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The Wraparound Fidelity Assessment System (WFAS) is a multi-method approach to assessing the quality of
individualized care planning and management for children and youth with complex needs and their families.
WFAS instruments located within the WrapTrack online data entry system include WFI-4 interviews with
multiple stakeholders, a team observation measure (TOM 2.0), and a self-administered instrument (WFI-EZ)
that is less time consuming than the full WFI interview. The instruments that comprise the WFAS can be used
individually or, to provide a more comprehensive assessment, in combination with one another.

The Wraparound Fidelity Index 4.0 (WFI-4) is a set of four interviews that measures the nature of the
wraparound process that an individual family receives. The WFI-4 is completed through brief, confidential
telephone or face-to-face interviews with four types of respondents: caregivers, youth (11 years of age or
older), wraparound facilitators, and team members. The WFI-4 interviews are organized by the four phases of
the wraparound process (Engagement and Team Preparation, Initial Planning, Implementation, and
Transition). In addition, the 40 items of the WFI interview are keyed to the 10 principles of the wraparound
process, with 4 items dedicated to each principle. In this way, the WFI-4 interviews are intended to assess both
conformity to the wraparound practice model and adherence to the principles of wraparound in service.

The Wraparound Fidelity Index, Short Version (WFI-EZ) is a brief, self-report version of the Wraparound
Fidelity Index v.4. Versions of the WFI-EZ are available for facilitators, caregivers, and youth. All three versions
can be completed either on paper or online and parallel one another in terms of structure and item content.
In addition, a Transition Age Youth (TAY) form can also be administered. Beyond the questions about
experiences in wraparound and adherence to the model, the WFI-EZ also contains questions about satisfaction
and outcomes.

The Team Observation Measure version 2 (TOM 2.0) is employed by external evaluators to assess adherence
to standards of high-quality wraparound during team meeting sessions. It consists of 7 subscales—five
dedicated to the fidelity domains that align with the theory of change for Wraparound implementation, one
that evaluates meeting attendance, and one that assesses facilitation skills. Each subscale consists of 5
indicators, with the exception of Full Meeting Attendance, of high-quality Wraparound practice as expressed
during a child and family team meeting. Working alone or in pairs, trained raters indicate whether or not each
indicator was in evidence during the Wraparound team meeting session. These ratings are translated into a
score for each subscale, as well as a total fidelity score for the session overall.
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GETTING STARTED

SYSTEM REQUIREMENTS

WrapTrack is designed to be flexible, easy-to-use, and compatible with most workstation configurations. These are
optimal system configuration details for best performance;

Operating System:  Windows 7 32/64 Bit
Microprocessor: Core 2 Duo 2.93 GHz
RAM: 2GB
Hard Drive: 160 GB
Hardware Interface: Mouse, Keyboard, Tablet

Internet Browser: IE 9.0, Firefox, Chrome, Mozilla

Note:  Certified XP system prior to XP obsolescence.

Pop-up Blocker must be disabled on Browser.

To ensure emails are received, please add the following email addresses to the Safe Senders List in your email
software.

e Unknown@fidelityehr.com

e wrapeval@uw.edu

Turn off all pop-up blockers so you can access each function of the WrapTrack system. Although we recommend
you use Google Chrome as your WrapTrack browser, please see Appendix A (Web Browser Security and Utility) on
how to address pop-up blockers for each browser.

Internet browsers: WrapTrack works with all browsers, but was built around and works best with Google Chrome.
If possible, use Google Chrome when interacting with WrapTrack (e.g., data entry, sending surveys via email, taking
surveys via email, report generation, etc.).
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LOGGING INTO WRAPTRACK
WrapTrack uses a centralized Login page for all Users. Access to configurations is based on the User’s login

credentials, as assigned by the System Administrator. You can be redirected to WrapTrack from the main
navigation page:

www.wrapinfo.org

wrapinfo.org

Your link to the latest in supports for the Wraparound service delivery model for youth and families

National Wraparound NATIONAL

L INITIATIVE

WA ot By and Ras

/( Wra p"i'rucl:k @E RT

You can also access WrapTrack from the centralized Login Page:

www.wraptrack.net

— WrapTrack

Enter your assigned User Name and Password in the fields provided, and select “Login” to be directed to your
assigned configuration.

Page 2 of 32


http://www.wraptrack.net/

WrapTrack User Manual

PASSWORDS

You can retrieve your forgotten password by selecting the link on the Login

page, as depicted to the right. You will then be prompted to enter your User
Name and answer the security question. Temporary password information User Login

Please enter your User Name and Password to login.

will be sent to the email address on file for the user name you provide.
Update your password and security question in User Settings once logged in.

Note: If there is no security question linked to the account, you will be
provided with a default security question and answer. The default question is

”ha i” an d th e Step 1: Select the “Forgot Password?” link
This message was sent with High importance.
From: no-reply Btms-dems.org sent:  Frid4/25/2014 1:23 PM d efa u It
To: - — - 5
ce answer Is
Subject: WrapTMS - Your password has been reset!
| ub en
Your Password Has Been Changed! Ml ye .
Dear Chris (facl) Llewelyn,
A request was made to reset the Account Password for your User Account. You must login to your Account to
Please use the following link and password: Locked Users:
e
http:/ns-demo.org/Login.aspx
Username: FacOne User Name Configuration Locked Time Select
Password: XIbPLXU4:aTJA( | FacOne 20 Premivm Configuration aafasfrony 11:09:23 AM Details
When vou login, you will be asked to change vour Password.
If you did not make this request, or believe vou have received this email in eror, please contact your System
Administrator.
. . User Ac Locked Detail
You are given 5 attempts to input the correct answer to = ‘""": :"‘ - i
. . th Browser: Firefox 280
your security question. After the 5 attempt, the account “"":""‘ ;““Z:’e
rom: urity. r
will be locked. The User Account will then need to be Kolom andot
.. . . brash
unlocked by the Administrator Account from the University buncer
o T trumget
of Washington (wrapeval@uw.edu). B

See Appendix D on Page ix for a step-by-step guide of

password retrieval. You may also reference Appendix A 2.3 on Page vi of the Appendices for specific guidance on
HIPAA/FERPA compliant passwords.
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BASIC USER (DATA ENTRY, REPORTING & EXPORTING)

THE HOME PAGE

When you login to the system, you will be taken to the Home Page, presented with list of current cases and quick
links.

You have the option to organize your dashboards on the screen by hovering the mouse over the title (example
“Youth Records”) and the “Edit” icons in the top right corner of each dashboard. An arrow will appear, allowing
you to move the dashboard to the left, right, top, or bottom of your screen. You can add items and change settings
using the hyperlinks below the Dashboard tab.

The Navigation Bar, on the left-
e 8 Evicka Wiggins: MTWI 9 Change Password 1, User Settings Log Out hand side of the page under
Menu, allows for easy
navigation through-out the

T system. Each menu item

Menu

provides the User with a sub-
Dashboard

menu of task-specific options.
Add Items » _  Change Settings »

The Navigation Bar can be

Youth Records Edit [&[F] ] Quick Links Edit [&[F][X]

— P~ Youth made visible by selecting Menu
755 755 Enrolled Addallew Youth Record in the top left corner, and it
757, 757 Enrolled N |Summaries of My i

763, 763 Enrolled . allows a User to quickly access
764, 764 Enrolled Assigned Youth ) )

765, 765 Enrolled the information needed.

767, 767 Enrolled Configuration Setup

776, 776 Enrolled

777 777 Enrolled Organization

288, 788 Enrolled e eer

101

53 Records
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THE YOUTH RECORD

The Youth Record is the data repository for a particular youth. To access a Youth Record, select Enrollment using

the Menu Navigation Bar. Find the youth name to display their existing Youth Record, or add a new Youth Record.

Tabs across the top of the record allow a user to navigate to the different sections of the Youth Record. The

WrapTrack sub-tab contains the school information for the selected youth. In order to fully enroll youth, after

updating enrollment status, the user must also assign a Facilitator.

d /-V Youth

Mame: 45678, 45678

Youth Recor

Facilitator
assignment

Wrap 1D: 45678

Tabs Organization Name: 19 Wrap Test Site Config
—_—
b b WrapTrack
Sub Tabs * First Name: Midde nitial: [ *Last Name:
.. *Race: Hispanic? Medicaid Number: I:I
Additional , "
Please Specify: I:I * Facilitator: |Ju|es ¥ |
Data Elements . R ;
Date of Birth: |oz/14/2000 Age: 14 Enrollment
v [ ] e St
. utton
City: I:l State: select v Entered By: Pitt, Brad
Zip Code: Enterad on: 2/12(2
Phone 1: |(_]_r ” select ¥ Phone 2: |[_] - ”selec'. ¥ Last Bdited On_x#2/2013

Jane
Enrolled, 2122013, 470

Primary Caragiver:
Enrollment Status:

Case e

Summary

SPECIFIC TASKS IN WRAPTRACK

ADDING A NEW YOUTH RECORD

Before assessments can be completed (WFI-EZ, TOM 2.0), the
youth must first be “Enrolled” into the system.

To add a new Youth Record:

1. Select the Enrollment button on the Navigation Bar. From
the sub-menu, select "Add a New Youth Record." You may also
make the same selection from the Quick Links on your
Dashboard.

Monday

March 11, 2013

3:21:43 PM Select

“Enrollment”

Page 5 of 32
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Asterisks ident [ Menu |
Steljls St entlfy New Youth Record Wra‘p ID =
requ"ed data \ * First Name: l:l Middle Initial:l:l Case Number: l:l YOUth/FamlIy ID!
A Last Mame: l:l Medicaid Number: l:l and iS requil’ed
* @ender: FPhone 1: |[_] - ” select '/
* Race: Hispanic? [/ Phone 2: |[_] - ” sele/' |
Please Specify: l:l / Note: Wrap ID
* Date of Birth: @ Wrap ID: l:l Should be used as
Street1: l:l * Facilitator: |Se\ec‘. v | name |f first and
Street2: l:l .
City: | | State:|se\ec-_ v Zip CDdE:|:| last name will not
be entered
*WraplD will be taken as Last Name And First Name if First Mame and Last Name are not provided! -,“w

2. Enter information on the youth. (The red asterisks (*) indicate required data for a new record.)
3. Click on the "Save" button at the bottom of the screen.

When you click on the "Save" button, the system will conduct a search of existing records to see if the youth is
already in the system. (The system searches on Last Name, First Name and DOB for duplicates.) If no duplicate is
found, you are given the option of adding additional Youth Records or working with the Youth Record you just
entered.

To continue working on the Youth Record, select "Yes."

Yiouth mecond sdded sucoesifully? Would you like to Al other details for the chie mecond™
« Chick "Yes' to fill acher details [or)
= Chicke 'Me' to add mew case recond

If a possible duplicate record is found, the following message box is displayed:

The following match was found based on the data entered!
DLID|IL‘3te record found = ¥ou can click the button 'ﬂ!]tﬂ'!-"lﬂccﬂtl ﬂdei—!'&iﬂqﬂ'![u"!l“tﬂ!‘te entered {or)

Option window - Wou can click the button “Cancel” and check back the data entered (ar}
- Wou £an click the option "Select” and Use the existing recond (Using this will change back the status to 'Pending’) !

Name Case Number Medicaid Humber

Select James, Don

You can reject the duplicate, add a new Youth Record, and continue working; cancel the add function and check
your data; or, use the existing Youth Record.
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Once you make your choice, you will be returned to the Youth Record.

The initial Enrollment Status is automatically set to Pending, using the current date. You can and should modify the
Pending status start date in the Enrollment section of the Youth Record.

ENROLLING A YOUTH IN WRAPTRACK
When you enter a new Youth Record, by default, the Youth Enrollment Status is set to Pending, as of the current

date. You can change the date, or add a new Enrollment Status by selecting the Enroliment Button on the Youth

Tab, under the Demographics sub-tab.

Youth tab Name: 45678, 45678 Wrap ID: 45678
Organization Name: 1g Wrap Test Site Config
—> WrapTrack

Demog raphiCS = First Name: Middle Initial: || ~Last Name:

sub-tab *Race: Hispanic? Medicaid Number: [ |
* Date of Birth: Age: 1
Street: ] Streeta:
City: ] State: select v Entered By: Pitt, Brad
Zip Code: 1 Entered on: 2/12/2013
Phone 2 Pronez: [ Jlseer v] Lot Eded On ahhafeons Access Enrollment data
Primary Caregiver Jane : H
using this button

Click on the green Enrollment button on the Youth Record.

Primary Caregiver:
Enrollment Status: Pending, 10f3/2013, 0

Facilitator:

Edit the Pending Date to be the same date or at least one day prior to the Enroliment Date, click Update, and then
click Add Enrollment Status.

Status  Start Date Organization Duration Edit
Pending |c_-+_.'31_.'z:13 | Select LI o Weeks, o days Update Cancel

Update with the correct Enrollment Start Date, Enrollment Status, and connect the youth to the correct Youth
Organization.
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Add Enrollment Status

*Start Date:
*Enrollment Status: | Enrolled LI
*Youth Organization: | Org 2 LI

Click Save, and then the Youth Record will display as Enrolled. The youth must have an Enrolled status in order for
their data to show up in reports and exports. NOTE: Please be reminded that the Pending Date should be the same
date, or one day prior to the Enrollment Date.

Natna: 335, 3345 Cranpieation Nafa: Weap TastSite Corfa| s 0 —7/ Current Enrollment:
Youth Enrollment | %]
Name: 13345, 32345 Wrap ID: 13345 / StatUS, Date, and Du l’atlon
n Status Start Date Organization Duratien Edit Dalete
21'}' Enrolied oafiglaony Wrap Test Site Config 3 Weeks, 3 days Edit Dalete
Pending ozfiglasay & Waaks, o days Edit

ENROLLMENT STATUS RECORDS

Selecting the Enrollment Button will open the Enrollment Status Window. From this window, you can Add, Edit or
Delete* any Enrollment Record for the youth.

For the Enrollment Date, the only requirement is that it cannot precede the Pending Date. The Pending Date, by
default, is the date the Youth Record was added to the system. In order to enter an earlier Enrollment Date, you
must first Edit the Pending Date to at least 1 Day earlier.

You can set the Pending Date to any date greater than the Youth's Birth Date. You will then be able to enter an
Enrollment Date at least one day greater than the date you entered for the Pending Date.

*The Youth Record cannot be deleted, unless by the Configuration Administrator (see Administrator’s
Manual).

RE-ENROLLING A YOUTH
Select the Enrollment Button to open the Enroliment Status window.

Simply select Add Enrollment Status, and choose the appropriate date the youth was re-enrolled. Make sure to
update the Pending date to at least one day prior to the new Enrollment date.
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NOTE: Youth status should not be Discharged unless absolutely necessary. If the Youth Record is categorized as
Discharged, the data will not appear in reports or exports.

ADDING FACILITATORS TO THE YOUTH RECORD

Once the youth record has been Enrolled, you will be able to select the Facilitator from the dropdown list. This field
cannot be edited until this step is complete. A message saying “Facilitator is required” will show up if you attempt
to save the record without assigning a Facilitator (make sure to hit the Save button after making all of your

updates).

Menu

o Facilitator is required!

essage: “Facilitator is

required!”

TMS Behavioral and Integrated Healti

WrapTrack

X ? Change Password ?. User Settings Log Out

Build 4.0.0(3,2,;3) [5-1]

Name: Jones, Timmy

Organization Name: Org 2

Wrap ID: TJ.2000

WrapTrack

*First Name:  [Timmy

Middle Initial:

* Last Name: Jones

ENTERING INFORMATION FROM FIDELITY FORMS

WRAPTRACK TAB

Most of the information from the WFI-4 Demographics Form has been added to the Demographics sub-tab. This
information will be carried throughout the remaining sections of WrapTrack in order to avoid duplicity in data

entry. However, the final school
questions from the WFI-4
Demographics Form must be
entered into the WrapTrack
sub-tab and then saved. This
information is only visible in
WFI-4 reports and exports.

Youth Tab

WrapTrack Tab

Youth | Assessments

Name: 12345, 12345 Organization Name: Wrap Test Site Config

Wrap ID: 22345

Demographic: I
School Inffo T

Has the/outh been in school anytime in the last 30 days?
(mRY No
y was the youth not in school?

[J Expelled | Suspended [¥] Refused to go to schoal

[ Too young to go to school [JPhysical illness

,/ [ Dropped out of school before legalage  [] Graduate from high school or GED [ In juvenile detention or jail

[ Dropped out after legal age [ Taught at home (home-schaoled) ] Ward of the state

[ Summer Vacation

[ Other

Which grade is the youth in now or will be in the new school year?

[n/a ¥
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ASSESSMENTS TAB

Use the Add button to select which Assessment(s) will be added for this youth. Options for data entry are: WFI-EZ

(Caregiver, Youth, Facilitator, Team Member), WFI-4 (Caregiver, Youth, Facilitator, Team Member), and the TOM

2.0 Form.

-.r‘

Organization Nama: Wrap Tast Site Coanfig

Wrap ID: 12355

/ﬁl: 12345, 12345
‘WrapTrack Forms
mu

TOM Form (with Maating Infarmatian)
WFI - Caregiver Form

WFI - Youth Form

WFI-EZ - Youth Ferm

Assessments Tab

o2/15/ze13

Edit
Edit
Edit

Last Updated

a3/28[2013

Dalete
Dalate
Delete

Edit

ozf15/2013

|WFI-4

| 5 WFI Facilitator Form-Team Monitoring Made Simple - Google Chrome

&) https:/fwrap-tms.org MFT FaciltatorForm. aspx?YId=23 \=+12345811N=12345

Assessment Name: Facilitator Form

Youth Name: 13345, 12345

Facilitator Introduction

Youth's Name: 12345, 12345
Caregiver's Name:
Facilitator's Name: l:l
Interview Date:
Start Time:
Timeframe: l:l
Administration Method: Select
Interviewer's Name: l:l

What is the Caregiver's relationship to the youth? (Check one)

O sirth parent [ adoptivesstepparent
D Foster parent

Osibling
o

D Liwe-in partner of parent
O auntor Unde

=]

. [>

Whao has legal custody of youth? (Check one)

D Two birth parents OR one birth parent and one step D Birth Mother Only
DAdaptl‘.'e Parent(s)

O siblingis)

=]

D irtn tather oty
DF@stErParent(sl

=]

>

Has your Youth ever been in the custody of the: O state [ County [ None

Cves Clne

Is your Youth currently receiving Wraparound?

For all WFI-4 forms, there are six sections to
complete. For example, the Youth Introduction
tab will populate information from the
Demographics tab, and additional information
about the respondent must be added.

The Engagement, Planning, Implementation, and
Transition tabs include questions from the
measure. All responses can be recorded by either
using the dropdown menu, or by entering the
appropriate number and tabbing through the
questions. Use the same convention for ID that
has always been used at your local site.

The Other tab is where positive and negative
feedback are recorded, as well as interviewer
observations and duration of the interview. The
system will not allow interview times greater
than 120 minutes.

Please save the form once you have completed ALL fields of data entry. If you plan to leave your computer

unattended for a long period of time, make sure to enter the start and end times prior to saving the form. You can

always go back to the Assessments tab and “Edit” the submitted form. Use the Save button when you have

completed data entry.
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NOTE: Some Configuration Administrators will not allow users to go back and edit data. Please check with your

local administrator if you are unsure.

WFI-EZ

The WFI-EZ has a brand new feature in WrapTrack — the ability to email an online link for data entry by the
respondent (Caregiver, Youth, Facilitator, or Team Member). If a user wants to send out the link, he or she can

select “Send Online Link” from the th

ree options in the screenshot.

Would you like to email this link to be completed by
respondent or complete data entry yourself?

Send Online Link Enter Data

If the “Enter Data”

selected, please indicate who completed the form at
the top. Many fields have already been completed, due
to the information filled out in the Demographics tab,
but some details (e.g., relationship to youth, legal
custody) have to be entered on this first tab of the
WEFI-EZ. Section A through Section D tabs must be
completed by selecting the check boxes for each
question. If you are entering a hard copy of a WFI-EZ
and the respondent skipped a question, you must
select the answer option “Don’t Know”. An error
message will generate at the top of the screen if any
guestions were not answered or left blank. Additional
information may be recorded at the bottom of Section
B through Section D. Click the Save button when you
have completed data entry.

option is

| 8 Wrapaenand Ficebty T Shis Fom - Caregive From -Tasem Mositoring b 53

ool
| B hupsywwwawrap-tms.ong AWFIEZCaregiverForm.aspa?y]

| Assessonent Namse: WHEZ - arrgoees Fo

Youth Hame: aybr8, aybrd

Dremogeaphics [Sectan a Section B | Section © | Section D
| | FOR USE BY PROGRAM STAFF ONLY
This f + 1 Comp ¥ th | Comp program staff a3 part of an Interview
Wraparound Fidelity Index Short Form (WFLEZ)
CAREGIVER FORM

This survey is for & caregiver of  youth in wraparound. We want 1o ask you about the experiences that you and your family have had
‘ a3 part of the 30 we Can + Wou do not have to answer any questions that you don't want to, and

Yo oy Sop your perticipation st ory tinee,
Thaunk yae wery mudh for ypour time.
Demographics

Form Completed On: | Jeamseereen

1D (The per e you this survey il g it 003, e fill it i foor youls 7
Faciitator:
Wraparound Site Locatien:
What bs your child's birthday™:
How cld bs your child?:

Is your child of Hispanic descent?:
What s the chid's race:

MMEer

Wes ¥ Mo

) AfriareAmerican Pohiued Race
| agianeaoficisianser L] Natsoe-ameriessialssean Native H

! Caugasisn ormer

| B

If the “Send Online Link” is selected, the user will be taken to the outgoing email message page. In this page, the

user will have the chance to insert the following:

1) Email address of recipient

2) Contact name (Local name that the recipient will recognize)

3) Contact email (Email address for local contact that the recipient can address questions to).
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Send EZ Link:
From: Sather, April To: Recipient email address
Youth Name: 123456Y, 123456Y Contact Name: Local contact name
Form: WFI-EZ - Caregiver Form Contact Email: Local contact email

Enter your message below:

)
%nﬁr‘é TM S Behavioral and Integrated Health Record Software

Click Preview Email Text to view email body

m Preview Email Text Go Back To Youth Record

NOTE: Right now the outgoing message looks blank. Please select the Preview Email Text box if you would like to
preview the information added to the email body before sending.
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The following text will appear to the respondent:

!f.iﬁ'.@ Team Monitoring Made Simple
TMS

R e i e

Greetings!

You have been selected to participate in a survey about your local Wraparound services. The survey
asks questions about your experiences in Wraparound. Deciding not to take the survey will not affect
the services you receive. Information from this survey will be used to improve Wraparound in your
area!

Text that you, the local user, enter will appear here in the outgoing email.

If you have any questions about the survey itself, you can contact,

Contact Mame: Jane Smith

Contact Email: Wrapeval@uw.edu

To take the survey, please click on the link below, or copy and paste it into your browser address
bar.

URL : https://www.wraptrack.net/EZ/EZ L ogin.aspx?Id=42300
PASSCODE : mza9=dvw

Regards,
The Wraparound Evaluation & Research Team.

www. wrapinfo.org

The email comes from an auto generated address: no-reply@fidelityehr.com. Users will want to alert their
respondents to this and encourage them to add this address to their safe senders list.
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TOM 2.0

The Meeting Information tab includes information located on the cover page of the TOM 2.0 measure. Please
complete the required fields (the red asterisks (*) indicate the required data) and indicate which team members
were present, as well as their role on the team. Any additional notes about team members may be recorded on
this tab.

Part 1 through Part 5 tabs includes the 36 indicators

@ Secure | https;//www.wraptrack.net/TOM2/TOM2Form.aspx?Yld=80870
E— U Youth Namos Honcloy, Spencer on the TOM 2.0 measure. For these sections, all
. responses can be recorded using the dropdown menu
Team Members Indicator  How | How  Netes or by entering the appropriate number and tabbing
p—— " — Prmm: through the questions. The items in Part 1 through
oo " C— Part 3 each encompass two of the sections of the
F:::r;(mlrentma e o % TOM 2.0, with Part 4 including the seventh and final

Caregiver (if different from parent or 1a
foster parent)

— section found on the hard copy form for ease of data

Sibling of the Youth(17 or younger) nla 0
School representative 1e entry, along with a space for overall reflections and
Juvenile justice 1c |:|

comments.

representativelprobation officer

000 000 0ooon
U000 000 boood

Social services representativeisocial 1c —
worker

Court appointed special advocate  1c —

(CASA)

Attomey fe 1]

Mental health provider 1 [ .

Youth Hame: Hensley, Spencer

ng dsilewed 3 claar agends that
votall pu y

4 inforenation, and gerarally
184 pendutve bramstamng and dseustion

Notes for each item should be recorded immediately
following. Copying and pasting from another Word file

cdtalor was able ko manage Gsagr an
d makie sure all 1oam members? opricns and

d
ideas

might save time at this stage. Click the Save button e

when you have completed data entry.

Overall reflections of the meeting. the Wraparcund team process, arsas of strength and néeding
Emprovemsnt [apticnal):
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Data Reporting and Exporting

From the Menu Navigation Bar, choose “WrapTrack Reports and
Data Export”, and click on one of three options for WFI-4, WFI-EZ,

Je Settings »
or TOM 2.0 Reports to generate reports for the tools.

May 28, 2014
10:09:51 AN

Once you have selected which type of report you would like to ‘outh Record

view, you will then be taken to a screen with that measure’s report WrapTrack |
options. Below is an example of the reports available for each

ENROLLMENT

W TI-CL TRITHLY Ry

'WFI-4 Fidelity Reports: WFI-EZ Fidelity Reports:

Report 1: Summary of Respondents Report «: Summary of Respendents

Report 2: Youth Demographics Report 2: Youth Infermation/Demographics

- - Report 3: Schooel Information ~ Report 3 Basic Information

Report 4 Custody Infermation
port & v Report 4: [tem Means

Report 5: Team Membership & Wraparound Process
Report 5: Fidelity Scores — Total & Key Elements

Report 6: Services, Supports & Strategies
Report 6: Satisfaction ltem Means & Total
Report 7: Fidelity Scores - Overall, Principle & Phase

J— . Report 7: Outcomes ltem Means
il Report 8: ltem Summaries

Report 8: Strengths & Areas for Improvemeant

Report g: S5trengths & Areas for Improvement

S Report g: Comments
Report 10: Comments

TOM Fidelity Reports:

Report 1 TOM: Youth Demographics and Team Meeting Characteristics
Report 2 TOM: Team Membership and Attendance

Report 3 TOM: Fidelity report

Report 4 TOM: Individual ltem Analysis

Report 5 TOM: Relative Strengths & Weaknesses by TOM ltem

lm | g l‘—q ;

Report & TOM: Summary of Open-Ended Comments
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You may click on any link to view that report and suggest qualifying
features, such as Youth By Organization. It is strongly recommended to
use this qualifier and choose All Organizations, because it ensures youth
from all sub-sites are included in the reports.

As depicted below, you can select a range of dates, as well as the type of
assessment record. Click the Continue button at the bottom to view the
output.

Select Organization(s) | X

Report: WFI Report 3

Select Range : | X| B

W select Range of Dates
= Start Date: “End Date: 03/15/2013

7 select All Range of Data

5
F
I

o Keep Qualification

SeeclAl Aciedil Seleciea

'WFI Report

4 4 |1 of2 p Pl
..

Configuration: 09 Wrap Test Site Configff

@ Find | Next | -| (%

poF |

Excel

Mean (SD)

Range

on!ine i .
T M s 'WFI Report 5: Team Membership & Wrapdrd word | (faregiver Forms)
T Showing Data: More than one organization
WrapTrack Date Range: 01/01/2013 - 03/15/2013
09 Wrap Test Org 2
Site Config
Number of children/youth assessed 5 4

Months in wraparound (CG report)

480(268)  400(141)
0.00-6.00 2.00-5.00

Months in wraparound {frequencies)

01 1 0
23 0 1
46 4 3
7.9 0 0
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WFIReport:

Youth By Creator

! One user
! More than one user

1 All users

Youth By Organization

) One organization
I/ More than one organization

#! Al organizations

Youth By Facilitator

! One facilitator
! More than one facilitator

1 All facilitators

A report is then generated and
can be saved in Excel, Word, of
PDF and printed using the
toolbar.

If you have any questions about
how to interpret the data from
these reports, see Appendix E
beginning on Page xiii. There is
an example of each report with
comment boxes for further
explanation.
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If you select the Keep Qualification check box, before generating the
report, then you can view all reports with the same qualifying Do you want your existing selections?

information by selecting Yes when you see this screen: S :
- ] |

EXPORTING DATA

From the left Menu Navigation Bar, choose “WrapTrack Reports and Data Export”, and click on “Data Export”. A
screen allowing you to choose the fidelity form you would like to export will look like this:

WFI/TOM Data Export

- WFI - Youth Ferm

- WFI - Caregiver Form

- WFI - Team Member Form
- WFI - Facilitater Form

- WFI - Demegraphics
-TOM

- TOM - Demographics
-WFI-EZ Youth Form

- WFI -EZ Caregiver Form
- WFI -EZ Facilitator Form

- WFI -EZ TeamMember Form

- WFI -EZ Demegraphics

You can click on any form link to view the raw data export and suggest qualifying features, such as, Youth By
Organization (similar to data reporting).

You will then be taken to a screen to choose the content, format and scope of the data export. Select the Remove
Identifying Information checkbox if you would prefer. If you select Specific Dates in the Scope dropdown menu, the
From and To fields will open. Then select the Export button to see your data in Excel or CSV.

BULK IMPORT AND EXPORT

Assessment Name: TOM Scope: All

Content: Numeric Values Remove Identifying Information: False Data Exported on:  3/15/2013

ConfigurationName OrganizationName Interviewer Youth_Name 'WraplD DateAdded |LastUpdatedDate |Facilit
09 Wrap Test Site Config |09 Wrap Test Site Config [Pitt, Brad 12345,12345 12345 02/28/2013 |02/28/2013

09 Wrap Test Site Config 09 Wrap Test Site Config [Pitt, Brad 465421328, 465421328 465421328 02/14/2013 |02/14/2013

09 Wrap Test Site Config |09 Wrap Test Site Config |Pitt, Brad Hattie.69741, Hattie.69741 |Hattie.69741 02/22/2013 |02/22/2013

09 Wrap Test Site Config |09 Wrap Test Site Config |Pitt, Brad hg.2568, hg.2568 hg.2568 02/21/2013 |02/21/2013

09 Wrap Test Site Config [Org2 Pitt, Brad 42986561, Hattie 42986561 03/08/2013 |03/06/2013 Facl
09 Wrap Test Site Config |Org2 Pitt, Brad Jackson, Shelly 5486541984 02/25/2013 |02/25/2013

09 Wrap Test Site Config |Org 2 Pitt, Brad Rawley, Erick 654654654 01/30/2013 |01/30/2013
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WrapTrack is enabled to provide “Bulk Import and Export” functionality. It enables users to quickly export all data,
make edits, and re-upload the changes, without having to open and close individual youth files.

ADD NEW ASSESSMENT
To add a new assessment, the following steps need to be carried out:

1. Menu ->Bulk Import and Export -> Bulk Data Export

Assessments Templates:

Download: [ Templates ¥ Existing Youth Assessments
- WFI - Youth Form
- WFI - Caregiver Form
-WFI - Team Member Form
- WFI - Facilitator Form
- TOM Form(with Meeting Information)
- WFI-EZ Youth Form
- WFI -EZ Caregiver Form
- WFI -EZ Facilitator Form

-WFI -EZ TeamMember Form

2. By default, “Existing youth Assessment” is selected. Select “Templates” then click on the assessments that you
need to add. By clicking on the assessments, the appropriate Excel file will be download.

3. Enter the required details in the downloaded file. Afterward, complete the following steps to successfully upload
the new data:

. Menu -> Bulk Import and Export -> Bulk Data Import

Assessments - Bulk Import

* Select WrapTrack Form: [select =]

* Youth Assessment List: | [ Browse_ | No file selected |

Il From the dropdown, select the appropriate assessment name to upload and select the
appropriate Excel file.
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Il Press the “Process Upload” button to upload the file. You can also use “File Details” before to see

if there will be any errors to be aware of:

Assessment Upload - File Details

File Type/Structure:
Mo Errors Found!

Data in Selected File:
3 Records Total
3 will be Updated
o Missing Required Data
o Invalid Wrapld

Process Upload View Dropped

UPDATE EXISTING ASSESSMENTS

Updating existing assessments can be done only by exporting the assessment first. To update the existing

assessment, the following steps need to be carried out:

1. Menu -> Bulk Import and Export -> Bulk Data Export

Assessments Templates:

- WFI - Youth Form

- WFI - Caregiver Form

- WFI - Team Member Form

- WFI - Facilitator Form

- TOM Form{with Meeting Information)
- WFI-EZ Youth Form

- WFI1-EZ Caregiver Form

- WFI -EZ Facilitator Form

- WFl-EZ TeamMember Form

Download: [ Templates ¥ Existing Youth Assessments

2. By default “Existing Youth Assessment” is selected. Click on desired assessment type and you will see the next

screen.
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Assessment Export

Scope: | Select v |

ESRETE

3. Select the scope and select Export. The appropriate Excel file will download with the existing assessment
details.

4. Make the changes to the records in the downloaded Excel file. Then upload the file by following these steps:

. Menu -> Bulk Import and Export -> Bulk Data Import

Assessments - Bulk Import

* Select WrapTrack Form: | Select Izl

* YWouth Assessment List: | Browse_ | Mo file selected. |

Il. From the dropdown, select the appropriate assessment name to upload and select the
appropriate Excel file.

IIl. Press the “Process Upload” button to upload the file.

Bulk upload will only work for youth who already have Youth ID’s created and are currently enrolled. Users can not
create/enroll new youth with this function. Error messages will alert you to any bulk upload issues.
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APPENDICES

Please note that information on permissions, how to create and manage new users/roles, and how to manage
organizations will be included in the WrapTrack Administrative Manual.

APPENDIX A: WEB BROWSER SECURITY AND UTILITY

GOOGLE CHROME
Manage Pop-Ups

Google Chrome prevents pop-ups from automatically appearing and cluttering your screen. Whenever the browser

[

blocked or to manage pop-up settings for the site.

blocks pop-ups for a site, the icon appears in the address bar. Click the icon to see the pop-ups that have been

To see blocked pop-ups for a site, follow the steps listed below:

Cx

1. If pop-ups have been blocked, you'll see the icon in the address bar. Click the icon to see a list of the
blocked pop-ups.

Click the link for the pop-up window that you'd like to see.

To always see pop-ups for the site, select "Always show pop-ups from [site]." The site will be added to the

exceptions list, which you can manage in the Content Settings dialog.

To manually allow pop-ups from a site, follow the steps below:

Click the Chrome menu ' — | on the browser toolbar.
Select Settings.

Click Show advanced settings.

a s ownbn

in the "Privacy" section, click the Content settings button.

In the "Pop-ups" section, click Manage exceptions.
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INTERNET EXPLORER (9)

Click on “Tools” in the Explorer web bar and scroll to the bottom and click on “Internet options”.

? Intranet Home - UWMC - Windows Internet Explorer

K/led B hitps: junoc uwmedidneorg -

{ Fle Edt Vien Favortd |Todk | el x
I
i Favorites B - rowsing History.. Celvshift el
InPrivate Filtering Ctrl+5hift+F

InPrivate Filtering Settings

UW Medicin

SmartSereen Fiter
Manage Add-ons

UW Medical Center =

Compatibility View Settings

sorhood Clinics = UW Physicians + Shared Services

Questions & Comments

Windows Update

2]

Developer Tools

F12 Intranet Tips & Tricks DA A el ory

Windows Messenger
Diagnose Cornection Problems. ..
Oneniote Linked Notes

Send to OneMote

Internet Options

een Team and be part of the solution! The UWMC Surgical Services Recycling
inability Initiative has been so successful that in the first two months of its
inception in December of 2012, eight other depariments have initiated their own recycling
programs. More >

MORE STORIES >

¢ GREEN TEAM NOW FORMING! I:I -
and sustainability measures are now within reach in YOUR depariment! Join the Eo=tiepaky

UWMC Office Directory
Policies & Procedures

IV GRID/IMEDICATION
INFO

Drug Shortages
Clinical Toolkit

Click on the “Privacy” tab, under the second section you will find your Pop-up blocker settings.

Internet Options D.E
General | Security I PFiVECYI| Content || Connections || Programs || Advanced|

Settings

Select a setting for the Internet zone.

Medium

-Blocks third-party cookies that do not have a compact
privacy palicy

- Blocks third-party cookies that save information that can
be used to contact you without your explicit consent

- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent

[ Sites ] [ Import ] [ Adwanced ]
Pop-up Blocker
Prevent most pop-up windows from
appearing.

@ Some settings are managed by your system administrator.

[ QK ] [ Cancel

Page 22 of 32



WrapTrack

User Manual

FIREFOX

Firefox allows you to control both pop-ups and pop-unders through the Content panel in the Options window. Pop-
up blocking is turned on by default, so you don't have to worry about enabling it to prevent pop-ups from

appearing in Firefox.

When blocking a pop-up, Firefox displays an information bar (if it hasn’t been previously dismissed — see below),

as well as an icon E in the location bar.

[ TR [ESTEE=)
=
J ior| PopupTest 12 - test your popup killer | + s
1 (- !’\ | o] http://popuptest.com/ B - | | ".' - Google P| E =

m Firefox prevented this site from opening 3 pop-up windaws.

When you click either the Options button in the info bar or the icon in the location bar, a menu is displayed with

the following choices:

e Allow/Block pop-ups for this site
e  Edit Pop-up Blocker Options...

e Don't show info bar when pop-ups are blocked

e (show the blocked pop-up)

To access the pop-up blocker settings:

1. Atthe top of the Firefox window, click on the Tools menu and then select Options

2. Select the Content panel.

il N T

General Tabs Content  Applications  Privacy

pm PL.rn
fal @ o]
== Vit

Security Sync Advanced

*

[ Block pop-up windows

Exceptions... ]

Load images automatically

Enable JavaScript

Fants & Colors

Exceptions...

il

Advanced...

Default font: | Times New Roman - ] Size: i 15 - ] [ﬂdvanr.ed... ]
Languages
Choose your preferred language for displaying pages

(—cTa—

[ T H Help

In the content panel:
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e  Block pop-up windows: Uncheck this to disable the pop-up blocker altogether.

e  Exceptions: This is a list of sites that you want to allow to display pop-ups.

@ Allowed Sites - Pop-ups EI\EI

You can specify which web sites are allowed to open
pop-up windows, Type the exact address of the site
you want to allow and then click Allow.

Address of web site:

Allow

Site Status
popuptest.com Allow
[ Remove Site ] i Remove All Sites ] ’ Close I

The dialog has the following choices:
0 Allow: Click this to add a website to the exceptions list.
0 Remove Site: Click this to remove a website from the exceptions list.

0 Remove All Sites: Click this to remove all of the websites in the exceptions list.
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SERVER, DATA AND ACCESS SECURITY POLICY

1.0 Purpose

The purpose of this policy is to establish standards for the base configuration of internal server equipment,
protected health information and user access to servers and data that are owned and/or operated by the Team
Monitoring Made Simple system (TMS). Effective implementation of this policy will minimize unauthorized access
to TMS proprietary and/or confidential information and technology.

2.0 Policy

2.1 Ownership and Responsibilities

All internal servers used by the TMS system must be owned by an operational group that is responsible for system
administration. Approved server configuration guides must be established and maintained by each operational
group, based on business needs and approved by the TMS Administration Group. Operational groups should
monitor configuration compliance and implement an exception policy tailored to their environment. Each
operational group must establish a process for changing the configuration guides, which includes review and
approval by the TMS Administration Group.

e Servers must be registered within the corporate enterprise management system. At a minimum, the
following information is required to positively identify the point of contact:
0 Server contact(s) and location, and a backup contact.
O Hardware and Operating System/Version.
0 Main functions and applications, if applicable.
e Information in the TMS Administration Group must be kept up-to-date.
e Configuration changes for production servers must follow the appropriate change management
procedures.

2.2 General Configuration Guidelines

e  Operating System configuration should be in accordance with these guidelines.

e  Services and applications that will not be used must be disabled where practical.

e  Access to services should be logged and/or protected through access-control methods such as TCP
Wrappers, if possible.

e The most recent security patches must be installed on the system as soon as practical, the only exception
being when immediate application would interfere with business requirements.

e Trust relationships between systems are a security risk, and their use should be avoided. Do not use a
trust relationship when some other method of communication will do.

e Always use standard security principles of least required access to perform a function.

e Do not use root when a non-privileged account will do.

e If a methodology for secure channel connection is available (i.e., technically feasible), privileged access
must be performed over secure channels, (e.g., encrypted network connections using SSH or IPSec).

e Servers should be physically located in an access-controlled environment.

e Servers are specifically prohibited from operating from uncontrolled cubicle areas.
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2.3 Password Controls

e System enforced: password must be between 8 to 16 characters in length and contain at least 1 letter, 1
number, and 1 special character [!@#5%"&*()_]. Login must be at least 6 characters.

e System enforced: user passwords automatically changed or revoked after a user defined period has
passed (60 days).

e System enforced: users required to change their passwords following the initial set up or resetting of the
password.

e History of previously used passwords is maintained by the system to prevent reuse. Value = 10 previous
passwords.

e Users are provided the capability to change their own passwords at their discretion.

e Userid’s are disabled after a specified number of consecutive invalid login attempts. Value = 5 attempts in
10 minutes.

e System automatically logs users off after a specified period of inactivity. User preference = between 15-60
minutes.

e Passwords entered in a non-display field.

e  Passwords encrypted when routed over a network.

e Passwords are encrypted in storage.

2.4 Security Administration

e System logs unauthorized access attempts by date, time, user id, device and location.

e System maintains an audit trail of all security maintenance performed by date, time, user id, device and
location and information is easily accessible.

e  System provides security reports of users and access levels.

e System provides a field(s) for personal information to be used for verification of users’ identities for
password resets and other maintenance (i.e. SSN, Mother’s Maiden Name, DOB, etc). Fields used would
not be a requirement.

e System provides varying levels of access within the security application (i.e. Access to only password reset
functions or Access to password reset function + Access to add & update users).

e  System provides varying levels of access within the application.

e  System uses groups and unique user ids to define levels of access.

e System provides the capability to place security controls on each system module and on confidential and
critical levels within each module.

e System provides capability to restrict access to particular records within the system, based on user id.

e System provides encryption of sensitive information transmitted over the network.

e Security features comply with Federal (HIPAA) health information standards for data integrity,
confidentiality, auditing, and availability.

2.5 Activity Logging

e System logs unauthorized access attempts by date, time, user id, device and location.
e System maintains an audit trail of all security maintenance performed by date, time, user id, device and
location and information is easily accessible.
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e  System logs all accesses (including inquiry, which is required by HIPAA) to youth information.

e System has auditing capabilities for both online or batch reporting. Can also be exported into Word, Excel,
or other leading industry tools.

e Logs are archived and can be recalled as needed.
2.6 Monitoring

e All security-related events on critical or sensitive systems must be logged and audit trails saved as follows:
0 All security related logs will be kept online for a minimum of 1 week.
0 Daily incremental tape backups will be retained for at least 1 month.
0 Weekly full tape backups of logs will be retained for at least 1 month.
0 Monthly full backups will be retained for a minimum of 2 years.
e Security-related events will be reported to the TMS Administration Group, who will review logs and report

incidents to IT management. Corrective measures will be prescribed as needed. Security-related events
include, but are not limited to:

0 Port-scan attacks.
0 Evidence of unauthorized access to privileged accounts.
0 Anomalous occurrences that are not related to specific applications on the host.

3.0 Compliance

e Audits will be performed on a regular basis by authorized representatives.

e Audits will be managed by the internal audit group or the TMS Administration Group. The TMS
Administration Group will filter findings not related to a specific operational group and then present the
findings to the appropriate support staff for remediation or justification.

e  Every effort will be made to prevent audits from causing operational failures or disruptions.

4.0 Enforcement

Any employee or contractor found to have violated this policy may be subject to disciplinary action, up to and
including termination of employment.
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Please click here or visit the following link in order to view the Data Dictionary document on our website:

http://depts.washington.edu/wrapeval/content/resources-current-collaborators

Please click here or visit the following link in order to view the FAQ document on our website:

http://depts.washington.edu/wrapeval/content/resources-current-collaborators
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APPENDIX D: PASSWORD RESET FEATURE

If a User forgets their password, and there is a valid email address associated with the User account, they can use
the Forget Password? link to reset their password and log into TMS.

Here are the steps to Reset a User Password:

Step 1: Select the Forget Password? link on the Login Page:

| Step 1: Select the 'Forget Password? link l

Step 2: Enter the User Name to retrieve the User Security Question:

Furgnt Your Passward?

Step 2: Enter User Mame

If there is no valid email address for the User, you will receive the following message:

There is no email address on record for this Account.
Please see System Administrator for instructions.
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If there is a valid email address for the User, then the User can proceed to the next Step.

Step 3: Enter the Answer to your Security Question:

Identity Confirmation

Step 3: Enter Answer to Security Question

Security Question
(Default Question is "hai"
Default Answer is "bye")

You will see the security question for this User account. If a security question has not been set, the default security
question (“hai”) will display. Enter the answer associated with the security question. (The answer to the default
security question is “bye”.)

NOTE: The answer to the security question, unlike the password, is not case-sensitive.

Underneath the field, you will see a reminder that you only have 5 opportunities to answer the question correctly.
If enter the wrong answer, you will see the following message:

Incorrect Response B

/ ':
l ‘random’ is an incorrect Answer!
-

You have & more attempt(s), before your Account
becomes Locked!

Ifyour Account becomes Locked, you will need to see
your System Administrator to have your Account
Unlocked.

NOTE: This window will also display what was entered (in case of a typo), and reminder of how many attempts are
left.

If you continue to answer incorrectly, eventually you will run out of attempts. If you see this message, you only
have one more attempt:
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Incorrect Response

A "checking' is an incorrect Answer!

ou ave o more attempt(s), before your Account
becomes Locked!
If your Account becomes Locked, you will need to see

your System Administrator to have your Account
Unlocked.

If you enter another incorrect answer, the User account will be locked:

Identity Confirmation

You have 5 attempts.

< ACCOUNT LOCKED > m

Go Back to Login

The User Account will then need to be unlocked by the Administrator Account from the University of
Washington (wrapeval@uw.edu).

Step 4: If the User provided the correct answer to the security question, they will see the following:

Step 4: Successfully Answered Question

This indicates that the User account password has been reset and an email sent to the email address on file.

The User should then check his/her email and will find a new message:
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This message was sent with High importance.
From: no-reply@tms-demo.org Sent:  Fri4/25/2014 1:23 PM
Te: S ——. =
Ce
Subject: WrapTMs - Your password has been reset!

Your Password Has Been Changed! 7]
Dear Chris (facl) Llewelyn,
A request was made to reset the Account Password for vour User Account. You must login to your Account to

complete this request.

Please use the following link and password:

http:/tms-demo.org/Login.aspx
Username: FacOne H Link and new Password I
Password: XIbPLXU4:aT]A(

When vou login, vou will be asked to change vour Password.

If vou did not make this request, or believe vou have received this email in error, please contact vour System
Administrator.

Select the link and use the new password to log in.
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