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CONFIDENTIAL

INTRODUCTION

In 1980, the community-based programs across North Carolina receiving State funds through the
Division of Youth Services began collecting data on juveniles served by those programs. The
source document for collecting that data has been, and still is, the Client Tracking Form. In the
early days of collecting this data, paper forms were sent to the Central Office in Raleigh where
the data was entered by an outside firm. The data was maintained on a mainframe system by the
Department of Human Resources. In 1996 the programs began using an Access program which
local programs could maintain on computers locally, enter data on their machines, and send
diskettes to the Central Office. As the juvenile justice system itself has changed over the years,
so has the way in which data on these programs has been collected. The year 2003 began another
stage in the improvement of the collection of community program information. Beginning that
year, the Department of Juvenile Justice and Delinquency Prevention revised the system to
incorporate new legislative requirements and to improve the accuracy of the data being collected
on programs throughout the State. It is the intent of the Department to improve the effectiveness
of decision-making on the local level and at the State level through improved data collection.
Version 3.0 was released to further this goal.
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Information Flow

The purpose of this section is to explain the general flow of client data from a DJJDP-
funded program to the Department’s Central Office. The pictures below provide an
overview.

Programs Area Office Central Office
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e The process starts with the DJJDP-funded programs in all 100 counties throughout North
Carolina. After these programs enter their client data into the CTF program, they are able
to run reports. Once a month, the programs create a Transfer file. This is a file that
contains all of the modified data from their clients entered during that month. The
program then sends this file to the appropriate area office by the 5™ of the month either
by email or diskette.

e Each area office consolidates all the data from its programs, allowing the area office to
run reports on the data from that area. Area offices then send their Transfer files of
consolidated data to the central office.

e The central office consolidates the data from the four area offices. This allows the
central office to run a number of reports for management and the legislature on
DJJDP-funded programs throughout the State.
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GENERAL INFORMATION

This guide will provide instructions on entering and maintaining data on individual clients and
programs; transferring files from one location to another; and running reports on data about
juveniles who have been served. All these capabilities are features of the Client Tracking Form
(CTF) system. It will walk you through each of the options of the menu bar at the top of the
screen, guiding you via a combination of pictures and descriptions. Below is the menu bar found
at the top of the screen:

Menu Bar

BE Client Tracking {C:%Program Files'CTF"}

— File Program CTFData Transfer Data Reports  Utilities  Help
T

The Menu Bar provides these options:
e File —lets you copy information
e Program - lets you view program information

CTF Data - lets you add, change, delete, undelete and search records. It also allows you
to browse and export records marked for transfer.

Transfer Data — lets you import transfer records

Reports — lets you produce pre-defined reports or ad hoc client lists

Utilities — lets you import or export a selected program’s records

Help — displays the version of CTF you are using.

Screen Notes

Sometimes you will see field captions in green (as in the form below). When captions are in
green, it means that this information is optional. When captions are in black, they are required
data elements. Blue captions indicate that this data cannot be updated by the user on this screen.

3% Add CTF Record = =

Firgst Name Middle Hame Last Hame
I | |

e Jr.8r.11Letc. Date of Birth Zipcode  Admission Date  Program ID  Referral Date
| [ /7 | [ /7 | [/

County I j Client ID I Add Record | LCancel
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On the Admissions Screen, you will see the “|gWAX€R" caption. This line at the bottom provides

you with important warning messages about the information. There are three types of flags:
e OLD - Meaning the Juvenile is over 18
e STAY - Meaning the length of stay seems long for the program
e DISP - Disposition. This is generated when Legal Status = Adjudicated and Disp

Level / Divert. = N/A. This normally should only be the case with some older records.

In addition, the flags can be Red or Orange. Red indicates the data is more questionable than
if the flag is orange. These flags will not prevent you from saving the record.

For purposes of illustration, the information shown below was entered to show the warning
flags “OLD”, “STAY”, and “DISP” at the bottom of the screen. Positioning the mouse pointer
over a flag will give you an explanation about the warning.

Update for: SUZY KEW (KEWS070486); Program: MOTIVATIONAL ADYE!

e

Admission | Termination |

First Hame Middle Hame Last Hame (Jr, I, etc.) SSH
50z | [KEw | [ -

Date of Birth Zipcode Race Gex Program ID'|  Admizzion D ate
|07/04/1386 12345 [Black =l |Femsle x| 120010 |o1/01/2000
Referral Source Referral Date Legal Status School Status

[ sel x| Jo01/2000 [ adiudicated | |ExpeliedLong Tem Susp. > |
Referral Reazon Type of Court Complaint Dizp. Level/Divert ::;?:;?;:5
ITruanu:_l,l j ITruanc_l,l j IN;".-'l'« j I_U

Other Substance Abuse

F;S:;La.: IS':'F“E other reasan I.ﬁ.ssessmenthvaIDnly j
Living Amangements Other Living Arrangements

I Multi-purpoze Home j |

PRIOR YEAR HUMBERS

(0 - ¥ = actual number, 8 = 8 or maore, 9 = unknown)

Court Out of School Secure
Complaints Suszpensions / Expulsions Custodies Runaways

[1 [1 [0 [1]

Delete | Data Sheet | Update I Cancel

Also note that the Program ID is flagged in orange. This means the Program ID is inactive. You
can still enter data for this program, but the flag will alert you to the program’s inactive status.
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FINDING A JUVENILE
In order to search for a juvenile, follow the steps listed below.

STEP 1: Click on the CTF Data menu option from the main menu bar.

B Client Tracking {C:"Program Files'CTF")}
File Program CTF Data | Transfer Daka Repaorks  Ukilities  Help

STEP 2: Select the “Find Record” option to search for a juvenile.

B Client Tracking {C:%Program Files'CTF%)}
File  Pragram | _TF Data Transfer Data Reports  Uklities Help
Add Record
Find Record

Browse Records Marked For Transfer
Export Records Marked For Transfer

]

STEP 3: Enter the name (and/or other information) of the juvenile for whom you are searching
on the “Find CTF Record” form and click on the Search button.

Find CTF Record

Search | Search Results I

. Mare tatch——
First M ame ISLJZ  Exact
Lazt Mame I = Like

Cliert 1D I
[ Active Clients
Program 1D I [~ Temninated Clierts

Admission Date | # / -
Feferral Date I s = I H Search
0 Becaords Found Cancel

In the “Name Match” choice box, “Exact” matches names as entered; “Like” matches names that
start with the same letters. Check the “Inactive Clients” checkbox to include terminated clients.
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STEP 4: The matching clients that have been found will appear in the Search Results tab.

Find CTF Record

[ Search Results |

1D

Admizzion Date

Pragram D

Referral Date

Select P

LY

1 Records Found

Cancel

STEP 5: Choose the desired juvenile that you are searching for from the list, highlight the
name, and click the Select button (or just double-click the selection). In the above example,
Suzy Kew is highlighted. Clicking the Select button for Suzy Kew will provide the detailed

information listed below:

Update for: SUZY KEW (KEWS070486); Program: MOTIVATIONAL ADYEN

Admission | Termination |

Other

First Hame Middle Hame Last Hame (Jr, I, ete.) S5SH

5UZ] | JrEW [ | -

Date of Birth Zipcode Race Sex Frogram ID  Admission Date

|07/04/1 556 [12345 [Black =] [Female =] 120000 m /o /200

Referral Source Referral Date Legal Status School Status

ISeIf j Im A/2000 IProbation j IEkpelledx’Long Term Susp.j
5 . : # Previous

Referral Reason Type of Court Complaint Disp. Level/Divert Admissions

IDependent j ITruanc:y j ILeveI 3 j I 0

Substance Abuse

Referral
Reason

Living Arrangements

ISnme other reazon I

Other Living Arrangements

[~

Azzezzment/Eval Only

Multi-purpoze Home j |
PRIOR YEAR MUMBERS
(0 - 7 = actual number, § = & or more, 9 = unknown))
Court Out of School Secure
lail pensi / Expulsi Custodi Runaways

Delete |

Data Sheet |

Update I

LCancel
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ADDING RECORDS

STEP 1: Click on the CTF Data menu option from the main menu bar.

BE Client Tracking {C:Program FilesCTF%}
File Pragram CTF Data | Transfer Data Reports  Ukilities  Help

STEP 2: Select “Add Record” to enter a new record into the system.

B Client Tracking {C:"Program Files'\CTF%)
File  Program | _TF Data Transfer Data Reports  Ukilities  Help
&dd Record
Find Record
Browse Records Marked for Transfer ¢
Export Records Marked For Transfer

When it is selected, you get the following form. In this case, we have added data for Jain Doe.

First Hame Middle Hame Last Hame

|er4 | |DEIE

Jr,5rllLete. Date of Birth Zipcode  Admizsion D ate Program ID Referral D ate
| |m /1171995 |2a?1 9 |05x05x2005 120011 ||35,=n1 A2005

Cancel |

County |Cherckes ~] Client 1D [DOEJTI1155

STEP 3: Enter the required information (with black captions—first name, last name, etc.) plus
any optional information (green captions) and click the Add Record button. Then enter the
remainder of the Admission tab information and click the Add Record button.

STEP 4: The screen shown below is displayed. Enter the required information (with black
captions) plus any optional information (green captions) and click the Add Record button.
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Add for: JAIN DOE {DOEJ011195); Program: PACESETTERS

Admission I Termination |

Fust Mame Middle Hame Last Mame (I, I, etc.) S5M
fJAIN | {DOE | | --
Date of Birth Zipcode Race Sex Program ID  Admission Date
[01/11/1355 26713 [indian =] [Female =]  [r2001 | 05/06/2005
Referral Source Referral Date  Legal Status School Status
IJuveniIe Court j IDE#’D'I #2005 IF'etition Filed j IDropped Out j
Heferral Reazon Type of Court Complaint Disp. Level/Divert ::’nr::;?::s
IF'robIem behawior [victimlezs crimej IDeIinquenc_l,l [wictimless crime) j ILeveI 1 j I_D
Other Substance Abuse

i s =
Living Arrangements Other Living Arrangements

Father & Stepmother j |

PRIOR YEAR NUMEBERS

(0 - 7 = actual number, = 2 or more, 9 = unknown)

Court Out of School Secure
Complaints Suszpensions / Expulsions Custodies Runaways

[2] [ [0 [

Delete | Data Sheet | Add Record ] LCancel |
L

STEP 5: When juveniles have completed a program, click on the Termination tab to add this
information:

Update for: JAIN DOE (DDEJ011195); Program: PACESETTERS
per Termination |

Termination Date Termination Reason Other Termination Reason
] | =
# Face to Face Days Living Arrangements Other Termination Placement

[ [ =
CLIENT I:"HDEHESS DURING FROGRAM Positive Parental
Court Complaints I With School Involvement wiluvenile
Out of School I_ I j I j

Suspensions | Expulsions
With Home Situation With Juvenile Court

Secure Custodies I_
Runaways I_ I ﬂ I ﬂ

Farticipation: 1 - Program Referal; Z - Court Ordered; 3 - Program Prowvided; 7 - Other; (3 - Hiztorical "1°); 9 - Mo ParticipationdUnknown

Health Mental Social Career Job M entoring
Care Health Services Recreation  Counszeling Placement Services
Exception.  Alter. Educ Substance  parent/Family Civic Extracurricular  Interpersonal
Child-5ery Prog Abuge Serv. Training!Counsel. Involvement  Activities Skills
Tutoring Other Other Participation Description School Status

[ [ | =
Delete | Data Sheet | Upd.P\te I LCancel |
e

Note: Psychological Services programs (Type 31) only need to fill in required information
above the blue line (above Client Progress During Program caption). All other program types
must fill in all other required information.
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REVIEWING / CREATING A TRANSFER FILE

A. The “Browse Records Marked for Transfer” menu option will let you see which records

will be added to the transfer file.
BE Client Tracking {C:'Program Files',CTF'}
File Program | CTF Data Transfer Data Reports  Utilities  Help
Add Record
Find Recard

Ero 5 M for Transfer » W
Export Records Marked For Transfer Eastern Area

Central Area

Piedmonk Area

Western Area

Gowvernor's 1 on 1
Mulki-purpose @roup Homes

The window below is displayed. Any record that has had update action of any kind will
be in this list.

Find CTF Record

Search  Search Results |

1D | Praogram D |Admissinn Datel Referral D ate | Dell
- KEW, SUZY 120010 01401 ./2000 01,400 /2000
DOE, JAlM 120011 05/05/2005 05400 /2005

2 Recaords Found LCancel |

B. The “Export Records Marked for Transfer” menu option copies records to the transfer
file.

BE Client Tracking {C:%Program FilesCTF%)}

File  Program | _TF Data Transfer Data Reports  Uklities Help
Add Record
Find Record
Browse Records Marked for Transfer  #

Export Records Marked For Transfer

Once that option is selected, the window below is displayed:
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Create Transfer File

Select an Area to limit which records
Marked for Transfer are copied into the
Transfer file; select ALL if all marked
records will be transferred to one office.

E ast

Piedmont

10H1

Central

West

MPGH

Deleting Old Transfer Hecords

Checking for Records to Transfer

Updating Source Records Transfer Date

Copying ? Hecords

CANCEL

On this window, you can select to limit the transfer files to a specific region, or you can press All
for a complete transfer file.

Clicking the All button or one of the region buttons will create the transfer file. Click OK to

complete the process:

Create Transfer File

Select an Area to limit which records
Marked for Transfer are copied into the
Transfer file: if no selection is made then
ALL marked records will be copied.

(25 TR ANSFER

Eenl

Transfer,mdb created

m

1 0M 1

MPGEH

Checking for Records to Transfer

Updating Source Records Transfer Date

Copying 2 Becords

ALL |

CAMCEL
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NOTE: DO THIS EACH MONTH PRIOR TO SENDING YOUR TRANSFER FILE TO
THE AREA OFFICE. If the area office has a problem with your Transfer file, you can
simply re-send the file. However, if you have made additional changes that you want
included in the Transfer file, you will need to “Export Records Marked for Transfer” again
(prior to sending the Transfer file).

Heed to Export Records Marked for Transfer

This reminder will appear on your CTF screen near the end of the month and at the beginning of
the month if records need to be sent to the area office. Transfer files are due at the area office by
the 5™ of the month, unless there have been no updates to any records. In this case, notify the
area office (by the 5™ that no updates were done.
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FINDING A PROGRAM
In order to search for a specific program, follow the steps listed below.

STEP 1: Click on the Program menu option from the main menu bar. Click on the “Find
Program” choice to search for a program.

BE Client Tracking {C:\Program Files \CTF}
Filz | Program CTF Data Transfer Data Feporks  Utilities  Help
Add|Program

Program Typg

Tramsfer Tracker  F

Reports

STEP 2: After choosing “Find Program” you will see the form below. You can search by
entering all or part of a program ID, selecting a county, selecting a program type, or combination
of county and program type. Additionally, there is a checkbox to limit the search to just active
programs. For example, enter a 1 in the Program ID box and click Search By Program ID.

Find JCPC Program
Search | Search Results I

e Fogram |0 I

sy c Search By
ounty & Type
Program Type j
[T Active Programs Only
Search By

Program Type

Search By Search By
Program ID County

0 Recards Found CAMCEL |

STEP 3: Highlight the program for which you are searching on the Search Results tab and either
click on the Select button or double click on the selected program.
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Find JCPC Program

Search  Search Results

120015 PROJECT CHALLEWGE

120018 H&WTHORM HEIGHTS

120030 INTEMSIVE INTERVEMTION PROJECT
122007 HAWTHORM HEIGHTS

122012 PACESETTERS

122013 FROJECT CHALLENGE

122018 INTEMSIVE INTERVEMNTION PROJECT
12220 INTEMSIYE FaMILY PRESERYAT
123001 JUYEMILE MEDIATION

Bl v e i i S S e |

[

Select

103 Records Found CANMCEL |

STEP 4: The information for the selected program as shown below.

Yiew JCPC Program Record:

Program 1D Program Name County
[120011 [FacesETTERS [Cherckes =]

Mail Addiess Mail Cit Mail i
|1920 CARTER COVE ROAD IWAF!NE |289IZIS
Site Address Site City Site Zip
Phone Mumber Contact Program Type
|B2B |389 ID?d? |GIL HARGETT |95 | Guided Growth Program j

Primary SPEP Service SPEP Suppl. Service Active Date Status
[Life Skill - N N

Fax Mumber Conzultant Email
I[BZB] 389-0747 I.June Fowler A I Ipaceset@dnet. net

Honilml 'I

Program Description

Pacesetters i a guided growth program, which provides high interest outdoor and wildermess achivities, and iz ah ;l

appropriate component of the District's overall menu of zervices. J
-

Sponsor Agency Sponsor Director

Sponsor Address Sponsor City Sponsor Zip

Money-Helated Data

Federal ID Humber Match Agency Type Component Amount

Cancel [: |
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TRANSFERRING FILES

NOTE: REMEMBER TO EXPORT RECORDS MARKED FOR TRANSFER EACH
MONTH PRIOR TO PERFORMING THIS ACTION.

The preferred method to send a Transfer file to the area office is via an email attachment. If this
method is used, then in your email program attach the Transfer file created earlier. The location
of this file is in your CTF application folder (if installed without changing anything, this will be
C:\CTF\). The actual name of the Transfer file depends on how it was created:

ALL - Transfer.mdb
CENTRAL - Transfer_ C.mdb
EAST - Transfer_E.mdb
PIEDMONT - Transfer_P.mdb
WEST - Transfer_W.mdb

1 ON 1 - Transfer_G.mdb
MPGH - Transfer_M.mdb

NOTE: The Transfer file is not deleted by the CTF application until you Export Records
Marked for Transfer again using the same selection. Until then, it can be re-sent in case there
was a problem with the last one sent.

The following instructions will indicate how to transfer files via a diskette.

STEP 1: Click on the_File menu option from the main menu bar. Click on the “Copy Transfer
File” choice to copy the file.

BE Client Tracking {C:\Program Files \CTF)

File Program OCTF Data  Transfer Data  Reports  Utilities  Help

Expatt PragramiCode Tiables
Copy Transfer File

Copy Selected File

Exik

STEP 2: Select the “Copy Transfer File” to copy the entire transfer file to be submitted to the
area office. The “Copy Transfer File” option displays the following form:
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Copy Transfer*.mdb File

FROM Directory Files [chick on file to copy]

T Tranzfer.mdb
£ Program Files Tranzher_blank. mdb

| = ¢ 1BM_PRELDAD] =l

MOTE: Double-click on a folder to change location
m— 10 Directory [ LA
Eum'[: |

Cloze

[ - |

Click on the file you wish to copy (in this example, it is “Transfer.mdb”). Then select the “A”
drive in the dropdown at the bottom of the form. The “Copy To” option button, at the bottom of
the picture above, is used to copy the file to a diskette. The “Directory” box on the left hand side
(where the arrow is pointing) is used to point where to put the file. Press the Copy button.

STEP 3 (Program Level User): Mail the diskette containing the copied file to the area office.

STEP 4 (Area Office User): Click on “Copy From” the A: disk given by the program level user,
and “Copy To” your CTF folder before importing the data.

STEP 5 (Area Office User): Create your own Transfer file for the central office.
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GENERATING CLIENT REPORTS
In order to generate reports about juveniles and programs, follow the steps listed below.
STEP 1: Click on the_Reports menu option from the main menu bar. The Report option will let

you produce reports on individual clients, or on demographic characteristics of people in a
specified program. Select the “Clients” choice to produce reports about clients in a program

B Client Tracking {C:'Program Files"CTF%}
File Program CTFData  Transfer Data | Reporks  Uklidies  Help

Counts !

Filker
Quarterly

Mamt

STEP 2: The “Clients” choice provides the following form. Select the specific program,
program type, or county, along with other options in the “Time Frame” list, to produce a report.
The “Program,” “Program Type,” and “County” options are mutually exclusive. Only one
“Time Frame” choice can be made. In the case below, “Current Population” was selected.

2k Report List Generakor x|

— Programs / Program Types—————————————

Program m
Parn Type IAII j
County Iﬁ
Area Im

Time Frame
" Temn. Population ta

" Admission D ate Range _
|

= Termination Date Range

" Served Date Range

Click the Print Preview button to view the report. It looks like:

NC Department of Juvenile Justice and Delinquency Prevention

Client Listing
ALL PROGRAMS

Ldmission Date bgze Race Sex Referral Source Term. Date Days Stay

PROGRAMID: 120010 MOTIVATIONAL ADVENTURES

KEW,SUZY 01/01/2000 11 Bhck Female Self

Total Clients in Program: 1
PROGRAMID: 120011 PACESETTERS

DOE, JOHH O 0&MNEM 998 11 White Dlale School Resource Of

Total Clients in Program: 1

TOTAL 2
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GENERATING DEMOGRAPHIC REPORTS

STEP 1: Click on the Reports menu option from the main menu bar. To produce reports
providing demographic information for clients in a program, select the “Counts” choice.

B Client Tracking (C:Program Files,CTF"}
File Program CTF Data Transfer Data | Reports  Ukilities  Help
Clignts

Filter E

Quarterly

gk

STEP 2: The “Counts” choice provides the following form. Select “Admission Info” or
“Termination Info” report options to get the number of people by the chosen criteria. These also
allow for only one choice at a time. In this example, age was chosen as the criteria.

STEP 3:.

=% Report Counts

—Programs / Program Types —Rep
Prograr IAII vl AdT.iffion Info
| g (185
Pam Type | &l |
" Race
Covnty IAII VI e
frea IA" jv " Referal Saurce
" Legal Stat
— Time Frame EER SELs
% Current Population _ " Fefenal Reason
 Temn. Population o = Living Amrangements
" Admission Date Range _ " School Status
= Temination Date Range " Disp. Level / Divert
" Served Date Range (" Substance Abuse

Termination Info
" Tem Reason

= Living at Term

" Sechoal Status

" Problems at Home
" Prablems at Schaol
= Problemns with Court
" Parent Invalvement
Al Admission Info
Al Termination Infa

Al Adm & Term Info

Press the Print Preview button. This report looks like:

NC Department of Juvenile Justice and Delinquency Prevention

=1

TOTAL

Admissions By Age
ALL PROGRAMS
Current Population

i

100.00
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USING THE REPORT FILTER
The “FEilter” option (under the Reports menu option) allows you to generate a client list based on
variable criteria.

STEP 1: Click on the Reports menu option from the main menu bar. To produce reports using

the filter feature, select the “Filter” choice.
BE Client Tracking {C:*Program Files',CTF.)
File Program CTF Dakta Tramsfer Data | Reports  Ukilities  Help

Clients

Zounts

Quarterlyg

Mamt 4

STEP 2: The form below is displayed. Note that while a wide variety of combinations are
possible, you cannot check “Active Clients Only” and include (among your other selection
criteria) termination information (marked in maroon). After choosing your selection criteria,
you must click Apply in order to generate a list of records. After a list has been generated, if you
subsequently change some selection criteria, then you must click Apply again to get the desired
results.

Double-clicking a client in the generated list will bring that record up for editing. Also, once a

list is generated, the Print button becomes available for printing that list of clients.
¥ Filters ; x|

heclingocies Admission Date Range I I tar I L
* Admizssion e 5 = -
 Feferal efernral Date Hange I [is] I
 Temination Temmination Date Range I i ta I A
o
Age | to | t:|ie:::ls“|§nlg r Hacel j Sex I j
Program 1D Zipcode Legal Status Adm. S5chool Status
f1zom1 =] | | = |
Referral Source Refernral Reason Type of Court Complaint
Adm. Living Arrangements Dizp. Level/Diverted Substance Abuse
Termination Reazon Term. Living Arrangements Term. School Status
Progrezs with School Progress w/Positive Parent Involve.
- Progress with Home Progress with Court .
The list of youth [ = =] Enter your criteria,
meeting the filter and then click the
criteria. Marne | Friog 10 | Adrnizzion 0 ate | Referral D ate | Record Apply button
DOE, JAlM 120011 05/05/2005 0501 /2005 Count
DOE. JOHN @ 120011 0E/DE/1996 06/01/1936
SMITH, JAMES 120011 084311997 08/311997
Deretle-click
for seferct
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GENERATING QUARTERLY REPORTS
STEP 1: Click on the Reports menu option from the main menu bar. To produce reports
summarizing quarterly data, select the “Quarterly” choice.

B Client Tracking {C:\Program Files\CTFY)

Filz Program CTF Data Transfer Data | Reparks  Ukilities  Help
Clients
Counts
Filter

[Marnt: g

STEP 2: The “Quarterly” choice provides the following form. For this example, the defaults,
which are shown below are used. The report will generate quarterly statistics by program ID for
all areas, counties, and programs.

=% Quarterly Reports

Avalable Reportz

* Quarterly Repart By Pragram D

| Buaredy Beport By Eroaram e
" Summary Beport

Area County

x|
Ending Date

Quarter

I'Ist j

Fizcal Year

[2005 |

Program

ALL - [ ALl

£ D T

QTR: 07/ /0172004 — 059/30/Z004
FY : 07/01/Z004 - 09/30/Z004
TR - 1040172002 - 03/230/z004

REPORT |

STEP 3:. Press the Report button. This report is shown below. Please note, this is a lengthy
report, so only the first portion is displayed.

N.C. Department of Juvenile Justice and Deling uency Prevention
Programs for Fiscal Year 2004-2005
Quarter: First

Current Quarter Fiscal YTD Last 12 Months
07/01/2004 - 0%30,2004 07/01/2004 - 0%30,2004 10/01/2003 - 0%30,2004
PROGRAM 120011
Cherokes County

PACESETTERS

Western Area Type 35 - Guided Growth Program

Counts
Start Count 1 1 1
A dmissions 0 0 0
¥ ouths 5 erved 1 1 1
Terminations 0 0 0
Ending Count 1 1 1
Age At Admission
=7 1] 1] 1]
T-9 ] ] ]
o-13 ] ] ]
14-17 1] 1] 1]
=17 1] 1] 1]
TOTAL ] ] ]
Race
White ] ] ]
Black ] ] ]
Indian 0 0 0
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USING TRANSFERRED FILES
The Transfer Data menu option lets you import the transfer records.
STEP 1: Click on the Transfer Data menu option from the main menu bar. To search the file for

individual clients, select the “Import File” choice. Next, you can chose which transfer file you
would like to pick or just choose All, as in the example below

BE Client Tracking {C:'Program Files'CTF}
File Pragram CTF Data | Transfer Data Reports  Utilities  Help

Import File  »
East (Tramsfer_E.mdb

Zentral (Tramsfer_C,mdb)

Fiedmont (Tramsfer_B.md)

West (Tramsfer W, mdbE)

Gavernmor's 101 (Transfer_G, mdb)
rulbi-purpose Group Hame (Transter_.mdb)

STEP 2: The “Import File” choice will verify the data in the transfer file and indicate how many
records there. The first step in this process is verifying the records. For this dialog, press the OK

button.
working.. Y

- | ) Verifying 3 record(s]) ...

Next, the system will ask you if you want to proceed with the import process. If you respond Yes,
all records will be imported.

Action to Take x|

9 3 recordis) checked
- Proceed?
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UTILITIES IMPORT OPTION

The Utilities menu option is used in emergency situations where information is lost, and needs to
be replaced.

STEP 1: Click on the Utilities menu option from the main menu bar. To import records that will
replace the lost information, select the “Import Selected Records” choice.

BE Client Tracking {C:'Program Files\CTF}

File Program ©CTFData Transfer Data  Reports | Ukilities Help

Impart Selected Records

Export Selected Records

STEP 2: The “Import Selected Records” choice is used by program level users or area office
users in emergency situations, to restore lost data. The choice displays the following form. First
choose the file that you wish to import. In the example below, the data from program 120011
will be imported. Second, Click the Show Selected Records button to show the records that can
be replaced.

a8 Import Selected CTF Records

Choose a SELECTED File [355=]=tei=ta My P n0g Wy e o]

_|_ Delete file after importing it |

Region

Programs
-
I j I j' I Include Inactive Programs
Show Selected He-::mds% Import
0 Records
Namea I Birth Date Adumission
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STEP 3: These records will appear in the area below the “Name,” “Birth Date,” and
“Admission” column titles. After the records are listed, click Import to replace the lost records.
In the example below, three records will be imported.

&% Import Selected CTF Records : x|

Choose a SELECTED file |Selected_120011.mdb x|

_ r Delete file after importing it |
Region Programs

I 3 I 3 " Include Inactive Programs

Import

Show Selected Hecords

3 Records
HName I Birth Date Admission
DOE, JOHN 0270371385 0&8/06 /1336
SMITH, JAMES 0153171330 08731 ,1337
DOE, JAIN 0151151335 057052005

STEP 4: You will be asked to confirm the import by the dialog below. Click Yes.

Action to Take? |
3 records checked
0 erroris) found, Proceed:?
Yes Mo |
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UTILITIES EXPORT OPTION

The Utilities menu option is used in emergency situations where information is lost, and needs to
be replaced.

STEP 1: Click on the Utilities menu option from the main menu bar. To export records that will
replace the lost information, select the “Export Selected Records” choice.

BE Client Tracking {C:Program Files . CTF%}
Fil= Program CTF Data Transfer Data  Reports | Lkilities Help

Impart Selected Records

Export Selected Records

STEP 2: The “Export Selected Records” choice is used by the DJJDP Central Office or area
office users in emergency situations, to restore lost data. The choice provides the following
form. Select the Region, and the program will populate the Programs dropdown with the
Program IDs available for selecting. Choose a Program ID from the list. In the example below,
Region 1 and Program 120011 is selected. (See NOTE at end of section about CTF 2.x
Compatible option).

«k Export Selected CTF Records x|
Choose a SELECTED file I j
CTF 2.1 Compatilo [
Region Programs
-ﬁ 1200711 g ™ Include Inactive Programs
Show Selected Hnﬁ:t:u:m:ls{:lS Export |
?? Hecords
Hane | Birth Dace Admission |

STEP 3: Click the Show Selected Records button to show the records that would be exported.
These records will appear in the area below the “Name,” “Birth Date,” and “Admission” column

CTF_User_Manual.doc Page 25 Date Printed: 8/14/2008



CONFIDENTIAL

titles. The illustration below has three records listed. After the records are listed, click Export to
copy the listed records into the Selected file.

¥ Export Selected CTF Records x|

Choose a SELECTED file | =l

CTF 2.x Compatible | i
Region Programs

|1 jv IDDDTI j' [” Include Inactive Programs

Show Selected Hecords Export

3 Becords
Namea I EBirth Date Admission I
DOE, JATN 0l/11/195% OE/0E/Z008
LOE, JOHN 0z2/03,/1985 O&/06,/199&
SMITH, JAME: 0l/31/1990 0g/31./,1997

STEP 5: The system will then produce a dialog with the file name. In the example below, the
file name is Selected_120011.mdb. Click OK.

Selected File x|

@ Selected_120011,mdb created

STEP 5: If necessary, the Selected file can be copied to a diskette in a similar manner to that of
copying a Transfer file. However, you would choose File (from the menu bar), and then the
Copy Selected File option (and proceed in a similar manner as when copying a Transfer file).

Client Tracking {C:\Program Files'\CTF"}

File Program OCTF Data  Transfer Data  Reports  Utilities  Help

Expott Progranm)iCade Tables
Copy Transfer File

Copy Selected File
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STEP 6: Copy the file to a diskette (if a diskette is used in the file transfer process). The “Copy
To” option button, at the bottom of the picture above, is used to copy the file to a disk. The
“Directory” box on the left hand side (where the arrow is pointing) is used to point where to put
the file.

Copy Selected*.mdb File

FROM Directory Files [chck on file to copy]

e Selected.mdb
£ Program Files Selected 120010 mdb
Selected 120017.mdb
(] Doc Selected_blank.mdb
IQ c: [IBM_FRELOAD] j

MOTE: Double-click on a folder to change location

TO Directory [
Copy |

Cloze

[ |

NOTE: The CTF 2.x Compatible option is for creating a Selected file with the following
differences:

e The file name is Selected.mdb, which is the only name used in version 2.x.
e The identifying information is not encrypted (it is in version 3.x)

Therefore, if the user who will be importing the Selected file is using version 2.x, then this
option must be selected for them to import the Selected file.
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