Council on Domestic Violence and Sexual Assault

ANDVSA 4.0
Database User Guide

Installation, navigation, and general user notes

CDVSA

COUNCIL ON DOMESTIC VIOLENCE
& SEXUAL ASSAULT

Q Safety * Prevention * Accountability

05/22/10

1|ANDVSA 4.0 Database User Guide



Table of Contents

ANDVSA database: General Rules and INformation .........ceceeviiiiiiiiiiiiiic e 6
Section One: INStalliNg ANDVSA V4.0 ......uuvviieiiiieeciirieie e e ettt eee e eeeeeirareeeeeeseestabseeeeeeeessassaseseeeesessssrsaseeeens 7
FINGT INOTES: . ettt ettt sttt b e bt e s b e s bt e s bt e sae e s at e sae e e at e et e e et et e et e e nbeenbeenbeenneennes 19
L=y Y=ot o PSP O PP PSPPI 19
Section Two: Data Entry & Navigation TEChNIQUES .....ceeviiieiiiiiiiie et e e e e e snareee s 20
A WOrd aboUt data NIy .. e e e e e e e r e e e e e e e e nrraaeeeaeeeannes 20
=T U1 g=Te I Y - I 1= [ L3 PSSP 20
Prompts & Data Field DeSCriptOrs: ... ittt eictiee ettt et e et e s ee e s e e e sae e e e sabeeeessnbaeeesnnbeeeesnnees 21
Database NaVigation TIPS ... i eiciiieiiiieie ettt et e e e e e e e e e st te e e e st be e e e s abeeeeeabaeeeessbaeeeanssaeeesnsenesennsens 21
LIMITATIONS: e e 23
L=y Y=ot o o PSPPSR 23
Section Three: Victim Services Data .....ccoceeiciieiiie ettt sne e e sree s e e 24
Victim Services Data OPENINgG SCrEEN: ...ttt e et e e e e s e sabbree e e e e s ssarreeaeeseesnanns 24
New Program Participant ReCOrd: Tab ONe......ccccviiiiiiiie ettt ree e et e e are e e e 26
New Program Participant RECOrd: Tab TWO.....ccocuiiiiiiiiie ettt ettt vee e et e e e sare e e e 27
New Program Participant Record: Tab Three (Incident Information) .........cccccoeeeeeeicieeiccciee e, 29
New Program Participant Record: Tab Three (Perpetrator Information).........cccccceeeeciiiieccieecccieee e, 31
New Program Participant Record: Tab Four (Services Provided) ........ccccceecveeeieiiiiecciiee e 33
How to use the Incident Information (Gray Box) on Tab 4:......cccceiiiiiiiiiiceecee e 34
Tab4 Incident Information (Gray Box): IMpPortant NOTE ........ceeeecciiiiieee e 35
New Program Participant Record — Tab Five (Protective Orders) .......cocceveveeeeeiieeecciiee e 37
Searching for Program Participant RECOIAS.........uiiicuiiiiiiiieee ettt e et e e e stre e e e srae e s s abae e e s aaneeeas 39
Modifying/Adding New Information to Program Participant Records .........cccceeeeeeverevieecveeccreeeeveeennen. 41
Tabs 1 & 2 (Participant INfOrmation): .......ccuiii ittt e e e eta e e e e raeeeeanes 41

Tab 3 (INCident INFOrmMation) .. .....oi ittt e et e e e e ear e e e e e ar e e e e araeeeeanes 41

Tab 4 (Services Provided and Linked Incident Information):........cccceeviieeciiiciie e 43

T 5 (ProtECTIVE OFAEIS) . uuueiiiiiiieciiieiee ettt eeeere et e e e e e e eetare e e e e e eeeeaabeaeeeeeesesstsreeeeeeeesnssreseeeeeens 45
Deleting Program Participant RECOIS.......cuuiiiiiiiiiiciiie ettt ettt e e rvre e e aree e e s ate e e e naee e e aneeas 46
Exiting Victim Services Data SECLION ...cciviiiiiiiieeeeceeeeeee 47

Y =Totu oY T oo IO N = 11 01T o= - o S 48
Training Data Opening SCreen/Tab ONE .......ccuiiiieiiiieiieecie ettt stee e ae e teesbeeste e be e beesbaesbaesbaesanesnreens 48

2|ANDVSA 4.0 Database User Guide



Training Data Tab TWO and Tab ThrEe: ..o e e e bre e e eareeas 49

Training Data Tab FOUr and Tab FIVe: ...t e e e et e e e s e e s ere e e e e e eans 50
Searching for TraiNiNg RECOIUS: ....ciiciieeieiee ettt e e et e e et e e e e ette e e s ebaeeesentaeeeseataeaesseaeesensaeeesnns 51
Deleting TrainNing RECOIAS: . .cuiii i iiiiiiee ettt ee e e e e ettt et e e e e e eetb e e e e e e e e esabsteeeeeeeeaaanstaaseaasesaanssraeseaeesannnes 52
EXItiNG TrainiNg SECHION . c.ciiiiiiiiiie e 53
SECHION FIVE: REPOITS ettt sttt bttt sesssab e s s ssssbneneeenenenenene 54
] =T g Lo T e I Y=Y o Yo €SP 54
LOIU 1] 0] 0 0 T 0= oYY 3 PSPt 54
Critical Note on “Canned Reports:” (*MAY 2010%) ....ccociiiieeciieeeeceee ettt e e vee e e e eavae e e 54
0= oo o dR @ o 1=T o1 TN Yol o =1 o 55
YT QY (oI oV Te [T N 20T o o] o PRSP 56
VT o To ] = T T T TN 56
Services Provided Criteria SCrEEN: ......coci it ittt s s e 56
Understanding the Services Provided REPOIt:........coiiciiiiiiiiiiie ettt evae e e e are e e e neeas 58
Individual Program Participant REPOIt: .....c..eeeiiiiiee ettt e e e et e e e e s e e nae e e e e e e eenas 59
BT T 1] = 59
Program Participant & Program Participant with Multiple Incidents Reports .......cccccceeeveciveeiriveeeenneen. 61
EXPIaNATONY BOXES: .. iiiiiiiitiieee e e ettt ettt e e e e e et e e e e e e e e abbaaeeee e e e e tabaraeaeeeeantrbaaaeeeeeantararaeaaeenn 62
Program Participant with Multiple ISSUES REPOIt:.....c..ueiieciiiieiiiiieecciiee e eree e e e e srre e e saree e 62
VAWA, FVPSA, VOCA & Training REPOIES: ..uuureiiiiiiiiiiiiiieeeieiiciiiteeeeeeessstieeeeeessssanesseeeessssssssnsesssssssnnnnnns 63
FAN o oI T =T o Yo T Al = T LS SR 64
o TN g = (=T o Yo o 3 65
Sending Reports 10 MICroSOft WOrd: ..........uuiiiiiiiiiieiee ettt e e e et e e e e e e e e snare e e e e e e e ennnnnns 66
EXITING REPOITS SECTION: c.cciiiiiiiiiiiieieieeeeee e e e e e e s e e e s e e e s e s e s e s s s e eaas 67
SECTION SiX: CrEatiNg QUUEBIIES ettt bttt sttt bttt babebebebannne 68
TADIE VW ettt e b e bt sb e s h e sat e s et st ettt ettt e bt e r e e naeesaeenaee 69
L@ LT =T Y AT PPNt 70
0= oo o € VA 1= N 71
LI o] (2 2 U] L To T ] 11 USRI 72
Creating a New Access Database for QUEIES: ...ttt e e e e e sbaee e s 73
Creating a Basic SQL Query Using the QUery Wizard.........cccccveeiieiieeiiiiiee e ccieeeeevee e eevree e ssitee e svane e 76
In this example, the following SQL statement was generated: .........cccceeeeeeciiiieeee e, 80

3|/ANDVSA 4.0 Database User Guide



L] o AR 1 1 =T o - PP 83
Step 2 : Determing Necessary TabIes .....ccuuuuiiiieeiiiiiieeee et e e e e e e s e e e e e e e snrraneeeeeeenas 83
Step 3: Add Necessary Tables in QUEery DeSigN VIEW......ccueeiiccciiiieeeeceeccireeee e ecvrree e e e e eecnnreeeea e 85
Step 4: Add Appropriate Data FIeldS........ccueiieciiiriiiiiee e 87
SEEP 5: Fill IN PAramEters ...uviii ettt ettt e et e e st e e e st e e e s baee e e sbaeeessabeeeeenseeeeennres 88
Step 6: CUSTOMIZE FUNCHIONS ..cciiiiiiiiiiiiic e 89
StEP 7: RUN aNd VEIITY QUEIY.....uiiiiiiiee ettt eette e e et e e e e ate e e s e bte e e eenbae e e entaeeeeaneeeeenarenas 92
Creating a Report Using the Report Wizard.........occuviiiiiei ettt e e e e e ee e e e e e ennnes 93
Section SEVEN: BaCK-UP Data......uuiieiiiiiiciiiiiie ettt e e ettt e e e e e e st re e e e e e e e s anb e s e e e e e senssaeaeeeaesesnnseaneeaanns 99
2o T o I\ o ] PSPPSR 101

4| ANDVSA 4.0 Database User Guide



Description: ANDVSA_v4.0

This guide is meant to provide a broad understanding regarding how to install and use the latest release
of the ANDVSA database. There are some critical changes concerning how the ANDVSA database inputs
data and how it can report that inputted information. Those changes are covered in this documentation.

Among the most critical of changes within ANDVSA_v4.0 are the following:

1. The Service Provided report should be the ONLY canned report that victim service programs are

using to report statistics to any other body
a. The Services provided report will ignore participants that have no AGE entered. This
only affects the Individual Participants count.

2. The Date of Incident is now a required field of data and must be linked on Tab 4 with services
provided (see page 34)

3. The dropdown list on Tab 4 which shows all service months that a participant has utilized
services is now working properly

4. With the release of ANDVSA_v4.0 an update query called “JoinServicestolncident.mbd” will
need to be run on every data entry machine — this query links incident information to services
provided.

Please review this documentation carefully, as it covers the key areas of usability and the many
functions of the ANDVSA database. For specific questions regarding data fields, your victim service
program should have a document called “A Guide To Forms: CDVSA Data Definitions and Recommended
Recordkeeping Practices.” If you cannot locate a copy of “A Guide to Forms,” or if you are in need to
aspects and concepts not covered in this document as they pertain to the ANDVSA database, please
contact CDVSA’s Research Analyst: (907) 465-4673.
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ANDVSA database: General Rules and Information
As a general rule, victim service staff in charge of inputting data into the ANDVSA database should keep
these aspects of the ANDVSA database in mind:

1. The ANDVSA database is made up of two components:

a.

ANDVSA_v4.0.mdb: This is typically referred to as the “front-end” of the database
application. It is the interface that victim service staff use to input data that is
tracked on the Participant Information, Incident Information, and Service Provided
forms.

database_version_10-07_be.mdb: This is typically referred to as the “back-end” of
the database, this is where all the inputted data actually is stored.

Both of these files must be stored in the following directory C:\database (i.e., the
root of the data entry machines “C:” drive” — do not change the name of
“database” folder as this will cause the ANDVSA database not to work properly.
Typically, when updates (like ANDVSA_v4.0) are released, the updates ONLY effect
the front-end of the database — meaning that no previously entered data will be
affected within the “database_version_10-07_be.mdb” file.

2. When entering data into the ANDVSA Database these general rules should be followed:

a.

d.

Do NOT enter participant information in an “assembly-line” fashion. Work with one
participant at a time and enter in all of their associated information before moving
onto another participant
Always conduct a search of the database if you are unsure whether or not a
participant is returning to prevent duplication
Always input into the ANDVSA database as much information as possible, but when
circumstances prevent comprehensive data input the following are absolutely
required when entering participant information:
i. Participant ID (Assigned by the victim service program)

ii. Date of Contact

iii. First or Last Name or Anonymous Contact

iv. Date of Birth or Approximate Age

v. Gender (i.e., Male, Female, or Other)

vi. Participant Type (Primary, Secondary, or Other)

vii. Primary Issue (Domestic Violence, Sexual Assault, Stalking, or Other)
viii. Date of Incident (at least the year of the incident will suffice)

ix. Service Month(s)

X. Utilized Services (tracked on the Service Provided form)
On Tab 4 (Services) always be sure to link the appropriate incident information with
the services provided (see page 34)

3. The ANDVSA database must be on a machine without access to a network or the internet

4. Do not change any tables or fields within the “database_version_10-07_be.mdb” file as this

will cause the ANDVSA database application to not work properly, if at all.

5. Perform monthly backups of the C:\database folder to protect your programs data
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Section One: Installing ANDVSA_v4.0

1. Located the .zip file called “ANDVSA_v4.0.zip” that was attached to an email sent out to victim
service EDs and Data Entry Staff (Dated May 21, 2010) by the CDVSA Research Analyst

2. Download (i.e. save) the “ANDVSA_v4.0.zip” file to your desktop
Once you’ve downloaded the “ANDVSA_v4.0.zip” file to your desktop, locate it

4. Right-Click the “ANDVSA_v4.0.zip” file (See Figure 1), Highlight “Open With” and then click
“Compressed (zipped) Folders”

Figure 1
Open
Explore
4 ZipGenius b
Scan for Wiruses, .,
M MetWare Copw...
Cpen YWith L4 FipEenius 6
send To b BB Compressed (zipped) Folders
t‘ Firef o
Zuk
Copy Choose Prograr..

Create Shortout
Delete
F.ename

Properties

5. A window like Figure 2 will appear, Click “File” and select “Extract All”
Figure 2

% C:\Documents and Settings\fjkvasnikoff\DesktopVANDVSA_v3.0.zip

B[]t
iew  Favarites  Tools  Help #
Iﬂﬁ p Search || Folders | [551]~
Create Shorkout and Settings\FikvasrikofF\Deskbop ANDYSA_v3.0.2ip vl o
Delete

Hame = Type Packe... | Has .. Size | R.. Date
Renamne 2] pupvsa_va.D.undb - Microsaft OFFi,.,  1,302KB ho 7,26,, 63% 11/9/2009 1:34 PM
Properties

Close

Other Places

(& Deskiop
My Documents
&3ty Network Places

Details
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6. A window like Figure 3 will appear, Click “Next”

Extraction Wizard

NI

Figure 3

Welcome to the
Compressed (zipped)
Folders Extraction
Wizard

The extraction wizard helps you copy files
from inside a ZIP archive.

To continue, click Mest.

et » ][ Cancel

7. A window like Figure 4 will appear, Click “Browse”

Extraction Wizard

Select a Destination

chonze.

Filez inzide the ZIF archive will be extracted to the location you

Figure 4

Select a falder to extract files to.

Filez will be extracted to thiz directaony:

and SettingzfjkvasnikoffhDeskiophdMDVEA w30

Fazsword...

Extracting...

[

J

[ < Back ” Meut >

][ Canicel ]
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Figure 5

Select a destination.

Select the place where wou want ko extract the selectked
itemis). Then click the O button,

@ Desktop

B My Documents

'_7& My Computer

‘:i My Metwork Places
I3 Release

To view any subfolders, click a plus sign above,

[ Make Mevs Folder ] [ K ] [ Cancel

8. A window like Figure 5 (Above) will appear, Click on “Desktop” and hit “OK”
9. You will now be at the window like Figure 6, Click “Next”

Figure 6
Extraction Wizard E|
Select a Destination e
Files ingide the ZIF archive will be extracted to the location you
choosze.

Select a folder to extract files to.

Filez will be extracted to thiz directaony:

Extracting...

|

[ < Back ” Mext l[ Canicel ]
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10. You will be now at a window that looks like Figure 7, Uncheck “Show Extracted Files” and click
Finish
Figure 7
|

Extraction Wizard rg
Extraction Complete T
Files have been successfully extracted from the ZIFP archive.

Files have been successiully extracted to the following
directony:

CADocuments and Settingshfjkey. SANDWSA_w30

To zee pour extracted files, check the box below:
[ Show extracted files

Press finish to contifue.

[ Firigh ][ Cancel ]

11. You should now have a Folder called “ANDVSA_v4.0” on your desktop (See Figure 7)
Figure 8

12. You need to save the “ANDVSA_v4.0” onto CD or a USB thumb drive so you can put it on your

data entry computer
a. To Copy to CD:
i. Puta blank CD into your CDRom Drive
ii. Right Click the “ANDVSA_v4.0” folder (See Figure 10) Figure 9
Figure 10
Open
Explore

Search..,
0pen as Motebook in Onelote

sharing and Security. .
@ Snaglt 3
4 Zipiaenius 3

5 Combine supported Files in Acrobat...
Sican For Yiruses, .,
M MetWare Copy...

Send To »

Zuk

Create Shortout
Delete
Rename

Properties
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iii. Select “Copy” from the drop down menu
iv. After you've selected “Copy” from the drop down menu, locate the Icon “My

Computer” and double-click it to open it (See Figure 11)
Figure 11

My Compuker
v. You should now be at a window that looks like Figure 12 (yours will look

different than mine), Double-Click your CD Drive to open it
Figure 12

? My Computer %
File Edit Wiew Favortes Toals Help #

Q@ - @ - [T | POsewrch 5 rorers | [T~

Address | i My Computer

Y8
Marne Type Total Size Free Space  Comments

Hard Disk Drives

System Tasks

Wi St e e cepkback# 001 (21)  Local Disk 74.4GB 51.2GB

:B Add ar remove programs
Ba Change a setting
&3 Eject this disk

Devices with Removable Storage

31-Inch Floppy Disk.

CD Drive &80 ME &79 ME
Other Places Network Drives
‘d Ry Rl ég(F:) Syson ‘Raven’  Mebwork Drive .84 GB 1.78GB
Ly TS () vall an'Raven' Metwark Drive 185 ME 186 ME
@ Control Pane! SH:) Fikvasnikoff . Network Drive 155 MB 186 MB
x(K:) Common on .. Metworlk Drive 195 MB 186 MB
Details ~ Ex(b(:) Mls on 'Rave...  Mebwork Drive 5,64 GB 1.78 GB
S2.0v:) Public on ‘Ra... Metwark Drive 3.84 GB 1.78GB
CD Drive {D:} S#(2:) Apps on 'Rav... Metwork Drive 195 ME 186 ME
D Drive
File System: CDFS Other

Free Space: 679 MB

Tatal Size: 650 ME "fi Maxtor Locked Dr... System Folder

Scanners and Cameras

:)hp scanjet $200 ... Image scanner

vi. You should now be at a window that looks like Figure 13, Right-Click in the white
space and select “Paste”

Figure 13
=S
Fin ESt View Faverdes Took  Help [
Qe - T s [Corn [0
sdivess D0 S B
Mame S Tipe Cate Modhed Locatien
CD Writing Tasks
(@) Writm thmen fi 1 €D
e and Folder Tasks
P s e 1 thee e .
bt
Aursye leons By ’
Refresh
Other Places [Thae ]
] Paste Shortnt
A ook
& 1y Ntk Placrs e thess s 1.0
Mew .
= 3
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vii. You should now see something like Figure 14, Click “File” and select “Write

These Files to CD”
Figure 14

Edit ‘iew Favorites Tools  Help 1

P ! Search Folders Elv

v Go
MName Size  Type Date Modified Location
Files Ready to Be Written to the CD

[ ANDVSA 3.0 File Folder 11j24[2009 12:23 PM  Files Ready

File and Folder Tasks

@ Publish this foldet to the
Web

Other Places

ig My Computer
u:‘, My Dacuments
\.3 Iy Metwork Places

Details

CD Drive {D:)
D Drive

Free Space: 702 MB
Total Size: 702 MB

viii. A window like Figure 15 will appear, Name the CD “ANDVSA Installer” and click
“Next”

Figure 15

£ CD Writing Wizard 3

Welcome to the CD Writing

@ Wizard

This wizard helps wou write, ar recard, vour files ta a CD
recarding drive,

Twpe the name wou want to give to this C0, or jusk click Mext
ko use the name below,

CD name:

ANDYSA Installer

Mew Files being written to the CD will replace any files
already on the COVif they have the same name,

[Jlose the wizard after the files have been writken

Mext = ][ Cancel
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Xi.

Xii.

You will now see a window and progress bar like Figure 16, wait for the

“ANDVSA_v4.0” copy to the CD
Figure 16

£ (D Writing Wizard ]

Please wait... @

Preparing the Files For the writing process. ..
10 ]

Estimated kime left: 2 minutes

Cancel

After the computer is done copying the “ANDVSA_v4.0” to the CD it should
automatically pop out of the CD Drive tray

You should now be at a window that looks like Figure 17, Make sure that “Yes,
write these files to another CD” is unchecked and click “Finish”
You can now label the CD you just made and take it to your data machine

b. To Copy the “ANDVSA_v4.0” folder to a USB drive:

Vi.

Vii.

Right-Click the “ANDVSA_v4.0" folder

Select “Copy” from the drop down menu

On your desktop locate the icon called “My Computer” and double-click it to
open it

You should see your USB drive in the list of drives, Double-click your USB Drive
to open it

In the white space within the window open for your USB Drive Right-Click and
from the drop down menu select “Paste”

You should see a little window that pops us that shows that the computer is
transferring files onto the USB drive

When it is done copying files to the USB drive you can remove the USB Drive
and plug it into your data entry machine

13. OK, deep breaths. You should now have the “ANDVSA_v4.0” folder on USB or CD
14. Copy the “ANDVSA_v4.0” folder that you have on USB or CD to the desktop of the data entry

machine

15. After you’ve successfully copied the “ANDVSA_v4.0” folder the desktop of the data entry
machine, double-click the “ANDVSA_v4.0” folder located on your data entry machine’s desktop

to open it

13|ANDVSA 4.0 Database User Guide



16. You should now be at a window that looks like Figure 17, Right-Click the file
“ANDVSA_v4.0.mdb” and select “Copy” from the menu (NOTE: because of your view settings
you might not see the “.mdb” part of the file name — THIS IS OK)

Figure 17
& C:\Documents and Settings\fjkvasnikoff\Desktop\ANDVYSA_v3.0 |Z”§HZ|
File Edit ‘iew Favorites Tools  Help a.
Q Back -J l.’i ﬁ search u_:‘ Folders v
Address |[23) C:\Dacuments and SettingstFikvasnikaffiDesktoplAMDYSA_v3.0 V| Go
Size  Type Date Madified
File and Folder Tasks ) 0.y 7,268 KB Micrasoft Office Acc...  11/9/2009 1:34 PM
Open
=i Rename this file Mew

[ Move this File
Copy this file R
&3 Publish this File to the teb N Hetiware Copy...

(Z) E-mail this file Open With...

¢ Delate this file &4 ZipGenius 3

Scan For Viruses. ..

Send To »

Other Places

(& Deskiop
(£} My Dacuments Create Sharteut
H My Computer Delste
g Rename
&3 My Metwork Places
Properties

Details

17. Now you need to go to the desktop and locate the icon called “My Computer” double-click it to
open it

18. You should now be at a window that looks like Figure 18, double-click your “C:” drive to open it
(NOTE: my “C:” drive is called “pkback# 001” yours will be named DIFFERENTLY, just make sure

you open the drive that is labeled with the letter “C”)
Figure 18

2 My Computer

File Edt Wiew Favorites Tools  Help :ﬂ.

eBack - \_) l,ﬁ psaarch [~ Folders -

Address 52 My Computer

8
Marne Type Total Size Free Space  Comments
System Tasks Hard Disk Drives

Wiew syskem information Lacal Disk, 74,4 GB 51.2 @B

(LY Add or remove programs
B change 5 setting

Devices with Removable Storage

4 3% Floppy (At 3%-Inch Floppy Disk

Other Places A DVD-RW Drive (D) CD Drive

83 My Network Places Network Drives
53 My Documents

F: Sys on Rawen'  Metwoark Drive 3.54 GB 1.78GE
B Contral Panel

:) ¥oll on 'Raven’ Metwork Drive 195 MEB 186 MB
H:) Filevasnilaff ... Metwork Drive 195 ME 186 ME
K:) Comman on ... Mekwaork Drive 195 MB 186 MB
%) Nls on ‘Rave...  Metwork Drive 3.54GE 1.78GB
V13 Public on 'Ra...  Metwoark Drive 3.54 GB 1.78GE
733 Apps on 'Rav,.. Metwork Drive 195 MB 186 MB

Details =

pkback# 001 {C:)
Local Disk. %

File Swskem: NTFS
Fres Space: 51.2 GB Other
Tatal Size: 74.4 GB

e
X
e
e
X
®

t

& Maxctor Locked Or... System Folder
Scanners and Cameras

T®hp scanjet 8200 ... Image scanner
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19. You should now be at a window that looks like Figure 19, locate the folder called “database” and
double-click it to open it

Figure 19
File Edit ‘iew Favorites Tools Help W’
e Back = e © IE p Search Ii_" Falders -
Address | s 1, v| Go
M Mame - Size | Type Diate Mac #
System Tasks I _AcraTemp File Folder 11302008
@ e e s [C5)4793502f5976fad7 cerdd 1F543e4a7d File Folder 4128/ 200¢
this drive [)59647F4F 7dereadeband File Folder 12/2}200¢
B Add or remove (120081212 File: Folder 1jai2008
programs 31820081233 File Folder 1/ajz2008
’-J Search for files or |5 aasdief File Folder 11/gjz00¢
folders [CDedvsaExtract File Folder 1120200
= File: Folder 11f24]200
datab 2.0 File Fald 1112200
File and Folder Tasks & Ddatabaze !e ieer f12/
[)Database 3.0 File Folder 11/10j200
@ Rename this Folder ) database 10_07 File Folder 10,!’21,!’20[_
@ Mave this Folder [ database version 1 F?Ie Folder 5,1’8,!’2009_
S (Sadel . F!Ie Folder 1j23j200;
' ) | Dacuments and Settings Filz Folder 10/z0)200
%] f":':'@';th's folder to [CIDPS-Instal File Folder 1/23f200;
@ Share this Folder 1MSOCache File Folder 1f2302007
T ) Muskie Database File Folder 10fz9j200
(2 E-mall this folder's files [CMDPS File: Folder 11/24/200
K Delete this folder [C)OP1EPrasPL File Folder 6/18(200¢
— [CJ)PaperPorkl 1 File Folder 6/18/200¢
s ) Pragram Files File Falder 11fz0f200
Other Places < |RECYCLER File: Folder 10{21/200
9 My Camputer ) ScanDefrag . F?Ie Folder 1fz3fz00;
v DoCuments [3]|
My D £ v< | >

20. You will now be at a window that looks like Figure 20 (NOTE: You may have more files and
folders in the “database” folder than | do — this is okay!)

Figure 20
& (:\database |._||E 5|
File Edit Yiew Favorites Tools Help #’
e Back ~ Q lI p Search It_:‘ Falders v
Address ||5) Cildatabase v| o
Size  Type Date Modifig]
File and Folder Tasks File Folder 11/24}2009
@datahase_varsinn_lD-DT‘m\:lh 2,768 KB  Microsoft Office Acc...  10/21/2009
(29 Make a new folder i §
@database_varslon_lD-DT_ba.mdb G943 KB Microsoft Office Acc...  11/24/2009
e Publish this folder to the
Wb
led Share this folder
Other Places
wge pkback# 001 {C:)
ﬂ My Documnents
!i My Computer
Qﬂ Iy Metwork Places
Details
< >
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21. Within the “database” folder window, right-click in the white space highlight “New” and then

click “Folder” (See Figure 21)
Figure 21

& C:\database

File  Edit View Favorites Tools Help

eBack - \) Lﬁ pSearch I[“ Folders v

Address () Cildatshase v| o

Mame - Size | Type Date Modifie|
File and Folder Tasks R (Backupz.2 File Folder 11/24f2009 4
@datahase_\fsrsinn_lD-D?.rn\:lh 2,766 KB Microsoft Office Acc...  10/21)2009 4
%]database_version_lD-D?_ba.mdb 948 KB Microsoft Office Acc,,,  11/24/2009 1

() Make anew Folder

@ Publish this Folder o the
‘Web

{2 Share this Folder

View 3
Arrange Icons By »
Other Places Refresh
g pkbacks# 001 () Customize This Folder,.
D Iy Documents Paste
a My Computer Paste Shartcut
& 1y Metwork Places Unda Copy CtrZ
Propetties @ Shortout
a Eriefcase

Microsoft Office Word 97 - 2003 Document
@ Microsoft Office Word Document

@ Microsoft OFfice Access Application
Microsoft OFfice PowerPoint 87-2003 Press
@ Microsoft OFfice PowerPoint Presentation
< il & adobe 3D Reviewer Documernt

22. Name the Folder “Backup [date]” Use any date format, just use today’s date (See Figure 22)

Figure 22
& C:\database =3lX]
File Edt View Favorites Tools  Help ?
e Back - -\:) {f p Search u?‘ Faolders -
Address (|07 Cdatabase
Mame = Size  Twpe Date Modifig
File and Folder Tasks [C)Backupz.2 File Folder 11j24/2009 1
. %]database_verslon_ltl-tl?.mdb 2,768 KB  Microsoft Office Acc...  10/21/2009
@ Rename this folder X X )
: ) %]datahase_verslnn_lD-D?_he.mdh 945 KE  Microsoft Office Acc...  11f24/2009 |
Gy ave this foer [ Backupz.2a]_] File: Faider 11242009 1
|D Copy this Folder
@ Publish this folder to the
web
it Share this folder
Q E-mail this Folder's files
¥ Delete this Folder
Other Places
age phbacks 001 (T
My Documents
9 My Compuker
H Iy Metwark Places
Details
< il >
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23. Now | need you to drag-and-drop all of the files and folders you see in the “database” folder into
the “Backup [date]” folder you just created EXCEPT the file called “database_version_10-
07_be.mdb” as in Figure 23 (Remember the ‘.mdb” part of the file name may not appear for
you, just be sure you leave the file “database_version_10-07_be” out of the “Backup [date]”

folder you just created”
Figure 23

& (C:\database \;”EHX|
File Edit View Favorites Tools Help ?

eBack @ 'L) lﬁ pSEarch Ii_" Folders v

Address |[[3) Cridatabase e | e
Mame = Size | Type Date Madifie]
File and Folder Tasks B [database_version_10-07_he.mdhb 4G KB  Microsaft Office Acc.. 11242009
[C)Backup2.28 File: Folder 11f24/2009

(29 Make anew foldar
@ Publish this Folder ko the
weh

ked Share this folder

Other Places

e phkbacks 001 (C:)
[fj My Documnents

Q My Computer

\ﬂ Iy Metwork Places

Details

24. Now that you’ve dragged and dropped all of the files and folders within the “database” into the
“Backup [date]” folder you created you should only have two items showing in the “database”
folder window: 1) “database_version_10-07_be” and the “Backup [date]” folder.

25. Now right-click in the white space within the “database” folder window and select “Paste”, See
Figure 24

Figure 24
& C:\database \._HE”£|
Fle Edt Vew Favortes Tods Help I
Qs - () T | O sewen [ rores [
Address |23 Cildatabase ”" Go
Mams = Size | Type Dake Modfie
File and Folder Tasks A1 B dakabase_version_10-07_be.mdb 948KB  Microsoft OFfice Acc...  11/24/2009
29 ke & e Foder [(DBackupz.24 File Foldsr 11/24j2009
) Publish this folder to the
Web
ke share this Folder
Other Places
Wigw »
e pkbackd 001 (C:) Arrange Icons By »
My Documents Refrash
J My Computer
- Customize This Folder...
\j My Nebwork Places
Pasts Shorteut
Details Undo Move Chri+Z
Mew »
Propertics
< >
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26. You should have now copied the “ANDVSA_v4.0.mdb” file into the “database” folder window as
shown in Figure 25

Figure 25
& C:\database |L”E”£|
File= Edt View Favorites Tools Help ?
@ Back ~ -\-) lﬁ p Search [fi‘ Folders v
Address |[3) C:\database v | Go
Mame Size  Tywpe Date Modifiel
File and Folder Tasks [ database_version_10-07_he.mdh 948 KB Microsoft OFfice Ace...  11/24/2009 1

[C)Backupz . 2a File Folder 11/24/2009 1)

Ej Make a new falder X §
7,266 KB Microsoft Office Acc...  11/9/2009 1:

&3 Publish this Folder to the
‘web

4 share this Folder

Other Places

g pkbacks 001 {C:)
[D My Docurments

3 My Computer

ﬁd Iy Metwork Places

Details

< il | >

27. Now we need to create a shortcut to the new database file “ANDVSA_v4.0.mbd” that you just
copied into the “database” folder
28. Right-click the “ANDVSA_v4.0.mdb” file and select “Copy” from the drop down window (See
Figure 26)
Figure 26

& C:\database

File Edit View Favorites Tools  Help

@Back - -\:.) Lﬁ pSearch u?_‘ Folders v

Address |23 Cridatabase v| e
Mame = Size | Type Date Modifie]
File and Folder Tasks 2] database_version_10-07_be.mdb 94GKE  Microsoft Office Acc.,.  11424/2009
@ Reeme His (e | Backup2, 24 FI!S Folder . 11/z4)2009
7,266 KB Microsoft Office Acc...  11j9/2009 1:

@ Move this file . Open

Copy this File Mew

@ Publish this fils to the Web Scan For Viruses, ..

@ E-mail this fils N Rstiare Copy...

¥ Delete this file e

Open With. ..

ZipGenius »

Other Places Send To N

e pkbacks 001 () Cut
Iy Documents C
3 My Computer

Create Shortcut

g My Metwork Places Delete
Rename
Details Properties
£ il 3
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29. Now go to the desktop, Right-click on an empty space on the desktop and select “Paste
Shortcut” (See Figure 27)
i3 Start ﬁ ve ” m Inboz - Microsoft Qut, ., o Gmail - In for... 3 ents sof, r- Ciidatabase

Arrange Icons By
Refresh

Paste

Undo Copy Chrl+2

Mew

Properties

Figure 27

30. You should now have an icon called “Shortcut to ANDVSA _v4.0.mdb” on your desktop
31. Double-click the “Shortcut to ANDVSA_v4.0.mdb” icon

32. The ANDVSA database should start up

33. You’ve now installed the latest version of the ANDVSA database - nice work!

Final Notes:

Please call the CDVSA Research Analyst — (907) 465-4673 — if you run into any difficulties or are in need
of clarification. If you cannot locate the latest ANDVSA_v4.0 database application, please call the CDVSA
Research Analyst to procure a copy.

Next Section:
Data Entry & Navigation Techniques
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Section Two: Data Entry & Navigation Techniques

A word about data entry:

The database is designed to accommodate entry of one program participant record at a time. Programs
are discouraged from entering data in an “assembly-line” method (for example, entering all of the Tab
One information for 20 records, then all of the Tab Two information, etc.), as doing so greatly increases

the possibility of operator error.

Required data fields:

On screens for which there are required data elements, these elements are listed. In the example
below, the large red circle indicates a list of required information for the current screen. This
information corresponds to fields marked with a blue asterisk on the screen.

ANDYSA ¥ictim Service - [VICTIM SERYICES] |0l x]
‘B He Edt View Inset Format Records Took  Window  Help  Adobe PR Typeaquestionforhielp = o 8 X
it -
' < Tahama v 8 'IUEEEEE DAL a
H-B0 8RRV IRR0 @ TEY AKX E DS l
VICTIM SERVICES -
ADD NEW SHE DELETE
[: brogram Participant ID [14755 ANDV A
: Close
@ate of Contact: /372009 Gearch: | meevious | pmr  |recordd7ofar % AludsNawskonDonesic T p L

L. Participant Information |z. Demagraphics | 3. Incident: & Perpetrator Information | 4, Services | S, Prokective Crders |

Program Participant Information

Reguied information for each participant inchides:

Harme: - Particpant ID
|a|pha ||35t ISUUD or T dnomymous Contact@ 'D‘?“efgj‘fﬁmﬂ‘ i p
g fame -0R- Anonymous Contg
Fis & Hidde Las . i i
K| b
Farm Yiew HUM

Figure 28

Users can switch between tabs before completing data fields; however, on tabs with required data
fields, all required data must be entered. An error message similar to the one below will appear if the

required fields are not completed.

ANDYSA ¥ictim Service

You can't save this record at this time.
3
.

Do vou want ko close the database object anyway?

Yes

AMNDYSA Yickim Service may have encountered an error while trving to save a record,
If vou close this object now, the data changes vou made will be last,

|

Figure 29
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Prompts & Data Field Descriptors:
When the cursor is in a field, an additional description of data requirements for that field will appear in
the gray bar at the bottom of the screen (see figure below).

= ANUVGLA Vichnn berwice - DVLL DM SLRWLLLS] =10l =]

Ful Flz  Ecit wourl  Irecrt Formct Pecords Taos windas  Fclp adobc POF LT VI E ETET B W T e Lt
T L | -

=] Tl vina -5 sl e e e
L= = I e B A e ot R BT I R s S - e o 8 T
VICTIM SERVICES

+ Date ol Conkark: | | Semch I ERTTAA g I mras prreae A

sconee | | ame | e |

( = tizipan: 4. Lhodd be Unce. ) R =

\-‘-—-——-’

Figure 30

Database Navigation Tips:

Users are able to access between 85 - 90% of the database functionality without a mouse. The five most
commonly used keystrokes to navigate the database are (1) the “Tab” key to navigate between fields
within a screen; (2) the “Alt” key in conjunction with underlined letter or number keys to navigate
between screens; (3) the “Alt” key in conjunction with the up and down arrow keys to activate a drop-
down box; (4) the arrow keys to navigate within a drop-down box; and (5) the “Enter” key to select a
category within a drop-down box and move to the next field.

1.) Use the “Tab” key to move between fields within the screen. In the figure on the next page,
pressing the “Tab” key will move the cursor from the “First” name field to the “Middle” name

field. Pressing “Tab” again will move the cursor to the “Last” name field, and so on.

2.) Use the “Tab” key together with the “Ctrl” key to move between tabs on the Victim Services
Data section of the database.

3.) Use the “Enter” key to dismiss dialogue boxes or make a selection.
4.) Use the “Alt” key together with an underlined character to activate buttons:
0 To navigate from “Tab 1: Program Participant Information” to “Tab 2. Demographics,”
hold the “Alt” key together with the “2” key. In Figure 31, the red oval indicates a Tab

that can be accessed using the “Alt” key in conjunction with an underlined character. In
this case the numeral “2” is underlined.
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0 To delete this record from the screen below, press the “Alt” key together with the “D”
key. In Figure 31, the blue oval indicates a function that can be accessed using the “Alt”
key in conjunction with an underline character. In this case the letter “D” is underlined.

=1ol x|

ANDYSA ¥ictim Service - [WICTIM SERYICES]
Type aquestion for help =2 @ X

-EE Fle Edt Yiew Insert Format  Records  Tocls  Window  Help  Adobe FOF

M- EHY SRV EBER9(R 2LE | E R MK B a- 0.

VICTIM SERVICES

+ Program Participant ID ’14?‘89—|
+ Date of Contact: (5/5/2009 |

1. Participant InFormatiD‘ | 2. Demographics |E Incident & Perpetrator Infarmation | 4. Services | 5. Pratective Orders |
S ——

Program Participant Information

SEVE | = | —g

-2 [} ‘
] A Close

£ Domestic L

| Aszaule Form |

record: 37 of 37

PREVIGUS | MENT

* Raguiad information for each parbicipané inciudas:

Meirie: - Participant i
|alpha IbEt ISDUD or [ Ancnymous Contact # - Date of Confact
. % - Firstd ast iame -0R- Anonymous Confact o
First _* Middle Lask
Kl 8
Farm Yiew MM v

Figure 31

5.) Use the “Alt” key along with the down arrow to view drop-down menus.

6.) Use the up and down arrow keys to navigate within a drop-down menu. Arrow keys can also be

used.
ANDYSA ¥ictim Service - [VICTIM SERYICES] = ||:||1|
- File Edit Mss Insert Format  Records  Tools  Window Help  Adobe PDF Type a question For help =&

Lol Ak S

I:l Tahama - | & - B I

M- B8 SRV BB |9 & 25 Y
VICTIM SERVICES |

ADD MEW SAVE

+ Program Parlicipant ID

+ Date of Contact: Search | EREVIOUS | HELT

1. Participant Information |2. Dermoaqraphics | 3. Incident & Perpetratar Information | 4, Services | 3. Protective Crders |

Program Participant Information * Required inFormation For each pe

2- Al =-.
(S EEe| 2.

=
i
|
-

B

P

DELETE |

record: 24 of 39

bk - Participant 10
findie b Jioha or [ anonymaus Contact - Date of Contact
- Pt ast Aama -OR- Anony

First * Middle Last *

Mailing Address:

|123 Gastineau Ave |Juneau d |99801
B/ Strest City |« | Zip

AL
rntart Bhanelsh AR i il
« v b
A

State of Participant's mailing address AZ TLM
i h

Figure 32
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7.) Use the “Enter” key to make selections from a drop down menu. This should move the cursor to

the next data field. The same holds true for radio buttons.

Limitations:

Although every effort has been made to allow users to access data entry functionality without use of a

mouse, there are some cases in which users must use a mouse to make a selection. For example, in the

Search Participant dialogue box (see figure below), users can enter search data via keyboard and then

use the “Tab” key to move to the “Search” box, and the “Enter” key to activate a search. However, in
order to select a particular record, users must use the mouse to click on the “select” button to the right

of the selection.

B SEARCH FOR PARTICIPANT { il
-
Enker all or part of I—
the PARTICIPANT ID
OR
the PARTICIPANT NAME: [HE Search I Close |
ParticipantID: Full Name: 7 Records Found
alpha ’ ( select | )
48567 Alpha, Indie 1 salect
résdfwerfS46546 Alpha, Tango select |
987654741 Bravol, alphal select |
jkvgfihgihb Cal, Alpha Beti salect |
AlphaBravoCharlie Charliel, Bravol select |
14789 soup, alpha bet select |
select | ~|
Figure 33

Next Section:
Victim Services Data
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Section Three: Victim Services Data

The Victim Services Data section of the database is where all Services Provided, Incident Information,
and Protective Order form data are entered. A database record should be created for each program
participant who has an Incident Information, Services Provided, or Protective Order form in their file.

Note that every program participant who has a Services Provided form or a protective order form must
have a green form on file. You will not be able to input Services Provided information in the reporting

database unless the information corresponds to a green form.

If you have questions about when to create a new incident for a program participant, consult the CDVSA
Guide to Forms.

Victim Services Data Opening Screen:

ANDVSA Victim Service - [VICTIM SERVICES] =10
‘B Ele Edit Wew Iwsert Format  Records  Tools  Window  Help  Adobe PDF Type a question For help = o & X
gk gl

lil Tahama - & vI == |- AL o,

ex T

u
- B8 SV iaR < & 2lil%

VICTIM SERVICES
+ Program Participant ID
« Date of Contact: | ‘Searchi | BREVIOLE | BIEAT | PRESS

7| e R B e ()

ADD NEW | SEVE | DELETE |

1 P =
B

Form View MLM

| o
Z

Figure 34

This screen appears when the “Victim Services Data” button is selected on the database opening screen.
This is the starting point for entering a new record of a program participant or modifying/adding new
information to an existing program participant record.

A program participant ID and the date of contact must be entered before you can enter the rest of the
program participant’s information.

The program Participant ID should be assigned in accordance with the program’s policies and
procedures. The reporting database allows for letters, numbers, symbols, and spaces to be used in the
program participant ID field. Each program participant ID must be unique. A message window appears
if the program participant ID has already been added (see figure 35 — next page).
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Microsoft Access ) L x|

& Participant with the ID number: 987654 already exists in the database,

Figure 35
The date of contact field is programmed to accept dates for month and date in either one or two digits

The year must be entered as four digits (yyyy).

ANDYSA Yictim Service - [VICTIM SER¥ICES] B = ||:|I5I
‘[E Ele Edit Wew Iwsert Format Records Tools Window Help  Adobe PDF Type aquestion Forhelp = 2 @ X
Skt i
— s -mruEl== 2-a- -
E-HO8R_RAY 2R« @4 ZRY A X Ba 0.
VICTIM SERVICES EEnE =
ADD NEW | SAYE | DELETE | T
« Proqram Participant ID ANDV SA
Close
 Date gf Cankact search | emeviows | | pe | Meweesord  SAlbaNewphosnomesct GO0 |
-
4| 3|
Intake Date TLIR A
Figure 36

Type the program participant ID and a date of contact, then press the “Enter” key. Tab One will then

appear.
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New Program Participant Record: Tab One

ANDYSA ¥ictim Service - [YICTIM SERYICES] i ] ]
‘8 FEle Edt Wew Insert Format Records  Tools  Window  Help  Adobe PDF Type aguestion forhelp = o & X

= L.
e

| | mssansserf 2ll: B u S A i.. =
- B SRY | {282 @25 |2HET A K Ba- @,
VICTIM SERVICES

+ Meogram Marticipant ID (0276541
+ Date of Contact: (1312005 Search | EREWIOUS | HEST

1. Participant Infarmation I 2. Demographics | 3. Incident & Perpetrator Information | 4. Services | 5. Protective Orders |

=
y

E=Eng =

LADNDVSIN o |

SAYE | DELETE |

(=]
2
L=
4
m
=

record: 39 of 39

Program Participant Information * Required iNFormaiion for 8ach particpant includas:
Hames - Pasticipant i
[ima | |5ample or [ anomymous Contact  * - Date of Contact
r - - At asé Name -0R- Anonymous Contact
First * Middle Last *

Mailing Address:

|123 Main Street Jtuneau | ECSEa  CEE
Box/Strest City State Zip
Contact Phome(s): b
907-586-6560 | |
Home Work Cell Message
Program IDw#'s of Participant' s Children: |98?854-A i |
I Dielete
=
- -
| | 3
ParticipantID of child UM A
Figure 37

Tab One corresponds to information provided on the Participant Information form. A first and/or last
name must be entered for the program participant. If first and/or last name are unknown, the
anonymous contact box must be selected.

Program participants who have children who are receiving services should list the ID numbers of their
children on Tab One. When information is typed into the first child ID box, a new child ID box
automatically appears (Figure 38).

Prograrm ID#'s of Participant' s Children:

MNelate

| Delete

=

Figure 38

Click on Tab Two - Program Participant Demographics to continue. You may also press Alt + 2 to
navigate to Tab Two, or Tab + Ctrl.
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New Program Participant Record: Tab Two
=10l x|

ANDYSA ¥ictim Service - [WICTIM SERVICES]
Tools  wfindow  Help  Adobe PDF Twpe a question for help = &

- Flle Edit Miew Insett Format  Records

S S

: ~|| Tahora - 8 &v é- ivv = -
M- dnEelRy ibe o @|(sli L S i =R=R g
VICTIM SERVICES | | | EEREg r
ADD MEW SOYE DELETE
+ Program Participant 10 ANDVSA
+ DateofContact: (/72002 |  Search | PREVIOLS record: 250f 39 | Aladz Nerwork on Domesic o |

1, Patticipant Information 2. Demographics |§. Incident & Perpetrator Information | 4. Services | 5. Protective Orders |

| B X

|

& -

HEXT

Program Participant Demodraphics
Date of Birth: I_m Approximate Age: I 41 (Enéar edthar an approximale Age OF a Dafe of Bith and the
d othar value will ba catreated bared on the Date of Contact. ]
mfdfyyyy Clear age AMND Date of Birth I

Gender: & Female ¢ Male ¢ UnknownfOther ‘

|7 Caucasian |_ Hispanic

¥ Elack{African American
¥ Pacific Islander [~ Unknawn

Race/Ethnicity: [ asian
(ou can check more : ? ;
than one cateqory) ™ american Indian [~ Mative Alaskan

€ Rural (Mot Anchorage or Fairbanks)
& Urban {anchorage or Fairbanks)

I
& vor & Mo LI

Iz English & Second Lanquage (ESLY?

& ves & Mo @ Unknown clear |
& ves & Mo clear |

zeographic Location:

Community of Residence:

Is Program Participant an immigrant, refugee or seeking asylum?

Is Pragram Participant experiencing a disability that lirmits daily activities?

e
7

LM

1]
Patticipant's date of birth (cr approximate)

Figure 39

Tab Two corresponds to information provided on the Program Participant form. A date of birth or

approximate age must be entered to meet federal reporting requirements. If an approximate age is
entered, a date of birth will be calculated based on the current year. January 1 is the automatic day and

month for all date of births calculated from an approximate age.

Figure 40 shows that a date of birth is calculated as 1/1/1988 when an approximate age of 18 is entered.

Date of Birth: | 11111958 I Approximate nge:l 8 I (Enter athar an gooroximaie Age GR 3 Date of Bith and (e
dq otar ralue mil be raltuiafed barad on the Pate of Contact.}
mfdfyyey Jear age AND Date of Birh |
Figure 40

If the approximate age is then cleared manually, a new message window appears to inform you that the

date of birth has been changed (Figure 41).
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Program Participant Demographics
x|
Diate of Birth: 1i1f1982 I—Iﬁ\ppmxwmata Age: 24 The Date of Birth has been changed ta: 17171982
midiyyyy Clear age AMD Date of Birth |
Figure 41

The “Clear age AND Date of Birth” button prevents this error message from appearing.

Date of Birth: I_m Approximate Age: I 18 (Erfer aither an aoproxiiate Age OR a Date of Sith and the
d offar vaiwe wilba calruates bazed oo tha Dafe of Confaci.)
midfyryy Clear age AND Date of Birty ||

Figure 42

e Afemale, male, and unknown/other gender radio button must be selected for each program
participant record.

e Check any race/ethnicity that applies to the program participant. More than one box may be
selected.

e Community of residence may be typed if known. According to federal reporting guidelines,
Anchorage and Fairbanks are considered urban. All other parts of Alaska are rural.

The three demographics questions can be answered if known. These questions may be left blank. If a
radio button is pushed erroneously, press the “clear” button to unselect the radio button. The “clear”
button will unselect information for the field. It does not clear all of the information on the screen.
Click on Tab Three — Incident & Perpetrator Information to continue.
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New Program Participant Record: Tab Three (Incident Information)

ANDYSA Yictim Service - [WICTIM SERYICES]

: Fle Edt Yiew Insert Format Records Tools ‘Window Help  Adobe FOF Type a question for help
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_' « || Tahoma | 8 ~| B I

=0l x|
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uls==(a-A- 2] =-.
- R &8GRV 4B2R < R 2L |%HE Y & ) == R F
VICTIM SERVICES

ADD NEW | SEYE | CELETE |
+ Program Participant ID [r4sdfwerfS46546
+ Date of Contact: [4/7/2002 Search | PREVICUS | MEXT record: 25 of 39

1. Participank Information I 2, Demographics 3. Incident & Perpetratar InFormation |1. Services I 5. Protective Orders I

Incident & Perpetrator Information

PREVICUS Incdent | New Incident MERT Incident |

add NEW/ Incident |  S4UE ncdert | DELETE Incident

Program Participant Tyvpe: | Sy OB fs=lanlar=gld

*

Dielete Perpetratar | Relationship of Perpetrator to Program Participant: I

‘Was the perpetrator under the influence at the time of the incident?

il
& ves (& no @& urknown clear ”

If ves, which substances? ¢ dlcohol € drogs € both

clear I |

4

MM

Program Participant's Primary Issue: IStaIking ;I *
Other Issues:  (Mark all that apply) *  Required informatian For aach
[~ Domestic Yiolence ¥ Survivors of Homicide Victims [T adult Survivar of Child Sescual Abuse participant includes:
[T Sexual Assault {Adulk) ¥ assault ™ Robhery - Particpant Type
[ child Sexual Abuse [ Elder Abuse (age 604) ™ Homelessness - Primary Ferue
¥ Child Physical Abuse [ DWIJDUI Crashes [T Wulnerable Adulk Abuse fage 15-59)
I Stalking ™ other viglert Crime |
Date of
Incident: I 2 I 15 I L Feported ta Law Enfarcement; & Yes @& Mo clear | Location: |
i d VYYY &
Mame: I Gender: 7 Male © Female & Unknown Approximate Age: I
Race/Ethnicity: [E asian [& Blackfafrican American BE Caucasian FE Hispanic
(ou can check more = : ; = ; = - =
than one category) [E American Indian [ Mative Alaskan [ Pacific Islander [ Unknown

-
| 3
Farrm Vigw

Figure 43

Tab Three corresponds to information provided on the incident information form. A program

participant type must be selected and a program participant primary issue must be selected from the
drop down menus (see Figure 44).

IProgram Participant Type:

IPro;ram Participant's Frimary Issue:

Other Issues:  (Mark all ARl
[™ Domestic Viclence

Secondary Yickim

S | A It
s ™ Adult Survivor of Chid Se Stedki:g e
Other Tyvpe of Participant

™ Raobbery Cther
il

Figure 44

If either the program participant type or the program participant primary issue is not selected, a
message window will appear (Figure 45).
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Microsoft Dffice Access E |

Please select BOTH a PARTICIPAMNT TYPE and a PRIMARY ISSUE,

Figure 45

Choosing to select “Other” in either of these fields will cause underreporting and should be avoided.

Select all issues that apply in the “Other Issues” field that are not the same issues already marked under
the primary issue.

A date of incident in the ANDVSA _v4.0 database application is required and should not be left blank. If
you leave the date of incident information blank you will not be prompted to fill it in, but by leaving this
field blank you risk under reporting. Leaving the date of incident field blank should always be avoided.

Complete the remainder of the incident information fields. If a radio button is pushed erroneously,

press the “clear” button to unselect the radio button. The “clear” button will unselect information for
the field. It does not clear all of the information on the screen.
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New Program Participant Record: Tab Three (Perpetrator Information)

ANDYSA Yictim Service - [WICTIM SERYICES] = ||:|| ii

: Fle Edt Yiew Insert Format Records Tools ‘Window Help  Adobe FOF Type a question for help =/ &

G

— o elmru|e==|2 AL E]|="
M- Hn SRV | iBER o R IR Y &K F Ba B,

[CTIM SERVICES EEmE

ADD NEW | SAUE | DELETE |
rogram Participant ID (r4sdfwerfS46546 AND ’\/ SA
z Alacka N TP A Cloze

+ Date of Contact: [4/7/2002 Search | PREVIOUS | MEXT record: 25 of 39 'I\‘:: : :Eg{';-r_l.lu\f;:ﬁ[ st |
PREVIOUS Incident | NewIncident WE#T Incident | add MNEW Incident | SEYE Incident | DELETE Incident |
Program Participant Type: | SlaEa RN ssr=Iqaat=gla * Program Participant's Primary Issug: |Sta|king ;I #
Other Issues:  (Mark all that apply) *  Required nformation For aach
[~ Domestic Yiolence ¥ Survivars of Homicide Victims ™ Adult Survivor of Child Sexual shuse participant includes:

[T Sexual Assault (Adult) ¥ Assault [~ Robbery - Particpant Fype
I~ Child Sexual Abuse [™ Elder Abuse (age 6043 [~ Homelessness - Primary fenue

¥ child Physical Abuse [T DWIDUI Crashes I~ wulnerable Adul: Abuse fage 18-59)

¥ Stalking [T cther Yilent Crime |
Date of
Incident: I 2 | 15/ I =00 Reported ta Law Enforcement; & Y85 @& Mo clear | Location: |
m d Yy
Mame: | Gender: © Male € Female @ Unknown Approximate Age: I
Race/Ethnicity: [E Asian [E Blackiafrican american B Caucasian [ Hispanic

(¥ou can check more
than one category)

Celete Perpetrator | Relationship of Perpetrator to Program Participant: | ;l

'Was the perpetrator under the influence at the time of the incident? & vyes {8 no @& unknown clear ||

If yes, which substances?  alcohol € drugs € both clear I

[ American Indian [ Mative Alaskan FE Pacific Islander B Unknown

Kl | LILI

Farrm Vigw ML

&

Figure 46

The perpetrator information at the bottom of Tab Three should be completed if known. A first name or
last name or nickname may be entered in the Name field. The Name field can be left blank. A new
perpetrator box appears when information is typed into any field in the perpetrator box. If a perpetrator
is added erroneously, click the “Delete Perpetrator” button (see red box in Figure 46 — next page).
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Mame: [Bob Gender: % Male € Female € Unknown Approximate A;e:' a0

Race/E:hnicity: [T Asian [~ Blackiafrican American W Caucasian [~ Hispanic
E:gﬁ ;i';i':;gg:s;e [~ american Indian [~ Mative Alaskan [T Pacific Islander [~ Unknown
Relationship of Perpetrator bo Program Participant: |Dating Relationship i (N
‘W as the perpetrator under the influence at the time of the incident?  wes {no i clear | |
If ves, which substances? | © alcohal € drugs € both e ||

Figure 47

Clicking the “Delete Perpetrator” button causes a message window to appear (see figure below). Click
“Yes” if the perpetrator needs to be deleted. IMPORTANT NOTE: Information is permanently deleted
once the “Yes” button is clicked.

AMDYSA Yictim Service il

You are about to delete 1 record(s).

l;

If vou click Yes, you won't be able to undo this Delete operaticn.
Areyou sure you wank to delete these records?

Yes Mo

Figure 48

Click on Tab Four — Services to continue.

32|ANDVSA 4.0 Database User Guide



New Program Participant Record: Tab Four (Services Provided)

[E] ANDVSA Victim Service - [VICTIM SERVICES]

i3 File Edt Insert Records ‘Window Help  Adobe PDF

VICTIM SERVICES

+ Program Participant ID
+ Date of Contact: [2/11/2005 Search ‘

1, Participant Infarmation | 2, Demographics | 3. Incident & Perpetrator Information | 4. Services | 5, Protective Orders

Services For Program Participant

ADD MEW ‘

——1 P
e | z%}NDVSA

NEXT record: 1 of 19 Form

| MNew Report | | Save Heport | |

Reparting Period [rmonth/year]: ! *  Reguied
m Y

Individual Advocacy Totals @ Systems Advocacy — Totals @l egal Advocacy Totals Jl Other Totals

1. Crigig Phone Call l— 9. Public/Tribal dzsistance: l— 17. Protective Drdemdvocacy:l— 24. Tranzportation - Emerngency: l—
2. Infa & Referral by Phone: ’— 10. Employment: ’— 18. Civil Legal Advocacy: I— 25, Tranzportation - Mon-Emergency: ’—
3. Safety Lethality Check: l— 11. Houszing: l— 14, Criminal Justice Support; l_ 26. Child Care: l—
4. In Perzon Crisiz Intervention: ’— 12 Food: ’— 20, Victim Witness Support: I— 27. Group Counzeling/Support Group: ’—
8. In Perzon Info & Refenal: l— 13, Child Support Services: l— 21, Attormey/Civil Assistance; I— 28, Emergency Financial Assistance; l—
B Hospital Respanse/SARTACAC: [ 14, VCCE Claims: [ 29: Indiidual Chidien's Activiies [
7. Medical Advocacy: ’— 15, Child Protective Services: ’— 29 G halter/S afe House: l— 30: Achivities with Other Children ’—
8. Perzonal Support: l— 16. Adult Protective Services: l— 23, Transitional Housing: l—
Incident D ate liv | | Refresh
&  Pragram Participant Fully Served * Reguied y . » L ) .
Program Participant Type: Program Participant’s Primary Issue: Incident Date
&  Pragram Participant Partially Served | = | =
Other Issues:  {Mark all that apply)
[ Other Referral Made [~ Domestic Yiolence [ Survivars of Homicide Wictims [ Adult Survivar of Child Sexual Abuse
™ Sexual Assault (Adult) [ fssaul [ Robbery
[~ Child Sexual Abuse [ Elder Abuse (age 60+) [~ Homelessness
[~ Child Physical Abuse [ DWI/DUI Crashes I Wulnerable Adult Abuse (age 18-59)
[ Stalking I™ other Viclent Crime: [

Update Incident

Figure 49

Tab Four corresponds to information provided on the Services Provided form. A month and year must
be added to this form. Type a month and year in the “Reporting Period (month/year)” field (see red box
in figure below). The month and year will automatically appear in the “Go to this report” field (see blue
box below) when the “Save Report” button is selected (see green box in Figure 50).

<2Add Mew Months = Previous Feport I New Report Iest Heporl | Add Hew Fepart | I Cave Beaort I

Feparting Period [mantkApear): I v I 2007

e

Figure 50

You cannot add a new services form with a month/date that already exists in the program participant’s
record. A message window appears if the month/date have already been added (Figure 51).
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|
Microsoft Office Access x|

A Services Report has already been entered For 2/2006. Please change the date or press the [esc] key once or twice to undo your entries,

Figure 51

The month/year reporting period field cannot be left blank. A message window appears if the
month/year is left blank (Figure 52).

Microsoft Office Access i x|

Please enter the MOMNTH and YEAR of the Reparting Period,

Figure 52

In ANDVSA v4.0, Tab 4 service data must be linked to the most recent incident information entered for
a program participant. This information appears in the gray box in the lower right hand portion of Tab 4.
(See Figure 53)

[nzident Date 0242000 w Ir-Link, | Refrezh

Program Participant Type: Program Participant's Primary Issue; Incident Date
|F'rimar';.f Mickim W |SExuaI Assaulk W |2!1 £2000 |

Other Issues:  (Mark all that applv)

[ Domestic Yiolence [ Surwivors of Homicide Vickims [ Adulk Survivor of Child Sexual Abuse
[ Sexual sssault {adult) [ Assault [ Robbery

W cChild Sexual Abuse [ Elder Abuse fage A0+) [ Homelessness

[ Child Phrysical Abuse [ DWI/DUI Crashes [ “Wulnerable Adult Abuse (age 15-59)
[ sStalking ™ Other Violent Crime |

IIpdate [nzident |

Figure 53

How to use the Incident Information (Gray Box) on Tab 4:

e When creating a new participant, an incident must be created before it can be linked to services
provided. Create an incident, save the record, and then move to Tab4 to edit services provided;
press the Refresh button in the Incident information box to populate the drop-down list of
incident dates. Select the date of the corresponding incident and press the Link button.

e When editing an existing participant record, incident information can be changed from the gray
box area. After making changes to the incident information, press the Update Incident button to
save the changes and have them applied to the incident record. This prevents data entry
personnel from being required to change incident information on both Tab3 and Tab4. Any
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changes made on Tab4 in the Incident Information section will be reflected on Tab3 and changes
made on Tab3 will be reflected on Tab4 after the Refresh button has been pressed.

e To change the incident associated with a services provided month, press the Unlink button first
in the Incident Information section. Use the drop-down list to select the correct incident date
and then press the Link button.

Tab4 Incident Information (Gray Box): Important Note

The gray box of incident information on Tab4 must be filled out and linked for every participant. If you
do not link incident information with services provided, you risk under or incorrect reporting of entered
data. Always fill out and link incident information within the incident information gray box on Tab4.

Services Provided form totals must be entered into the corresponding fields. The numbers may be
saved and changed, which allows for data to be entered more than once, if desired. The totals fields for
fields 3-28 are limited to numbers between 0 and 31. A message window appears if fields 3-28 have a
number greater than 31 (See Figure 54).

Services For Program Participant

|o1/z008 =l Br £ ot I Report: 1 of 3 Mest Report I Add New Report l Save Report I Delete Report I
Reporting Period [month/vear]: | o/ | 2006 *  Reguied
m R

Individual Advocacy Totals @ Systems Advocacy  Totals iLeqgal Advocacy Totals @ Other Totals

1. Crisiz Phone Cal: 24. Tranzportation - Emergency; ]

2. |nfo & Referral by Phane: 25, Transpartation - Mon-Emergency:

- - . |

I 3. Safety Lethality Check: 3UD| J‘d) Pliass Brter e bR rUnEs 2E. Child Care: ]

4. In Person Crisiz Intervention: 27. Group Counzeling/Support Group:

5. In Persan Info & Referal: 28. Emergency Financial Assistance: 28

E. Hospital Responze/SART/CALC:

7. Medical Advocacy: 15. Child Pratective Services: | 22, Shelter/Safe House: l_

8. Personal Suppart: [ 16. Adult Pratective Services: | 23, Transitional Housing: l_'

Figure 54

Hovering definitions appear when a mouse pointer passes over a services field. The red box in the figure
below is the area over which a mouse pointer can pass in order for the hovering definition (see blue box
in Figure 55) to appear.

Services For Program Participant
m El Frevious Heport I Report: 1 of 3 Mext Report I Add Mew Report l Save Feport I Delete Report I
Reparting Period [monthyear|: I_D-‘I- /! rﬁs_ *  Reguied
m y

Individual Advocacy Totals Legal Advocacy Totals

1. Crizis Phone Call: [ 9 Public/Tribal dssistance: | 17. Protective Order Advncacy'l_“ 24 Tranzpartation - Emergency: !_

2. Info & Referral by Phone: 10. Emplayment: [ 1% Civil Legal Advocacy: I_ 25. Transpartation - Non-Emergency: I_
IWWS hotline in which services and available I 19. Criminal Justice Support: l_‘ 26. Child Care: [_

4. |n fresources are identified. [ 20 Victim Witness Suppart: '_ 27 Group Counseling/Support Glnup'l_

5. In Persan Info & Reteral: [ 12.Chid Support Services: | = Attarney/Civil Azsistance: '— 28. Emergency Financial Assistance: 1_28-

fi Hnsrital Resnnnse SAR T ATAT 14 WITR Nlaims

7. Medical Advocacy: [ 15 ChidPiotective Services: [ 22 Ghelter/Safe House: l_

8. Perzonal Suppart: r_ 16, Adult Protective Services: | 23, Trarsitional Housing: I_

Figure 55
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Either “Program Participant Fully Served” or “Program Participant Partially Served” must be selected to
meet federal reporting requirements. A message window appears if neither is selected (Figure 56).

Microsoft Office Access x|
Flease indicate if the participant was FULLY or PARTIALLY served.
Figure 56

“Other Referral Made” must be checked if a program makes a referral to alcohol or drug treatment,
medical intervention, law enforcement, or batterers’ intervention. This must be documented
anonymously. CDVSA and ANDVSA recommend use of CDVSA Partial Service and Referrals form for this
purpose.

Click on Tab Five — Protective Orders to continue.
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New Program Participant Record - Tab Five (Protective Orders)

ANDYSA Yictim Service - [VICTIM SERVICES] -|ol x|
" Fle  Edt Yiew Insett Format  Records  Tooks  Window  Help  Adohe PDF
SR b

Type a question forhelp =/

L

: <!\ M5 Sans Serf 8 ~BIUEEE &-g-gv- =,
M- B8RV s < (@ HL TEVAHKE BE- 0.
VICTIM SERVICES == &
ADD NEW | SAE | DELETE |
+ Date of Contad: M Search | FREWIOUS HE¢T, | retord: 39 of39 ,,,‘.t‘q::ft;'ﬁf,'l|r{?f:'ﬁ:;l E’I::r: |

1. Participant Information | 2. Demagraphics | 3. Incidenkt & Perpstrator Information | 4, Services 3. Pratective Orders |

Protective Orders

Preyvious Repark | New Report et Beport | Add WEW Report | Save Report Delete Rey

Date of Report {monkhyear): | ! | !l * Raguirad

m dd Py

Was perpetrator arrested? @ ves @ Mo & Unknown clear |

Did court grant a "o conkact” order? @ ves @ po clear |

Type of Protecive Order Requested:

" Domestic Yiolence € Sexual Assult ¢~ Stalking ¢ Tribal (see below*) clear | i

72-Hour Emercency Order

Date Requestedl Cutcome @ Cranted & Denied # Unknown clear |

Ex-Parte Order
Date Requested | Outcome & Granted & Denied & Unknown clear

Long-Term Ordar

1

Date Requestedl Outcome & Ganked  ® Denied % Unknown clear |

Farmm Wigw

i
4

UM

Figure 57

Tab Five corresponds to information provided on the Protective Order Report. A date of report must be
entered (see red box in figure below). The month and year will automatically appear in the “Go to this

report” field (see blue box below) when the “Save Report” button is selected (see green box in Figure
58).

|<<dd New Manthe> = |

Frey onis Repatt I Mew Report fdext Repart I Gl WEW Report II Save Reaort I

Date of Report (monthfyeat): I 14| 2006
m i

Figure 58
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More than one protective order can be added for a participant within a given month.

The month/year reporting period field cannot be left blank. A message window appears if the
month/year is left blank (Figure 58).

Microsoft Office Access ] x|

Flease enter the MONTH and YEAR of the Reporting Period.

Figure 59

Complete as many fields as possible. If a radio button is pushed erroneously, press the “clear” button to
unselect the radio button. The “clear” button will unselect information for the field. It does not clear all
of the information on the screen.
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Searching for Program Participant Records
There are two ways you can find a program participant record. One way is to use the “Search for

Program Participant” button in the header of the Victim Services Data section (see the red oval in Figure

60).
E] ANDY¥SA ¥ictim Service - [VICTIM SERVICES] = - 1O] x|
File  Edit Wiew Insert Format  Records Tools Window Help  Adobe FDF Type a question for help = A
Eirlsori S
«|| Tahaoma -~ & .j’ == A - et

U=
M- HH SRV 4ERR(o (R[(2EFET | M| K

VICTIM SERVICES
+ Program Participant 1D |:|
+ Date of Contact: L

L |

Farm Vigw ML

S=EEy

SHVE

CELETE |

Violence & Sexual Assault

£

Alaska Netwonk 1I_A Close
PREVICLIS | NEKT | Mew record Alaska Manwork an Domestic mris |

il

&

Figure 60

A new window will appear labeled “Search for Participant.” Enter all or part of a program participant
name or program participant ID number in the search field and click on “Search” to generate a list of
possible matches (see figure below). Select the program participant record from the list.

5 SEARCH FOR PARTICIFANT § E’

Enter al or part of
Fhe PARTTCTRART T

the F‘.ﬁ.ﬁICIP.ﬁ.NT MAME: Iﬁﬁ Searzh Close
ParticipantID: Full Mame: 7 Records Found
alpha i select
48567 Alpha, Indie ] select
rdsdfwerfS46544 Alpha, Tango select
AF7E54 741 Bravol, alphal select
jkaafibaihb Cal, Alpha Beti select
alphaBravoCharlie Charliel, Bravol select
14759 soup, alpha bet select

select | LI

The second way to search for a program participant record is to use the “Previous” button (Figure 62 —
Next page).

Figure 61
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ANDYSA Yictim Service - [VICTIM SERYICES]

=10 x|
‘[ File Edit Wiew Insert Format  Records  Tools  MWindow Help  Adobe PDF

Twpe aquestion for help =
Elar iy O

= DA g ] =
M- HG 8LV stRR| o R FTEY A

SR TS = R

SR

VICTIM SERVICES

L 1§ |
DELETE | = == e—— g
+ Program Participant ID (14759

| BTN ANDVSA
Bk Mo o Th S Close
+ Date of Contact: [5(5(2009 | | isearch; I HERT: |M Alaska Motwonk on Demesic el |

Vinlence & Sexual Assanlt

1. Participant Infarmation |g. Demagraphics | 3. Incident & Perpetrator Infarmation | 4. Services | 5. Protective Orders |

]

Program Participant Information

* Requirad nformation for each paréicipant inclicas:
Mame: - Particpant i
Jalpha |bet Jsoup or [ pnonymous Conkact # - Date of Lonfact
7 R - At ast Mfame -GR- Anonpmous Contact
First * Middle Last #
1]
Farrn Wiew

HLUM

s

Figure 62

Remember, you can also use the “Alt” key together with the “P” key to navigate to the previous record.
Continue clicking on the “Previous” button or using “Alt” and “P” to view previously entered records.
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Modifying/Adding New Information to Program Participant Records

ANDYSA Yictim Service - [WICTIM SERVICES] = Il:llll
File Edit ‘Mew Insert Format Records  Tools  Window Hslp  Adobe FDF Twpe a guestion for help = &
Syl

[ | mssansser =1 B uE==5-A- ._-,.:-

E-HR SV iR o @2 CaY M & B30,

B &

VICTIM SERVICES .| .. | ger | EEEE

+ Program Participant ID ANDV A

Al o Close
+ Date of Contacts search | [ppevious | | e [menbovorss Lasbiagumneac) | GeR |

L, Participart Information |g. Demographics I 3. Incident & Perpetrator Irformation I 4. Services | 5. Protective Orders I

Program Participant Information

Mame:

* Reguired iFormation for each parficipant moides.:

- Particpant 12
Jaleha bet Jsaup or I Anonymaus Contact  * - Date of Contact
. X - FifAL arf Alame -OR- Anonpmows Confact |-
Sirst * Middle Last *
Mailing Address:
[p675303 main st fnchorage s =1 [s=823
BoxfStrest Chy State Zip
Contact Phone(s):
Horme ‘Work Cell Massage
Program [D4's of Participant' s Children: |tango baby] Delete -
I Dalata
-
4| | »
ParticipantIC of child UM A
Figure 63

Tabs 1 & 2 (Participant Information):

Any new information may be added to Tabs One and Two. Any modified information can be
deleted/cleared and retyped/selected on Tab One. If new children have received services, type the new
child ID number into the “Program ID#’s of Participant’s Children” box.

Tab 3 (Incident Information):

Any new information learned about the existing incident (on the same green form) may be added to Tab
Three. Any modified information learned about the existing incident (on the same green form) can be
deleted/cleared and retyped/selected on Tab Three. Click the “Save Incident” button (see blue box in
figure below) to save changes.

If a new incident occurred (and therefore a new green form completed), use the “Add New Incident”
button to type new incident information (see red box in figure below). Click the “Save Incident” button

to save the form before continuing.

If an incident was added erroneously, click the “Delete Incident” button (see green box in Figure 64 —
next page).
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ANDYSA Victim Service - [VICTIM SERVICES] _ ol x|
E8 File Edit ‘Wiew Insert Formak  Records  Tools  Window Help  Adobe PDF Type a question for help =2 @ X

=

|7| Tahama -~ 8 ~|B I U
- By E8ly iR v @il YhaY
VICTIM SERVICES

+ Program Participant ID [r4sdfwerfS46546
+ Date of Contact: [4/7/2002 Search | PREVIOLUIS | MEXT

1. Participant Information I 2. Demographics 3. Incident & Perpetrator Information |1. Services I 5. Protective Orders I

ADD MEW | SAYE | DELETE |

record: 25 of 39

Incident & Perpetrator Information

PREVIOUS Incidert | mawTncident HERT Incidert: | Jednew ncident: | | Sve et | geETe meident | |
Program Participant Type: |Siy=aRys-Re @ = {aa=y1 * Program Participant's Primary Issue: |Sta|king ;I 22
Other Issues:  (Mark all that apply) *  Reguied information for each
[T Domestic viclsnce ¥ survivors of Homicide Vickims ™ Adult Survivor of Child Sesual Abuse particpant iobidks:
™ Sesual Assault fadult) W assault ™ Robbery - Particpant Troe
[T (Child Sexual Abuse ™ Elder Abuse {age 6043 [~ Homelessness - Primary fesue
¥ Child Physical Abuse ™ CwWIjDUL Crashes ™ vulnerable Adult Abuse (age 16-59
W stalking [T other violent Crime I
Date of
Incident: I 2li I 15 f I il Reported to Law Erforcement: 8 Y85 @& Mo clear | Lacation: |
m d Yy
Mame: | Gender: ¢ Male O Femals & Unknown Approximate Age: I i
Race/Ethnicity: [ asian [ Black{african American [ Caucasian EE Hispanic
(¥ou cai cheik iare [E american Indian~ FE Mative Alaskan [E Pacific Islandsr  [BE Unknown

Lhiat 1 i Lalegury)

Delete Perpetrator | Relationship of Perpetrator to Program Participant: | -]

‘Was the perpetrakor under the influence at the time of the incident? @ yes & no & unknown clear |

If ves, which substances? € deohal € drugs € bath clear |
| | 3|
Form iew UM é
Figure 64

Clicking the “Delete Incident” button causes a message window to appear (Figure 65). Click “Yes” if the
incident needs to be deleted. IMPORTANT NOTE: Information is permanently deleted once the “Yes”
button is clicked.

ANDYSA Yickim Service 5'

'j Relationships that specify cascading deletes are about to cause 1 record(s) in this table and in related tables to be deleted.
2 Are you sure you want to delste these records?

‘Yes Mo | Help |

Figure 65

Any modified information learned about the perpetrator in the existing incident (on the same green
form) can be deleted/cleared and retyped/selected on Tab Three. Click the “Save Incident” button (see

blue box in Figure 66) to save changes.

Incident & Perpetrator Information

| FREVIOUS Incident | Thaden A of 1 WERT Incident I I add NEW Incident I I SAVE Incident I I DELETE Incident I

Figure 66
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New information uncovered about additional perpetrators in the same incident can be added. A new
perpetrator box appears when information is typed into any field in the perpetrator box. If a
perpetrator is erroneously added, click the “Delete Perpetrator” button (see red box in Figure 67).

Mame: |Bob cender: (¢ Male  Female ¢ Unknown Approxmate Age: | 30

Race/Ethnicity: [T asian ™ Blackiafrican American ¥ Caucasian ™ Hispanic

[falicar;check more [T american Indian [ Mative Alaskan [~ Pacific Islander [~ Uinknaown
than one cakegory)
Dielete Perpetrator Relationship of Perpetrator to Program Participant: |Dating Feelationship =
“Was the perpetrator under the influgnce at the time of the incident?  ves o F clear I
If yes, which substances? | € alcohol € dwgs € both e |

Figure 67

You should be careful to add perpetrator information to the appropriate incident form. Use the
“Previous Incident” button (see red box in Figure 68) and the “Next Incident” button (see blue box in the
figure below) to locate the correct incident form.

Incident & Perpetrator Information

| | previous Incident | 1 idents 2 of 3

add NEW Incident | SAVE Incident DELETE Incident

Figure 68

Tab 4 (Services Provided and Linked Incident Information):
To add a new Services Provided sheet to an existing program participant, find the program participant
record using the “search” button on the opening screen.

Select the “Add New Report” button (see red box in figure below) on Tab Four. Complete the
information as described in the New Program Participant — Tab Four section (Page 33).

If a Services Provided form was added erroneously, click on the “Delete Report” button (see blue box in
Figure 69 — next page).

Clicking the “Delete Report” button causes a message window to appear. Click “Yes” if the report needs
to be deleted. IMPORTANT NOTE: Information is permanently deleted once the “Yes” button is clicked.
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= I [=] 3]

Typeaguestionforhelp = o @ X

ANDYSA Yictim Service - [VICTIM SERYICES] =
File Edit Wew Insert Format Records Tools  Window Help  Adobe PDF

s - BIU|E 2 AL =-.
LT w7 ook 9 B a- 3.

4

! - | M3 Sans Serif

M HR Ry iBR|o|ell

VICTIM SERVICES

+ Program Patticipant ID |r4sdfwerfS46546
+ Date of Contact: [4/7/2002 Search | PREVIOUS

L, Participant Information | £, Demographics I 3. Incident & Perpetrator Information 3. Services |§. Protective Orders l

B

|+

E=SEg

2l ANDVSA |
A i ] Close
Ty EL ¥ Form

MEXT record: 25 of 39 =i
fia Aszaule

ADD MEW | SHVE

Services For Program Participant

IM =1 Frevious Report I Report: 1 of 1 Mest Repnrt I Add Mew Repart I Save Feport | I Delete Report '
Reporting Period [month/vear]: I 0z / I 2004 * Reguied
m ey
Individual Advocacy Totals @Systems Advocacy  Totals |l Legal Advocacy Totals jl Other Totals
1. Crisiz Phaone Call: [ 7 9. Public/Tribal Assistance: [ 17. Protective Order Advocacy:' 24, Tranzportation - Emergency: |
2. Info & Referral by Phone; 7 10. Employment: | 18. Civil Legal Advocacy: 25, Tranzportation - Mon-Emergency:
3. Safety Lethality Check: 7 11 Housing: l 14, Criminal Justice Support: 26. Child Care:
4. In Person Crisis Intervention: | 712 Food: | 20, Victim \Witness Suppart: [ 27. Group Counzeling/Support Group:
B. In Person Info & Referral: 7 13. Child Support Services: | 21, Attormey/Civil Az sistance: [ 28. Emergency Financial Azsistance:
6. Hospital Response/SART/CaC: 7 14.%/CCE Claims: | Shelter QIG5 Individual Children's Activiies |
7. Medical Advacacy: 7 15. Child Protective Services: 22 Ghelter/Safe House: A0 Activities with Other Children |
8. Personal Support: I 7 1B Adult Protective Services: I 23 Transitional Housing: ]
These fields have been populated based on the last incident cl
73 created. If this is not comect, please press the Clear button. etk |
& Program Participant Fully Served ¥ Reguied
= - _ Gt Program Participant Type: Program Participant's Primary Issie;
Program Participant Partially Served |Other Type of Participant _'_] |Sta|king ;l 21572004 G
Other Issues:  {Mark all that apply)
I Other Referral Made ™ Domestic Vislerice ¥ sSurvivors of Homicide Victims T adult Survivar of Child Sexual Abuse
™ Sexual Assault (adult) W assault [~ Robbery
[~ Cchild Sexual Abuse I™ Elder Abuse (age 60+) ™ Homelessriess
¥ child Physical Abuse T pwIjDUI Crashes ™ wulnerable adult Abuse {age 18-59)
¥ Stalking ™ other violent Crime
| | 3|
Formm Yiew NLIM S
5 ' 23 EE]
Clicking the “Delete Report™ button causes a message frovoa nermsere. =
: 3 : 3 29
window to appear (see figure to right). Click “Yes™if the N e imiid et
I yo_ clek ves, vou aznt be sble to undo the Deleta zpsracos,
report needs to be deleted. IMPORTANT NOTE: = A2 o 5UPG v2U went to daIctG thes: rocords:

Moy I hu

Information is permanently deleted once the “Yes™ button is

clicked.
Figure 69

You can add/modify information on an existing Services Provided form. Be careful to add/modify
information on the database report form that matches the date on the Services Provided form. Use the
“Previous Report” button (see red box in Figure 70) and the “Next Report” button (see blue box in the

Figure 70 to locate the correct services form).

Services For Program Participant

[02/2008 =1 | Previous Report |~ Report:zofs [ Newt Report | Add New Report Save Feport Delste Report

Figure 70
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Tab 5 (Protective Orders):

To add a new protective order form to an existing program participant, find the program participant
record (see page 39). Select the “Add New Report” button on Tab Five (see red box in figure below).
Complete the information as described in the New Program Participant — Tab Five section (page 31).

If a protective order form was added erroneously, click on the “Delete Form” button (see blue box in

Figure 71).
ANDY¥SA ¥ictim Service - [¥ICTIM SERYICES] o II:IIiI
" Fle Edit ¥ew Insert Format Records  Tools Window Help  Adobe “DF Twpe a question for help = &

Sl o=
= LT R

: - || M5 Sans serif -8 - B 7 = D A- ﬁ"‘:'.
M- HH EhY iR 0 | 2 ' e : =R
S=uE -
VS

VICTIM SERVICES e T
‘ANQMIJMA EF:I::; |

+ Program Participant ID 14759
+ Date of Contact: [5/2/2003 Search | BREVIOUS | sy | tecordi39of39 sl Al

| L. Participant Infarmation | 2. Demographics | 3. Incident & Perpetrator Information | 4, Services  S: Protective Orders |

3=
b=
L=}
Z
m
=

Protective Orders

Frevious Repart | New Report Mext Report | Sdd MEW Report || Save Repart Delete Re|
Date of Report {month/vear): | / I ! | *  Regquived
m dd o

‘Was perpetrator arrested? @& Yes @ No @ Unknown clear |

Did court grant a "no conkact” order? & ves & mo clear |

Type of Protective Order Requested:
" Domestic Wiolence € Sexual Assult - Stalking ¢ Tribal (see below*) clear | b

72-Hour Emergency Qrder

DateRequestedl Outcome & Granted % Denied & Unknown clear |

Ex-Parte Crder

Date Requestedl Qutcome & Granked & Denied @ Unknown clear |

Long-Terrm Order

DateRequestedl Qubcome & Granted & Denied @ Unknown clear |

el

Form Yiew

T

Y
/4

Figure 71

Clicking the “Delete Report” button causes a message window to appear (see figure to right). Click “Yes”
if the report needs to be deleted. IMPORTANT NOTE: Information is permanently deleted once the

“Yes” button is clicked.

ANDYSA Yictim Service ] x|

. You are about to delete 1 record(s).

! y I vou click ¥es, you won't be able toundo this Delete operation,
Are you sure you want to delete these records?

o] _w |

Figure 72
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You can add/modify information on an existing protective order form. Be careful to add/modify
information on the database report form that matches the date on the protective order form. Use the
“Previous Report” button (see red box in figure below) and the “Next Report” button (see blue box in
the figure below) to locate the correct protective order form.

Protective Orders

| |DZJZDDE = I Previous Repart I Report: 2 of 3 I Mext Report I Add MEW Report | Save Report

Delete Report

Figure 73

Deleting Program Participant Records
A program participant record can be deleted when any part of the program participant record is
displayed. Instructions on how to find a program participant record are on page 39. Click the “Delete

Participant” button in the header (see red box in figure below) to delete an entire program participant
record.

ANDYSA Yictini Service - [WICTIM SERYICES]

I =] ]
File Edit ‘Mew Insert Format Records  Tools  MWindow Help  Adobe PDF Type a question for help [= &
Syt 1
| +|| M5 sans Serif = a B IruUlEE=E|A-|A- i.v:..'
T | B Al Z e =
AR T I A R A =R T
VICTIM SERVICES =
ADD MEW | SEAE | DELETE |
+ Program Participant ID |14759
« Date of Contact: search | pmevious | ey [resordi3seras
1. Partcipart nformation |g. Demographics I 3. Incident & Perpetrator Irformation I 4, Services | 5. Protective Orders I
Program Participant Information * Required i-formation for each partiopant Mckides:
Hame: - Participant 1D
Jalpha bet Jsoup or I anonymous Contact # - Date of Contact
. X - AiefAL ard Alame -OR- AnonFmous Confact |-
Sikst * Middle Last *
Mailing Address:
|p&75309 main st |anchorage |k = [sme23
BoxiStrest Chy State Zip
Contact Phone(s):
Haorne ‘Wark Cell Mzssage
Program [D#'s of Participant’ s Children: Itango baby] B | -
I Dalata |
-
1| | »
ParticipantIC of child NLIM S
Figure 74

Clicking the “Delete Program Participant” button causes a message window to appear (see Figure 75 —

next page).Click “Yes” if the program participant needs to be deleted. IMPORTANT NOTE: the record is
permanently deleted once the “Yes” button is clicked.
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ANDYSA Yictim Service ] x|
Relationships that specify cascading deletes are about to cause 1 record(s) in this table and in related tables to be deleted.

—'—S fre you sure you wart to delete these records?

es Mo Help |

Figure 75

=101 x|

Exiting Victim Services Data Section
-0

Twpe a question for help

ANDYSA Yictim Service - [WICTIM SERYICES]
Format  Records  Tools

" Fle  Edit Wiew Inset Wifindow  Help  Adobe 2DF

LRl B

: ~|| Tahoma - 8 - I o

M- HR SRV ‘2R |/ 2%
S==Ey

VICTIM SERVICES (IE |
AR EWN SAYE DELETE T
+ Program Participant ID \/ SA
] s || | e Cdsmievii G |
o
3

|
MM Y

]
<l

d e 5B 0,

1

Form Yiew

Figure 76

Click on the “Close Form” button in the Victim Services header when you want to exit the Victim
Services section of the reporting database. You will return to the opening page (see figure below).

2 ANDVSA Victim Service - [MAIN WINDOW]
Help  Adobe PDF

File Edit Insert Records ‘Window
Institute For Child and Farnily Palicy, Edmund 5. Muskie School of Public Service, University of Southem Maine, PO BOX 15010, 400 Congress Street,
VAWA Portland, ME 04112-5010 Tel:1-600-922-VWia (8292) Fari207-760-5817 Website: h ki ine.2d i
EASURLNG
DATABASE DESIGNED FOR.

M »
EFFECTIVENESS INITIAIVE

OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR

RURAL DOMESTIC VIOLENCE AND CHILD
VICTIMIZATION ENFORCEMENT GRANTS

Wictim Services Data

JTraining Data
JReports

WERSION 3.0

Exit Application

This database application was supported by Grant No. 2000-WT-YX-K002 awarded by the Office on Yiolence Against Women, U.S. Department of
Justice. Points of view in this database application are those of the authors and do not necessarily represent the official position or policies of the
U5, Departmient of Justice or of other staff members, officers, trustees, advisory groups, or funders of the Edmund 5. Muskie School of Public

UNIVERSITY OF SOUTHERMN MAINE

Sorvi
jUIUSk]C SC}IGO[ 0[ I ub]lc SCI Vvice

1 Alaska Network on Domeszric\

Violence & Sexual Assault

Figure 77
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Section Four: Training Data
The Training Data section of the database is where all training data may be entered. A new training
record may be created for each training.

Training Data Opening Screen/Tab One

Bl ANDYSA Yictim Service - [TRAINING]
=5 Fle Edit Wew Insert Format Records  Tools  Mindow Help  Adobe POF

TRAI N I N G Add MEW Hecord | Cloze Form |

Complete this form for all training provided by grant-funded staff, New record
or directly supported by grant funds.

Previous Record Next Record | Delete Record

Sort list by: * Date £ Mame
Lookup Training Event | =1 Save |

Cancel Without Saving |

Date of Training Event l:l Mame of Training Event [ |
Number of Hours l:l

Mumber and Type of Pecple Trained I Sexual Assult, Domestic Vidlence, and Stalking | Underserved Fopulations | Justics System | Community Respanse |

Number and Type of People Trained

Attarneys/Law Students:

B atterer |ntevention Program Staff:
Community Adovacy Organization Staff [MAALCP, Gray Panthers
Carrection Perzonnel [Probation, Parale and Corectional Facilities

Court Personnel [Judges, Clerks:

inmnn

Dizability Organization Staff [Mon-govemmental

Domestic Violence Coalition Staff (State or Tribal

i
i
]
J:
J:
Domestic Yiolence Program Staff:
Elder Organization Staff [Mon-govemmental):

Faith-based Organization Staff:

Government Agency Staff [Vocational B ehabilitation, Food Stamps, TAMF):
Health Professionals [Doctors, Nurses]:

Immigrant Organization Staff [Non-govemmental):

Law Enforcement Officers:

,_
o
[t}
["8
w
o
=
a9
@
i
w0
'R

Mental Health Professionals:
Multidisciplinary Group:

Frosecutors:

Sexual Assult Forensic Examiners:

Social Service Organization Staff:

Sexual Assult Coalition Staff [State or Triball:

Sewual Aesult Pragram Staff: I

Supervized Yisitation and Exchange Center Staff: I

Tribal Coalition Staff: I

Tribal Govemment / Tribal Government Agency:

I

Wictim-Witness Specialists:

111

Wulurilees,

Form Wigw

ﬂ_.‘Startl 2@ @ > IIE TRAINING

Figure 78

This screen appears when the “Training” button is selected on the database opening screen. This is the
starting point for entering new training record or modifying/adding new information to an existing
training record.

The date of the training, name of the event, and the number of hours of the event should be entered for
each training session.
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Enter totals for the number and type of people trained on Tab One. If a training participant fits more
than one category, choose the category that best fits the description of the participant’s job.

Training Data Tab Two and Tab Three:

=5 Fle Edit Wew Insert Format Records Tools ‘Window Help  Adobe PDF

TRAI N I N G Add MNEW Record | Close Form |

Complete this form for all training provided by grant-funded staff. record: 1 of 10
or directly supported by grant funds.

Previous Record Next Record | Delete Record |

Sart list by: & Date  Mame
Lookup Training Event |1 /142006 - Jan 06 ;l Save |

Gancel Without Sawving |

Diate of Training Event 1/1/2008] Name of Training Event [Jan 05 |
Mumber of Hours

| Number and Type of People Trained Sexual Assult, Domestic Violence, and Stalking | Underserved Populations | Justice System | Community Response I

Advocate Responze:
Child Witness:

Confidentiality:

[rating Violence Overview, Dynamics and Services:
Domestic Violcnet Overview, Dynamics and Services:
Mandatory Reporting Flequirements:

Safety Planning for YictimsSurvivors:

Sexual Azsult Overview, Dynamics and Services:

Stalking Overview, Dynamics and Services:

OOO0O00000® &8

Supervized Yizitation and Exchange:

EJ ANDY¥SA ¥ictim Service - [TRAINING] i

(5| File Edit Miew Insert Format Records Tools  MWindow Help  Adobe PDF

TRAI N I N G Add NEW Record | Close Form |

Complete this form for all training provided by grant-funded staff. record: 1 of 10
or directly supported by grant funds.

Previous Record ek Record | Delete Recaord |

Sort list by @ Date © Name

EYE. |

Ll
LY

Lookup Training Event |1 142006 - Jan 06

Cancel Without Saving |

[rate of Training Event 14142008 Mame of Training Event |Jan 06 |
Mumber of Hours

Mumber and Type of People Trained | Senual Assult, Domestic Violence, and Staking  Underserved Populations | Justice Spstem | Community Response I

Training Content Areas [Indicate all topics covered) - Underserved Populations

Live in Rural Areas:  Be

Are American Indian or Alaska Native W

Are Agian. O

Are Black or African American: [~

#re Disabled: [T

Are Elderly: [

Are Hispanic or Lating: [

Are Homeless or Living in Poverty: [

Are Immigrants, Refugees, or Asylum Seekers: [T

Are Lesbian, Gay, Bizexual, Transgender, or Intersew: [
Are Mative Hawaiian or other Pacific slander. [
Have Mental Health Problems: [~

r

7

Have Substance Abuse Problems:

9
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Check all of the training content areas covered during the training on Tab Two and Tab Three.

Section 4: Training Data Revised July 1, 2009

Training Data Tab Four and Tab Five:

=5 Fle Edit Wiew Insert Format Records  Tools  Window  Help  Adobe PDF

El ANDYSA ¥ictim Service - [TRAINING] ]

TRAINING

Adc MEW Record

Cloge Form |

Complete this form for all training provided by grant-funded staff.
or directly supported by grant funds.

record: 1 of 10

Previous Reccrd

Mext Recod |

Delete Record |

Sort list by: @ Date  Name

Save

Lookup Training Event |1 /142003 - Jan 0B ;I

Cance Without Saving

[rate of Trainng Event 14172006 Mame of Training Event |Jan 08

Mumber of Hours

Training Content Areas [Indicate all topics covered] - Justice System

Civil Court Procedures: #¢

Criminal Court Procedures:

Domestic Yiolence Statutes/Codes:

Firearms and Domestic Violznce:

|mmigration:

|dentfication and Arrest of Predominant Agagressor:
Judicial Responze;

Law Enforcement Fesponse:

Pro-arrest Policies:

Probation Responze:

Prozecution Responsze:

Frotection Orders (including Full Faith and Credit):
Senual Assult Statutes/Codes:

Sexual Azsult Forensic Examinztions:

Stalking Statutes/Codes:

Tribal Jurisdiction and Public Law 280:

OOO0000O00O00O000000®

Mumber and Type of People Traned I Sexual Assull, Domestic Yiolence, and Stalking I Underserved Populations  Justice System | Community Respanse I

=5 Flle Edit Wiew Insert Format  Records  Tools  window Help  Adobe POF

£d ANDY¥SA Yictim Service - [TRAINING]

TRAINING

Add NEW Record

Cloge Form |

Complete thiz form for all raining provided by grant-funded staff.
or directly supported by grant funds.

record: 1 of 10

Previous Record Mext Record |

Delete Recard |

Sort ligt by & Date  Name
Lookup Training Event [1/1/2006 - Jan 05 =1

Save

Cancel Without Saving

Drate of Training Event 1/1/2006 Mame of Training Event |Jan 06

Mumber of Hours

Training Content Areas [Indicate all topics covered) - Community Besponse

Coordinated Community R esponse: W
Fesponse Teams [DART, DVRT, S4RT]: r
Techrlugy. -

Mumber and Type of People Trained | Sexial Assult, Domestic Yiolence, and Stalking | Underserved Populations | Justce Spstem  Cammunity Respanse I_

Figure 80

Check all of the training content areas covered during the training on Tab Four and Tab Five.
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Searching for Training Records:

3] Fle Edt W¥ew Insert Format Records Tools Window Help  Adobe PDF
TRAI N I N G AddiWEW Record | Cloze Fom |
Complete this form for all training provided by grant-funded staff, New record
or directly supported by grant funds.
Prewvious Record Iext Record | [elete-Hecord |
Sort list by I @& Date I I  MName I
Lackup Training Event | =1 Faprz |
Cance| Without Saving |
Figure 81

There are two ways that you can find a training record. One way is to use the “Lookup Training Event”
drop down menu in the header of the Training section. Training events can be sorted by date by
selecting the “Date” radio button in the red box in the figure above or by name by selecting the “Name”
radio button in the blue box in Figure 81.

fd ANDYSA ¥ictim Service - [TRAINING]

‘5] Fle Edit Miew Insert Records  Tools  Window  Help  Adobe PCF

TRAINING

Complete this Form for all training provided by grant-funded staff.
or directly supported by grant funds.

Fotmat

Add MEW Herand | Mnze Farm |

Neu record

Prewious Record

Mexk Recard | [ eleteHecord |

Mumber of Hours

Sort list by: i+ Date ' MName

Lookup Traiing Event - | Tz |
1142008 - Network Conference = =
WI0E Biornial O Cancel Without Saving
5/6/2008 - Train the Trainers 06

" TAT2006 - LAP 06
Dateof T Event
St o 1NN EVEN b q/9/2008 - CLE 06 |

T1A1200R - 5 ihatanre Ahose Confrrence
24172007 - SAFT

24242007 - Tribal State Forum

4/4/2007 - DART

B/E/2007 - Tec Training
Humb: o
S IS.-"S.-"2DD? - Coordinated Community Responze

Figure 82

Murnber anc Type of P Herserved Populations | Justice System || Community Responss |

To search for a training record by date, select the “Date” radio button and click the “Lookup Training
Event” drop down menu (see red box in Figure 82). Select the training record from the drop down menu
(see blue box in Figure 82).

Fd ANDYSA Yictim Service - [TRAINING]

=] File Edit window adobe PDF

TRAINING

Complete this form for all training provided by grant-funded staff.
or directly supported by grant funds.

Wieww Insert Format  Records  Tools Help

Sdd [EW Record | Cloge Form |

New record

Previous Record

liext Record | [elete Becard |

Sort izt by C Date @ Name

Lookup Training Event

= Save |

Date of Training Event

MNumber of Hours

Mumber and Type of F

Humber and &

Biennial 08 = 3/3/2006

CLE 06 = 9/3/2006

Coordinated Cammunity Response = 8/8/2007
DaRT = 4/4/2007

L&P 06 = 7472006

Metwork Conference = 1/1/2008

SART = 2A1/2007

Substance Abuze Conference = 11/11/2006
Tech Training = B/6/2007

Train the Trainers 06 = 5/5/2006

Tribal State Forum = 2/2/2007

Figure 83

GCanee Without Saving |

derzerved Populations I Justice Syztem I Community Fesponse I
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To search for a training record by name, select the “Name” radio button and click the “Lookup Training
Event” drop down menu (see red box in Figure 83 — previous page). Select the training record from the
drop down menu (see blue box in Figure 83 — previous page).

The second way to search for a training record is to use the “Previous Record” button (see red box in
figure below) and the “Next Record” button (see blue box in the figure below) in the header of the
Training section.

Pl ANDYSA ¥ictim Service - [TRAINING]

=5 File Edit Wiew Insert Format  Records  Tools  MWindow Help  Adobe PDF

TRAI N I N G &dd NEW Record | Claze Farm |

Complete this form for all training provided by grant-funded staff, record: 1 of 10
or directly supported by grant funds.

I Mexk Record I Delete Recaord |

St list by: * Date  Name
Lookup Training Ewent |1 #142008 - Jan O ;I Save |

Cancel Without Saving |

Figure 84

Deleting Training Records:
A training record can be deleted when any part of the training record is displayed. See page 45 for
instructions on how to search for a training record. Click the “Delete Record” button in the header (see

red box in figure below) to delete the entire record.

= Fle Edt Vew Insert Formst Records Tools ‘Window Help  Adohe FDF

TRAINING dd NEW Record | ceerem |
Complete this form for all training provided by grant-funded staff, record: 1 of 10
or directly supported by grant funds.
{Previous Record Next Record | I Delete Record I
Soitlistby @ Date © Name
Lookup Training Event [1/1/2006 - Jan 08 =1 Tz |

Carice] Without Saving |

Date of Training Event 1/1/2008| Mame of Training Event \Jan [ |
Number of Hours

Nurber and Type of People Trained | Sexual Assul, Domestic Violence, and Stalking | Underserved Populations | Justice System | Commurity Response |

Mumber and Type of People Tiained

Attomeys/Law Students 10

Batterer Intevention Program Staff 10
Community Adevacy Organization Staff [NAACP, Gray Panthers)

|

Carrection Personnel [Probation, Parole and Comectional Facilities
Court Personnel Judges, Clerks]
Disability Organization Staff N on-govemmental]

Domestic: Yiolence Coaltion Staff [State or Tribal

)
)
I
I
Domestic Violense Progiam Staff
Elder Organization Stalf (Mon-govemmental)

Faith-based Organization Staff

Govemment Agsncy Staff (Vocational Rehabiltation, Food Stamps, TANF)
Health Professionals [Doctors, Nurses];

Immigrant Organization Stalf (Mon-governmental)

Law Entarcement Dificers:

Legal Services Staft

Mental Health Professionals:

Multidisciplinary Group

Prasecutars:

Sexual Assult Forensic Examiners:

Social Service Organization Staff

Sexual Assulk Coalition Staff (State or Tribal)
Sexual fssult Progriam Staft. [

Supervised Visitation and Exchangs Certer Staft: [
Tribal Coaition Staff

TTTTTITTTIT T

Tribal Government / Tribal Govemment dgency:
Victimwitness Specialists

Voluntesrs:

111

Figure 85
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Clicking the “Delete Record” button causes a message window to appear (Figure 86). Click “Yes” if the

record needs to be deleted. IMPORTANT NOTE: the record is permanently deleted once the “Yes”
button is clicked.

ANDYSA ¥ictim Service ﬂ

You are about to delete 1 record(s).

. IF wou click Yes, yvou won't be able to undo Ehis Delete operation,
Are wou sure you want to delete these records?

Yes Mo

Figure 86

Exiting Training Section:

E ANDYSA ¥ictim Service - [TRAINING]
(5 Fle Edt Wew Insert Format  Records  Tools  Window Help  Adobe PDF

TRAI N I N G Sdd NEW Record | I Close Form I

Complete this form for all training provided by grant-funded staff, New record
or directly supported by grant funds.

Previous Record Iiext Recard | Delete Hecord |
Sort list by: & Date © Mame

Lookup Training Event ;I SaVE

Cancel Without Saving |

Figure 87
Click on the “Close Form” button in the Training header when you want to exit the training section of

the reporting database. You will return to the opening page (Figure 88).

2 ANDVSA Victim Service - [MAIN WINDOW]

File Edit Insert Records ‘Window Help  Adobe PDF

Intitute for Child and Family Policy, Edrmund S5, Muskie School of Public Service, University of Southem Maine, PO BOY 15010, 400 Congress Street,
A E Pottland, ME 04112-5010 Teli1-200-922-WANA (2292) Fax:207-720-5817 Website: httpyffruskie usm maine edufiawarnei
i

mx

A5 U RN G
FEECTIVENESS INITIATIVE

DATABASE DESIGNED FOR
OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR
RURAL DOMESTIC VIOLENCE AND CHILD
VICTIMIZATION ENFORCEMENT GRANTS

WERSIOM 3.0 i iwictim Services Data

JTraininq Data
JReports

Exit Application

This datab d by Grant No. 2000-WT-VX-K002 avarded by the OFfice on Yiolence Against Women, .S, Department of
Justice. Points of view in (Ins database application are those of the authors and do not necessarily represent the official position or policies of the

LS. Department of Justice or of other staff members, officers, trustees, advisory groups, or funders of the Edmund 5. Muskie School of Public
Service.

UNIVERSITY OF SOUTHERN MAINE

Muskie School of Public Service

= | mi

LNDVSA

Alaska Network on Domestic
Violence & Sexual Assault

Figure 88
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Section Five: Reports
The database can produce eight reports. These reports can be grouped into two broad types, Standard
and Custom Reports.

Standard Reports:

The majority of standard reports are pre-programmed to meet various federal requirements and
definitions. The VAWA, FVPSA, VOCA, and Training Reports are examples of these pre-programmed
standardized federal reports. Federal regulations and definitions vary considerably and in some

instances count incidents rather than people. Because of this, the totals reflected in these standardized
federal reports may not represent the most accurate demographic data.

The Program Participant Report and the Program Participant with Multiple Incidents Report are

intended to address this discrepancy and represent correct demographic data. These reports are also
pre-programmed and standardized.

Custom Reports:
The second type of report, the custom report, allows users to control returns by specifying search
criteria. The Services Provided Report and the Individual Program Participant Report are included in this

category.

Critical Note on “Canned Reports:” (*MAY 2010%)

As of May 2010, with the release of the ANDVSA v4.0 Database the ONLY canned report that should be
used to produce reliable statistical analysis should be the Services Provided report. VICTIM SERVICE
STAFF SHOULD AVOID USING OTHER CANNED REPORTS UNTIL MODIFICATIONS CAN BE MADE TO THE
OTHER CANNED REPORTS.

To access the reports section of the database, select “Reports” from the Opening Screen.

T3 ARDVEA Vickien Service - [MATY WINDOW] E =10l x)
Be G yew fuet Fgme Eeods lok Wrdew Heb  ddoeFOF v =l

1| Tanama s B TU RN - S B A
B - H’J ST B - L 98-
A ﬁ Pondand, ME 04112 505 Tabi L 800 322 W/,

A (230 Farou? THO ST e hpmos mmgne sl
DATABASE DESIGNED FOR
OFFICE ON VIOLEMNCE AGATMNST WOMEN
SEMT-ANMNUAL PROGRESS REPORT FOR
RURAL DOMESTIC VIOLENCE AND CHILD
VICTIMIZATION EMNFORCEMENT GRANTS

VERSION 2.2 EI\‘”"" Services Data

_i‘rrannq Data

Exit Application

Thie databsia atian s cuppstod by Gorast S, OO0 WE A0 KNI susrded by the 06T A L% Dapastaraat of
Muatice. Baiats of wiens o thit dakibas application srs teacs of the sethors sad da st or policiat of the
1%, Dapartasat of luitice ar of athar tall meshers, afficars, trustass, sdviisey qraups, oo funders of the dsend 5. Makis Sohsal of Public
Servite.

UNIVERSITY OF SOUTHERN MAINE
Muskie School of Public Service
—3 P>
= | I —r—

Foem View [T

Figure 89
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Reports Opening Screen
This screen appears when the “Reports” button is selected on the database opening screen. This is the

starting point for running reports. To run any report, a beginning month and year and an ending month
and year must be entered.

ANDYSA Yictim Service - [ANDYSA Report Menu] & IEllii
File Edit Wiew Insert  Format  Records  Tools  Windomw  Help  Adobe POF -0 X

T AL ]

| +|| M3 Sans Serif -8 B I ulE=E= H-A- L7

E- B8 SRV iBR 2@ 2HE I $HET| M K = 7

-

Reporting Period:

Starting: l 1 4| 2007 Through: 12 4| 2007
m oy m L

| Program 2articipant Report
| Individual Program Farticipant Report

| Training Report

| Participants with Multiple Incidents Report

| Services Provided

The data dizplayad in the reporte below conformz to federal regulations and
definitions. For the most accurate demographic data. refer to the Program
Participant Report.

| WaWA Report

| FWPSA Report
| YOCA Repart

Form Yiew MU _é

Figure 90

The screen above appears when the “Reports” button is selected on the database opening screen. This
is the starting point for running all reports. To run any report, a beginning month and year and an
ending month and year must be entered. Months are accepted as 1-12. Years require four digits (yyyy).

If beginning and/or ending dates are not entered, a message window appears (Figure 91).
]

Plzase enter a walid starting monthfvear before running any reperts,

(e

Figure 91
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Services Provided Report

Purpose:

The Services Provided Report was created at the request of ANDVSA member programs. The Services
Provided Report allows users to view the total number of services provided during a given period. The
individuals who received services can be broken down by specific demographic categories including age
range, gender, participant type, incident type, and a combination of race/ethnicity designations.

After specifying the date range using the From and Through boxes and selecting “Services Provided
Report,” a screen similar to the one below will appear:

ANDYSA Yictim Service - [frmServicesProvidedCriter i =] ]
File Edit Yiew Insert Format Records Tools  ‘Window Help AdobeFDF - & X

-
= =

I il || B |S=E= 5
M- EugRy|(snno@si[Ta v (anr 2
Services Provided Criteria
Age: |D = |1?
(O " only
Gender —— 5
’7(- Wil O Eeds A Bt ™ Asian ™ ElackfAfrican American
[ smerican Indian [V Mative Alaskan
Particinant Types: ¥ Caucasian ™ Hispanic
™ Pacific Islander ™ Unknown

Primary Wictim
Secondary Yictim
Cther Type of Participant

Incident Types:

™ Showe &l
0 ce Create Report | Close Form |
Sexual Assault

Stalking j

iv Only — using this option will return resulks matching ONLY the races selected {j.e. if Caucasian is
selected and no other boxes checked, participants with only Caucasian listed will be returned).

ii. Any —using this option will return a list of participants whao's list of Ethnicities incudes, but is nat
limited to, the boxes wau check {i.e. if you select Caucasian and no other boxes are checked,
participants with Caucasian and any other race combination listed wil be returned. Selecting multiple
races indicates a participant must have at least those races selected),

Form Yiew UM 4

Figure 92

Services Provided Criteria Screen:

0 Age: Specify the requested age range. Remember that the age range, like the date range, spans
the lowest number through the highest number. The age range is equal-to-or-greater-than the
lower limit and equal-to-or-less-than the upper limit. For example, to display only individuals
under 18, enter “17” as the highest number.

0 Gender: Choose Male or Female. To return all individuals, including those who identify as
“other,” choose “Both.”

O Participant Type: Refine the search by filtering based on participant type. To include all

individuals regardless of participant type or incident type, select “All.”
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0 Incident Type: Refine the search by filtering based on victim type and incident type. To include
all individuals regardless of participant type or incident type, select “All.”

O Race/Ethnicity: Narrow the search by choosing to display individuals who identify as a certain
race/ethnicity. To include all individuals regardless of race/ethnicity, select “Show all.”

0 “ANY”. Selecting multiple race/ethnicity boxes and “ANY” indicates that a participant must
have at least those race/ethnicities selected. Participants who identify as the selected
race/ethnicities in addition to other race/ethnicity designations will also be returned. Use the
“ONLY” option to contain your search to only the selected categories.

O “ONLY”: Selecting multiple race/ethnicity boxes and “ONLY” will result in individuals who meet
ONLY those exact categories and will filter out individuals who have those categories in addition
to others.

ANDYSA Yictim Service - [frmServicesProvidedCriter ] =10l =l
File Edit Y¥iew Insert Format Records Tools  Window Help AdobePDF - & X

»

K- EB @Ry snaloe

3
Services Provided Criteria
pge: o - |7
" only
Gender ——————————
’V{- Mde € Femde & Both ™ Asian ™ Blackfafrican American
[ American Indian ¥ Native Alaskan
Participant Types: ¥ Caucasian I Hisparnic
™ Pacfic Islander T Unknown

Prirnaty Mictim
Secondary Victim
Cther Tvpe of Participant

Incident Types:
™ Showe &l

Creake Report | Close Farm |

Stalking ;]

i, Only — using this option will return results makching OMNLY the races selected {j.e. if Caucasian is
selected and no other boxes checked, participants with only Caucasian listed will be returned).

ii. &ny —using this option will return a list of participants who's list of Ethnicities incudes, but is not
limited ko, the boxes you check {i.e. if vou select Caucasian and no other boxes are checked,
participants with Caucasian and any other race combination listed will be returned, Selecting multiple
races indicates a participant must have at least those races selected),

Forrm Yiew UM o

Figure 93

After selecting the appropriate criteria, select “Create Report.” To exit the form, select “Close Form.”
Criteria selections will not be saved.
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Understanding the Services Provided Report:
The Services Provided Report will look similar to the figure below:

[ ANDYSA Victim Service - [rpt_ServicesProvided : Repork] - =] 9]
B Fle Edit View Tools Window Help  Adobe PDF Tvpeaquestionforhelp = o & X
iy

-5 ODEE s - des | sep | F - | ).

-l

Services Provided
rt Period: 1/1/2008 To 12!3®

e

Gender. Female
Age Range: 19 To 859
Participarnt Types: Primary Yictim

Nﬂlmary Issue: All

e ——
Type of Service Provided # Participants  Total Services
Safety / Lethality Check: 5]

Crisis Phone Call:

Info Referral Phone Call:
In-Pergon Crisis Intervention:
In-Perzon Info and Referral:
Hoszpital Response/SARTACAC:
Medical Advocacy:

Personal Support:
FPublic/Tribal Assistance

= wmm-&-m—-v

e U

Franlnurngnt: X
Page: I¢|< 1 >|»I| ﬂ | >

Ready UM y/

Figure 94

O Search Criteria Display: The box at the top displays the search parameters given on the Services
Provided Criteria Screen. The red oval in the figure above indicates the search criteria. Itis
always a good idea to double-check that the search criteria displayed matches the search
criteria entered. In this example, the search criteria given are for females over the age of 18 who
are classified as primary victims. No issue type or race is specified. The results should return all
adult female primary victims served in the selected reporting period.

O Report Period: The report period is given at the top of the screen. The blue oval in the Figure 94
shows that this report is from Jan 1, 2008 through Dec. 31, 2008.

O The Services Provided Report features two columns of numbers to the right of each service
category. See the green oval in the figure above.

e The left column corresponds to the number of individuals meeting the search criteria
that received services within the reporting period. The highest number in left column is

equal to the total number of individuals served during a reporting period that match the
search criteria.

e The right column represents the total number of services provided to individuals
meeting the search criteria within the reporting period.
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Individual Program Participant Report:

Purpose:
The Individual Program Participant Report was created at the request of ANDVSA member programs.

The Individual Program Participant Report allows users to view an individual record on a monthly basis
and verify that the data entered matches that individual’s Services Provided form. It also allows users to
view the total number of services received by an individual over a selected amount of time.

The Individual Program Participant Report also displays all Program Participant IDs of individuals who
received services within a given period. Users can choose to view reports of all services to all

participants over any period.

ANDYSA Yictim Service - [ANDYSA Report Menu] i =1Ox]
Fle Edit Wiew Insert Formak  Records Tools  Window Help  AdobePDF - & X
orE Ly B

| M3 5ans Serif ~ |8 - I Qv 5

| 1=

5]
=

B =
E-BH S8Ry sRa o @ HIUFTET|(#AD® T

>

Reporting Period:
Starting: I 1 .."I 2008 Through: 3 /| 200
m oy m oy
| Program Participant Report

@dividual Prograrm Participant Repart —-—-""'l>
™
e

Form Yiew

Figure 95

After specifying the date range using the data boxes on the Reports Screen and selecting “Services
Provided Report,” a screen similar to the one below will appear:

E ANDYSA Yictim Service - [frmIndividualPP_Crite orm. -0 x|
File Edit  Wjew Insert Format  Records  Tools  Window  Help
Adobe FOF - F X
i
| ~|| arial - 10 B £ B ===
M- B SRV bR (| 2E PEY ]
Individual Program Participant Report Criteria
Manths: [ Al |
Participant ID
Open Report ARSI
deltadelta
JawroudtBhgrib
TAAVBLANDRT
Farm Yiew MWLM /2

Figure 96
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In the Month field, a list of all months within the reporting period in which individuals received services
will appear. Select an individual month from the drop down menu. To see services provided for the
individual during the entire date range, select “All” from the drop-down menu.

In the Participant ID field, all program participant IDs of individuals who received services during the
selected month(s) will appear in a drop down list. Highlight a program participant ID and select “Open
Report” to view that individual’s record for the selected month. A screen similar Figure 97 will appear:

AMNDYSA Yictim Service - [rpt_IPP_ServicesSubReport : Repork] i |EI 5[
"B File Edt Yiew Tools ‘Window Help  Adobe PDF Type a question for help = o @ 2
Lr i b

Mvép@m 100% - Qose Setwp W - B g~ v

idual Program Partici eport:
rt Period: 1/1/2008 to 3/31/2008

ParticipantlD: AlphaBraveCharlie

Services Services Provided
Safetyl ethaltyCheck: 3
CrisisPhoneCall 1
InfoReferralPhoneCall: 2

InPerson:

InPerson_Info

HospitalResponse: 2

Medicalddvocacy:
PersonalSupport:

PublicTribaldssistance 9
Ermployment: g
Hoising: 7 X
pager 1| [ 1 2] 4] | ,
Ready UM o
Figure 97

In the Figure 97, the total number of services provided to one program participant over a three-month
period is shown. The red oval shows the reporting period requested. Note that when “All” is selected in
the Month drop-down menu, a sum total of services will be provided. To see services broken down by
month, each individual month must be selected and run separately.

To see individual services provided lists for all participants within a reporting period, select “All” from
the Program Participant ID drop-down menu and click on “Open Report”:

ANDYSA Victim Service - [ikmIndividualPP_Criteria = | a 5]
EE File Edit Yiew Insert Format Records Tools  Window Help

- Adobe POF -8 X
SRl e

M- HH SRy iR @)

Individual Program Participant Report Criteria

Maonths: All =
Partic pant ID All =

Cancel |

Form Wiew MM v

Figure 98
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Individual reports will be arranged in ascending order. Navigate among the individual services provided
reports by selecting the arrows at the bottom of the screen:

E2 ANDVSA Victimn Service - [rpt_IPP_ServicesSubReport : RBepork ] 2 ]Dlll
Sl Flc Edit Viow Tools ‘Window Help  Adobc PDF Typs aguestion bor help = o & X
= e
- S Dlﬂlmﬁ 100% v Unse | Senp | W [ om | )L

Individual Program Participant Report: =

Repon Period: 1712008 to 3/31/2008

ParticipantlD: alpha J
Seivives

Services Provi

Safetylethalityshe ck:
CrisisPhone Call:

IntoHetarralPhonel all:

I

——— o
Z

Figure 99

Program Participant & Program Participant with Multiple Incidents Reports
Enter and beginning and ending date and click the “Program Participant Report” button to access the
Program Participant Report.

2l ANDYSA ¥ictim Service - [ANDYSA Report Menu] =10 1[
“[E Fle Edit Yew Insert Fomat Records Tools Window Help  Adobe PDS -8 x

L | e = E|Bza|=
M- EHasRy | iR 2|t ET A

Reporting Period:
Starting: [ 1 /[ 2008  Theough: [ 12 /[ 2008
m m

Lkt oy

Program Participant Report

Farm View

NUM

Figure 100

The Program Participant Report will give the total of unique individuals served within the selected
reporting period. This number is listed as “Total” beneath the “Gender” category:

[3 ANDIYSA Wic i Service: - [rpt_PP : Respart ] E =0 x|
B Fe ER ¥iew Took Widow Hep  AdubsPOF f B
-
E-& OBEEE| s - e | sie | F- T g0
&
Program Participant Report
Repont Period: 17172008 to 122172000
Erorsm pamcpant serices
perivd.
ot Hlhe betal (kg o), and progrom poriciport Lis
3 repor bdes i licipand total
Far i A i L ing pesiod, plesse e
thes diyramic search ool
Anonymous Contact 5
Brirnary 4
Secondary

/.G:;:'.*-"- T totals ottt breskidzen of M §
| Femsie rctruer shoukt mateh tr total
Frmale: 2 | rumier o4 program perticipants served
Male: - | wetnin m gt peperting perica
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T otal 7

Race f Cihnicity

Agiam 2
Caucaman L
T — il

Mieacky

Figure 101
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Explanatory Boxes:
Throughout the Program Participant report print-out, explanatory boxes like the one below help the

reader of the report understand how to interpret the numbers.

ANDYSA Yictim Service - [rpt_FP : Report] -0l x|
-8 Fle Edt Vew Tools ‘Window Help  Adobe FOF - 8 X

-
e

-

=
K-S 0 @ [ | zoo% - | Close | setup W - @~ 3.
| a

The totals of the breakdown of Male /
Female / Other should match the total
number of program participants served o
within a given reporting period.

2
2
3

7 -
Page: L[ U v m]| 4 ] ;I_I
Ready TR i

Figure 102

Program Participant with Multiple Issues Report:

This report was created at the request of programs. Use this report to search for program participants

who have had more than one incident within a given reporting period. The report print-out will show a

list of program participant IDs and the corresponding number of separate and unrelated new incidents

assigned to each program participant ID. Remember to widen your search by using the widest possible

date range.
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VAWA, FVPSA, VOCA & Training Reports:

Enter the starting and ending date and click the appropriate button to access the VAWA, FVPSA, VOCA,
and Training reports.
ANDYSA Yictim Service - [ANDY¥SA Report Menu] 101 =1
E Fle Edit Wew Insert Format Records  Tools  Window Help  Adobe POF -8 X
i L
| ]l s ru|j===|2-A-|L-2
M- HE SRY | sne(o(@siTav(ax@(d 2
Close |
Form
Reporting Period:
Starting: I 1 /4| 2008 Through: I 124 I 2008
m Yo m iy
_I Program Participant Report
_| Individual Program Participant Report
J Training Report
J Participants with Multiple Incidents Report
J Services Provided
The data dizplayed in the reports below conforms to federal regulations and
definitions. For the most accurate demographic data. refer to the Program
Participant Report.
_l WAl Report
_I FYPSA Report
WOCA Repart
Farm View TLIr v

Figure 103

The VAWA, FVPSA, & VOCA reports collect data based on federal regulations and definitions. Refer to
the Program Participant Report for the most accurate demographic data breakdowns. Use the Services

Provided Report to see data displayed according to specific search criteria.
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Accessing Report Pages:

AMNDY¥SA ¥ictim Service - [rpt_¥AWA : Report]
‘fl Fle Edt Miew Tools Wndow Help Adobe PDF

Dating “olence Overdes; Dynamics and Servioes:
Domestic Vidence Ovendew, Dynamics and Services:
Mandatory Repoting Reguirem ents:

Safety Planning for Vidima/Surdvors

Seeual Assault Overviews Dynamics and Serces:
Stalking Creerviess; Dynamics and Serdces
Supervised Vistation and Cxcharge:

Training Content Aress:
Unidersersed Popul dions:
Live inRural Areas:
Are American Indian or Alaska hatie:
Are Asian:
Are Black or Afican American;
Are Dizabled:
Are Eldetly
Are Hizpanic or Latino
Are Institui oralized or |=olsted
Are Homeless or Living in Posvetty:
Are Inmigrants, Refugees, or Asyum Seekers
Are Leshian, Gay, Bizexual, Transgender, of Interssx
Are Mative Hawaiian or other Paciic | sander:
Have Mental Heatth Problems:
Have Substance Abuse Problems:

Training Cortert Aress:

Jugice Systemn:
Cinil Court Procedures:
Criminal Court Frocedures:
Domestic Vidence Statues / Codes.
Firgarms and Domestic vidence:
Immigratior:
Idertification and Arrest of Predominant Agoressor:
Juicisl Resporee
LawEnforcament Responss:
Pro-Arrest Polices:
Prokation Response
Prosscution Responss:

WA A Reportge ie @ed on: 9200007 SO2:56 PU

Figure 104

Pre-programmed reports that are longer than one page (VAWA, Program Participant, and Training) can
be viewed in their entirety by using the page arrows at the bottom of the report screen (see red box in
Figure 104).

The arrow in the blue box takes you to the first page of the report. The arrow in the green box takes you
to the previous page. The arrow in the purple box takes you to the next page. The arrow in the yellow

box takes you to the last page.
Page: lLE| 2

Figure 105
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Printing Reports:

E ANDYSA Yictim Service - [rpt_VAWA : Report]
Edit ¥ew Tools ‘Window Help Adobe PDF
Mew,.. Chrl+N

e Chrl+0
Get External Data

Close

Save Chrl+s VAWA Report

Report Perioct 1M/2006 to 942007

Save As...

BarkUnBatahase, ., Mumber of People Trained:

Expart... AtomeysLawStuderts:
File Search... Batterer Intervertion Program Staff.
— Commurity Scdvocacy Org. Staff (MALCP | GrayPanthers):
Coredion Personnel (Probation, Parole and Corredtion Facilities
Print Preview Court Personnel (Judoes, Clerks):
i E’jﬂ = Disshility Croanization Staff (Mon-Govemmentalt
Domestic Vidence Coslition Staff (State or Tribal):
Domestic Yidence Program Staff,
Database Properties Elder Crganization Staff(Mon-Govemmentall
Faith Bazed Crgari zation Staff,
Gov. Agency Staff (Wocational Rehab, Food Stamps, TAMF)
2 \draft databaseldraft_pilot_rewS.mdb Health Professionals Doctors, Mursss)
3 draft database\draft_pilot_revS_be.mdb Immigrant Organization Staff (Mon-3ovemmental):
LawEntorcement Officers:
Legal Serdces Staff
Exit Mentsl Heatth Professionsls:
Multicisciplinary Group:
Prosecutors:

Page Setup. ..

Send To

1 \draft databaseldraft_pilot_rews.mdb

4 4., \ANDYSA_VictimService_be_7-26.mdb

Sevual Azzault Farensic Examiners:

Social Serdce Organization Staff

Sesual Assault Coalition Staff (State or Tribal):
Sexdal Azsault Program Staff

Supervized Visitation and Exchange Center Staff,
Triba Coaltition Staff.

Triba Govemment ! Trikal Govermment Agency:
Widim - Witness Specialigs

Wolurteers:

Training Contert Aress:

Secal Assault, Domestic Violence, and Stalking:
Advocate Response:
Child WWitnesses:
Confidertisity.

WA S Reportge e @ed o SAI0T 4414 P

Page: 14 4” 1 PI}I

Ready

Figure 106

All reports can be printed by running the report and then clicking on the File drop down menu (see
Figure 106). Click on the Print function to print the report.
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Sending Reports to Microsoft Word:

[l anD¥sa victim Se
8l File Edit  Wiew

Cnline Collaboration [@‘ ‘?‘ ‘ﬁi 05 @ﬁ«"

Relationships. .. Analyze It with Microsoft Office Excel

Analyze
Report Periodt 1472000 to 94/2007
Diatabase Lilities

Security Mumber of People Trained:
Replication AttomersiLawStudents:
Batterer Intervertion Program Staff
Commurity Advocacy Ory. Staff (MALCP | Gray Panthers):
Correction Personnel (Probaion, Parole and Coredtion Fadlities
Activer Contrals.., Court Personnel (Judges, Clerks):
B Disskilty Crganization Staff (Non-Govermmentall
Domestic Vidence Coalition Staff (State or Tribal):
AutoCorrect Options.. Domestic Yidence Program Statt.
Custamize, ., Elder Organization Staft(Mon-Govermmentalx
Faith Based Organizstion Staff
Gow, Agency Staff (Vocationsl R ehab, Food Stamps, TAMNF)
Heslth Professionals (D odors, MursesT
Immigrant O ryanization Staff (Mon-G3 ovemmental):
LawEnforcement Cifficers:
Legal Sendces Staff,
Merital Health Professionsls:
Muttidizciplingsy Group:
Progacutors:
Seoual Aszault Forensic Examiners:
Sodial Senice Organization Staff.
Sexual Aszault Coalition Staff (State or Tribal):
Senal Assault Program Staff:
Supervised Vistation and Exchange Center Staff,
Tribal Coaltition Staff.
Tribe Govemment £ Trikal Government Agency.
Widtim -Witness Specialisgs
waolurtesrs:

Startup,..

Macro

Add-Ins

Options...

Training Content Aress:

Sesusl Assauft, Domestic Violence, and Stalking:
Advocat e Response:
Child v itnesses:
Confidertisity.

WA A Reportge v @ d on: 92107 S55:14 AN Page 10of §

Figure 107

All reports can be sent to Microsoft Word by running the report and then clicking on the Tools drop
down menu (see Figure 107). Click on “Office Links” and then on “Publish It with Microsoft Office Word”
to send the report to Word.
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Exiting Reports Section:

EZ] ANDYSA, Yictim Service - [ANDYSA Report Menu] i 101 x|
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Reporting Period:
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. Program Participant Report
J Individual Program Participant Report
J Training Report
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| Services Provided

The data digplayed in the reports below conforms to federal regulations and
definitions. For the most accurate demographic data. refer to the Program

Pa pant Report.
| WAWA Repart

| FWPSA Report
| YOO Report

Form Yiew LM >

Figure 108

Click on the “Close Form” button in the Reports header when you want to exit the reports section of the
reporting database. You will return to the opening page (see Figure 109).

[l ANDVSA Victim Service - [MAIN WINDOW]

! Fle Edit Insert Records ‘Window Help  Adobs PDF
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OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR
RURAL DOMESTIC WIOLENCE AND CHILD
YICTIMIZATION ENFORCEMENT GRANTS

WERSION 3.0

Jvictim Services Data
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JReports
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This database application was supported by Grant No. 2000-WT-¥X-K002 awarded by the Office on Yiolence Against Women, U.S. Department of
Justice. Points of vi in this database application are those of the authors and do not necessarily represent the official position or policies of the
LS, Departmient of Justice or of other staff members, officers, trustees, advisory groups, or funders of the Edmund $. Muskie School of Public
Service.

UNIVERSITY OF SOUTHERN MAINE

Muskie School of Public Service

EmmEg

LDV S

laska Network on Domestic
Violence & Sexual Assault

Figure 109
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Section Six: Creating Queries

There are many books available that cover the topic of database queries, Microsoft Access, the
Structured Query Language, and various other aspects of database interaction. This section is intended
to briefly cover some basic concepts that can be used for creating custom reports in the reporting
database.

To generate a custom report from the data stored in the application database, you will need to become
familiar with queries and reports. A query is just a statement that instructs the computer to select data
and organize it in some fashion. Reports are used to display the information and also add organization.
A query can be created without a report and a report can be created without a query. Alternately, a
guery can be created to select very specific information and a report can organize and display the
selected information.

Queries are written using the Structured Query Language, abbreviated as SQL and typically pronounced
“Sequel.” Most queries start with the word “select” and follow a structure like this:
Select * from tblParticipants where Name IS “Andrea”

This statement instructs the computer to Select ALL columns (represented by the Asterisk *) from a
table named tblParticipants if any records in the Name column match the word “Andrea.” SQL has
keywords, such as Select, IS, Like, that are used to determine what records to display and the criteria
used for selecting those records.

When you want to display and sort all records in the database but only want to show specific columns of
information, the best tool to use is a standard report. A report will allow all records from multiple tables
to be displayed and sorted; however, reports alone are unable to filter the information beyond column
selection. The report will display all records present. When a report is based on a query, the query is
used to filter and select the necessary records so the report can display only the relevant information.

To access the database directly, browse to C:\ Database and double-click the database_version_10-
07_be.mdb file. This is where all the data that is entered using the “front-end” of the database (i.e.,

ANDVSA_v4.0.mdb) actually ends up, typically refered to as the “back-end” of the ANDVSA database
(i.e., database_version_10-07_be.mdb)
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Table View:
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Figure 110

This view shows the Tables contained within the database. A table contains columns, such as Name,
Date, Address, Hours, etc. Within each table there will also be Records, an entry in the table that
contains various pieces of information for each column.

All of the information entered in the reporting database will be stored in multiple tables. To see what
records and information are stored in a table, double-click the table to view the information.
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Query View:
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This view shows Queries that have been created and saved. The Create query by using wizard is the
easiest way to generate a Select statement that contains the tables and columns needed for a custom

report.

Once a basic query has been created by selecting the desired columns and tables for display, the SQL
statement can be viewed and edited directly.
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Reports View:
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The Reports view allows you to generate a table of records and sort the table on multiple columns. For
instance, a report could be created with all program participants displayed and sorted by last name,
then sorted by age. This would create a display with participants in alphabetical order by last name and

sorted by age for each last name.

When a report is based on a query, the report is used to sort and display the information returned by

the query.
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Table Relationships:
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To select tables in a SQL statement, the tables must first be Related to each other. You can see which

tables are related by selecting Tools > Relationships to access the Relationships window. This screen

shot shows that tblParticipants is related to four other tables in the database; all five of these tables can

be used in a single SQL statement.

However, unrelated tables cannot be used unless they are first related to other tables. You should not

modify the relationships of the database as this can cause the application to stop working. The

relationships window is just a reference for you to learn which tables can be used in creating custom

reports.
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Creating a New Access Database for Queries:
Queries stored in the back-end of the database will be deleted each time you need to upgrade to a new
version of the database. Therefore, it is advisable to create a separate database for query storage. The
following outlines how you can create a database for query storage.
1. Go to Start > Programs > Microsoft Office and Select Microsoft Access 2003. This will launch
Microsoft Access.

r‘.‘.-til-.'.m'.r.-lr. Access . _'lm!]
S e Y
- Getting Started X
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Microsoft Office Online

= Connect b Microsoft Cffics
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More...
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1 CH\Databace Guenies, mdb Example: Prink mote than one: copy”
Z CiiDstabuassdat sbade_verson_10-07 mdb Open
3 Helaccass Inentory mab Cusries.md
4 Q:\Projects|1 001\ DNEL. mdb datsbade verson_|0-07 mdb
Exi Ieventory, mdb
& CoF:mdb
& Moxe..

) Creste anew fie...

*Raady L] o

2. In Access, select File = New.

El Microsoft Access
B Edt Wew [nsert  Tools  Window Heb Type & question for help =
NSEVART L@ -

Figure 111

3. On the right-side of the application, select the link for Blank Database.
4. AFile New Database window will appear; use the drop-down box to locate the C drive and
double-click the Database folder.
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5. Enter a name for the new database, such as query_storage_10-07, and press the Create button.
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Figure 113

Once the database has been created, select File > Get External Data > Link Tables. Locate the

C:\Database\database_version_10-07_be.mdb file, select it, and press the Link button. Make
sure the file has “_be” at the end of its name.

In the Link Tables window, press the Select All button and then press the OK button.
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Figure 115

At this point, a new database has been created in the C:\Database folder and all the tables from the
application have been linked. The new database is ready for use; queries can be developed and saved in
this database without causing any interference in the application’s database.
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Creating a Basic SQL Query Using the Query Wizard

1. Open the database file and select Queries from the Objects menu.
2. Double-click the link for Create Query by using wizard.
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3. Inthe Tables/Queries drop-down box, select thParticipants.
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In the Available Fields box, select Participant ID and press the arrow pointing to the
right; this will add the Participant ID column to the list of columns in the SQL statement.
Repeat Step 4 for First Name and Last Name.

In the Tables/Queries drop-down box, select thlParticipantServices.

In the Available Fields box, select Safety Lethality Check and press the arrow pointing
to the right.

Press the Next button.

Verify that the option for Detail (shows every field of every record) is selected and
press the Next button.

Give the query a descriptive name, such as Test Query and press the Finish button.
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Figure 116
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Figure 117
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Simple Query Wizard
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Figure 118

Simple Query Wizard

Test Query] '

Figure 119
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The results of the query will be displayed in a window with default sorting.
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Figure 120

View the SQL statement by selecting View > SQL View.
This will display the SQL window where the statement can be edited directly.
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ﬁ Test Query : Select Query L IEII_}EI

SELECT thlParticipants, Parti 1, tblParticipants. FirskName ﬂ

[

Figure 122

In this example, the following SQL statement was generated:

“SELECT tblParticipants.ParticipantID, tblParticipants.FirstName, tblParticipants.LastName,
tblParticipantServices.SafetyLethalityCheck FROM tblParticipants INNER JOIN tblParticipantServices
ON tblParticipants.VictimID = tblParticipantServices.VictimID; “

0 After the word Select, the desired columns from each table are named with the following
convention: table name.column name

0 Multiple columns from multiple tables can be specified by separating each entry with a comma.
Again, the tables must already be related if they are used in a SQL statement.

0 Next, the word FROM indicates which table will be used as the reference. This is combined with
the function INNER JOIN; this function looks at both tables and discards any information that is
not present in both tables. In this example, the FROM and INNER JOIN look at the specified
tables and determine which records (participants) have Safety and Lethality Checks entered. If a
program participant does not have this information, then that program participant is not
displayed.

0 Similarly, if there are records for Safety and Lethality Checks that do not have a corresponding
Victim ID, those records are also not displayed. The correlating field, Victim ID, is determined by
the word ON. This function looks at the selected tables and uses the specified column name
(which exists in both tables) to determine what records in both tables have the exact same
Victim ID.
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When this query is run, it will display the Participant ID, First Name, Last Name, and Safety Lethality
Check information in a new table. Select Query > Run to display the results of the query statement.

Microsoft Access

File Edit \iew Insert | Querw | Tools  Window Help Adobe PDF

E-|HR E S - | !

SELECT thlParticipants.Participa ﬂ

FblParticipants.LastiMame, tblPal

ROM thlParticipants INMER. 1O Select Query

kbl articipants. YickimID = thlPar P Crosstab cuery

=¥ Make-Table Query. .,
A Update Query

¥ append Query. ..

A Delete Query

a0 Specific 2

=

Figure 123

0 To modify this statement so it only displays the participants with an actual entry in the Safety

(0]

Lethality Check column, add the following line to the end of the statement just before the
semicolon: WHERE tblParticipantServices.SafetylLethalityCheck IS NOT NULL

The WHERE statement allows you to specify values which must be met for a record to be
displayed. In this case, the WHERE statement removes any records with a matching Participant
ID but no data entered in the Safety Lethality Check column. If anything, including a O (numerical
zero), has been entered in the column then the record will be displayed. To adjust the SQL
statement so that only records with a Safety Lethality Check of more than zero will be displayed,
modify the WHERE statement to look like this:

WHERE tblParticipantServices.SafetyLethalityCheck IS > 0
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0 Now the SQL statement will display all participants who have a matching Participant ID entry in
the Participant Services table and have a Safety Lethality Check entry that is greater than 0.

0 Finally, the ORDER BY function can be used to sort the displayed information. For instance, now
you may wish to alphabetize the entries by last name. To do this, add another line to the SQL
statement just before the ending semicolon: ORDER BY LastName

0 This will display the information in an ascending alphabetical list based on the participant’s last
name. If a participant has multiple Safety Lethality Check records, this SQL statement will
display each individual record. To add an additional level of organization to the displayed data
so that every participant with multiple Safety Lethality Check records has those records
displayed in an ascending manner based on the number in the Safety Lethality Check field,
change the ORDER BY clause to: ORDER BY LastName, SafetylLethalityCheck

0 Now the data will be displayed first, based on the last name of a participant, then organized by
records for each participant based on the number entered in the Safety Lethality Check column.
While the information is displayed in a table, all columns and records can be selected and copied
into Microsoft Excel, if desired, to perform additional calculations or formatting for printing.
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0 Figure 124

0 To move on to the next exercise, remove the ORDER BY clause (leaving the semicolon in the SQL
statement) and press the Save button to save the SQL statement. Select File > Close to exit the
SQL statement window.
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Creating Queries in Design View:

1) Write down the criteria for the desired query.

2) Determine which tables and fields are necessary for creating the query.

3) Add all the tables to the query in design view.

4) Add all the appropriate fields to the columns in design view.

5) Fill in parameters for criteria; this will filter the results based on what is desired from the query
(i.e. AGE >=18, ServiceDate > 1/31/2006 AND ServiceDate < 3/1/2006).

6) Select and customize any functions such as Sum, Average, Count, Maximum, etc.

7) Run the query, verify results and modify criteria if necessary.

Step 1: Criteria

After a new Access database has been created and the tables linked, queries can be created for running
custom reports. However, before diving into the mechanics of creating a query, the query itself should
be defined in words and documented for reference. As an example, a user may want to know “How
many Caucasian women received services in 2006?”

This should be broken into criteria statements like:

Gender: female Service Date: Between # 1/1/2006# and # 12/31/2006# Race: Caucasian
Service: Fully or Partially served

There are a few things that a user must be aware of when creating a query. For Race, the user must
determine whether being Caucasian and other races is wanted, or if the query should include only those
who list Caucasian as their only race. If the criteria for Caucasian is set to “Race_Caucasian = YES” then
any participant with multiple races that include Caucasian will show up in the query results. If the user
requires that Caucasian be the only race listed, the criteria for this field must be set to “Race_Caucasian
= YES AND Race_Asian = NO AND Race_Black = No...” with every undesired field set equal to NO.

Finally, to determine whether or not a participant received services the user can check the
ParticipantFullPartiallyServed field. Using this field is a shortcut to the desired query result; although
every field for service types could be checked for an entry indicating a participant received that service,
the ParticipantFullPartiallyServed field is required to be filled-in when a participant receives services.
Therefore it is sufficient for the query to check this single field instead of the user defining the criteria
explicitly for each existing service field.

Step 2 : Determine Necessary Tables
To start this process, locate the new query_storage_10-07 database that was created and double-click it.
This will open the database in Access.

In the example from above, the user will need access to Gender, Service Date, Race, and Service
(Fully/Partially Served). To locate these fields, the user must open tables directly and search for the
desired field. First, select Tables from the Objects menu in Access (by default, Access opens in the
Tables view). Locate the Participants table (tblParticipants) and double-click it.
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Figure 125

Now the table will be open and the user can scroll through the available fields. This table contains the

Gender and Race fields.

Close the Participants table and open the Services table (tblParticipantServices). Scroll through the
fields and locate the ServiceDate and ParticipantFullyPartiallyServed fields. Now all of the required

fields have been located and can be added to the query.
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Step 3: Add Necessary Tables in Query Design View
Within Access, select the Queries link from the Objects menu. Double-click the link for Create Query in

Design View.

This will open a window listing all the linked tables available; to create a query, at least one table must

be added first. Continuing the example, the Participants table and Services table must be added. Select
the tblParticipants and press the Add button, then select the tblParticipantServices and press the Add
button (multiple tables can be selected simultaneously by hold down the CTRL key and clicking on each

table). Once the tables are added, press the Close button.
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Now all the fields in both tables can be used in the query; whenever necessary, additional tables can be

added later.
IﬂMil:rosoft Access - [Queryl : Select Query] i IEllﬂ
§ File Edit Wiew Insert Query Tools window Help - & X
H-HD SRV 4 RB9-0-F-|V[%=n -2
" F
ChamiE)
ParticipantIlr
DateOFContac
Firstharne LI 1
-
[Ty »
Field: [[ -
Table:
Sork:
Shaws (] ] [ ]
Criteriat
or;
Figure 128

86 | ANDVSA

4.0 Database User

Guide



Step 4: Add Appropriate Data Fields

Now that the tables are available to the query, the user must add the appropriate fields. While in
Design View with the appropriate tables added, use the drop-down list in the first column for the Field
row to select tblParticipants.Gender; this will make the Gender field available to the query.
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Figure 129

Note: the fields can also be dragged from the tables and dropped onto an empty column to add
the field to the query, or the user can double-click any field in a table to add it to the query
automatically.

In the next column, use the drop-down list (or drag and drop, double-click) to add the
tblParticipantServices.ServiceDate. Now the ServiceDate field will be available to the query. Continue
adding fields to the columns until all the required fields for the query have been added.
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Step 5: Fill In Parameters

Criteria must now be applied to the fields; this will filter the query results and only return the records
desired by the user. In this example, the ServiceDate field criteria needs to be specified so only records
from 2006 are included.

In the ServiceDate column, left-click in the Criteria row and enter the following text:
>12/31/2005 AND <1/1/2007

Press the Enter key and Access will automatically add the # signs around each date range; a user
working in the SQL view of a query would need to manually add the # signs. The date range of the query
is now set to only include days from 2006.

Figld: |Gender Race_Caucasi | ServiceDate ParticipantFullyParti
Table: |thlParticipants  |thlParticipants  |thlParticipantServices tblParticipantSerwvice
Sork:
Shiowe:
Criteria; i
ar; C $
Figure 131

Next, select the criteria row in the Gender column and enter the following text: = 1 Press the Enter key.

Fild: |Gender Race_Caucasi.  |ServiceDate ParticipankFullyParti
Table: |tblParticipants  |tblParticipants  |thIParticipantServices kblParticipantSeryvice
Sork:
Shaw:
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ar!

Figure 132

Because there is a table containing values for gender ( 1 = Female, 2 = Male, 3 = Unknown), the value
“1” must be used instead of Female. If a user tries to use the wrong value for this field or other fields,
the following error will appear when the query is run: For the criteria row in the Race_Caucasian
column, this example will assume that any participant who listed Caucasian as race (regardless of
whether multiple races were selected) will be included in the results. Enter the following text in the
criteria field for Race_Caucasian: YES

Microsoft Office Access ] x|

! E Diaka bype mismakch in criteria 2xpression.

Help |

Figure 133
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Field: |Gender Race_Caucasi.  |ServiceDate ParticipantFullyParti
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Figure 134

Note: it is also acceptable to use =YES for the criteria.

After pressing the Enter key, no changes will be made since YES or =YES is the proper form of data
comparison for this field.

Finally, enter the following text in the criteria row for ParticipantFullyPartiallyServed: Is Not Null (this
means the field has a value entered, instead of a blank value)

Field: |Gender Race_Caucasi. | ServiceDate ParticipantFullyParti
Table: |thlParticips  [tblParticipants  |thiParticipantServices thlParticipantService
Sork;
Show:
Crikeria: |=1 Yes =#12/31/20054 And =#1/1/20074 | Is Nok Ml |
ar; |
|
|
Figure 135

Press the Enter key and the text will not change since this is the proper data comparison format for this
column. Since the ParticipantFullyPartiallyServed field also uses a separate table with values, it is also
valid to use the following expression: =1 OR =2

In the ParticipantServices table, in the ParticipantFullyPartiallyServed field, a value of “1” corresponds to
“Fully Served” and a value of “2” corresponds to “Partially Served”.

At this point, all of the criteria for the example query have been entered, so the query should be saved
before moving on. Press the Save button and name the query, or select File > Save and name the query.

Step 6: Customize Functions

There may be times when a user wants a count of the records instead of a listing of the records. In the
example above, the query will return all the records and display them in a table. To get a count of the
records instead of the individual records, a function must be added to the query.

Here the user will need to define what the function will be; in a simple case, the user may want to know
“How many service nights were provided during the year in question?” Since a single participant may
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have multiple service nights, it would be necessary to perform a SUM on each record from the
Participant Services table in the Housing field. On the other hand, the user may want to know how many
individual participants received services during the year in question. Each of these questions will require
changes to the query.

To SUM the number of service nights provided in a given year, using the criteria from above:

1. While in Design View, select an empty column and add the Housing field.

Y
Field: |serviceDate ParticipantFullyParti % -
Table: |tblParticipantServices thiParticipantService | tblParticipantServices
Sort:
Show:
Criteria: | =#12031/20054 And <#1/1/20074 | Is Mok Mull

o’ |
|

2. Highlight the Housing column and press the Totals button £ ; alternately, right-click on
any row in the column and select Totals.

3. Thereis now arow called Total, press the drop-down box arrow for the Total row in the
Housing column and select SUM

b

Field: |ServiceDate ParticipantFullyParti  |Housing \

Table: |thlParticipantServices thlParticipantService iCipantServices

Total: |Group By Group By |

Sa
Shiow:
Criteria: fe#12031/20054 And <#1/1/20074  Is Mok Mull
ar. |
Figure 136

4, In the remaining fields, change the Totals row from Group By to WHERE.
5. In the Show row, uncheck all the boxes except for the Housing column.
6. Save the query and run it (Query > Run or
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Field: |Race Caucasi  |ServiceDate ParticipantFullyParti  |Housing

Table: |tblPartici LEbIE skticinantSaruicas e iIParticipantService | thiParticipantSer
Tu:utaI: = | where Where S

Sork:
Show: ] ] ]
Criteria: |Yes =#12)31020054 And <#1/1/20074% | Is Mok Bull

ar.

In the Show row, uncheck all the boxes except for the Housing column.

S .

Y

Field: |Race Caucasi  |ServiceDate ParticipantFullyParti  [Hou
Table: |thlParticipants | thlParticipantServices tblParticipantService | kblParkichsgntSer
Total; * |'Wwhere Where Sum

Sork: — al
Show; _ﬁ—s— [l N

Criteria: | Yes =R12131020054 And <#171/2007¢ | Is Mok Mull
ar:

4 ). The results will be the number of Housing days provided during the year.
To modify this query so the total returned is the number of months in which housing services
were provided during the year in question:

7. Remove the Housing column (click on the gray bar just above the field name; when the
column turns black, press the delete key).

8. Add the ServiceDate field in again, so there are two ServiceDate fields. One column will
be used to filter the results; the second column will be used to COUNT the number of records
returned.

Face_Caucasi. ServiceDate ParticipantFullyPa ﬁ:.l 0
tblParticipants | thlParticipantServices thlParticin ST thiF articip:
Where Where Sum

O O
Yes S#12{31/2005% And <#1/1/2007#

I= Mak Mull

Figure 137

On the second ServiceDate column, change the Total row from Group By to Count.
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Field: |Race_Caucasi ServiceDate ParticipantFullyParti ServiceDate
Table: |thlParticipants | thlParticipantServices tblParticipantService pimgntSer vice
Total: [Where Where Where
Sork:
Showv: O O ] (=]
Criteria: |Yes =#12031 /20054 And <1120 Is Nak Mull
or:
Figure 138
10. Verify the Show box is unchecked for all columns except the second ServiceDate column.
11. Save the query and run it (Query > Run or

T ). The result should be the total number of months during the year that services were provided
to participants. If the Housing field were added again with criteria set to IS NOT NULL and the
Total row set to WHERE for the Housing field, the results would show how many months during
the year housing was provided to participants matching all the criteria.

Field: |Race Cauca  |ServiceDate ParticipantFullyParti | ServiceDab | Housing
Table: |thlParticipan! | tblParticipantServices tblParticipantService  |tblParticipa | tblParticipant
Total: |Where Where Where Counk where
Sark:
Shiaw: L (0] (0] L
Criterial | Yes =#12131/20054 and <#1)1 Is Mot Null Is Mok Mull

ar:

Figure 139

Step 7: Run and Verify Query

Verifying the results of a query can be very important. Although a query may have been designed and
executed properly, only through verification can the criteria, functions, and grouping be checked
thoroughly. One method for testing the validity of query results is to build a new query, similar to the
original, and test each of the query pieces individually.

Using the example previously outlined, the query could be checked by first determining how many total
records are returned for the year in question. Then the verification query could be modified to include
one of the other criteria such as gender. The results with both criteria should have the same or less
records returned than with only one of the criteria in place. This method can be used to add each bit of
criteria, piece by piece, and verify the number of records returned is equal to or less than the number
returned with only the previous criteria active (the more criteria a user adds, the fewer records should
be returned).
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When dealing with COUNT and SUM functions, it can be helpful to export the results into a separate
application, such as Excel, and perform simple totals on the results. With only a few of the filtering
criteria in place, the query results could be opened in Excel and summed in a column

—such as when analyzing the number of housing nights provided in a year.

Whatever methods are used to verify query results, it is important that at least some steps are taken to
reasonably demonstrate that what is returned matches the user’s desired output from the database.

Creating a Report Using the Report Wizard

Now that a SQL query has been created, a report can be created to display the data for export or
printing. From the main Microsoft Access window, select the Reports object from the Objects menu on
the left-side of the window.

: =101 x|
; File Edit Miew Insert  Tools  window ﬂelh.: -0 X
NEEHRN SRV 2@ - | B - | 5| g ?
3 previen W pesian lilew | X | 2o T
Ohijects [arme |
] Tables Create report in Design wiew
-_E'j cxiries Create report by using wizard
=2 Forms
¥4 Pages
b Macros
& Modules
Groups
[#1 Favorites 4| | »
Figure 140
1. Double-click the link for Create report by using wizard.
2. In the drop-down box, locate the previously created query and select it.
3. Press the double right-arrows to add all available fields.
4. Press the Next button.
5. In the box for “How do you want to view your data?”, select the option for “By
tblParticipants” and press the Next button.
6. In the “Do you want to add any grouping levels?” box, select LastName and press the

arrow pointing to the right. Press the Next button.
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Repaort wWizard

‘which Figlds co wou wank on vour repor:?

vou can choose From more Ehan one Eable or query.

B

Sclected Ficlds:

D

Areailablz Ficlds:

FirstMama
LastMame
SafetylethalityChec:

L £y

Cancel | < Back | Mext = | Fnisk

Figure 141

Report Wizard

‘WWhich Fields do you want on wour report?

‘fou can choose from nore than one table or query,

Tables/Queries

IQuery: Test Cuery ;l

Bevailable Fields: Selected Fields:
ParticipantID
FirstMarme
LaskMarne

FetyLethalibyCheck,

bl | L

Zancel | = Bach Mexk = Zinish

Figure 142
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Report Wizard

How dao wou wank ko wview your
dats? ParticipantID, FirstMarme, Las:Mame

SafetyLethalibyCheck,

#| Shaw me mare information

Cancel | « Back | Mext = Finish

Figure 143

Report Wizard

Do you want to add any grouping
lewels? LastMame

ParticipantID, FirstMame

ParticipantID
W SafetvLethalibyCheck.
=
4]

Pricrity

+|

Grouping Qpkions ... Cancel < Back Mext = Einish
Figure 144
7. On the Report Wizard window, press the Next button. 8. Select the option for Outline 1

and press the Next button.
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Report Wizard i

‘“What sort order and surrmary information do you want for detail records?

ou can sork records by up to Four Fields, in either
I ascending or descending order,
1 2 3 4

1 | - | Ascending |
s [ o M
HEmE WEEE wEEE HNEE 2 - fecending
& vmn| Ewen weEn wen

b Genwmn s www s
B wwa ExxE mmad wxmn

AmEE KRR MEXN EHEH
WERH XN BEEN AKX
5 | - | Ascending |

B Gsti] ltsd | pesta asist

1 Eun EREE| HxHn EHER
Qe i) s mas |
4 I g | fscending |

B lwairin] e beniw Enal
mona] R wwEn R
z RN NN BEEN XX

2 R

surmmaty Opkions ... |

Cancel | < Back | hexk = | Einish |

Figure 145

Report Wizard

How wiould you like ko lay auk your report?

Clayout | [ ‘Drientation -
' Stepped f+ Portrait
" Block " Landscape
EHHE KKK ( po i
HEHEK
KRN HAKH I e
KIHH KNI MHXH MHHX B
WEEMN MEEMN MMM WM " align Left 1
M MMEN MAMEMM MMEMA
W R R i Align Left 2

H R M W
Ehot bl s i E R
A M
EEob bl i R E R

v Adjust the Field width so all fields Fit on

a page.
Cancel < Back Mext = Einish
Figure 146
8. Press the Next button. 10. Give the report a descriptive name, such as Test Report and

press the Finish button.

96| ANDVSA 4.0 Database User Guide



Report Wizard

Yhat style would you like?

EBold
Casual
IHHENAK
Compack
‘Corporate
HHHE KAKXK |
WA MR Faorma
Soft Gray
Title
Label abave Deteil
Cortral from Detail
Cancel < Back hexk = Einish
Figure 147

Report Wizard

‘what bitle do ywou want For your report?

|Test Feepart

That's all the information the wizard needs to create your
reportk,

Do you want ko preview the repart o madify the report's
design?

o Preview the report,

€ Madify the report's design.

™ Display Help on working with the: report?

Cancel | < Back | [Hext > | Finish |

Figure 148

A report will be generated showing the information returned by the SQL statement. The report is used
to format the display of the information, group items together, add additional sorting to the
information, and present a format that can easily be printed and understood.
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Figure 149

The test report created here displays all information generated by the SQL statement, then creates
sections (groups) based on the participant’s last name. When displayed, the report will have a single

section for each last name returned; within each section will be the remaining information such as last
name, Participant ID, and a row for each record in the Safety Lethality Check table.
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Section Seven: Back-Up Data

It is important to back-up the reporting database. Back-ups should be performed once a month. Below

are specific instructions on how to back-up the database.
1. Insert a new, blank CD into the CD Rom.

Close or cancel any dialog boxes that pop-up.

Right-click the Start button and select Explore.

Locate the Database folder on the C drive.

Right-click on the Database folder and select Copy.

Locate the CD Rom drive (should be the D drive); right-click on the drive and select

Paste.

7. The D drive should now be highlighted and the Database folder should be present in the
right window pane.

8. Select File > Write these Files to CD.

9. Either give the CD a descriptive name or leave it as the default date.

v AW

@ database o ]

JFiIe Edit  VYew Favortes Tools Hep | e

J@Back - ,\) T Iﬁ- |/"_\I Search ‘u’ Folders |,._‘) y x n | '

JAddress I;{jc:\datahase j Go

Folders = j database_version_10-07 I ] database_version_10-07_he
@ Desktop - [-?EI 2 | Microsoft Office Access Applic... LE = | Microsoft Office Access Applic. ..
iirJ Iy Documents il <054 KB pl c40KB
= j My Computer
_5 31a Floppy (A:)
[El S Local Disk {122}
=5 ADOBEARP
) doaF46954320d457db
8] database
= db
I3 DELL
(& Documents and Settings
=) draft datahase
[ DRIVERS
=3 1386
7 li4200prnsys
) lj#z00pswinzkap
=) liass1
1) My Music
I3 Program Files
) pspy b
=) RkUnhooker
) scratch
) server
) serverprofilesu
() WINDOWS
I3 WUTemp
i DVD Drive (D3} -

Figure 150
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& CD Writing Wizard _ x|

Welcome to the CD Writing
Wizard

This wizand healps viou write, or record, your Fles to aCh
recarding drive,

Type bhe nams voi wank togivve bo this 0, or just cick Nest
b use ther rearme below,

Mew files beirg writban bo the C0 will repace sy Files
already o thie 00 F they have thie sams nams,

™ Closethe wizard ter the filas have been written

Pext = Cancel

Figure 151

10. Check the box for Close the wizard after the files have been written. Press the Next

button.
11. A dialog box will appear, displaying the progress of the CD writing process.

£ CD Writing Wizard |

Please wait... §

Wiriting the diaca files to the OO, .

SERNINENENREENREEEEAEE
Estimated time left: |5 secands

Figure 152
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12. When the process is complete, you can create a second CD with the exact same files.
Leave the box unchecked and press the Finish button.

£ CD Writing Wizard ; x|

Completing the CD Writing
Wizard

o havwe successfully wrtten your files lo the 0.

Cir yous weamk ko cresate another CC using the same Fils?

™" ¥es, yrke these fies to another COY

Chvsoftware developed under lcenss From Boss, Ine
To lose this wizard, cick Finish,

Firigh

Figure 153

Eject the CD and use a marker to label the CD with today’s date and “Reporting Database.” Backup CD’s
should be stored in a secure and locked location as they will contain copies of everything entered into
the database application.

Backup Note:

Keep in mind that a backup of the ANDVSA database can also be done by using a USB external hard drive
by copying the C:\database folder and pasting it onto the USB external hard drive. There are several
kinds of backup software applications that can perform this action automatically. For more information
contact the CDVSA Research Analyst.
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