethnicity: Gender: | Unknown -

Date OFf Birth:

Select From Existing Informants

Available Persons: | Create New -

Personal Information Contact Information Address
Title:

First: Last:

Middle: Mickname:

~ Sawve & Cancel
6. Complete as much information as is available or relevant (this can be edited later).

a) ldentification: Enter a unique ID or check the box on the right to have an ID automatically
assigned.

b) Demographics:

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

e Gender: Click the down arrow to select from the pull-down menu options
(Unknown, Male, or Female).

e Date of Birth: You may choose to either hand-key in the birthdate (in the format 4-
digit year-2 digit month-2 digit day as in 2000-12-30) or use the calendar feature
(select icon on the right and follow the same format as above).

c) Select From Existing Informants or Create New: In the box to the right of Available
Persons, clicking on the down arrow displays Create New (default) along with a list of
individuals who have already been added (if any) as informants (see Section 5 for
instructions on Adding an Informant). User may select one of the listed informants to be
an assessed person or create a new assessed person.

e If user selects Create New, continue completing the fields under the 3 remaining
tabs (Personal Information, Contact Information, and Address, see 6d, e, and f
below) if you are collecting that data, then select Save or Cancel (if you decide not
to save).

e |f user selects from the list of existing informants, a box will open containing empty
demographic fields for ethnicity, gender, and date of birth. Complete these fields as
instructed in 6b above. User will then have the option to Save or Cancel.

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



Personal Information Contact Information Address
Title:

First: Last:

Middle: Mickname:

~ Save & Cancel

e) Contact Information: Click on the 2" tab to go to Contact Information and enter E-mail
address, Home Phone, Mobile Phone, and Work Phone numbers for the assessed person.

Personal Information Contact Information Address

Email:
Home Phone:
Mobile Phone:

Work Phone:

« Save & Cancel

f) Address: Click on the 3" tab to go to Address and enter Street, City, State/Province,
Postal Code/ZIP, and Country for the assessed person.

Personal Information Contact Information Address
Street 1:

Street 2:

City: State/Province:

Postal Code/ZIP: Country:

~ Save @ Cancel

Use this function to make changes to an assessed person in a directory or subdirectory.
1. Signinto ASEBA-Web.

2. Select/Highlight the Directories tab (if it is not already selected by default) on the left side of the screen.
All current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory in which the assessed person you wish to edit is listed.
Assessed persons who have been added to this directory will be displayed under the Assessed Persons
tab in the right frame of the screen.

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

5. Navigation: Assessed Persons (from the tab on top) >Edit,

, In the right frame, under the Assessed Persons tab, select Edit,



, alternatively, right click with your mouse and select Edit.

In addition, you can also follow steps 1) and 2), double-click on the directory (to open it) that
contains the Assessed Person you wish to edit, select/highlight the Assessed Person, and right click
with your mouse and select Edit.

All of these methods may be used to edit an assessed person.

6. The Edit screen will open, displaying a window with previously-entered data in fields for
Identification, Demographics, Personal Information, Contact Information, and Address, as well as
Save and Cancel buttons at the bottom of the screen.

Edit

Identification

ID: | 9f0237085d5e401dbf817E | [ Assign Id Automatically

Demographics

Ethnicity: | white Gender: | Male v
Date Of Birth: | 2000-06-13

Personal Information Contact Information Address

Title:

First: | Chip Last: | Wilson

Middle: | Robert Nickname: | Chipper

~ Sawve & Cancel

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

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

Use this function to delete an assessed person from the directory or subdirectory.
1. Sign in to ASEBA-Web.

2. Select/Highlight the Directories tab (if it is not already selected by default) on the left
side of the screen. All current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory in which the assessed person you wish to delete is
listed. Assessed persons who have been added to this directory will be displayed under the Assessed
Persons tab in the right frame of the screen.

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

5. Navigation: Assessed Persons (from the tab on top) >Delete,



in the right frame, under the Assessed Persons tab, select Delete,
, alternatively, right click with your mouse and select Delete.

In addition, you can also follow steps 1) and 2), double-click on the directory that contains the
Assessed Person you wish to delete, select/highlight the Assessed Person, and right click with
your mouse and select Delete.

All of these methods may be used to delete an assessed person.

6. The Delete screen will open, displaying a window with previously-entered data in

7.

fields for Identification, Demographics, Select from Existing Informants, Personal Information,
Contact Information, and Address, as well as the question “Are you sure” with buttons for Yes
and No.

Delete

Identification

1D: | 9F0237085d5e401dbfE17EcdcT Ffae9b

Dremographics

Ethnicity: | white Gender: | M

Drate Of Birth: | 2000-06-13 Age: | 14
FPeaersonal Information Contact Information HAddress
Title:

First: | Chip Last: | Wilson

Middle: | Robert Mickname: | Chipper

Are Wou Sure?

es Mo

Click Yes to delete this assessed person or No to retain this person in the directory.

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

1.

2.

Sign in to ASEBA-Web.

Select/Highlight the Directories tab (if it is not already selected by default) on the left
side of the screen. All current directories will be listed in the left frame.

Select/Highlight the directory or subdirectory in which the assessed person you wish to view is
listed. Assessed persons who have been added to this directory will be displayed under the Assessed
Persons tab in the right frame of the screen.

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

Navigation: Assessed Persons (from the tab on top) >View Selected Assessed Person,

in the right frame, under the Assessed Persons tab, select View Selected Assessed Person,



or, alternatively, right click with your mouse and select View Selected Assessed Person.

6. The screen will open, displaying a list of the forms currently added for the selected assessed person
under the Forms tab in the right frame on the screen.

thomer Doy v | Acsesoed Forsoms + | Foms v Hepots v ImpodDifa v Lo Tumer v
Dunctuis. | Infomarts Lerfs Diractory Directory
Pasuied Penons | Unechiry Dstally

Refresh | Add Assessed Ferion | Edt | Deletz | View Sabected Astessed Parsin

Asarsed Percnd o . . Daleof B . Age

7. From this screen, the user may select/highlight a particular form for an assessed person and perform
various functions related to it under the Forms tab or select the Assessed Person Details tab to

view, edit, or delete that information.

T T ———
H . wiwy + | Foms v oS

v ipoeDas v Lk Tumer
Assessed Person: Smith, Sarah
o5 Assessnd Peosn Detals

Refush || Ad Foem

Cut/Merge Assessed Persons

Use this function to cut/merge assessed persons in the directory or subdirectory.
1. Sign in to ASEBA-Web.

2. Select/Highlight the Directories tab (if it is not already selected by default) on the left
side of the screen. All current directories will be listed in the left frame.

3. If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person you want to merge.



4. Select/Highlight the Assessed Person from the left frame of the screen. If any forms have already
been added for this individual, they will be displayed on the right side of the screen, under the
Forms tab.

5. Right click with your mouse and select Cut.

6. Select/Highlight the Assessed Person with whom you want to merge.

7. Right click with your mouse and select Merge.

8. The Merge screen will open, asking whether you are sure that you want to merge multiple forms into
the selected assessed person:

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

Are You Sure?

Yes No

9. Click Yes to proceed with the merge or No to cancel.

10. You will note that the Assessed Person you selected in Step 4 is no longer listed in the Directory,
and their forms are now associated with the Assessed Person selected in Step 6.

Refresh Assessed Persons

Use this function to update/refresh the list of assessed persons.
1. Signinto ASEBA-Web.

2. Select/Highlight the Directories tab (if it is not already selected by default) on the left  side of the
screen. All current directories will be listed in the left frame.

3. Select/Highlight the directory or subdirectory in which the assessed person you wish to refresh is
listed. Assessed persons who have been added to this directory will be displayed under the Assessed
Persons tab in the right frame of the screen.

4. Navigation: Assessed Persons (from the tab on top)>Refresh,

or, in the right frame, under the Assessed Persons tab, select Refresh.

5. Assessed Persons will be refreshed.



Procedure #: 5

Revision Date: March 30, 2015

ASEBA-Web Procedures

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

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

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

Add a New Informant

Edit an Informant

Delete an Informant

Add Form (for selected informant)
Send Letter to Informant

Refresh Informants

coukwdrE

Add a New Informant

Use this function to add an informant.
7. Sign in to ASEBA-Web.

8. Select the Informants tab on the left side of the screen. If any informants have already been added,
they will be listed here.

9. Navigation: Informants (from the tab on top) > Add New Informant

or, alternatively, select/highlight an informant on the list in the left frame, right click with your
mouse and select Add New Informant.

10. The Add New Informant screen will open, displaying a window with fields for Identification,
Select from Existing Assessed Person, Personal Information, Contact Information, and
Address, as well as buttons for Save and Cancel at the bottom.



Add MNew Informant =

Identification

1D: ) Assign Id Automatically

Select From Existing Assessed Person

Awvailable Persons: | Create Mew . -
FPersonal Information Contact Infermation Address
Title:
First: Last:
Middle: Mickname:
« Sawve & Cancel

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

g) Identification: Enter a unique ID or check the box on the right to have an ID assigned
automatically.

h) Select from Existing Assessed Person or Create New: In the box to the right of
Available Persons, clicking on the down arrow displays Create New (default) along with a
list of individuals who have already been added (if any) as an assessed person. User may
either select one of the existing assessed people listed as an informant or add a new
informant.

Add New Informant

Select From Existing Assessed Person

Available Persons: | John Doe

] Create Mew __.

- John Doe

" Sawve

Alessandro Borer

Joanne Schmow
John Cash
Adllison Schmidt

Alicia Fox

o If user selects Create New, continue completing the fields under the 3 remaining
tabs (Personal Information, Contact Information, and Address, see 5c, d, and
e below) if that data is being collected, then select Save or Cancel (if you decide
not to save).

o If user chooses Select From Existing Assessed Person, a box will then open
containing the name of the person you selected. Here you will have the option to
Save or Cancel (if you decide not to save).



Add New Informant x

Select From Existing Assessed Person

Available Persons: lJnl'n Doe - I

< Save || & Cancel |

i) Personal Information: Enter Title (Mr., Mrs., Ms., Dr., etc.), First Name, Last Name,
Middle Name, and Nickname of the informant.

Personal Information | Contact Information Addr&ss‘

Title | |
First: | | Last: | |
Middle: | ‘ Nickname: ‘ ‘

v Save | | ® Cancel ‘

j) Contact Information: Click on the 2" tab to go to Contact Information and enter E-mail
address, Home Phone, Mobile Phone, and Work Phone numbers for the informant.

Personal Information Contact Information Address

Email: | |

Home Phone: | |

Mobile F’hone:.| |
Wark Phone: | |

|.  Save | | ® Cancel |

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



Personal Information | Contact Information | Address

Street 1:

Street 2:

City: State/Province:
Postal Code/ZIP: Country:

« Save || @ Cancel

Edit (Informant)

Use this function to make changes to an informant.
9. Signinto ASEBA-Web.

10. Select the Informants tab on the left side of the screen. Any informants that have been added will be
listed here.

11. Select/Highlight the informant you wish to edit. Any forms that have been added for the selected
informant will be displayed under the Forms tab in the right frame on the screen.

12. Navigation: Informants (from the tab on top) >Edit,
or, in the right frame, under the Informant Details tab, select Edit,
or, alternatively, right click with your mouse and select Edit.
13. The screen will open, displaying a window with previously-entered data in fields for Identification,

Personal Information, Contact Information, and Address, as well as Save and Cancel buttons at
the bottom of the screen.

Edit b

Identification

10 | 4ee9B88d0d1b94febBf323c Assign Id Automatically

Personal Information Contact Information Address
Title:

First: | John Last: | Doe

Middle: Mickname:

 Save & Cancel

14. Edit the relevant fields by typing into them.

15. Click Save (to apply changes) or Cancel (to keep existing information).



Delete (Informant)

Use this function to delete an informant (only available for informants who do not have any forms).
1. Signinto ASEBA-Web.

2. Select the Informants tab on the left side of the screen. Any informants that have been added will be
listed here.

3. Select/Highlight the informant you wish to delete. Any forms that have been completed by the
selected informant will be displayed under the forms tab in the right frame on the screen. [Note:
The Delete Informant feature will only be activated/available for those informants who do not
have any forms]

4. Navigation: Informants (from the tab on top) >Delete,

or, in the right frame, under the Informant Details tab, select Delete,
or, alternatively, right click with your mouse and select Delete.

5. The Delete window will open, asking the user, “Are you sure?” with buttons for Yes and No. Click
Yes to delete or No to retain this person as an informant.

Delete ke
Deleting: | Doe, John

Are You Sure?

Yes Mo

Add a Form (for a Selected Informant)

1. Signinto ASEBA-Web.

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

3. Select/Highlight the informant for whom you wish to add a form. Any forms that have already been
completed by the selected informant will be displayed under the forms tab in the right frame on the
screen.

4. Navigation: Informants (from the tab on top) >Add Form

or Forms (from the tab on top)>Add Form,
or, in the right frame, under the Forms tab, select Add Form,

or, alternatively, right click with your mouse and select Add Form.



All of these methods will allow user to add a form for a selected informant.

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

Add Form >
Summanry Form Details Contact Info Charges

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

The Status field will show the percent of progress to completion._

Form Type: -
Assessed Person: -
Score this form online: |2| {exira E_unit charge applies)
Informant: | John Doe -
Relationship: -
Clinician: -
Evaluation Id:

= Cancel MNext - ~  Submit

6. Please refer to Section 8, Forms Functions (Add a Form) for further step-by-step instructions once
you have reached this point.

Send Letter To Informant

Use this function to send a letter to an informant requesting their completion of a form/s.

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

1. Signinto ASEBA-Web.

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

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

4. Navigation: Informants (from the tab on top) >Send Letter To Informant

or, right click with your mouse and select Send Letter To Informant,
or, in the right frame, under the Informant Details tab, select Send Letter To Informant,
All of these methods will allow the user to send a letter to a selected informant.

5. The Send Letter To Informant window will open with fields for Informant, From, Informant
Email, Enable Bcc, Reply To, Subject, and Select a letter template, as well as buttons along the
top to Cancel, Preview, Accept Email Service Agreement, and Send. All fields (with the



exception of Informant Email) will be pre-populated based on the informant selected in step 3, user
information, and defaults. All fields are editable with the exception of Informant.

Send Letter To Informant

® Cancel O, Preview | Accept Email Service Agreement [

Informant: | John Webster

From: |admin@test.net

Informant Email: |jweb5ter@test.net
Enable Bec: [ Beo: [admin@test net
Reply Tao: |admin@tesl.net

Subject: |Requesl To Complete Forms

Select a letter template: | Template A v

To: John Webster
On: 3119/2015

Dear John Webster,
Please complete the following rating forms available online:
CBC for Wayne Webster - Sent-To-Informant

ABC for Alice Webster (due by 6/17/2015) - Mew

All of the answers that you give are confidential.
Login Information (not editable)

To access the forms, visit the on-line entry web site:

Website Address: https:/fwww_asebaforms.org/
Legin name: jwebster354
Password: (emailed separately)

6. Complete/edit any relevant fields to prepare the informant letter for sending.

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

b) Erom: User’s e-mail address is prepopulated, but can be edited.

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

d) Enable Bcc (Blind Carbon Copy): Check the box to enable this feature which allows for an
e-mail recipient to be “hidden” from view.

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



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

g) Select a letter template: To change the “Default” template, click on the down arrow on the
right side of the box to access a pull-down list of available templates (drawn from the current
list of letter templates under User Menu Functions>Manage Form Request Letters).

7. Select Cancel to close the screen and exit the Send Letter to Informant feature,
Preview to see the letter the informant will receive,
Accept Email Service Agreement, which will activate the Send button.
8. If user selected Preview above, the letter they will receive will be displayed along with buttons to

Cancel, Edit, Accept Email Service Agreement, and Send, as well as access to Export, Refresh,
and Print the letter.

e Select Cancel to exit the Send Letter To Informant feature.

e Select Edit to make any necessary changes to the letter.

e Select Accept Email Service Agreement to activate the Send button.

e |f desired, the letter can be exported to one of two file formats: Acrobat (PDF) or

TIFF, which can be changed by accessing the pull-down menu in the Export box,
and then clicking Export.

L..“
e Select the Refresh icon to refresh the letter. -

=

e |f desired, the letter can be printed by selecting the Print icon.

9. Once all previewing has been done and edits/changes have been made, check the box to Accept
Email Service Agreement (feature will not proceed unless this box is checked).

10. Once the Email Service Agreement is accepted, the Send button will be activated.
11. Select Send to proceed with electronic sending of the letter to the informant.

12. Informant will receive two e-mails: The first e-mail will contain their Login name attached to a
letter requesting that they complete a form/s online; The second e-mail will contain their Password.



Use this function to update/refresh informants.

6.

7.

Sign in to ASEBA-Web.

Select the Informants tab. Any informants that have been added will be listed here.
Select/Highlight the one which you want to refresh.

Navigation: Informants (from the tab on top)>Refresh,

, in the right frame, under the Informant Details tab, select Refresh,

, alternatively, right click with your mouse and select Refresh.

10. Informants will be refreshed.



Procedure #: 6

Revision Date: March 30, 2015

ASEBA-Web Procedures

Procedure: Informant Sign In and Online Form Completion (For Informational Purposes
Only)

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

purposes only.

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

7. Sign In/Log On
8. Online Form Completion

Sign In (Log On)

This function allows the informant to gain online access to complete the forms selected for them.

12. After having received a letter requesting form completion (and containing a Login name) and a
second e-mail containing a Password, go to: https://www.asebaforms.org/ (or follow the link in

either of the e-mails received).

I : i W Informant's App
1

IL.og On

Please enter yvour user name and password.
Account Information

Tser Mame

Password

Log On


https://www.asebaforms.org/

13. Enter your User Name (Login name) and Password provided to you, separately, contained within the
2 e-mails sent to you electronically.

14. Select Log On.
15. The Update Credential screen will open up, displaying fields for User Name, Current Password,

New Password, Password confirmation, Email (optional), Secret Question, Secret Answer, and a
button on the bottom to Update Credential.

I : ; A In formant's App
1

Update Credential

Use this page to change your credential.

Passwords must be at least 8 characters long.
Update Credential

User WName

Sandersond35
Current Password
MNew Password
Password confirmation
Email

optional

Secret Question

Secret Answer

Update Credential



16. Complete the following information:
a) User Name: This field has been pre-populated.

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

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

d) Password confirmation: Re-enter the New Password.
e) Email (optional): Enter Email address (Informant’s)

f) Secret Question: Choose a secret question from the following:
Favorite pet?

First car?

Mother’s maiden name?

Favorite color?

g) Secret Answer: Type the secret answer directly into the box.
17. Select Update Credential.

18. Informant will see a screen with the following message, “Your credential was successfully updated”,
along with buttons on the top right to change the font size (+A and —A) and Theme:

'asehafurms‘nrg
MBI rfomants Ay
Teoe Biedl v
Yourcreenial v suscessfly pdted
Goto My Foms
19. If desired, the font size can be changed by selecting or (+A makes font larger, -A

makes font smaller). [Font can be changed at any point when the buttons are on the screen]

20. If desired, the Theme (color scheme) can be changed by clicking on the down arrow on the right
side of the box. [As with Font, Theme can be changed, later, as well, whenever the buttons are
on the screen] Theme options include the following:



e Blue Opal

e Black

e Bootstrap

e Default

e Flat

e High Contrast
e Material

e Material Black
e Metro

e Metro Black
e Moonlight

e Silver

e Uniform

21. Select the button Go To My Forms.

22. To proceed with completing forms online, continue to the next section.

Online Form Completion

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

16. Once informant has selected Go To My Forms (Step 10, in previous section, the following screen
will open, displaying the form/s that are available for the informant to complete, as well as buttons
on the top right to change the font size (+A, -A), Theme (color scheme), Log Off, and Change
password.

¥ stifomsag e TET

Welcome, sendersond33!
Theme  BlueOpal v LogOff Change passwond

Shalyn Anderson's Forms

Below s st of forms foryou to complete Please click on each form fo sart completing i,
You can tefom fo each form as offen as you wih i you complete .

¢ ABCL 18-39 about Devan

¢ ASR18-39 about Shalyn



17. As noted in Steps 8 and 9 in the previous section, font size and Theme can be changed at any time
the buttons are on the screen. In addition, the Change password and Log Off buttons can be
accessed whenever the buttons are available.

18. Select a form to complete by clicking on the box.

19. A screen will open, displaying form details on the left, font/Theme/Log Off/ Change password
buttons on the top right, and Back and Start buttons at the bottom.

‘asehaforms‘org |l Baas
Welcome, bividsondT!

Theme Bhelpel v LogOff | Changs passord

Teacher' ReportForm for Ages 618
About Brady
Requesed: Y03

Please elick the "Start" button to begin completing the form,

Back St

20. Select Back to return to the previous page. Otherwise, select Start to begin completing the form.

21. A screen will open, displaying form details at the top left and the first page of the selected form, as
well as a Jump to box in the upper right, and SAVE and EXIT and NEXT buttons (not shown) at
the bottom:



|- asehaforms.org | Baan

Teacher's Report Form for Ages 6-18 [ . !
About: Brady Jumpto: Pupills Personal Information v
Requested: 3/19/2015 \ »

22,

23.

24,

Pupil's first name:
Brady

Add Comment
Pupil's middle name:
Add Comment

Pupil's last name:

Anderson

Add Comment

Pupil's gender:
¢ BOY

Gl
Add Comment

Pupil's age:

a i

Add Comment

To move through sections, click on the NEXT or BACK (not available on the first page) buttons at
the bottom or use the Jump to box by clicking on the down arrow and selecting the relevant form
section. The SAVE and EXIT button can be selected at any point to save your answers and return at
a later time/s to complete the form.

Complete the form by clicking your mouse in the circles to endorse an item, typing into the text
boxes, or accessing the pull-down menus or calendars where applicable.

When the informant reaches the end of the form, a window will open, displaying the message, “Once
the form is finished, you will no longer be able to make changes to the form. Thank you! Please
click the “Finish” button to finish the form” along with Back and Finish buttons underneath.

Thense | BlneOpa v | LogOff = Chenge password

Requened: 1102015

Once the form is finished you will no longer be able to make changes to the form.

Thank You! Please click the "Finish" bution (o finish the form.

Back Fimssh



25. To return to the previous screen/s to make changes, select Back. Otherwise, select Finish.

26. A window will open, displaying the form/s that the informant has remaining to complete (if
applicable) and the form/s already completed.

a asehaforms.org ‘a ASERA

Welcome, danderson330!

Theme BlueOpal v | LogOff | Change password

Devan Anderson's Forms

Below is a it of forms for you to complete. Please click on each form to start completing it
You can teturn to each form as ofien as you wish until you complete i

4 CBCL 6-18 about Brady

# ABCL 18-39 about Shalyn

Belowis 2 lst of forms that you elready completed.

o ASR 1839 zbout Devan

27. If the Informant has more forms to complete and wishes to do so at this point, they can select another
one now and proceed in the same manner, or Log Off and return in the future.



Use this function to download/export data and open the files.

1.

2.

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the
screen. All current directories will be listed in the left frame.

Select/Highlight the directory, subdirectory, or assessed person from which you want to
download/export data.

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

For Excel or SPSS downloads, select Raw Data, Scored Data, or Combined Raw and
Scored Data. For ASEBA transfer data, select Export to ASEBA

[Note that ASEBA-Web does not allow for importing. Therefore, after exporting,
ASEBA transfer data will be available for importing into ASEBA-PC only]

Select Export to Excel, Export to SPSS, or ASEBA Transfer Data (for Export to ASEBA
and import to ASEBA-PC only) as the type of file you wish to utilize for your data.

For downloaded data, a window will open with a default file location (based on the user’s
system setup) and file name (see below).

Default file names (Excel): Aseba_Raw_Data.xlsx
Aseba_Scored Data.xlIsx
Aseba_Raw_And_Scored_Data_Combined.xlsx

Default file names (SPSS): Aseba_Raw_Data.zip
Aseba_Scored_Data.zip
Aseba_Raw_And_Scored_Data_Combined.zip
Default file names (ASEBA): Aseba_Data.zip

File locations may be changed by selecting a new folder, and the file name
may be changed by clicking within the File name box and typing a new name.



E | ' 5 I "
s\’g’v_ Network » Medd3-HomedirsK » Staﬁ_HomeD\rle b Itumer ¢ My Documents » Search My Documents P

Organize v Newfolder v @
1B COMOSE®  * Name Datemodiied  Type Size a
15 COMIST32 )

11 Add-in Express 41/0131203PM  Filefolder
15 COMSTTA . .
1) Adult Mutticultural Project-related items ~ 6/12/2014 340 AM~ File folder
1M COMOSTTE !
. Articles to read 1142013 248 M File folder
14 COMISTo0 £
11 ASEBA catalog 12/9/2014 1224 PM  File folder
1M COMUELTE . ) o
1 Copies of T-scares_Adult Muticuttural (. 2/26/2014 1149 AM - File folder
14 DHAND-PC ] )
11 Cumently working on for Janet SAHA4232PM  File folder
1M IMAC9F2019
] L DSMS 14N EUPM  File folder U
1M 144-200-B00Y 2
| Fax 3/20/2014 211 PM  Filefolder
18 ed53-Home: .
1M H/L0/2014 B39 AM  File folder
1 StaffAdmin |
; 1) Info sent by Tom (Miscellaneous, non-ad... 3/25/2014 1204 M File folder
| hurner
. Lori--Job-related O/ 83AM  Filefolder
1+ ADMady
. 10 Loni--Non-job-related SUNTHMM File folder
. MyDocu . )
i 1 Optiizer Pro 11420131044 File folder
| hdd-in
§ T L Pavers and references 1A03412PM  File folder X
[ =l Aseba Raw And Scored Data Combined.zip v
Saveastype: | Compressed (zipped) Folder (“zip) M
« i
-_— e === = = e ———

8. Select Save or Cancel (if you do not wish to save the file). Files are now ready for you to
open from your selected location.

To open a downloaded file:

e For an Excel file, locate the downloaded data in the location you specified. Highlight/select
the file. Either double-click or right-click with your mouse to open.

o Fle Edt View Tools Hep

Organize ¥ @Open v Pt Bum o Newfolder

o M * Neme ‘ Datemodfied ~ Type e
& Pictures -
1. ADM2OL5 Testing Documents BN 1051 AM  File folder
iwem‘ | LORISSAVPLEADMDATA J 5 IS IOBAN Fiefide
8 Tums oV J Venaal YA Fiefdde
A ) 10 Requirementsfornew Projctnegrate softwere docx SA/I2HTAM Microsoft Word D.. 118
b lpla 1000 fom et TGN AoehcttD. NG
ks Cotace ) Al e DNMMIAN  MooshloD. 1B
N . B Logradec WIS MeootWonS. 14718
i Dy " B0 Dt WO MoostWords,. 35318
b oamets ) A0V The i Desop Ve o WHBM  MeootWod), 816
[ okt 5 AVt Mot rogres. o TVIAPN MieosotWodD. 111818
| i Faors 1§ et et LoD 815 sefimporp UBSHEAM Conpressdligp.. 618
;;:k[s}ocuments ‘Aseba_Raw_And_Scored_Data_Combmed.ulsx VAL Microsoft Eecel W.. 208
u _LAseba_Raw_And_Scored_Data_Combmed‘zip /28151257 MM Compressed (zipp. BB
§ b e ) Copy o Distnrocdes et oo IS MeotWodD, 216
+ Rt P s ) bk on e e IBABHSM Moot 9IG
§ histoa ) Testing ADM 25 IS MowstordD, 611G

. ASEBA catalog



The Excel file will open, with the following tabs along the bottom:

M| ABC ~ASR

'CBC 'OABC OASR T15 ~TRF /YSR /%J

Your data can be accessed by clicking on the tabs which are organized by test form.

e For an SPSS file, locate the downloaded data in the location you specified. Highlight/select
the file. Either double-click or right-click with your mouse to open.

|- Fle Edit View Took Help
Orgenize» 5 Open v Bum  Newfolder
o' Music e
& Pictures )
§ o ADM2015 Testing Documents
4 Tumes LorV LORTS SAMPLE ADIM DATA_IAN 2015
Manual
S E_:]l'fl quil for new Project Inteqrate software.docc
- {‘FPDH q:_; AN frnen our website pf
- ;:‘::n; ot i__:]:n‘.u_hsta|kticn1.dm
' ) = E] ADMZ Login3.doc
= ) iz Uvernend.doc
Decumerts '_j ADMZ2_The Main Deckiop and Menusd.doce
}I: [F:";IT:::E i_] ADM2015 Manuzl in progress.doox
]ILinks 4, Aseba Datz Lorir Jan292015 use forimport.zip
o+ F W Documents ETE]ﬁseha_F.ew_.ﬁ:ld_kored_l]ate_[nmhinedﬁ:(
| ;'ai:l-in Bpres _ Poebia Rew And Scored Dals Combinedcp
Adult Mutticufiural Project-related items f_] Copy o DirctnyProcedures Delete fterdoc
——— i f_] Feedback on Pie Software doce
r— ] Testing ADM 2015.docx

A window will open with a vertical listing of your data organized by test forms.

File Edit View Took Help

Organze v Bdrct 2l fles

-.' Music e o
& Pictures .
é £ [Content Types]aml
Vidsos L =
ABCsav
& Tumer, LonV Q
G AsRsar
"':;"a Qe
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i Confiacts g :_ P
OABCsev
Descending (don't use] a -
= OASRsav
i Desidep 3 Q s
155w
Documents a i
v
& Downloads :
iy @V

Your data can be accessed by highlighting/selecting a form type and either double-clicking on it or by

right-clicking with your mouse. Unlike the Excel file (where all data was included in the same file, just
under different tabs), with the SPSS files, you will need to open each separately, at which point, you can
save them with different names, if you choose.

e To access the data from an ASEBA transfer file, follow the instructions for Importing
Data into ASEBA-PC (ASEBA-Web does not allow for importing), using the file name and
location that you selected (or the default if you did not change them).



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

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

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

Add a Form

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

Print Paper Form

Key Entry

View Report/Scored results of a form

Delete a Form

Go to Assessed Person

Go to Informant

Refresh Forms

The Add Form function allows the user to add a form/s for an assessed person (See section 5 for instructions on
how to add a form starting from the Informant)

Forms currently available in ASEBA-Web include the following:

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

Child Behavior Checklist for ages 6 to 18 (CBCL 6-18)
Teacher’s Report Form for ages 6 to 18 TRF 6-18)

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

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

Adult Behavior Checklist for ages 18 to 59 (ABCL 18-59)

Older Adult Self-Report for ages 60 to 90OASR 60-90)

Older Adult Behavior Checklist for ages 60 to 90 (OABC 60-90)

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to add a form.



4. Select/Highlight the Assessed Person from the left frame of the screen. If any forms have already
been added for this individual, they will be displayed on the right side of the screen, under the
Forms tab.

5. Navigation: Forms (from the tab on top) >Add Form,
or, in the right frame, under the Forms tab, select Add Form.
6. The Add Form screen will open, displaying tabs for Summary, Form Details, Contact Info, and

Charges. Users can move between tabs by clicking the tab of interest at the top or by selecting Next
(and Back for all except the Summary tab) at the bottom of the screen.

Add Form X

Summary | Form Details =~ ContactInfo | Charges

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

Form Type: -

Assessed Person: | Alice Webster v

Score this form online: (extra E-unit charge applies)

Select Existing Informant: @ or Create a New Informant ©

Informant: v
geia;imnship: v
Clinician: v
Evaluation Id:

® Cancel Next » v Submit

7. The Summary tab (as shown above) contains fields for Form Type,
Assessed Person, Score this form online, Informant, Relationship, Clinician, and
Evaluation ID as well as Cancel, Next, and Submit buttons on the bottom.

e Form Type: Click on the down arrow on the right side of the field to display a pull-down list of
the form types you may add. Selecting a form type is necessary to proceed with adding a form.



Add Form X

Summary Form Details Contact Info Charges

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

Form Type: | ABCL 18-59 -

Assessed P o -

ASR 18-59

Score this fc
- cBCL 155
Select Exist CBCL 6.18 nformant O
Informant:

. OABC 60-90

- . MACD SN N
Relationship:T W

Clinician: -

Evaluation Id:

® Cancel MNext » ~ Submit

Score this form online: A checkmark in this box (default) indicated that the selected form will
be scored online. [Note: 1 extra E-unit charge applies to use this feature. Therefore, if you
don’t want to score the form online, uncheck the box]

Score this form online: (eoxtra E-unit charge applies)

Assessed Person: The individual for whom you chose to add a form is displayed in the field for
Assessed Person. Clicking on the down arrow on the right side of the field will display only this
person’s name.



Add Form e

Summanry Form Details Contact Info Charges

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

Form Type: | ABCL 18-59 -

Assessed Person: | Alice Webster -

Score this form online: (esxtra E-unit charge applies)

Select Existing Informant: @ or Create a New Informant &
Informant: -

Relationship -

Clinician: -

Ewvaluation |d:

& Cancel MNext » ~ Submit

Informant: User may choose to select an existing informant or create a new informant.
Selecting an Informant is necessary to proceed. [Note that if the form type selected is a self-
report form (Youth Self Report, Adult Self-Report, or Older Adult Self-Report), the

informant section will not be displayed]

To Select Existing Informant, verify that the corresponding bullet to the right is selected
(default), click on the down arrow on the right side of the Informant box below, and
select from the pull-down list of informants (if any have been entered previously).

Add Form

Summanry Form Details Contact Info Charges

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

Form Type: | ABCL 18-59 -

Assessed Person: | Alice Webster -

Score this form online- (extra E-unit charge applies)

Select Existing Informant: @ or Create a New Informant <>
Informant: | John VWebster -

Relationship: -

Clinician: -

Ewvaluation Id:

o Cancel MNext - ~ Submit

To Create a New Informant, click on the bullet to the right of the field which will open
up boxes for first name and last name. Type informant first and last names directly into

the boxes.



Add Form b

Summary Form Details Contact Info Charges

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

Form Type: | ABCL 18-59 -

Assessed Person: | Alice Webster -

Score this form online: (extra E-unit charge applies)

Select Existing Informant: < or Create a New Informant @
First Name: | Matilda

Last Name: | Jones| ps

Relationship: -

Clinician: -

Ewvaluation Id:

& Cancel Next » + Submit

o Relationship: Click on the down arrow on the right side of the field to display a pull-down list
of relationships between the assessed person and the informant (if any have been entered
previously). If none of these applies, you may also enter a relationship directly in the box.

Add Form =

Summanry Form Details Contact Info Charges

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

Form Type: | ABCL 18-59 -

Assessed Person: | Alice Webster -

Select Existing Informant:  or Create a New Informant @
First Name: | Matilda

Last Name: | Jones

Ewvaluation Id:

& Cancel MNext » ~ Submit

e Clinician: Click on the down arrow on the right side of the field to display a pull-down list of
clinicians (if any have been entered previously) from which you may select. You may also enter
a clinician’s name by typing directly in the box. Selecting a clinician is not necessary to proceed.



Add Form >
Summary Form Details Contact Info Charges

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

Form Type: ABCL 18-59 -

Assessed Person: | Alice Webster -

Score this form online: (extra E-unit charge applies)

Select Existing Informant: < or Create a New Informant @
First Name: | Matilda

Last Name: | Jones

Evaluation Id:

= Cancel MNext ~ Submit

e Evaluation ID: User may enter an evaluation ID (optional).

8. After completing the fields under the Summary tab, the user may select the tabs along
the bottom for Cancel (to cancel adding the form), Next (to proceed to the next tab-
Form Details), or Submit (to add the form from this point) or utilize the tabs along the
top to navigate to Form Details, Contact Info, or Charges.

9. The Form Details tab contains fields for Enter Problem Items Only, Society, Due By Date,
Agency, School, User Defined 1, User Defined 2, User Defined Field 1, User Defined Field 2, as
well as Cancel, Back, Next, and Submit buttons on the bottom.

Add Form >

Summanry Form Details Contact Info Charges

Enter Problem ltems Only [
Society:  ASEBA Standard -

Due By Date:
Agency =
School: -

User Defined 1: -
User Defined 2: -
User Defined Field 1

User Defined Field 2

& Cancel < Back MNext - — Submit

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

e Society: Click on the down arrow on the right side of the field to display a pull-down list of
societies available for the form type you have selected. ASEBA Standard will be the default
if no society is selected.



Add Form >

Summanry Form Details Contact Info Charges

Enter Problem Items Only [
Society: | ASEBA Standard -

Due By [RERS S s NESTe=Tale ET ] o

Agency: | Albania
School Argentina

User Dei Brazil -

User Ded Flanders -

Group 1
User Del =
e

User Defined Field 2 |

& Cancel < Back MNext > " Submit

Due By Date: To select a form due date, the user may either click on the calendar icon or
manually enter the date in the following format: 4-digit year-2-digit month-2-digit day.

Aoddd Form ><

Surmirma mny Formmm Details Contact Info Charges

Enter Problem ltems Onily 1
Society: | ASEBA Standard -

Duse By Date: | 2015-12-31| >
Angerncy - December 2015 -
School: Su Mo Tu Ve Th Fr Sa
Useaer Deaefined -l =0 1 bl = -1 =
User Defined | I's] - = f=] 40 11 1=
User Defined 13 14 15 16 17 12 19
zZ0 =1 =z 23 24 zs5 26

User Defined
=7 28 =0 30 1 =
= 4 5 & 7 =

== Tuesday, March 31. 2015

~  Swubmit

Agency: Click on the down arrow on the right side of the field to display a pull-down list of
agencies (if any have been entered previously). The user may also enter an agency by typing
directly in the box.

School: Click on the down arrow on the right side of the field to display a pull-down list of
schools (if any have been entered previously). The user may also enter a school by typing
directly in the box.

User Defined 1: User may include a variable of their choice. Click on the down arrow on
the right side of the field to display a pull-down list of variables (if any have been entered
previously) or enter a new variable by typing directly in the box. This variable will appear in
future pull-down lists.

User Defined 2: User may include a second variable of their choosing. Click on the down
arrow on the right side of the field to display a pull-down list of variables (if any have been
entered previously) or enter a new variable by typing directly in the box. This variable will
appear in future pull-down lists.

User Defined Field 1: User may enter a variable of their choice by typing directly into the
box. Unlike User Defined 1 and 2, above, here, there will not be a down arrow to access a
pull-down list, nor will the variable appear in future pull-down lists.



e User Defined Field 2: As with User Defined Field 1, user may enter another variable of their
choice by typing directly into the box. Unlike User Defined 1 and 2, above, here, there will

not be a down arrow to access a pull-down list, nor will the variable appear in future pull-
down lists.

10. After completing the fields under the Form Details tab, the user may select the
tabs along the bottom for Cancel (to cancel adding the form), Back (to return to
the previous tab-Summary), Next (to proceed to the next tab-Contact Info), or
Submit (to add the form from this point) or utilize the tabs along the top to navigate
to Summary, Contact Info, or Charges.

11. The Contact Info tab contains fields for Name, Phone, and Email, as well as Cancel, Back, Next,
and Submit buttons on the bottom.

Add Form x
Summary Form Details Contact Info Charges

This is the contact information the informant may use to reach you if he/she needs to do so

Name: | Contact Name
Phone: | Phone

Email: | Email

® Cancel < Back Next > + Submit

e Name: Enter the name of the contact person.
e Phone: Enter the phone number of the contact person.
e Email: Enter the e-mail address of the contact person.
12. After completing the fields under the Contact Info tab, the user may select the tabs along the bottom
for Cancel (to cancel adding the form), Back (to return to the previous tab-Form Details), Next (to
proceed to the next tab-Charges), or Submit (to add the form from this point) or utilize the tabs

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

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

Add Form >
Surmirmanry” Form Details Contact Info Charges
MNext is a detailed description of your charges (E-Units) ]

Available E-Units: | 999389
Total E-Units Charged: | 2
E-Units Remaining After Submit: | @087

= Cancel <« Back - Submit




14.

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

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

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

After reviewing the information under the Charges tab, the user may select the tabs along the
bottom for Cancel (to cancel adding the form), Back (to return to the previous tab-Contact Info), or
Submit (to add the form from this point) or utilize the tabs along the top to navigate to Summary,
Form Details, or Contact Info.

The Details/fComments function allows the user to view, download, and/or print the details of a form (including
all item responses and comments) that has been partially or fully completed for an assessed person either by a

user or the

1.

2.

informant (online completion).
Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to access the details of a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form for which you wish
to view the details.

Navigation: Forms>Details/Comments (from the tab on top),
, In the right frame, under the Forms tab, select Details/Comments,
or, alternatively, right click with your mouse and select Details/Comments.

The Details screen will open, displaying tabs for Form, Q & A, and Download/Print, as well as a
Close button on top.



Details ¥ Comments
> Close

Form Lo LN Drownload/Print

Form Type: | CBC

Society: | ASEBA Standard
Evaluation Id-

Enter Problem ltems Cnily:
Status: | Key Entered

Werified: | MNo

Drate Completed: | 2015-01-06

Due By Date: | 2015-01-31

Assessed Person ldentification | a33693605c35ad4al783284bAkS

HAssessed Person: | Sarah Smith

Informant ldentification:
Informant:

Relationship: | Parent

Clinician:

Agency:

School: | Woodsland Elementany

User Defined 1:

User Defined 2

User Defined Field 1:
User Defined Field 2
MName:

Phone:

Ermail:

The Form tab displays details about the selected form entered, including: Form Type,
Society, Evaluation ID, Status, Date Completed, Due By Date, Assessed Person
Identification and name, Informant Identification, name, and relationship to assessed
person, Clinician, Agency, School, User Defined Fields, and Contact Information.

Details / Comments
% Close
Form | Q& A  Download Print

Child Info... | I Sports | II. Hobbie... = IIl. Organ... | IV.Jobs | V._Friends.. | VI. Contac.. | VII. Schoo... | VII-1. Aca..
VII-2. Sch... | lliness =~ Concems | Best Thing.. = Problem It ..

Question v | Answer v | Comment v
Child's first name: Sarah

Child's middle name: Agnes

Child's last name: Smith

Child's gender Girl

Child's age 6

Child's ethnic group or race: White

If ‘Other’, please specify:

Today's date: 20150106
Childs date of birth 2008-06-15
Child's grade in school Grade 1

If ‘Other’, please specify:

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

The Q & A tab displays the responses entered to the items on the selected form. The screen
opens to the sub-tab displaying Child, Pupil, Youth, or Adult Information (depending on
form selected). Clicking on the other sub-tabs will display the responses entered for those
sections of the form.



Details / Comments

® Close

Farm Q&A

O, Preview

Download/Print

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

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

9. Details/Comments can be downloaded/exported and/or printed by selecting Preview which will
open the Details/Comments screen. The details report is comprised of 2 parts: The Entries
Report (responses to items, partially shown below) and the Comments Report (any comments

written in regarding items, shown following the Entries report).

Entries Report

Details / Comments

x Close
Form Q&A Download/Print
‘ 1€ € [1 of 7 » | [Exporttothe selected format ¥ | Export 5 @@
Child Behavior Checklist for Ages 6-18
Entries Report
Printed by: ASEBA Adwin

ID: a3369605c35a4 Date Filled: 2015-03-17 Verified: No

Name: Sarah Szuth Informant:

Gender: F Birth Date: 2008-06-15 Clinician:

Age: & Relationship:  Parent Agency:
Child’s first name: Saralh
Child's middle name: Agnes
Child’s last name: Smith
Child's gender: 2 -Gl
Child's age: 6
Child's ethnic group or race: 6 - White
If 'Other. please specifi
Today's date: 2045-01-06
Child’s date of birth: 2008-06-15
Child's grade in school: 4 - Grade I
If 'Other’ please specify-
Parent 1's usual type of work_even if not working now: anginear
Parent 2's usual type of work_even if not working now: teacher
This form filled out by (type your full name): Juliet Smith
Your gender- 2 - Famale
Your relation to the child: I - Biological parent

Comments Report




Details / Comments

x Close
Form Q&A Download/Print
< € [ of 7 » »|[TIFFfile v | Export T
Child Behavior Checklist for Ages 6-13
Comments Report
Printed by: A5EBA ddwin
ID: Date Filled: 2015-03-17 Verified: No
Name: Sasah Snuth Informant:
Gender: F Birth Date: 2008-06-15 Clinician:
Age: 3 Relationships  Parent Agency:

Child's middle name:

Aggis

2. Enter a second sport that your child most likes to take part in.
Fail anfy

1. Enter one hobby, activity, or game that your child most likes to take part in.
particilarly American Girl

Compared to others of the same age, how active is he/she in this organization, club, team, or group?
Perhaps bacause we encourage this activigy somewhat

1. Enter one job or chore that your child has:

waekh

Does vour child have any illness or disability (either physical or mental)?
seems io be sick quite frequenily though

What concerns you most about your child? o
>

To

export: If desired, the Details/fComments report can be exported to one of two file

formats--Acrobat (PDF) or TIFF:

a) Click on the down-arrow in the Export box and select export format (PDF or TIFF):
Export to the selected format ¥ | Export

b) Click Export to begin the process.

c) A Save screen will open up, displaying a default file location and name comprised of
the form type, the word Details, the target’s name, Identification numbers, form date,
and either a pdf or tiff ending, depending on the format selected. File locations may
be changed by selecting a new folder, and the file name may be changed by clicking
within the File name box and typing a new name.
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d) Click Save or Cancel (if you do not wish to save the file). File is now ready for you
to open from your selected location.

e Toprint: If desired, the Details/yComments report can be printed:

=

a) Select the Print icon

b) The Print window will open up, allowing user to access and make any necessary changes
to printing function.

The Edit function allows the user to edit a form that has been completed for an assessed person.

1.

2.

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to edit a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form you wish to edit.

Navigation: Forms >Edit (from the tab on top),
, In the right frame, under the Forms tab, select Edit,
, alternatively, right click with your mouse and select Edit.
The Edit screen will open to the first tab (Summary), displaying previously entered/selected data.

There are also tabs along the top for Form Details and Charges (Administrative users only) as well
as Cancel, Next, and Submit buttons at the bottom of the screen.



8.

10.

11.

Edit =

Summanry Form Details Charges

Form Type: | ABC

Assessed Person: | Alice Webster

Score this form online: @ (exira E-umit charge applies)

Relationship: | Other -
Clinician: -
Evaluation 1d:

= Cancel MNext > " Submit

User should note that not all fields will be editable. On the Summary page, the Score this form
online (unless a report has already been run), Relationship (unless “Self”), Clinician, and
Evaluation Id fields are editable. On the Form Details page, all fields are editable. The Charges
page (administrative users only) is only for viewing and is non-editable.

Navigate to the fields you want to edit by using the Next (on Summary and Form Details pages)
and Back (on Form Details and Charges pages) buttons on the bottom or by clicking on the tabs at
the top.

Edit the relevant items by using the pull-down menus (where available/applicable),
clicking the box (for Score this form online), or typing directly into the box.

[Note: If a user edits the box for Score this form online, the number of E-Units will adjust
accordingly. That is, if the box was previously checked (to utilize online scoring), and the user
changes it to unchecked (no online scoring), 1 E-Unit will be refunded to user’s account.
Likewise, if the box was previously unchecked (no online scoring) and is changed to checked
(online scoring), 1 E-Unit will be charged to the user’s account.]

Click Submit (to apply changes) or Cancel (to keep existing information).

Print Paper Form

The Print Paper Form function allows the user to print a blank (except for pre-populated header fields) form.
[Note: The charge to print one paper form=1 E-Unit]

1.

2.

Sign in to ASEBA-Web.
Navigation: Print Paper Form (from the tab on top)>Print Paper Form.

The Print Paper Form window will open, displaying sections for Form Type, Evaluation Id,
Assessed Person (ID, Full Name, Gender, Ethnicity, Age, and Date of Birth), Informant Full
Name, and Charges (Available E-Units, Total E-Units Charged, and E-Units Remaining After
Submit), along with buttons for Print and Close.



Print Paper Form

Form Type: -

Evaluation Id:

Assessed Person

10

Full Mame:-

Gender: | Unknown w | Ethnicity:
Age:

Drate Of Birth:
Informant

Full Mame:

Charges

Mext is a detailed description of your charges (E-Units)

Avrailable E-Units: | 99997
Total E-Units Charged: | 1

E-Units Remaining After Submit: | 99996

Print

»x Close

4. Complete as much information as is available (except for Charges, which is non-editable). This
information will be used to pre-populate the paper form. [Note: Form Type, Assessed Person ID
and Full Name (indicated with * below) are required to proceed]:

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

ABCL 18-59 Dutch, English, and Spanish

ASR 18-59 Dutch, English, and Spanish

CBCL 1.5-5 Dutch, English, and Spanish

CBCL 6-18 Dutch, English, and Spanish

C-TRF 1.5-5 Dutch, English, Spanish, and Spanish (Spain)
OABC 60-90 English

OASR 60-90 English

TRF 6-18 Dutch, English, Spanish, and Spanish (Spain)
YSR 11-18 Dutch, English, and Spanish



Print Paper Form %

Form Type:
@ Selecting a form type is required

Evaluation It ASR 18-59 Dutch
ASR 18-59 English
ASR 18-59 Spanish
CBCL 1.5-5 Dutch
FullNam| =g 1 5.5 English
Gender: | cBCL 1.5-5 Spanish

Age: CRCL A 18 Nutch

Assesseq

1D:

Date Of Birth:

Informant

Full Name

Charges

MNext is a detailed description of your charges (E-Units)

Awvailable E-Units: | 99994
Total E-Units Charged: 1

E-Units Remaining After Submit: | 99993

b) Evaluation Id: Optional field.

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

d) *Full Name (Assessed Person): Enter the Assessed Person’s Full Name.

e) Gender: From the pull-down menu on the right side of the box, select Unknown (default),
Male, or Female.

f) Ethnicity: Type in ethnicity of Assessed Person.
g) Age: Enter age of Assessed Person

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

i) Informant Full Name: Enter full name of Informant.
5. Select Print to print the paper form or Close to exit the Print Paper Form feature.

6. When Print is selected, a message appears on the bottom, asking whether user wants to Open, Save,
or Cancel the form:
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Print Paper Form
Form Type: | ABCL 18-50 Engish v |
Evauafion It

Asessed Persn

0 Oldet5es

Ful Nams: | Shalyn Anderson

Genlr. Female v Elhwcty. Afican American

Age 19

Dete OfBrih 12050512

Informnt

Ful Name: ' Devan Anderson

Chages

Nl & delalle descipon o yout chages (E-Uni)

e F s Q0004
Totl Ents Crarg
E s Reining A St 00203

r Dojeusrttcenrsae B en OIS K18 b wehon? Gon || e || G|

7. Select Open to view the document (PDF), Save to download the document to a folder and/or view,
or Cancel to cancel the process.

8. An example of an Opened/Saved ABCL 18-59 is shown below:



F ™
L ABC_en_00de15c5_pdf (SECURED) - Adobe Acrobat Pro ] ) ]

File Edit View Window Help ®
@ Create ~ | @ D @ | {‘;} (i Dg E Eb IE
!r /4 | @ | T ) ‘ EE Tools = Comment Share

Sty —
6 [For office use only

Ploase print youranswers. ADULT BEHAVIOR CHECKLIST FOR AGES 18-59 |iox

m

ADULT'S First Middle Last ADULT'S USUAL TYPE OF WORK, even if not working now.
FULL Please be specific—for example, auto mechafiic; high school
NAME 00de15¢5 - Shalyr@%ersnn teacher; homemaker; laborer; lathe operator; sl Q‘Ealesman; army
ADULT'S GENDER ADULT'S NIC f&ergeant: student (indicate what he/she is 5\ ng & what degree
AGE QJ ROUP A . is expected). QJ |
|:| Male mFemale ‘(2\6 OR RACE Adult's Sp or partner's
TODAY'S DATE V\ADULT’S BIRTHDATE work
THIS FORM FILLED OUT, print your full name):
3 26 15 5 12 1985
Mo. _ 7 Date _ < \Y&_@’_ Mo. _~ Date __ < Yr. 7" Anderson
N7 %
PLEASE CHECK g@f 'S HIGHEST EDUCATION Your relationship t :
1 1. Nohigh s iploma and no GED [ 7. Some graduate school Ospouse O r [ Other (specify):
[ 2. General Equivalency Diploma (GED) but no graduate degree
[ 3. High school graduate [ 8. Master's Degree Please fill out this form to reflect your views, even if other
[ 4. Some college but no college degree L 9. Doctoral or Law Degree | paople might not agree. You need not spend a lot of time
[ 5. Associate’s Degree O Other education (specify): | on any item. Feel free to print additional comments. Be
I [ 6. Bachelor's or RN Degree sure to answer all items.
| . FRIENDS:
A. About how many close friends does he/she have? (Do not include family members.)
O None 01 O2or3 01 4 or more
i B. About how many times a month does he/she hawve contact with any close friends? (Include in-person contacts, letters, e-mail.)
OLessthan1 1 O3or4 0 5 or more @)
C. How well does he/she get along lose friends? KO-J
I Not well Average [ Above average [ Far above average be’
D. About how many times ?@h do any friends or family visit him/her? ?_.
JLessthan1 [J1or2 O3ord 5 or more
\ O
Il. SPOUSE OR PARTNER: )
What is his/he ital status? CINever been married a Manieé\separated from spouse
[JMarried, living with spouse O Divorced
I [JWidowed O Other—pl describe: I

At any time in the past 6 months, did he/she live with a spouse or partner?
[J No—please skip to page 2.
[ Yes—Circle 0, 1, or 2 beside items A-H to describe his/her relationship during the past 6 months:

at ar Samatimaes Trua 2 =VaruTrua ar Oftan Trua

9. Print the paper form via your computer’s printer.

Key Entry

The Key Entry function allows the user to enter a form for an assessed person (as well as to view or make
changes to a form that has already been entered).

1. Signinto ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to enter or view or edit a form.



4. Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

5. In the right frame on the screen, under the Forms tab, select/highlight the form you wish to key
enter, view, or make changes to.

6. Navigation: Forms (from the tab on top)>Key Entry,
, In the right frame, under the Forms tab, select Key Entry,

, alternatively, right click with your mouse and select Key Entry.

7. The Key Entry screen will open to the first tab (Child, Pupil, Youth, or Adult Information,
depending on form type selected). Any previously entered data for this form (if applicable) will be
displayed. Otherwise, the fields will be empty (see example of blank first screen for Child
Information, CBCL 6-18, below):

8. Complete as much information as is available under this first tab. Note that, throughout the forms,
some items will require text input by using the keyboard and typing directly into a box, while others
have pull-down menus or calendars which are accessed by clicking on the down arrow or calendar
icon, respectively, on the right sides of the fields and making a selection.

9. Continue moving through and completing the rest of the form sections by clicking on the tab of
interest at the top or by using the tab key on your computer keyboard. Please note: On some pages,
the screen may automatically advance to the next once the last item has been answered (to go
back, click on the name of the tab on the top that you wish to return to).

10. When finished, click on the Save or Verify tab at the top, far right. A screen will open up displaying
3 options: Verify All Question Items, Verify Problem Items Only, and Save.



Key Enty
=letfy @ Cancel ¢ Bk

Chid fometi.. | | Spors | I Hobbies | I Organzato. | IV, obs | V. Fends VI Conacs | VIl School | VIH. Aatemic.. V12 Soolln. | llness | Cocems | BestThings  Problem ems | Save or Vedfy
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e Verify all question items: If this feature is selected, both the adaptive and problem items
will need to be verified.

e Verify problem items only: If this feature is selected, only the problem items will need to
be verified.

For both verification options above (all question items or problem items only), the user should
turn their speakers on, if available, and turn the volume up to an audible level. Once the type of
verification (verify all question items or problem items only) has been selected, click the Verify
button on the top left, and the relevant items will be displayed. At this point, the user should re-
enter their data. If the user enters a value for an item differently than what was entered
originally, the item # and description will be highlighted, and there will be a buzzer sound. Enter
the correct value for the item. Continue in this manner for all the items displayed. When
finished, the circle in front of the Save option will be filled in. Select the Save button at the top
left. Data will be saved, and user will be returned to the Home/Directory page. Once a form is
verified, its status on the forms page will change from No to Yes.

e Save: Select this function if you want to save the form without verifying items.

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

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

[Note: The View Report feature is only available for those forms that have been endorsed “Score this
form online” which charges one E-Unit for each report. If you wish to view a report but have previously
disabled the online scoring feature by unchecking the box, editing the form by checking the box (this will
charge 1 E-Unit) will allow the user to view the report.]



Note: View Report/Scored results of a form is also covered in more detail in Section 9, reports.

1.

2.

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to view a report/scored results of a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form for which you wish
to view the report/scored results.

Navigation: Reports (from the tab on top) >View Report,

, In the right frame, under the Forms tab, select View Report
, alternatively, right click with your mouse and select View Report

[Note: these will only be available if “Score this form online” has been endorsed for the
selected form.]

The screen will open to the View Report window. For further instructions regarding this topic
including navigating a report, please see Section 9, reports.
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Delete a Form

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

1.

2.

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to delete a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form you want to delete.

Navigation: Forms (from the top tab) > Delete,

or, in the right frame, under the Forms tab, select Delete,
or, alternatively, right click with your mouse and select Delete.

The screen will open to the Delete window, displaying the form type that is selected for deletion,
along with the question “Are you sure?” with buttons for Yes and No.



Delete =€
Creleting: | CBC

Are YWou Sure?

Yes Mo

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

[Note: If aform is deleted prior to Key Entry, a refund will be issued and the account will be
adjusted automatically. The account will receive a credit of 1 E-Unit if online scoring was not

endorsed for the form, or 2 E-Units if online scoring was endorsed for the form. No refunds
will be given once Key Entry has been utilized.]

Go to Assessed Person

This function will bring the user to the details related to the Assessed Person.
1. Signinto ASEBA-Web.
2. Select the Informants tab on the left side of the screen. All current informants will be listed.

3. Select/Highlight the informant of interest from the left side of the screen. Any forms that have been
added for this informant will be displayed on the right side of the screen.

4. In the right frame on the screen, under the Forms tab, select/highlight a row containing the assessed
person you wish to view.
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Navigation: Forms (from the tab on top) > Go To Assessed Person,

or, in the right frame, under the Forms tab, select Go To Assessed Person,

or, alternatively, right click with your mouse and select Go To Assessed Person.

A list of all the forms that have been added for the selected Assessed Person will be displayed under
the Forms tab, on the right side of the screen. From this screen, users may select/highlight a
particular form for an assessed person and perform various form functions (Refresh, Add, Details,
Edit, Key Entry, View Report, Delete, or Go To Informant) related to it, or select the Assessed

Person Details tab to view, edit, or delete that information.
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Go to Informant

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

1.

2.

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to see their informants.

Select/Highlight the Assessed Person from the left frame of the screen. If any forms have already
been added for this individual, they will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight a row associated with the
informant you wish to view.
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Navigation: Forms (from the tab on top) > Go To Informant,
or, in the right frame, under the Forms tab, select Go To Informant,

or, alternatively, right click with your mouse and select Go To Informant.

Note: Go To Informant will only appear as an option for those individuals who are listed as an
informant.

A list of all the current informants will be displayed on the left side of the screen, under the
Informants tab, with the selected informant highlighted. A list of forms associated with the
informant will be displayed under the Forms tab, on the right side of the screen. From this screen,
users may select/highlight a particular row/form for an assessed person and perform various form
functions (Refresh, Add, Details, Edit, Key Entry, View Report, Delete, or Go To Assessed
Person) related to it, or select the Informant Details tab to view or edit that information.
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The Refresh function allows the user to Refresh Forms after changes have been made.

11.

12.

13.

14.

15.

16.

17.

Sign in to ASEBA-Web.

Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

If not already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to refresh a form.

Select/Highlight the assessed person from the left side of the screen. Any forms that have been
added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the Forms tab, select/highlight the form you wish to refresh
(this is an optional step).
Navigation: Forms (from the tab on top)>Refresh,

, In the right frame, under the Forms tab, select Refresh.

Forms will be refreshed.



Procedure #: 9

Revision Date: March 30, 2015

ASEBA-WEB Procedures

Procedure: View, Export, and/or Print Report

The View Report functions in ASEBA-WEB allow the user to view, export, and/or print reports (see specific
report type sections after the General Instructions below for descriptions)

[Note: All View Report features below are only available for those forms that have been endorsed “Score
this form online” which charges one extra E-Unit.]

Report functions currently available in ASEBA-WEB include the following:

20. View Report
21. View Cross-Informant Report (focus on one assessed person)
22. View MFAM Report (focus on more than one assessed person)

General Instructions/Notes Regarding Reports

e The number of pages in the report, as well as the particular scales included, will depend upon the form.
e Where applicable, raw, t-scores, and percentiles are displayed.

e B=Borderline Clinical range (indicated by broken lines); C=Clinical range (scores falling above or
below (depending on whether referencing problem or adaptive/competence items) broken lines.

e X" The Close button closes the report, returning user to the Home/Directories page.

e The default Society is ASEBA Standard: This can be changed by accessing the pull-down menu to the
right of the Society box, selecting a society, then clicking the Apply button to the right.

Society ASEBA Standard ¥ || Apply

e The user may move forward or backward through the report pages by clicking on the single right or left
arrows ( < or >). Clicking on the arrow and line ( |< or >| ) will bring the user to the first (left) or the
last (right) page of the report.

1€ € 1 Jots > 2l



e The user may also jump to a particular section of the report by clicking on the area of interest in blue on
the left side of the screen (as long as Hide Document Map is not selected, see below). For example, for
a CBCL 6-18, user is able to jump to the following sections:

Competence Scale Scores

Syndrome Scale Scores

Internalizing, Externalizing, Total Problems & Other Problems
DSM-Oriented Scales

2007 Scale Scores

Marrative Report And Critical Ttems

e If desired, the report can be exported to one of two file formats: Acrobat (PDF) or TIFF: File format
type can be changed by accessing the pull-down menu in the Export box.

Export to the selected format ¥ | Export

. = Allows users to Refresh the report.
. = The Print icon will open up a window to access user’s printing function.
o Allows users to Hide Document Map for a more basic view (jump-ahead

sections in blue, as described above, will not be displayed.)

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

1. Sign in to ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/Highlight the directory containing the assessed person for whom you want to view a report.
Assessed Persons contained within the selected directory will be listed in the right frame.

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

5. Select/Highlight the Assessed Person in the left frame. Any forms that have been added for the
selected person will be displayed on the right side of the screen under the Forms tab.

6. On the right side of the screen, highlight the form for which you wish to view the scored results.

7. Navigation: Reports (from the tab on top) > View Report,

in the right frame, under the Forms tab, select View Report,



or, alternatively, right click with your mouse and select View Report.

8. Report will display (an example of page 1, CBCL 6-18 shown below):
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9. See General Instructions (above) for information regarding navigating through the report.

View Cross-Informant Report

The View Cross-Informant Report function in ASEBA-WEB displays various results for one assessed person
from multiple informants side by side for easy comparison. Specific components of this type of report depend
on the particular forms included, but may include problem and other item common scores, Q-Correlations
between scores, Syndrome Scale, Internalizing, Externalizing, Total Problems, Critical Items, 2007 Scales, and
Personal Strengths T-Scores.

1. Sign in to ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

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

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

5. Select/Highlight the Assessed Person in the left frame. Any forms that have been added for the
selected person will be displayed on the right side of the screen under the Forms tab.



6.

10.

11.

12.

13.

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

Alternatively, you can also follow steps 1), 2), and 3), navigate to Reports (from the tab on
top)>View Cross-Informant Report.

The View Cross-Informant Report screen will open, displaying a list of Available Assessed
Persons (which will consist of only the person you selected or a list of all persons, depending on
which path you took above), a Search box, an empty list for Selected Assessed Persons on the right
side, along with buttons at the top for Back, Next, Cancel, and Finish, which only become active
when relevant:

Select an Assessed Person(s)

Available Assessed Parsons Selected Assessed Persons

Select/Highlight the name of the assessed person of interest from the list of Available Assessed
Persons or use the Search function by typing their name into the box.

Click ~~  to move this person to the right frame under Selected Assessed Persons. (To remove a
selected assessed person from the list on the right side, select/highlight their name and then click

. It will now be listed under Available Assessed Persons on the left side).
Click Next to proceed (or Cancel to return to the Home/Directories page).

Under Select a Multi Informant Report Type, access the pull-down menu by clicking on the down
arrow and choose the cross-informant report that applies to the age of the assessed person (school-
age, adult, or older adult).

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

All forms completed for the assessed person you selected will be listed under Available Forms.
User can use the Search function to find a particular form type by typing the form name into the
box.



View Cross-Informant Report

<4 Back | » ®Cancel | v

Select Forms

Available Forms Selected Forms

CBC ()

Smith, Johnathon
undefined (Parent)
Key Entered

CBC ()

Smith, Johnathon
undefined (Parent)
Key Entered

TRF ()

Smith, Johnathon
undefined (Teacher)
Key Entered

YSR ()

Smith, Johnathon
self (Self)
Key Entered

14. Select/Highlight the first form to include in the report and then click " to move it
to the right frame under Selected Forms. (To remove a selected form from the list on the right side,

-

select/highlight the form and then click
left side)

. It will now be listed under Available Forms on the

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

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

17. Click Refresh to view/update the cross informant report.

WView Cross-Informant Report

« Back = & Cancel " Finish

View Report

& Refresh | Click on Refresh to view/update the cross informant report

18. Report will display (an example of page 1, School Age Cross-Informant report, shown):
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19. See General Instructions (above) for information regarding navigating through the
report.

The View MFAM Report function displays scores together for more than one assessed persons who are
related/affiliated. Forms that can be chosen for this report include the School-Age (CBCL 6-18, TRF 6-18,
YSR) and Adult (ASR 18-59 and ABCL 18-59) forms. Specific components of this type of report include
Syndrome Scale T-scores and problem item scores, DSM scale T-scores and problem item scores, Q-
Correlations between item scores, Internalizing, Externalizing, Total Problems, and Critical Items T-Scores.

1. Sign in to ASEBA-Web.

2. Select the Directories tab (if it is not already selected by default) on the left side of the screen. All
current directories will be listed in the left frame.

3. Select/highlight the directory (but do not open!) containing the assessed persons whom you want to include in
an MFAM report. Assessed Persons contained within the selected directory will be listed in the right frame.

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

5. The View Cross-Informant Report screen will open, displaying a list of Available Assessed
Persons, a Search box, an empty list for Selected Assessed Persons on the right side, along with
buttons at the top for Back, Next, Cancel, and Finish, which only become active when relevant:



cw Cross-Informant Repart
SCancel |

Select an Assessed Person(s)

Available Assessed Persons Selected Assessed Persons

o

6. Select/Highlight the name of one of the assessed persons of interest from the list of Available
Assessed Persons or use the Search function by typing their name into the box.

7. Click = tomove this person to the right frame under Selected Assessed Persons. (To remove a
selected assessed person from the list on the right side, select/highlight their name and then click

-

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

8. Continue this process of selecting/highlighting and moving names over, one at a time, until all of the
Available Assessed Persons you want to include in the report are listed in the right frame under
Selected Assessed Persons.

Select an Assessed Person(s)
Available Assessed Persons Selected Assessed Persons

(]

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



10. Under Select a Multi Informant Report Type, access the pull-down menu by clicking on the down
arrow and choose MFAM Cross-Informant. (Note: MFAM Cross-Informant Reports require the
assessed person to have more than one completed school-age or adult forms associated with them).

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

12. All forms completed for the selected assessed persons that are appropriate for the MFAM report will
be listed under Available Forms. User can also use the Search function to find a particular form
type by typing the form name into the box.

Select Forms

Available Forms Selected Forms

13. Select/Highlight the first form to include in the report and then click " tomove it



to the right frame under Selected Forms. (To remove a selected form from the list on the right side,

-

select/highlight the form and then click
left side).

. It will now be listed under Available Forms on the

14. Continue this process of selecting/highlighting and moving the forms over, one at a time, until all of
the forms you want to include (up to a maximum of 10 forms) in the report are listed in the right
frame under Selected Forms

View Cross-Informant Reporl
4Back | » Mo | @Cancel | v

Select Forms

Available Forms Selected Forms

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

16. Click Refresh to view/update the MFAM cross informant report.

View Cross-Informant Report

« Back | » ®Cancel | « Finish

View Report

¢ Refresh | Click on Refresh to view/update the cross informant report



17. The Cross-Informant MFAM Report will display (an example of page 1, MFAM report for the Smith
family shown):
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18. See General Instructions (above) for information regarding navigating through the report.



