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Login Info

You will attain the website link, your user name, and the default password for your program.
Upon logging in for the first time, please select a case-sensitive password.

Password must contain:

e One lowercase character

e One uppercase character

e One number or special character (such as... |@#5%"&*(.?)
e Eight characters minimum
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e Onceyoulogin:
o You will be directed to the main page, also called the Volunteer’s Dashboard.
o Click the Volunteer’s Dashboard button at any time to return to this page, but be
aware what you are working on may be lost.
o To enter your case page, select the Cases tab and then click the blue link with
your Case number (or the magnifying glass in the Action column).

Entering a Contact on a Case

Confirm that you are on the case page. It will say “CASE DETAILS” near the top. Also confirm
you have the correct Case Name. (See image on next page)
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Scroll to the bottom of the case page, select the Contact Logs tab.

Contact Logs To Do Associated Parties Wellbeing Documents Petitions and Allegations Hearings Services Placement History

ALY

Name Type Subject Date Hours Status Action
Calhoun, Liam Case Contact Phone call to parents 61172019 0.25 Approved Q
Calhoun, Liam Case Contact Visit with children 41212019 275 Approved Q
Calhoun, Liam Case Contact Email to DHS 3182019 05 Approved Q
Calhoun, Liam Case Contact contact with child 1302019 125 Approved Q
Calhoun, Liam Case Contact contact with child 1302019 125 Approved Q
Calhoun, Liam Case Contact contact with child 14302019 125 Approved Q
Calhoun, Liam Case Contact education 3712018 1.25 Approved Q
Calhoun, Liam Case Contact Education 21012018 025 Approved Q

Then:

1. Select the green “Add” button. (This will open a new window.)

2. Enter the Date of the contact.
3. Select the Activity Type for the contact.

Case Contact — This is the one you will select on a regular basis.

Case Supervision — This selection is for use by your Advocate Supervisor only. Do not
select.

VOCA Packet — Only use this selection when instructed by your supervisor.

4. Enter a Subject with a brief summary (2-3 words) about the contact. Example: Text — Foster
Mom

5. Tick the “Out of Court” button for all contacts that occur outside of a hearing.

6. Enter the Contact Type for the contact.



Attempted contact (no answer, no voicemail set up)
Email

Face-to-Face (physically present with the individual)
Letter or written documentation

Phone

Non-Contact hours (research, writing report)

Text

Video Conference (facetime, zoom, etc)

Voicemail

7. Enter the Hours* spent on the activity.
(Hours should include travel time. Please round to the nearest quarter hour)

For 15 minutes, enter .25 (hours)
For 30 minutes, enter .50 (hours)
For 45 minutes, enter .75 (hours)
For 1 hour, enter 1 (hours), etc.

8. Enter Mileage and Expenses, as needed. (if applicable to your program)

9. Check the boxes of people who were directly contacted.

On the right side of the page is a box labeled “Pertains To.” Select only the parties that
you had successful contact with for this entry. If the person you contacted does not
appear in the box, determine if you will have ongoing or additional contact with them.
This will mean they are a party to the case. If not, use the “Others Contacted” section
for this contact. If you will be contacting the individual again, stop and notify your
supervisor. They will enter the party in Optima for you, then you can return and enter
your contact.

10. Enter Notes about the contact.

This Notes sections is for your summary of the contact and any important case
information you learned during the contact. Think of this area as your official notes for
your case. These notes can be subpoenaed for trial so please include the facts you learn
and details about the contact you want to remember. Do not include statements of
opinion.

11. Select “Create.”

You will then be redirected back to the main page of the contact log. You should be able
to see your contact appear and it will be listed as “Pending.” While the contact is still
pending, you can go back in and either make changes, or delete the contact. After your
Supervisor has read your contact, they will mark it as “Approved.” In some cases your
supervisor may ask you to enter more information or edit your contact in some way.



*A note about hours: Occasionally you may have an ongoing conversation via text or email with
an individual on your case. These do not need to be separated into individual logs. Select the
date the contact began and in the Notes make it clear the conversation happened over time.
Example: Series of texts with foster parent May 15 — May 18; determining an agreeable date for
my next visit. Decided on May 315 at 9:30am at Greer Park.

Case Documents

Confirm that you are on the case page. It will say “CASE DETAILS” near the top. Also confirm
you have the correct Case Name.
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Scroll to the bottom of the Case Details page, and select the Documents Tab.

Contact Logs To Do 2 ted Parties : ’ Petitions and Allegations Hearings Services Placement History
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File Name & Document Date ¥ Document Type & Added By & Add Date & Action

CMgr VOCA report.pdf 262018 Individualized Family Service Plan 21212018 Q
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To view case documents, click the magnifying glass in the Action column next to the
appropriate file name. If you are using a computer, this will begin a download of the document
for you to view. If you are accessing Optima through a cell phone or tablet, clicking the
magnifying glass will make the document appear on your screen. To return to the Case Details
page, click the back button.



To upload case documents you will need to access Optima from a computer (not a cell phone
or a tablet).*
1. Select the green “Add” button. This will open a new window.

2. Click the “Choose Files” button and select the appropriate file from your drive.

3. Select the appropriate Document type. If you are not certain, please select Case File (or
contact your Supervisor)

4. Enter the date that appears on the document. If not date appears, use today’s date.
5. Click the green save button.

*If you make an error while uploading a document, simply let your Supervisor know. They can
edit and make changes for you. Supervisors will also likely be uploading documents for you to
view. All case documents appear in this tab.



