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ASEBA-Web Procedures
Setting Up Account and Signing Into ASEBA-Web

Administrator - Initial Setup and Sign-in for ASEBA-Web account

1. After receiving the letter from ASEBA containing the token, click on the link
in your email (for example, https://www.aseba-
web.org/createaccount/?token=JGNTV-TIXVG-EWVCI- GNFGV) to create
your account. The link above is an example, please do not click on it, as it is
an invalid link.

2. The ASEBA-Web screen below will open to the HELP tab, with the token field
pre-populated. Click Next.

HELP VALIDATE ACCOUNT ACCOUNT INFORMATION ADMINISTRATOR INFORMATION AGREE AND CREATE

If you need help creating your account, use the following resources:

« answers.aseba.org
s Contact our technical suppart at techsupp@aseba.org
s Contact our technical support at 802.735.1540

+ Next

“Please note that if User is in the EU, the login site will be aseba-web.eu (not.org) *

3. Under VALIDATE ACCOUNT tab, click the Validate button to the right of
the token field to view the following message: License key is valid.

P License key is valid.

HELP VALIDATE ACCOUNT ACCOUNT INFORMATION ADMINISTRATOR INFORMATION AGREE AND CREATE

If not already filled out, enter your license key in the "License Key" field. Click on the "Validate” button to check that the license key is valid and ready to be used. If it is not, contact our technical support for further
assistance.

] . .
License Key™: [ 3000030000000000 000K | @ vaidate

Choose an account name for your account. Account names need to be unique to your account and we recommend they are not excessive in length as they are used as part of your user sign-in process. Account
names in ASEBA-Web™ can only contain letters, numbers, or a single -' between two other characters.

Account Name*: | RCCYFTESTING |

+ Back + Next

4. Inthe Account Name box, please create an account name or number that will be
meaningful and easy to remember. This will be the account that all Users will
use. No Spaces. For example: RCCYF or RCCYF-Testing. Click Next.


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

5. Under the ACCOUNT INFORMATION tab: Fill out all the blanks for
Organization Name, Contact Full Name, Contact Email, Contact Mobile
Phone, Contact Work Phone, Street Address, City, State or Province,
Postal Code, and Country. Click Next.

Achenbach
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Create New ASEBA-Web™ Account

- a
Flll out the following forms In order to cn your new account.

If you have already created your account, you may access It here: www.aseba-web.org

@ License key is valid.

HAP | VAUDATEACCOUNT | ACCOUNT TMFORMATION  ADIINT MATION  AGREE AND CREATE

Fiil out information about your organization and the nal

rimary contact for your account. We use this contact information in case we have to reach you regarding your ASEBA-Web™ account.

Organization Name*:

Street 1:
Contact Full Name*: Street 2;
Contact Email* City:
Contact Mabile Phone: State

Cantact Work Phone Postal Code:
Country:

4« Back » Next

6. Fill out the blanks under the ADMINISTRATOR INFORMATION tab: First Name,
Last Name, Contact Email, Username, Password, and Password Confirmation.

Password needs to be 10 characters long with an uppercase and lowercase letter. Click
Next.

HELP VALIDATE ACCOUNT ACCOUNT INFORMATION ADMINISTRATOR INFORMATION AGREE AND CREATE

Fill out these fields to create your first user in your ASEBA-Web™ account. This first user will have "Administrator” access and will be used to create other users in your account.
First Name*:

Last Name*:
Contact Email*:
Username*:

Password Requirements:

« The password must have at least 10 characters.
« The password must contain one uppercase and one lowercase letter.
« The password cannot be one of the last 3 passwords used.

Password*:

Password Confirmation*:

« Back » Next

7. Make sure all the agreements are checked (they are checked by
default) on the AGREE AND CREATE tab. Click Create
Account.



Create New ASEBA-Web™ Account

Fill out the following forms in order to create your new account.
If you have already created your account, you may access it here: www.aseba-web.org

@ License key is valid.

HELP VALIDATE ACCOUNT ACCOUNT INFORMATION ADMINISTRATOR INFORMATION AGREE AND CREATE

Finally, before using ASEBA-Web™, you must acknowlege or agree to the following items:

I have read, and I agree with the EULA: More Detals ..
I have read, and I agree with the HIPAA License agreement: R More Details ...
I have read, and I agree to the Data Consent agreement: o More Details ...
I have read, and I agree with the Processor Contract for GDPR: b4 ors Detais ...

« Back v Create Account

8. The ASEBA-Web account will be created with the Username, Password (not
shown) and Account Name created. Click Sign In.

Your New ASEBA-Web™ Account is
Ready

Thank you for activating your account.
Your sign-in credentials are:

URL: www.aseba-web.org

Username: robin

Account Name: RCCYF-TESTING
Sign In

9. Sign In with the credentials created.

Achenbach

System of

ASEBA_WebTM aseba.org | Help | About |

Sign-In Credentials ASEBA-Web™ General Announcements

This system is for authorized users only.

agion: (% Global | European Union
28-Jan-2025: Removal of “Pay for Online Scoring” in Spring, 2025
sername: | Robin ‘

of "Pay for Online Scoring” in Spring, 2025

assword: [ ssossasanene

In Spring, 2025 we will remove from ASEBA-Web™ The "Pay for Online Scoring” checkbox in "Add Form". Forms witl
count: | RCCYF-TESTING this checkbox clicked prior to removal will continue to have their e-unit pre-paid.

:member my sign-in credentials.: (]
igree to the RCCYF's use of cookies to keep ASEBA-Web™ reliable and secure: Caokie Policy

- 14-Jan-2025: Progress Tracking from ASEBA-Informant™ Please Update Your Administrative Contact
-+l Sign In

28-0ct-2024: Major Update to ASEBA-Informant™

Read more about it by clicking here.

+1 I Forgot My Password

12-Sep-2024: Nepal Country Code +977 Supperted in Multifactor Authentication



Administrator / Regular User Functions

The Administrator/Regular User functions in ASEBA-Web are used to set up or make changes to
certain program features. Administrative Users have access to all features, whereas Regular Users only
have access to Username, Themes, Account Status, Change Password, Sign Out and the Help
Menu.

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

ADMINISTRATION Menu USER Menu HELP Menu
1. MANAGE USERS 1. USER/ ACCOUNT NAME 1. FAQS
2. MANAGE ACCOUNT SETTINGS 2. USER FULL NAME 2. YOUTUBE CHANNEL
a. MANAGE PASSWORD SETTINGS 3. THEMES 3. QUICK START GUIDE
b. EDIT ACCOUNT DETAILS a. LIGHT 4. ASEBA-WEB MANUAL
3. MANAGE DICTIONARIES b. HIGH CONTRAST 5. LICENSE DOCS
a. AGENCIES c. DARK 6. ABOUT ASEBA-WEB
b. CLINICIANS 4. ACCOUNT STATUS
c. FORM CUSTOM FIELDS ONE 5. CHANGE PASSWORD
d. FORM CUSTOM FIELDS TWO 6. SIGN OUT
e. INFORMANT MESSAGE TEMPLATES
f. SCHOOLS
4. E-UNITS HISTORY
5. ACTIVITY AUDIT LOGS
6. PURGE OLD DATA

Manage Users (Administrative Users Only)

Use this function to Create New Users, Enable/Disable Users, Set Role (regular or administrative), Expire
a Password, Set Multifactor Authentication, Set a Password and Export user list. To Add a New User,
please see the instructions below.

1. Sign in to ASEBA-Web.

2. Navigation: ADMINISTRATION > MANAGE USERS > New.

R

) rerFRESH ", Toois ¥ [0 pmectory ¥ X meorToaTa Y & sererinTEDFORM Y XX apmmnisTRaTIoN ¥ () HELR Y

8 MANAGE USERS

[ pmECTORIES =~ A& INFORMANTS [ recewT AcTviTY (%) HELP FOR NEW USERS
L MANAGE ACCOUNT SETTINGS P
[ start a New Assessment LX MANAGE DICTIONARIES P
E] e-umrTs HIsTORY
s [E] acTivTy auDIT LOGS
Q, search X Clear ) puRGE OLD DATA
Display By: '::::' First Name '::::' Last Nams
) Refresh
v [ Root



MANAGE USERS ¢

O Refresh |+ New & Export Manage Users

show: @ allusers O Active Users Select a user to view or edit.
+ Imorgan | Lisa Morgan Click on New to add a new user.
« rchamplain | Roger Champlain

+ robin | Robin Scott

3. Please fill out the Username, Role (regular or Administrator), First Name, Last Name, Email,
Mobile Phone, Password and Password Confirmation. Multifactor Authentication is optional.
Click Save. Please let Users know their Username, Password and Account Name as the program
does not send email notifications. Click Save.

a Add New User

Usermame®

Role*:

First Name®:

Last Name*:

Email*

Mobile Phone:

Password Requirements:

* The password must have at least 10 characters.
« The password must contain one uppercase and one lowercase letter,
« The password cannot be ane of the last 3 passwords used

Password®
Password Confirmation™:
Requires Multifactor Authentication;

E sae @ Concel

The newly created User will appear in the left-hand column:

MANAGE USERS

) Refresh + New

show: @ allUsars O Active Users

® rchamplain | Roger Champlain
+ robin | Robin Scott

EXPORT USER LIST:

Account administrators have a way to review the list of users authorized to access ASEBA-Web.
Navigation: ADMINISTRATION > MANAGE USERS > Export. The Excel file will be downloaded into the Downloads folder.

MANAGE USERS ¢

O Refiesh  + New & Export Manage Users

show: @ Allusers O Active Users Select a user to view or edit.

+ Imorgan | Lisa Morgan Click on New to add a new user.
e rchamplain | Roger Champlain

+ robin | Robin Scott

_ p — !};\

File Home Insert Draw Page Layout Formulas Data Review View Automate Help \Dcomments\

—_— . —— EH Insert ~ B

fﬁ & [Aptos Narrow A LA A 2 |General B fE=i] @ 4 B Inse %? p =5 3

Paste - B I U~ i & A § . 9 9 4 g Condiionsl Fomstas Cell Eoeete v BIY oig fraa Add-ins  Analyze
- == - = o % 7% Formatting~ Teble~  Styles~  fi Format ~ &~ Filter~ Select~ Dsta
Clipboard 13 Font 5] 5] Humber 5] Styles Cells Editing Sensitivity | Add-ins ~

E:l v S v

A & C ) E F G H | J K L M N o P Q4

Username FirstName LastName Email MobilePhoneNumber Role EnabledOrDisabled

Imorgan Lisa Morgan rtmscottl0@protonmail.com AccountAdministrator Enabled

rchamplain Roger Champlain rchamplain@fakegmail.com RegularUser Enabled

robin Robin Scott rscott@fakeyahoo.com AccountAdministrator Enabled




Add New Users (Clinicians) to Clinician Drop-Down List in Add Form

Once the User has been created, please add the User (clinician) to the drop-down list of clinicians for the
organization to use when adding a form.

Please navigate to ADMINISTRATION > MANAGE DICTIONAIRES > CLINICIANS > New.

i t
() rerrest W Tools ¥ [ pmectory ¥ 2 mporTpata ¥ 2 sorpriNTEDFORM Y X aovinsTReTIoN ¥ (D) HELP ¥

188 MAMAGE USERS

B DIECTORIES @& INFORMANTS [ recewracrviy (3 HELP FOR NEW USERS
L MANAGE ACCOUNT SETTINGS  »
[ Start a New Assessment —> I [# acencres
7
[E] e-umrTs HIsTORY [ amcans 4— £
E
Search: | | =% T
e [E] AcTvITY AUDIT LOGS [ FORM CUSTOM FIELDS ONE E
£
O, Search X Clear ® PURGE OLD DATA [ FORM CUSTOM FIELDS TWO
Display By: O First Name () Last Name [ INFORMANT MESSAGE TEMPLATES
@ Refresh )
v [ Root [Z scuools
CLINICIANS

v

O Refresh  + New Manage Dictionaries: Clinician

Select a Clinician to view or edit.
Click on New to add a new Clinician.

Please fill in Given Name and Family Name. Suffix, Prefix, Degree, Email and Mobile Phone Number are all
optional. Click Save.

I
CLIMICIANS

O Refiesh 4 New Add New Clinician
i Naime®: Jacob
Py Hamw= MeDonald
Suffoe:
Pref:
Degree:
Emeanl;

Mobile Phone Mumiber;

—’ M Save © Cancel



The newly created clinician will appear in the left column:

CLINICIANS

O Refressh  + New Manage Dictionaries: Clinician

e Jacob McDanald Select a Clinician to view or edit.

Click on New to add a new Clinician.

When Adding a Form, the clinician will appear in the Clinician drop-down list:

ADD FORM

Add Form

Assessed Person: Ava Marris Saciety: | ASEBA Standard

Form Source*: Electronic Form -
| o —

Form Type*:
i ‘ Agency:

Jacob McDonald

Form Contact: ‘ Robin Scott M ‘ Sehool
chool:

Evaluation 1D:
‘ ‘ Form Custom Field One:

4

|
Pay for online scoring:

o This option wil be re soon. Leam more by dlicking here. Extra E-unit charge applies;Form will not be scored until "score repart” button is dicked. Form Custom Field Two: |
Due By Date: \ | =l Form Free Text Field One: [
Enter Problem Items Only: O Form Free Text Field Two: |

+ Back + Next X Close

Manage Account Settings (Administrative Users Only)

Use this function for PASSWORD SETTINGS, MULTIFACTOR AUTHENTICATION, and
EDIT ACCOUNT DETAILS.

MANAGE PASSWORD SETTINGS:
1. Sign in to ASEBA-Web.

2. Navigation: ADMINISTRATION > MANAGE ACCOUNT SETTINGS > MANAGE
PASSWORD SETTINGS.

) rerREsH W, Toows ¥ OO pmectory ¥ X mpoRTDATA ¥ &2 sELFpRINTEDFORM Y KB aDminisTRaTION ¥ (D) HELP ¥

= e e
] DIRECTORIES @A INFORMANTS [ recenr acrviry (3) HeLp FoR new users a8 MANAGE USERS

>[I o e

[} start a New Assessment XX MANAGE DICTIONARIES  » [ eorr accounT pETAILS

[E] e-unrrs HisTORY

earch: | [E] acTviTy AUDIT LOGS

Q| Search X Clear ® PURGE OLD DATA



The screen will open, displaying options for Days a password remains active before needing reset,
Number of most recent passwords that cannot be reused, Minimum password length in
characters, Password must contain, Number of failed attempts before lockout, Timespan of
lockout in minutes and MULTIFACTOR AUTHENTICATION tab.

MANAGE PASSWORD SETTINGS

¢ Refresh
PASSIWORDS MULTIFACTOR AUTHENTICATION

Allowed Range

Days a password remains active before needing reset: 365

Number of most recent passwords that cannot be reused:

Minimum password length in characters: 10

Password must contain one uppercase and one lowercase letter.
Number of failed attempts before lockout: 5

Timespan of lockout in minutes: 30 v [15-720

™ Save X Close

e Days a password remains active before needing reset: Please use the up or down arrow to specify
how many days before a password expires.

e Number of most recent passwords that cannot be reused: Please use the up or
down arrow to specify the number of passwords that cannot be reused.

e Minimum password length in characters: Please use the up or down arrow to specify
how long a password should be.

e Password must contain: Please use the drop-down arrow to choose password requirements.

e Number of failed attempts before lockout: Please use the up or down arrow to choose
the number of login attempts before User is locked out.

e Timespan of lockout in minutes: Please use the up or down arrow to choose
the number of minutes a User is locked out.

MULTIFACTOR AUTHENTICATION tab: Please check off for all Users if desired and
click Save. Users will need to log into the program via code from their cell phone. To disable
MFA, please uncheck Require multifactor authentication for all users and click Save.

MFA can also be required when creating a New User.

Please note the countries that allow MFA currently:

10



MANAGE PASSWORD SETTINGS

) Refresh

PASSWORDS MULTIFACTOR AUTHENTICATEON

+1 United States of America (US)
+61 Australia (AU)

+1 Bermuda (BM)

+1 Canada (CA)

+977 Nepal (NP)

+84 Vietnam (VN)

Available countries for multifactor authentication:

Allowed Range
Require multifactor authentication for all users: D

~
»
-
'
~

Number of days before requiring multifactor authentication:

M Ssave ¥ Close

EDIT ACCOUNT DETAILS:
1. Sign in to ASEBA-Web.

2. Navigation: ADMINISTRATION > MANAGE ACCOUNT SETTINGS > EDIT ACCOUNT
DETAILS.

" rRerres 9, Toois ¥ B3 omectory ¥ 2 mporToaTA ¥ &2 sElrerinTEDFORM Y KX aDmnisTRaTION ¥ (D) HELP Y

1 . —
. i35 MANAGE USERS
1 DIRECTORIES A& INFORMANTS [ recewT acrviy () HELP FOR NEW UsErs 88 == Ee

—’ o IR a0y el [ MANAGE PASSWORD SETTINGS

[ Start a New Assessment LX MANAGE DICTIONARIES F [ eprr AccounT DETARLS 4.—
[E] E-unrTs HISTORY
jesrch: | [€] acToviTy supIT LOGS
3. Organization Name, Contact Full Name, Contact Email, Contact Mobile Phone, Contact
Work Phone, Street 1, Street 2, City, State or Province, Postal Code, and Country can be
edited. Click Save or Close.
Update your Existing ASEBA-Web™ Account
Fill out the following forms in order to update your existing account.
© Refresh
License Key: KPYWU-TXLPT-WDRAK-PAQSG Street 1: |
Account Name: ACCOUNT-TESTING
Organization Namex: ‘ RCCYF-ASEBA ‘ Street 2: |
Contact Full Name*: ‘ Robin Scott ‘ o |
Contact Email®: ‘ ‘ State or Province: |
Contact Mobile Phone: ‘ ‘ Postal Code: |
‘ Country: |

Contact Work Phone: ‘

_-> ™ save ¥ Close
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New User (Other than Administrator) Initial Sign-In to ASEBA-Web

1. Go to: aseba-web.org or aseba-web.eu (EU customers)
2. The Sign In screen below will display:

3. Enter your Username, Password, and Account. (Enter the credentials provided to you
by your Administrator for initial Sign In.)

4. Click Sign In.

System of

E=® ASEBA-Web™

Sign-In Credentials ASEBA-Web™ General Announcements
This system is for authorize only.
Reglon (9 Global | European Unior

Removal of "Pay for Online Scoring” in Spring, 2025

Password:

Account;

Remember my sign-in credentials

| agree to the RCCYF's use of cookles to keep ASEBA-Web™ reflable and secure:

“ —
26-0ct2

+4 I Forgot My Password S o Whol oy G 597 Sk W M Atcition

5. When signing in for the first time, the following screen will open, displaying fields for
Username, Current Password, Account, New Password, Confirm New Password.
Additionally, the screen will display links (and check boxes) pertaining to the End User
License Agreement (EULA), Health Insurance Portability and Accountability Act
(HIPAA) License agreement, Data Consent agreement and the Processor Contract for
GDPR, as well as a Change button.

YOUR PASSWORD HAS EXPIRED *x

@ Your Password Has Expired

Username*: | ‘

Current Password*: |

Account*: | ‘

Password Requirements:

= The password must have at least 10 characters.
* The password must contain one uppercase and one lowercase letter.
* The password cannot be one of the last 3 passwords used.

New Password*: | ‘

Confirm New Password*: | ‘

I have read, and I agree with the EULA: More Detsils ...
I have read, and I agree with the HIPAA License agreement: More Details ..
I have read, and I agree to the Data Consent agreement: More Datsils ...

I have read, and I agree with the Processor Contract for GDPR: [ nore Detais ...

+ Change

12



6. Enter Username, Current Password, and Account again as provided. Enter a New
Password that has at least 10 characters in length and contains at least one upper case letter and
one lower case letter.

7. Confirm New Password by re-typing the New Password into the Confirm New Password box.

8. Click on the More Details links to read the EULA and the HIPAA documents, the Data Consent
agreement, and the Processor Contract for GDPR.

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

10. Click Change.

11. The following screen will display:

¥OUR PASSWORD HAS BEEN CHANGED. X

@ Your password has been changed.

The final step to complete your password reset is to sign in with your new credentials.

+| SignIn

12. Sign In with the updated credentials.

13. Program will open to DIRECTORIES tab.

) l{SH @ Toos ¥ [ DIRECTORY ¥ M ASSESSED PERsONs ¥ (2] pEporTs ¥ Y mvporToata ¥ & serprinmeDFoRM Y X apmmnsTRaTIon ¥ (B HELR Y

1 DIRECTORIES ;i INFORMANTS ‘ ASSESSHD PERSONS r:l DIRECTORY DETAILS
[ Start a New Assessment Assessed Persons in Directory (No Subdirectories): Root

) Refresh + Add Assessed Person F Move Items in Folder

sarch:

O, search ¥ Cear Identification Code : Name t

isplay By: () First Name () Last Name

- EE3

£ Sample Directory

001-001-001 Sample AssessedPerson

& Sample AssessedPerson
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Adding, Viewing, Editing a User

Add a New User: Please refer to page 8.
View or Edit a Current User: Navigation: ADMINISTRATION > MANAGE USERS

1. Click on the User in the left column to highlight the user. User details will appear:
Username, Disabled, Role, First Name, Last Name, Email, Mobile Phone,
Password Expired and Requires Multifactor Authentication.

2. Click on the Edit tab.

MANAGE USERS ¢

¢ Refresh + New ® Enable/Disable # Edit % SetRole £ Expire Password ¢ Multifactor Authentication &t Set Password

show: @ ailusers O active Users User Account
_> # rchamplain | Roger Champlain

& robin | Robin Scott U_sername: rchamplain
Disabled:
Role: RegularUser
First Name: Roger
Last Name: Champlain
Email: rchamplain@fakegmail.com
Mobile Phone:

Password Expired:
Requires Multifactor Authentication:

3. Only First Name, Last Name, Email and Mobile Phone may be edited. Click

MANAGE USERS
¢ Refresh + New Edlt User
® - Username rchamplain
@ rchamplain | Roger Champlain First Name*: Roger m
% robin | Robin Scott Last Name*: Champlain
Email* rchamplain@fakegmail.com

Mobile Phone:

E— [ Save  ® Cancel

Enable/Disable User: Navigation: ADMINISTRATION > MANAGE USERS
1. Click on the User to highlight.
2. Click on Enable/Disable tab.

3. Check the box under the username to disable or uncheck to enable
the User.

4. Click Change.

14



MANAGE USERS

O Reffesh | + New Enable or Disable User

Show: @) all Users (O Active Users Username:

e rchamplain | Roger Champlain Disabled: I D

+ robin | Robin Scott —’ Change Cancel

Set Role: Navigation: ADMINISTRATION > MANAGE USERS

1. Click on the User to highlight.

2. Click on Set Role tab.

3. Click on the drop-down list and select Administrator or Regular User.
¢ Administrators can enable/disable Users, set, reset and expire a password,

set roles and select MFA. We recommend setting up at least two

Administrators, as Users go on vacation or leave employment.

4. Click Save or Cancel.

MANAGE USERS

il

¢ Refresh + New ® FEnable/Disable # Edit & Set Role £ Expire Password £ Multifactor Authentication £ Set Password
shaw: @ all users O Active Users User Account
_’ @ rchamplain | Roger Champlain
. Username: rchamplain

+ robin | Robin Scott Disabled:
Role: RegularUser
First Name: Roger
Last Name: Champlain
Email: rchamplain@fakegmail.com
Mobile Phone:

Password Expired:
Requires Multifactor Authentication:

MANAGE USERS

@ Refresh + New Roles l
show: @ alusers O active sers Username: rchamplain
@ rchamplain | Roger Champlain Roles*: Regular User v
+ robin | Robin Scott .
[ save

Administrator

15



Expire Password: Navigation: ADMINISTRATION > MANAGE USERS

1. Click on the User to highlight.

2. Click on Expire Password tab.

3. This box is checked by default. If User needs to keep the password given by the
Administrator, uncheck the box.

4. Click Submit (if made a change) or Cancel (to keep existing password).

If Password Expired box is left checked, the User will need to reset their password once they
log in with the password given by Administrators. If the Password Expired box is unchecked,
the User will use the password created by Administrators and will not have to reset their

password.

The program does not send out an email to the User. Administrators must let users know

their passwords.

MANAGE USERS

¢ Refresh + New
shovs ® all Users O Active Users

+ o rchamplain | Roger Champlain
+ robin | Robin Scott

MANAGE USERS

¢ Refresh + New
show: @ allusers O active Users

+ ® rchamplain | Roger Champlain

< robin | Robin Scott

® Enable/Disable # Edit

Username:
Disabled:

Role:

First Name:

Last Name:

Email:

Mobile Phone:
Password Expired:

Requires Multifactor Authentication:

Usemame:
Password Expired:

16

£ Set Role

4

¢ Expire Password

© Multifactor Authentication B Set Password
User Account
rchamplain
RegularUser
Roger

Champlain
rchamplain@fakegmail.com

Password Expired

rchamplain

—» ™ Submit ® Cancel



Multifactor Authentication: Navigation: ADMINISTRATION > MANAGE USERS
1. Click on the User to highlight the User.

2. Click on the Multifactor Authentication (MFA) tab or check the box Requires
Multifactor Authentication.

MANAGE USERS ¢

() Refresh + New Enable/Disable Edit Set Role Expire Password Multifactor Authentication Set Password
show: @ all users () Active Users User ACCOU nt
o rchamplain | Roger Champlain
N Username:
 robin | Robin Scott Disabled:
Role:
First Name:
Last Name:
Email:
Mobile Phone:

Password Expired:
-—> Requires Multifactor Authentication:

3. Please check the list of countries that allow Multifactor Authentication.

4. Check the Username box to enable Multifactor Authentication. Enabling Multifactor
Authentication will require the User to receive a code to their phone for a more secure
login.

5. Click Submit.

MANAGE USERS

O Refresh  + New Multifactor Authentication
shor: ® allusars O active Users Multifactor Authentication is currently available in the following countries:

® rchamplain | Roger Champlain + +1 United States of America (US)

+r robin | Robin Scott + +61 Australia (AU)

+ +1 Bermuda (BM)
+ +1 Canada (CA)
* +977 Nepal (NP)
= +84 Vietnam (VN)

Usemame:
Requires Multifactor Authentication: —b E]

—1 Submit Cancel

To Remove MFA: Navigation: ADMINISTRATION > MANAGE USERS
1. Click on the User to highlight the User.
2. Uncheck the Username box to disable Multifactor Authentication.

3. Click Submit.
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Set Password: Navigation: ADMINISTRATION > MANAGE USERS

1. Click on the User to highlight the User.

2. Click on Set Password tab.

MANAGE USERS

¢ Refresh + New

Show: @ Allusers () Active Users

—’ o rchamplain | Roger Champlain

+ robin | Robin Scott

v

® Enable/Disable # Edit 0 SetRole § Expire Password ¢ Multifactor Authentication  Set Password

User Account

Username: rchamplain

Disabled:

Role: RegularUser

First Name: Roger

Last Name: Champlain

Email: rchamplain@fakegmail.com
Mobile Phone:

Password Expired:
Requires Multifactor Authentication:

3. Fill in the Password and Password Confirmation blanks and Click Save or Cancel.

MANAGE USERS

& Refresh + New
show: @ Allusers O active Users

=P & rchamplain | Roger Champlain
% robin | Robin Scott

Change Password

Password Requirements
« The password must have at least 10 characters

+ The password must contain one uppercase and one lowercase letter.
« The password cannot be one of the last 3 passwords used.

Usemame: rchamplain
Password*:

Password Confirmation*:

—p Esae O Cancel

4. Communicate with the User regarding the new password assigned. The ASEBA-Web
program does not send out emails when Administrators change passwords.
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Manage Dictionaries

Use this function to create drop-down lists for AGENCIES, CLINICIANS,
FORM CUSTOM FIELDS ONE, FORM CUSTOM FIELDS TWO,
INFORMANT MESSAGE TEMPLATE and SCHOOLS when adding a form

or creating a template for messages to be sent to informants.

Navigation: ADMINISTRATION > MANAGE DICTIONARIES

v ¢ ADMINISTRATION ¥

@ wer v

18 MAMAGE USERS

SERS

¢ MAMAGE ACCOUNT SETTINGS P

[E] e-unTs HISTORY
IE ACTIVITY AUDIT LOGS

<
(%) PURGE OLD DATA

& cumacians

E‘ FORM CUSTOM FIELDS ONE

h

@. FORM CUSTOM FIELDS TWO

[Z MFORMANT MESSAGE TEMPLATES

[# schooLs

Last Activity Date

Status

lotonbach |
Bfsveen o I
Ier=m A
Bfferes |

Fosesme |

To Add AGENCIES: Navigation: ADMINISTRATION > MANAGE DICTIONARIES >

AGENCIES > New

1. Fill in the Agency and click Save. The Agency will show in the left column and will
be shown in the drop-down list.

AGENCIES l

) Refresh + New

@ Child welfare
@ Howard Center

@ Vermont Schools District

AGENCIES

& Refresh + New

® Child Welfare
® Howard Center

® Vermont Schools District

DD FORM

Assessed Person:

Form Source*:
Form Type*:
Form Contact:

Evaluation ID:

Pay for online scoring

@) T cption il b ramave soon, Learn more by cicking hre.

Due By Date:

Enter Problem Ttems Only:

Select a Agency to view or edit.

Click on New to add a new Agency.

Name*:

Justin Anderson

Electronic Form
Child Behavior Checklist for Ages 6-18

Robin Scott

e Eit charoeapplieiForm il ot b seoed untl“score repo” button s

O

+ Back

Manage Dictionaries: Agency

Add New Agency

Add Form

Society:
Clinician:

Agency:

School:

Form Custom Field One:
Form Custom Field Two:
Form Free Text Field One:

Form Free Text Field Two:

+ Next X Close
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To Add CLINICIANS: See page 10.

To Add FORM CUSTOM FIELDS ONE and TWO:

Navigation: ADMINISTRATION > MANAGE DICTIONARIES > FORM CUSTOM
FIELDS > ONE

ADMINISTRATION > MANAGE DICTIONARIES > FORM CUSTOM FIELDS >
TWO

1. Click New. Fill in the FORM CUSTOM FIELDS ONE or TWO and click Save.
The Custom Fields will show in the left column in the drop-down list.

FORM CUSTOM FIELDS ONE l

O Refresh |+ New Manage Dictionaries: Form Custom Field One

Select a Tenant Defined Field to view or edit.
Click on New to add a new Tenant Defined Field.

® Group 1

Add Form Custom Field One l

& Refresh + New

e Group 1 Name*

To Add Schools: Navigation: ADMINISTRATION > MANAGE DICTIONARIES >
SCHOOLS

1. Click New. Fill in the SCHOOL. Click Save.

SCHOOLS l

O Refresh  + New Manage Dictionaries: School

e Barton School Select a School to view or edit.

e Holland Elementary Click on New to add a new School.

» School2

Add New School l

(& Refresh + New

® Barton School Name*: B

@ Holland Elementary
) [ Save Q@ Cancel

® School2
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When adding a form, the school will appear in the School drop-down list:

ADD FORM
Assessed Person: Justin Anderson
Form Source* Electronic Form
Form Type* Child Behavior Checklist for Ages 6-18
Form Contact: Robin Scott

Evaluation 1D:

Pay for online scoring:
@ i opon il be remoed sco. Lesn e by cicking hre.

Due By Date:

Enter Problem Items Only: O

INFORMANT MESSAGE TEMPLATES:

Add Form

Society:
Clinician:
Agency:
school

Form Custom Field One:

Extra vt charge appliessorm willno be scred url"score report bution s icked.  Form Custom Field Two:
[ Form Free Text Field One:

Form Free Text Field Two:

+ Next X Close

ASEBA Standard v

Barton School

Holland Elementary
School2

Use this function to Add, View, Edit, or Delete Form Request Message for Informants.

1. Navigation: ADMINISTRATION > MANAGE DICTIONARIES > INFORMANT
MESSAGE TEMPLATES

e The INFORMANT MESSAGE TEMPLATES screen will open displaying
message templates for different languages, Refresh, STANDARD, CUSTOM, and
Close buttons. English will be the default.

INFORMANT MESSAGE TEMPLATES

(& Refresh

Template Type for Default Templcte: @ Standard O Custom

STNDsRD  cusToM

Castilian / Castellano / Spain
Catalan / Cataldn / Spain

Dutch / Nederlandse / Netherlands
% English / US

Finnish / Suomi / Finland

French / Frangais / Canada
French / Francais / France
Icelandic / Tslenska / Tceland
Ttalian / Ttaliano / Ttaly
Norgewian / Bokmdl / Norway
Spanish / Espafiol / Latinoamérica

Select a template from the left to view it, set it as preferred, or edit it if it is a custom template.

Manage Dictionaries: Informant Message Template

Click on "+ New' when in the custom tab to add a new custom template.

% Close

2. Choose STANDARD or CUSTOM Template:

1. Click on the language of the template to use and click Set Default. The

default template will be marked with a star in the templates list. The English

example is below.
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Name: Englih |
Subject: R

Fo: #INFO

O #DATE#S

Dear SINFORMANT_NAME?,

tease complete the follawing rating forms avaliable orikne:

\SFORMS,

o authortzed staff. You don't have to complete il the forms at the same time. Each form takes about 20 - 30 minutes to
el on the weh Ske.
Fo accass the forms, visi the My Foms web apa:

Goto: #ASERA_WEB_URL#

Usemame: #INFORMANT_USERNAME¥

#INFORMANT_PASSWORD# ignore this password If you aveady changed i)

an lick or folkow the Ik beiow

# Set Defoult

x Ciose

Example of the Castilian/Castellano/Spain template:

- Set Defauit

3. Standard Templates are not editable. Custom Templates are editable. To create a custom
template: * Do not delete anything that has a # next to it in the template message. *

1.
2.
3.
4.
S.
6.

Click on CUSTOM tab.

Click on the language template to use or click on the New tab.

Click Edit tab (with the New template, it is already open to edit).

The Name, Subject line and body of the template will be open to edit.

Name the template, customize the template (subject line and body of the template).
Click Save and Close.

o complete all the fonms at the same time. Each ferm takes sbout 20 - 30 mirutes to

(1gnone this passiced f you siready changed it)

o can chick ex follow the link bk

22



View a Form Request Message: Select a template on the left side of the screen.
The selected template will be displayed on the right side of the screen (Dutch,
shown below):

Mult u alstublift de voigende anline-vragenlisten in:
4FORMS_LISTH

Al uw antwoorden worden verto:

haeft de vragenkjten niet allemaal tegelfikertid In te wullen, Elke kst neemt
on & te vinden 0p de website

W Set Default

Edit a Form Request Message: Select CUSTOM tab on the left side of the
screen (Standard Templates are not editable). Click Edit. The template is open to
edit/customize. Name the new template (otherwise, default name will remain).
Click Save (to retain changes) or Cancel (to keep existing template).

Delete a Form Request Message: Select the template of interest on the left
side of the screen. Select Delete to remove the template. The question, “Are you
sure?” with buttons for Yes and No. Click Yes to delete the template or No to
retain it.

INFORMANT MESSAGE TEMPLATES

¢ Refresh + New Deleting: Test Template
Are You Sure?

Template Type for Defauit Template: @ Standard ) Custom
v Yes X No

STANDARD  CUSTOM

Castilian / Castellano / Spain
Catalan / Cataldn / Spain

Dutch / Nederlandse / Netherlands
English / US

Finnish / Suomi / Finland

French / Frangais / Canada
French / Frangais / France
Tcelandic / Islenska / Iceland
Ttalian / Italiano / Italy
Norgewian / Bokmal / Norway
Spanish / Espafiol / Latincamérica
Template 1

Test Template
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E-Units History (Administrative Users only)

This function allows Users to view the E-Units they have used and purchased within a
given timeframe.

1. Sign in to ASEBA-Web.

2. Navigation: ADMINISTRATION > E-UNITS HISTORY.

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

The E-Units History window also shows Account Name,
Expiration Date and E-Units Balance.

E-UNITS HISTORY b 4

E-Units History

Account Name: TESTING

Expiration Date: 26-Mar-2027 (776 Days)

E-Units Balance: 382
Date Range:
Start Date: 07-Jan-2025 £
End Date: 07-Feb-2025 i

Select from the Following Options:

s Create E-Units History Chart

I+

Export E-Units History Use

|+

Export E-Units Purchase History

* Close

4. In the Start Date box, edit the default date (current date) to reflect
the record start date by either using the calendar feature (icon on
the right) or keying in the date using the 2-digit day, 2-digit-
month, and 4-digit-year format.

5. In the End Date box, edit the default date (current date) to reflect
the record start date by either using the calendar feature (icon on
the right) or keying in the date using the 2-digit day, 2-digit-
month, and 4-digit-year format.
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6. Click on the options you would like to use:

E-UNITS HISTORY

3.5

2.5

1.5

0.5

v i Si

A B

2. Export E-Units History Use: An Excel file will download to
the Downloads folder on the computer.

|fm  Create E-Units History Chart

X Export E-Units History Use

F  Export E-Units Purchase History

1. Create E-Units History Chart: Example below.

Account Name:
Expiration Date:
E-Units Balance:

E-Units History

Jan-2025

TESTING

26-Mar-2027 (776 Days)

382

E-Units History

Feb-2023

M E-Units Consumed

+ Back X Close

@ E-unit_Expenditure_History

Transactionld

€ D

E F |6

H

1

K

L

M

N

[¢]

Transactit TransactionDateTime Descriptic Amount

1/7/2025 4:11:20 PM
1/9/2025 7:10:30 PM
1/9/2025 7:10:34 PM
1/9/2025 7:10:38 PM
1/9/2025 7:14:29 PM
1/10/2025 2:37:40 PM
1/10/20252:40:18 PM
1/10/2025 2:43:20 PM
1/14/2025 3:01:49 PM
2/7/2025 1:09:30 PM

Charges for adding a form
Refund for deleted form

Refund for deleted form

Refund for deleted form

Charges for adding a form
Charges for adding a form
Charges for adding a form
Charges for adding a form
Charges for adding a form
Charges for adding a form

OtherDeta EUnitBalance Id
498 436bafdd- TRF 6-18
500 3a983ab8-CBCLE-18
502 c115e9d7-CBCL6-18
504 ea91f5h4- CBCLG-18
502 b7b06e87-CBCLE-18
501 10acfded- CBCLE-18
500 fc3fc008-2CBCL6-18
499 cf0c99a8-1TRF 6-18
497 083584c7- CBCLE-18
495 cc9a62ec- CBCLE-18
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| |
ForminstrumentShortName FormEvaliAssessed

b5ad3echt
bf3ae2091
bf3ae2091
hf3ae2091
54a69009f
9f6efl9aa’
9f6efl9aa’
9f6efl9aa’
1e751f8ab
9f6efl9aa’

0

co oo oo oos

1

1

[ PrintPape ScoringFo Electronic TotalChar, UserName

2 TESTING\robin
-2 TESTING\robin
-2 TESTING\robin
-2 TESTING\robin
2 TESTING\robin
1 TESTINGArobin
1 TESTINGYrobin
1 TESTINGYrobin
2 TESTING\robin
2 TESTING\robin



3. Export E-Units Purchase History: An Excel file will download to the
Downloads folder on the computer.

E@ E-unit_Income_History

Al ~ i Jx~| Transactionld
A | | | D | E | F | G | H | | J | K | L | M | N | o | P
_|Transactionld TransactionDateTime Description Amount  OtherDeta EUnitBala Id Forminstr FormEvalt Assessed| PrintPape ScoringFo Electronic TotalChar UserName
i 0000-0000-0000: 2/13/20253:52:32PM  Initial deposit 10000 9992
i 1/13/20253:52:35 PM  Test data for testing e-units history 9998 f/b8b157-CBC elaaell6-757a602c- 0 1 1 2 ASEBA\admin
i 12/13/2024 3:52:35 PM  Test data for testing e-units history 9996 a75d227f- CBC Occ83da2- 5h863028- 0 1 1 2 ASEBA\admin
i 11/13/2024 3:52:35 PM Test data for testing e-units history 9994 8c9fed82-ICBC 7t8487f3-a 8686984 d5- 0 1 1 2 ASEBA\admin
i 10/13/2024 3:52:35 PM Test data for testing e-units history 9992 16588b47- CBC 0834aaab 98ed3c34- 0 1 1 2 ASEBA\admin

Note: If a form is deleted prior to sending a message or key entry (status
of form will say “New”), a refund will be issued, and the account will be
adjusted automatically. The account will receive one E-Unit if online

scoring was not selected for the form and two E-Units if online scoring was
selected for the form. No refunds will be given if the message was sent, or
the form was key entered. The status of the form will say either “Key-

Entered” or “Message Sent to Informant”.

Below, please find two examples of the Status of forms:

J DIRECTORIES @A INFORMANTS.
[} Start a New Assessment

- !
Q, Search X Clear
iy By O Firsthame O LastName
v B Root
> B3 ASEBA_Data_Transfer_2024-03-2¢
» B3 Martin Family
» B3 Nelson Family
& Justin Anderson
& Jacob Arrowood
& Richard Brown

& Zachary Brown

& Samantha Carpenter

r B2 Root (ssesce

» B3 Individual Assessed Persons (se-+y
» B3 Martin Family (o110

v B2 Nelson Family

& Jason Nelsor
& Masha Shika (Maha Shia)

» & Kathy White (secbssnesdstsers

[ roms

& ssesseD PERSON DETALLS
o

Forms for: Zachary Brown

O Refresh
D
> B sssonr
ome &

C Refresh

D

[ Add Form

[ Add Form

Last Activity Date
04-Dec-2024
04-Dec-2024
04-Dec-2024
04-Dec-2024
07-Feb-2025

07-Feb-2025

Forms for: Jason Nelson ( 1001----799968 )

Last Activity Date
27-Mar-2024
13-5ep-2024
17-Mar-2025

25-Mar-2025

|

Status Form Type
Key-Entered CBCL6-18
Key-Entered TRF 6-18
Key-Entered YSR 11-18
New CBCL6-18
New CBCL6-18
New CBCL6-18

& rowesmanon v @ was v

Satus Form Type

imported CBCL 6-18

Key-Entered TRF 6-18

Completed By Informant CBCL 618

New CBCL 6-18

26

Informant

Claire Brown
Deborah Donovan
Zachary Brown
Claire Brown
Robin Scott

Deborah Donovan

Informant

Thomas Jacobs
Judith Neison

Janice Nelson

Form Source

Electronic-Form

Electronic-Form

Electronic-Form

Electronic-Form

Self-Printed-Form

Self-Printed-Form

Form Source Date Completed
Import-File 07-Dec-2021
Electronic-Form 07-Aug-2024
Electronic-Form 17-Mar-2025
Electronic-Form

Date Completed
05-Jun-2024
05-Jun-2024

05-Jun-2024



Activity Audit Logs (Administrative Users only)

This function allows Users to view the activity within ASEBA-Web by Users or
Assessed Persons within a given timeframe.

1. Sign in to ASEBA-Web.

2. Navigation: ADMINISTRATION > ACTIVITY AUDIT LOGS

3. Choose a Start Date and End Date by clicking on the calendar icon.

4. Choose an Event Type: Sign-In/Sign Out, User Management or All Events

5. Choose either Export all activity audit log entries by date range only, Export
audit logs for a specific username, or Export activity audit logs for a specific

assessed person.

ACTIVITY AUDIT LOGS

Activity Audit Logs

Date Range:

Start Date: 13-Jan-2025

End Date: 13-Feb-2025

Event Type: Sign-In / Sign-Out v [ —

Activity audit logs are usually filtered either by the user who performed the activity or the assessed person on which the activity has been performed. Select one of the following options:
F  Export all activity audit log entries by date range only.
+  Export activity audit logs for a specific username.

+  Export activity audit logs for a specific assessed person.

X Close

ACTIVITY AUDIT LOGS

Activity Audit Logs

Date Range:
Start Date: 13-Jan-2025
End Date: 13-Feb-2025

Event Type: Sign-In / Sign-Out .
Activity audit logs are usually filtered either by the user who performed the activity or the assessat)f the following options:

& Export all activity audit log entries by date range only. User Management

. . All Events
+  Export activity audit logs for a specific username.

+  Export activity audit logs for a specific assessed person.

X Close

All exports will download into an Excel spreadsheet into the Downloads folder.

27



Purge Old Data (Administrative Users Only)

This function purges old data from ASEBA-Web.
1. Signin to ASEBA-Web.

2. Navigation: ADMINISTRATION > PURGE OLD DATA

PURGE OLD DATA x

Purge Old Data

Data before the date below will be deleted permanently and cannot be restored. The date used to determine whether data will be deleted is the Date Completed for the form, also seen as the Today's Date question on a form. If you are sure and want to continue, then select
a date, type the PIN number below and click the Yes, continue deleting ... button. Otherwise, if you do not wish to continue, simply close or cancel.

Before from Date:

[=

Today’s Date | Date Completed Year-Month-Day (required)

Given PIN:

@ e cien 21 e (rer)

+ ® Yes, continue deleting data from before the selected date, I understand this cannot be undone.

X Close

3. Choose a Before from Date by using the calendar icon. All data will be deleted
permanently and cannot be restored before the data chosen.
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Regular User Functions

When clicking on the USER menu (in upper right-hand corner) the User will have access to
their username, account name (for example: Robin (Testing), THEMES, ACCOUNT

STATUS, CHANGE PASSWORD and SIGN OUT.

v

- R Y | osenour
& ROEIN (TESTING) W

ROBIN SCOTT

£ THEMES P
[¥] accounT sTATUS
++| CHANGE PASSWORD

|+ senouT

Themes

This function allows the User to change the display color within the program.

1.

2.

Sign in to ASEBA-Web.

Navigation: USER > THEMES.

Select a theme from the pull-down list of 3 (LIGHT, HIGH CONTRAST LIGHT, and
DARK) color schemes/options to see how the program will display. The program will retain
the most recent theme selection. Theme choices include the following:

; USER ¥ I"’ SIGN OUT

‘ & ROBIN (TESTING) Y
ROBIN SCOTT
< HIGH CONTRAST LIGHT [£] account status

<+ DARK ##| CHANGE PASSWORD

|+ swenour
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Account Status

This function allows the User to view their Account Name, Expiration Date, E-Units
Balance, store website, ASEBA Customer Service phone number and ASEBA Customer

Service email address.
1. Sign in to ASEBA-Web.

2. Navigation: USER > ACCOUNT STATUS

ACCOUNT STATUS

Account Name: TESTING
Expiration Date: 26-Mar-2027 (770 Days)
E-Units Balance: 475

= store.aseba.org | 802.656.5130 | mail@aseba.org

X Close

Change Password

This function allows the User to change their password.

1. Sign in to ASEBA-Web.

2. Navigation: USER > CHANGE PASSWORD

3. Type in Current Password, then New Password and Password Confirmation.
Password must have 10 characters, an uppercase and one lowercase letter, and

cannot be one of the last 3 passwords used. Click Save.

{ANGE PASSWORD

Current Password*:

Password Requirements:
e The password must have at least 10 characters.
* The password must contain one uppercase and one lowercase letter.
+ The password cannot be one of the last 3 passwords used.

New Password*:

Password Confirmation®:

™ save ® Cancel
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Sign Out

This function allows the User to sign out of the
program.

1. Navigation: > SIGN OUT.

rerresH 9, Tools Y B3 omectory v * miorroata ¥ B serermvenroru v KX somnisTraTIon ¥ () HeLe v

RECTORIES & THFORMANTS (D recewTAcTvITY () HELP FOR HEW USERS

[ Start a New Assessment
m
{E=m ASEBA-Web™

Q searth X Cear

/ey O Fstiame O Lastiame

@ Refresh
[ Root
» [ ASEBA_Data_Transfer_2024-03-2¢ D Last Activity Date g Status 8 Form Type 8 Informant
* B Martin Family 07-Feb 2025 New CBCL618 Deborah Donovan

2. User will be returned to the initial “SIGN IN” screen.

ASEBA-Web™

Sign-In Credentials

This system is for authorized users only.

Region: @ Global | European Union

Username: |

Password: |

Account: |

Remember my sign-in credentials.: (]
I agree to the RCCYF's use of cookies to keep ASEBA-Web™ reliable and secure: Cookie Policy

& s v

Assessed Person

Zachary Brown

- I Forgot My Password
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Help Menu

This function allows the User to view FREQUENTLY ASKED QUESTIONS, ASEBA
SOFTWARE YOUTUBE CHANNEL, ASEBA SOFTWARE QUICK START GUIDE,
ASEBA-WEB PROCEDURES MANUAL, LICENSE DOCUMENTATION, and ABOUT
ASEBA-WEB.

HELP ¥
€ FREQUENTLY ASKED QUESTIONS

4+ ASEBA SOFTWARE YOUTUBE CHANNEL

ASEBAE SOFTWARE QUICK START GUIDE
ASEBA-WEB™ PROCEDURES MANUAL '

LICENSE DOCUMENTATION W

(P ABOUT ASEBA-WEB™

FREQUENTLY ASKED QUESTIONS: https://answers.aseba.org/

ASEBA SOFTWARE YOUTUBE CHANNEL:
https://www.youtube.com/channel/UClzvez ZzkpM83-kInJX1HQ

ASEBA SOFTWARE QUICK START GUIDE:
https://aseba.azureedge.net/manuals/ ASEBA-Web-ASEBA-PC-Quick-Start-Guide-1.4.pdf

ASEBA-WEB PROCEDURES MANUAL: https://aseba.azureedge.net/manuals/ASEBA -
Web Procedures 2023.pdf

LICENSE DOCUMENTATION:

LICENSE FOR RCCYF WEE-BASED APPLICATIONS

BUSINESS ASSOCIATE AGREEMENT FOR RCCYF WEB-BASED APPLICATIONS
DATA CONSENT

PRIVACY NOTICE

COOKIE POLICY

MESSAGING POLICY

32


https://answers.aseba.org/
https://www.youtube.com/channel/UCIzvez_ZzkpM83-kInJX1HQ
https://aseba.azureedge.net/manuals/ASEBA-Web-ASEBA-PC-Quick-Start-Guide-1.4.pdf
https://aseba.azureedge.net/manuals/ASEBA-Web_Procedures_2023.pdf
https://aseba.azureedge.net/manuals/ASEBA-Web_Procedures_2023.pdf

License Agreement

This menu item contains the LICENSE FOR RCCYF-BASED APPLICATIONS, BUSINESS
ASSOCIATE AGREEMENT FOR RCCYF WEB-BASED APPLICATIONS, DATA CONSENT,
PRIVACY NOTICE, COOKIE POLICY AND MESSAGING POLICY documents for viewing.

Sign in to ASEBA-Web.

1. Navigation: HELP > LICENSE DOCUMENTATION.

L IMPORTDATAY | & PRINTPAPERFORM Y | XX ADMINISTRATIONY = (D HELP ¥

9}_, FREQUENTLY ASKED QUESTIONS 1
‘R ( AssesseD PersoN ) l

O ASEBA SOFTWARE YOUTUBE CHANNEL

°
tMS & ASSESSED PERSON DETAILS 3 ASEBA® SOFTWARE QUICK START GUIDE

[} ASEBA-WEB™ PROCEDURES MANUAL

Aop Forn _L:—;'KEY'EIWRY &l Score Rerorr D Derar @ LICENSE DOCUMENTATION > D LICENSE FOR RCCYF WEB-BASED APPLICATIONS
i Form Long Name ¢ | EvalID @ ABOUT ASEBA-WEB™ 2023 [ BUSINESS ASSOCIATE AGREEMENT FOR RCCYF WEB-BASED APPLICATIONS
child Behavior Checklist for Ages 6- B (0 DATA CONSENT
6-18 Pamela Guyer Biologic
18 .
L4 PRIVACY NOTICE
11-18 Youth Self-Report for Ages 11-18 Jaxson Guyer Self —
4] COOKIE POLICY
P 6-18 Brief Problem Monitor - Parent Pamela Guyer Biologic; _,
[T

MESSAGING POLICY

2. Once selected, the documents will open.

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

ABOUT ASEBA-WEB: This window shows the ASEBA-Web version and various ways to
contact ASEBA.

ABOUT ASEBA-WEB™ x

3| System o
2 ™
E -
ASEBA-Web
[ esessment |
v4.5.1.5 | 28-Jan-2025

Copyright @ 2025 by Thomas Achenbach

(% aseba.org

= store.aseba.org | 802.656.5130 | mail@aseba.org
(% answers.aseba.org | 802.735.1540 | techsupp@aseba.org

Privacy Motice

¥ Close
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ASEBA-Web Procedures

Adding and Making Changes to a Directory

In ASEBA-Web, the Directory Functions allow the User to add and make
changes to directories and subdirectories. The DIRECTORY menu also
enables the User to access the download data function. If you do not wish to
create a directory, please proceed to the Assessment Wizard on page 41.

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

ADD DIRECTORY

ADD ASSESSED PERSON (Please use Assessment Wizard on page )
EDIT DIRECTORY/SUBDIRECTORY

DELETE DIRECTORY/SUBSIRECTORY

MOVE DIRECTORY/SUBDIRECTORY
REFRESH DIRECTORIES
EXPORT DATA (to Excel, SPSS, ASEBA Transfer Data or Progress and Outcomes Data Transfer)

A A T

ADD DIRECTORY/SUBDIRECTORY

Use this function to add one or more directories (for example, a clinic, research center, hospital, etc.)
and (if applicable) to organize assessed individuals.

1. Sign in to ASEBA-Web.

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

3. Select/highlight the directory or subdirectory where you want to add a directory or
subdirectory.

4. Navigation: Click on Root directory > DIRECTORY > ADD DIRECTORY (or, in
the right frame, under the DIRECTORY DETALILS tab, select Add Subdirectory,
or, alternatively,

5. right click with your mouse on the Root folder or on the selected directory and select
Add Directory.)

sep pERSONS ¥ [

(SSESSED PERSONS [ v Elomeow v & asseseseson ¥ ‘.‘. "
O, Search | X Clear £ osscromes & noon a w5 3 oowcroerormas
isessed Pers ~
Display By: () First Name () Last Name [ Start a New Assessment Directory: Root
- -
9 ratesn R - - T
Q search X Clear Identification Code [ = + Add Assessed Person Y sewch X Gear Identification Code: 59-8108
- » Dvpley by O st
1e7f8bbed76e450¢ 5 [ Move Items in Folder
» B "

b87fa7e3aa504d 3¢ ¢ Refresh Directories » B3 ASEBA_Data_Transfer_2024-03-2¢
.
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EDIT DIRECTORY/SUBDIRECTORY
Use this function to make changes to the name of a directory or subdirectory.
1. Sign in to ASEBA-Web.

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

3. Select/highlight the directory or subdirectory you want to edit. Any Assessed Person
who has been added to this directory will be displayed in the right frame of the screen
under the ASSESSED PERSONS tab.

4. Navigation: Select the directory > right click > Edit (or, in the right frame,
under the DIRECTORY DETAILS tab, select Edit).

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

SSED PERSONS B3 piRecToRY DETALLS

I DIRECTORIES A& INFORMANTS

[ Start a New Assessment Assessed Persons in Directol

¢ Refresh + Add Assessed Pers

Q, search X Clear Identification Code
ispizy By () Firet tame () Last Name 664ed01d95h544ea0
¥ [ Root
NIC-465e9
» 1 ASEBA_Data_Transfer_2024-03-2¢ EDIT x
._b N W 26a%a8d3b5
E; Add Directory
» [ Nelson Fe Jacob Martin
+ Add Assessed Person
& Justin An
- ' B2 Move Ttems in Folder MSmith N
a Jacob Arr ame:
- () Refresh Directories Michael Martin
4 Richard B i i
- 7 Edit f— Martin Family
& Zachary £ 04a776e67e264e23a
® Delete
a Samanth:
- & 4+ Move Ttem d1a2fa3da09b41919 I
a Olivia Day _.'
- + Export Data a6082ca879c649879 Iﬂ Save 9 Cance
® Tomara Teerne

EFRESH A, TooLs ¥ [0 DIRECTORY ¥ g ASSESSED PERSONS ¥ [£] REPOR’*’ 2 mpoRTDATA Y &

IRECTORIES a4 INFORMANTS & ASSESSED PERSONS 1 pRecTORY DETADLS
[ Start a New Assessment Directory: Martin Fan*/
. B3 Add Subdirectory & Edit 3 Delete
Q, search ¥ Clear Identification Code: 01-1046
ayBy: O Firsthame O Last Name Name: Martin Family
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DELETE DIRECTORY/SUBDIRECTORY

Use this function to delete a directory or subdirectory.
Sign in to ASEBA-Web.

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

Select/highlight the directory or subdirectory you want to delete. Assessed Persons
who have been added to this directory will be displayed in the right frame under the
ASSESSED PERSONS tab.

Navigation: DIRECTORY (from the tab on top) > DELETE (or, in the right frame,
under the DIRECTORY DETAILS tab, select Delete, or, alternatively, right click
the directory with your mouse and select Delete). All these methods may be used to
delete a directory or subdirectory.

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

Select Yes to delete the directory or No to cancel.

v

) reFREsH W, Toos ¥ [0 DmecToRy ¥ & AssEsseD pE I

o

aa B3 DD pIRECTORY
1 DIRECTORIES @ INFORMA —*

o
+ DD AssEssED PERSON B3 DIRECTORIES & INFORMANTS & ASSESSED PERSONS B pmecTory petAnLs

[ starta New A [ WOVE ITEMS IN FOLDER ises

) REFRESH DIRECTORIES E [ start a New Assessment Directory: Martin Family +
1 D Re
zarch:
=  @oaee 4 . E; Add Subdirectory 4 Edit  ® Delete
Q search 3 ¥ exwortoATA dentif o
Q, search X Clear Identification Code: 01-1046
splay By: () First Name O Last Name s6ded
v B Root pisplay By: O FrstName O Last Name Name: Martin Family
NIC-4¢
» [ ASEBA Data Transfer_2024-03-2¢ v B Root
s Y = Martin Family 26a%ai » [ ASEBA_Data_Transfer_2024-03-2¢
» [ Nelson Family Jacob b 2 C Martin Family
slay By O FrstName (O Last Name Nz

© B Root
» [0 ASEBA_Data_Transfer_2024-03-2¢
_" L4 w Add Directory LE-EIZ X
» [ Nelson Fam 4 Add Assessed Person

& Justin Ande [z Move Items in Folder

& Jacob Arrov ¢ Refresh Directories Deleting: Martin Family
& Richard Bre 4 Edit Are You sura?
& Zachary B @ Delete <=

a Samantha ( 4 Move Item

" Yes * No

a Olivia Davis ¥ Export Data
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MOVE A DIRECTORY/SUBDIRECTORY

Use this function to move the location of a directory or subdirectory.

1.

2.

Sign in to ASEBA-Web.

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

Select/highlight the directory or subdirectory you want to move. Assessed persons
who have been added to this directory will be displayed in the right frame under the
ASSESSED PERSONS tab.

Navigation: Right click on directory or subdirectory to move > Select +Move Item.

Choose the location to move the directory or subdirectory from the drop-down Target
Directory list. Click +Move Item tab.

v [ Root
» [ ASEBA_Data_Transfer_2024-03-2¢

_. ) 2t
> | B B3 Add Directory

R i
B Nelson Fam 44 assessed Person MOVE ITEM *

.o
4 Justin Ande o e Ttems in Folder

.
4 Jacob Arrov ) Refresh Directories
A RchardBro Lo Item To Move: Martin Family

i

-
a Zachary Brc ® Delete

-
A Samantha ¢ + Move tem 44—

- i i Move Item
2 Olivia Davis + Export Data 5 —» +

® Topamen T i

Target Directory:

4

MOVE ITEM x

Item To Move: Martin Family
Root

ASEBA_Data_Transfer_2024-03-26T14 47 26_1.zip (2024-
Mar-26 10:55:44)

Nelson Family
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REFRESH DIRECTORIES
Use this function to update/refresh the directory list.
1. Sign in to ASEBA-Web.

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

3. Navigation: REFRESH, or DIRECTORY (from the tab on top) >
REFRESH DIRECTORIES (or, alternatively, right click the
directory and select REFRESH DIRECTORIES).

4. Your list of directories will be refreshed.

v V

() rerrest W, Toois ¥ OO DIRECTORY ¥ & ASSESSED PERSONS ¥ [Z] REPORTS ¥ } MPORTDATA ¥ B SELF-PRINTED FO

B3 ADD DIRECTORY

] pReCTORIES &A INFORMA \SSESSED PERSONS (3 DIRECTORY DETAILS

4+ ADD ASSESSED PERSON
[} Starta New A [ MOVE ITEMS IN FOLDER ;ses*d Persons in Directory (No Subdirectories

o %) Refresh + Add Assessed Person F~ Move Items in Folde

Search: 3 BPoRT DATA
O, Search ¥ Clear Identification Code
Display By: O FirstName O Last Name 001-001-001

-3

(1 Sample Directory

& Sample AssessedPerson

() rerress 9, Toos ¥ B3 DmecTory ¥ & Assess

B DIRECTORIES & & INFORMANTS a A
[ start a New Assessment As:
Search: | c
O, sSearch ¥ Clear Id
Display By: () First Name () Last Name
v [ Root

BRI o oecony

& Sample Dil + Add Assessed Person
a Sample As F= Move Items in Folder
Refresh Directories 4-
Edit

Delete

Move Item

I« + ® N G

Export Data
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ASEBA-Web Procedures

Assessment Wizard for Adding Assessed Persons, Adding Forms, Sending
Messages to Informants, and Changing Language of Message to Informants.

1. Signin to ASEBA-Web.

2. Creating a directory is optional. If you do not wish to create a directory
first, please skip to number 4. Otherwise, Select the DIRECTORIES tab (if it
is not already selected by default) on the left side of the screen. All current
directories will be listed in the left frame.

3. Navigation: Right click on Root directory. Select Add Directory or click on DIRECTORY tab
in top menu and select ADD DIRECTORY. Name the directory.
Click SAVE or CANCEL to close ADD DIRECTORY window.

v

B pmecToriEs &4 INFORMANTS

[ Start a New Assessment %
() rerresv W, Toois ¥ B9 DERectory Y & Asses ADD DIRECTORY
Search: Ex DIRECTORY
= [ DIRECTORIES =~ a& INFORMA E; oo Name:
Q search ¥ Clear + ADD ASSESSED PERSON ’
Diplay By: O Fistiiame O Last ama [ Starta New A [ MOVE ITEMS IN FOLDER mS0e © Cunens
—' M % Add Directory L | O REFRESH DIRECTORIES
» B + Add Assessed Person - Search: +  EXPORT DATA
» B Bx Move Items in Folder Q, search|| ¥ Clear 1
» B ¢ Refresh Directories ~
[ Display By: () First Name () Last Name 1
a F Edit
a * Export Data I v b

4. Click on START A NEW ASSESSEMENT tab.

B Asesa-web™

5. Select either an existing Assessed Person or create a new Assessed Person. In the example
below, a new Assessed Person was chosen.

START A NEW ASSESSMENT

First, select an existing assessed person or create a new assessed person.
Whao would you like to create a new assessment for?

-+ I want to select an assessed person that was previously created.

—P +  Iwantto create a new assessed person.
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6. A choice is given to create an Assessed Person from an existing informant.

(For example, an existing informant could be a parent that has already filled out
a form in the system but has never been assessed themselves.)

In the example below “Is this new assessed person already in the system as an
informant?” the answer is No, as this is a new assessed person. Click No.

START A NEW ASSESSMENT

You can create a new assessed person from an existing informant.
Is this new assessed person already in the system as an informant?

+ Yes

+ = No

7. Please fill out the required information. Auto-Generate Identification Code will create an
alphanumeric ID. This can be unchecked if User wants to type in an Identification Code.
Names are optional. Identification Code, Gender, and Date of Birth are required. Please
use the calendar icon for the Date of Birth.

START A NEW ASSESSMENT

Create an assessed person with the following details:
Assessed Persan Name:
Title

First:
Middle:
Last:

Nickname:

Auto-Generate Identification Code:
Identification Code:

Gender: Unknown
Date Of Birth:

Ethnicity:

Address:
Address Line One:

Address Line Two:
city:
State or Province:
Postal Code:
Country:

Mobile Phone:

Home Phone:

Work Phone:

Email:

+ Next X Close

8. Address, Mobile Phone, Home Phone, Work Phone and Email are optional

Address:

Address Line One:
Address Line Two:
City:
State or Province:
Postal Code:
Country:

Mabile Phone:

Home Phone:

Work Phone:

Email:

Next X Close

. Click Next.



9. Choose which directory to put the Assessed Person in. If a directory was
not created, please choose the Root directory. Click Save.

START A NEW ASSESSMENT

What directory do you want to place the new assessed persen into?

Directory:

START A NEW ASSESSMENT

What directory do you want to place the new assessed person into?

Directory:

Sample Directory v
M Save
+ Back + Next X Close

v

Sample Directory
B ¢

" Root

+ Back -+ Next X Close

10. Please choose the Form Source from the drop-down list. There are three choices:
Electronic Form, Paper Form (paper behavioral form previously filled out by an informant
(parent, etc.) or Self-Printed Form (a blank behavioral form to print out from the program).

ADD FORM

Assessed Person:

> rorm Source*:

Jason Richardson

Form Type*:
v Paper Form

Form Contact: Self-Printed Form

Add Form

Sodiety:

Clinician:

Agency:

School

Evaluation ID:

Pay for online scoring:
@ This option will be removed so0n. Leam more by dlicking here.

Due By Date:

Enter Problem Items Only: D

11. Please choose the Form Type (a Child Behavior Checklist for Ages 6-18 was chosen in the
example below). Continue to fill out the rest of the Add Form information. Click Next.

ADD FORM

Assessed Person: Jason Richardson

Form Source*: Electronic Form

Extra E-unit charge apphessForm will not be scored unil"score report” button i clicked,

« Back

Form Custom Field One:
Form Custom Field Two:
Form Free Text Field One:

B

Form Free Text Field Two:

=+ Next X Close

Add Form

Society:

Clinician:

-> Form Type*:

Agency:

Brief Problem Monitor for Ages 18-59: Ratings by Others =

Form Contact: Caregiver-Teacher Report Form for Ages 1 1/2-5

Evaluation 1D:

Child Behavior Checklist for Ages 1 1/2-5

—’ Child Behavior Checklist for Ages 6-18

Pay for online scoring:
@ Thi opbion il b removed soon. Lasrm mare by cieking here.

Older Adult Self-Report for Ages 60 and Above

Due By Date:

Teacher's Report Form for Ages 6-18

Enter Problem Items Only:

41

Older Adult Behavior Checklist for Ages 60 and Above

+ Back

School:

Form Custom Field One:

Form Custom Field Two:

Form Free Text Field One:

Form Free Text Field Two:

+ Next X Close

ASEBA Standard

ASEBA Standard



Form Contact: The form will autofill with the name of the person that is logged into the
program. If this User needs to be changed, please click on the drop-down menu and
choose the desired User.

ADD FORM

Add Form
Assessed Person: Jason Richardson Society: ASEBA Standard
Form Source*: Electronic Form v
Clinician:
Form Type*: v
Agency:
School
Evaluation ID: Tia Jacobs one:
i i Robin Scott Form Custom Field One:
Pay for online scoring:

Due By Date: B Form Free Text Field One:

Enter Problem Items Only: O Form Free Text Field Two:

+ Bac + Next X Close

Evaluation ID is for hospital use with electronic medical records.

Pay for online scoring option will be removed shortly. 1 E-Unit will be charged for creating a
form and 1 E-Unit for scoring that form. The program will no longer pull E-Units ahead of time for
scoring, so Users will only be charged when a form is created and when the Score Report button is
clicked. E-Units are automatically returned if a form is in “New” status is not u sed and is deleted.

Due By Date is optional. Use the calendar icon.

Problem Items Only: Check this box if the informant only needs to fill out the
Problem Items section of the form.

Society will default to ASEBA Standard. If another country needs to be chosen, use the
drop-down list to choose the country.

Clinician, Agency, School, Form Custom Field One, and Two and Form Free Text Field
One and Two are all optional. Clinician through Form Free Text Field two are buildable
databases.

12. Click Next.

13. Select Informant: An Informant is the person responsible for filling out the form.
Select either I want to select an informant that already has a record in this
application, or [ want to create a new informant. Fill out the information on the
informant. For this example, I want to create a new informant is selected.

ADD FORM

Select Informant

This form requires an informant to be assigned. The informant is responsible for filling out the form. Select from the following options:

+ I want to select an informant that already has a record in this application.

—’ > I want to create a new informant.

+ Back + Next
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ADD FORM

Select Informant
Create a new informant with the following details:
First Name*:
Last Name*:
Mabile Phone:
Email:

Relationship:

+ Back X Close

14. Add New Informant information if selected. Click Next.

15. Review the information. Detailed description of charges shows Available E-Units,
Total E-Units Charged and E-Units Remaining After Submit. Click Submit.

ADD FORM

Review Form Details

Assessed Person: Jason Richardson Society:

Form Source: Electronic Form Clinician:

Form Type: Child Behavior Checklist for Ages 6-18 Agency:

Form Contact: Jess Smith School:

Evaluation ID: Form Custom Field One:

Pay for online scoring: Form Custom Field Two:

Informant: Katie Richardson Form Free Text Field One:

Relationship: Biological parent Form Free Text Field Two:

Due By Date:

Enter Problem Items Only: Next is a detailed description of your charges (E-Units):

Available E-Units:
Total E-Units Charged:
E-Units Remaining After Submit:

—_— [ Submit

+ Back -+ Next X Close

ASEBA Standard

50
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16. The message “Would you like to send a message to the informant notifying them of
the new form? “will open. Click Yes to send message to an informant or No to end

the NEW ASSESSMENT WIZARD. For this example, Yes was selected.

Would you like to send a message to the informant notifying them of the new form?

17. Fill in the Informant email if it wasn’t autofilled. The Bee and Reply To email address
will autofill with the Form Contact’s email address. If this address needs to be

changed to a different User (clinician), please see Form Contact, page 42.
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SEND MESSAGE TO INFORMANT »

Informant: Katie Richardson

Informant Email*: — > | |

From*: do-not:reply-for-aseba-we

Bec: | jsmith@fake.gmail.com |

Reply To*: ‘ Jsmith@fake.gmail.com ‘

Subject*: | Request To Complete Forms |

Select a message template: | English / Default / Click to see more -
0: Katie Richardson &
n: 18-Feb-2025

Dear Katie Richardson,
Please complete the following rating forms available online:

BCL 6-18

I of the answers that you give are confidential. Your answers will only be available to authorized staff. You don't have to complete all the forms at the same time. Each form takes about 20 - 30 minutes to complete. Please complete the rating forms as soon as possible.

@ & Clicking on "Send” you agree to our Messaging Policy.

© Cancel ~ Q Preview 3 Send

e To change the language of the message, please click on the drop-down list at the Select a
message template section and choose the desired language: The message will change to the
chosen language. The Informant will have the choice of English or the chosen language to
fill out the form. Click Send.

SEND MESSAGE TO INFORMANT

Informant: Katie Richardson

Informant Email*: [ |

From*: do-n ly-for-aseba-w

Bec: | Jomith @fake. gmail.com |

Reply To*: ‘ Jjsmith@fake.gmail.com |

Subject*: ‘ Reguest To Complete Forms |
\ |

Select a message template: English / Default / Click to see more v
0: Katie Richardson French / Francais / Canada -
: 18-Feb-2025 French / Francais / France

Dear Katie Richardson, Tcelandic / fslenska / Iceland

Italian / Italiano / Italy
Please complete the following rating forms available online:
Norgewian / Bokmal / Norway
BCL 6-18 Spanish / Espafiol / Latinoamérica
Template 1 -

Il of the answers that you give are confidential. Your answers will only be available to authorized staff. You don't have to complete all the forms at the same time. Each form takes about 20 - 30 minutes to complete. Please complete the rating forms as soon as possible.

@ 2y Ciicking on "Send” you agres o our Messaging Policy,

® Cancel ~ Q Preview 3 Send
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e The new Assessed Person will be created in the left column under the DIRECTORIES
tab and the accompanying form will be created under the FORMS tab in the right column.

The status of the form will say Message Sent to Informant.

@ remesn W 7oois v B3 omecor v [ roms ¥ RewoRts ¥ A mporToaTa ¥ ) seprmvievrou Y XX apunastesion ¥ () mew v

O omecrores @i miFORMANTS [Mromes & sssesse person peTals

[ Start a New Assessment Forms for: Jason Richardson
. C Refresh [ Add Form [Br Key-Entry [E] Score Report [ Details / Comments # Edit ® Delete i3 Go To Informant
Q search X Qear D B Last Activity Date g Status g Form Type g Informant
Dol By [ First Hame 1 Last Hame —> 18-Feb-2025 Message Sent to Informant CBCL6-18 Katie Richardson
v B Root

B3 Sample Directory

A& sample AssessedPerson

— Bz

& usR Y

Date Completed

e Once the form is started by the informant, the status will change to In-Progress, then
Completed-By-Informant once the form is completed. If a clinician enters the form at any

time, the form status will say Key-Entered.

© romes X

£ omecrormEes & mroRmaNTS

[ Start a New Assessment

g
)
Q sewch X Cear
| wlay By Frst Name Last Narmw
& Refresh

8 ASEBA-Web™

v B Root
‘ B3 Sample Directory 0 H Last Activity Date £ Status i Form Type
| - -
‘ & Sampie Assceecdrerson 21-Feb-2025 Completed By Informant CBCL 6-18

& Jason Richardson

Informant

Katie Richardson

vy |+ s

Assessed Person

Jason Richardson

¢ Once the form has been submitted, the clinician can open the form using the KEY-ENTRY
tab to make sure all answers are completed. Click Save and close, and score the form by

clicking on the Score Report tab.

** Please do not enter a sent form until the status states Completed-By-Informant. Otherwise, the connection
between the form and the Informant will be broken and the Informant will not be able to return to the form to fill it
out if not complete. **

Examples of Form Status: In-Progress

& som 7
i
T
- ASEBA-Web™
Q search X Clear
Sagtor . O pestrame O st fame
O Refresh
v D Root
B3 Sample Directory D H Last Activity Date H Status H Form Type
& Sample AssessedPerson 21-Feb-2025 In-Progress (5%) CBCL 6-18

& Jason Richardson

O rerresw W Toois ¥ B3 omecTory ¥ ST D war v
£ omectorEs & nwomsnTs

[} Start a New Assessment

™
Sonch ASEBA-Web
Q seach X Cear
ouctay By: O Frstrame O Last hame
© Refresh
v B3 Root

£ Sample Directory D H Last Activity Date H Status H Form Type

a e AS erson

N 21-Feb-2025 In-Progress (40%) CBCL 618
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Informant

Katie Richardson

Informant

Katie Richardson

Assessed Person

Jason Richardson

Lumv s

@ Welcome to ASEBA-Web™

Assessed Person

Jason Richardson



ASEBA-Web Procedures

Adding, Editing, Deleting, and Viewing an Assessed Person

The Assessed Person functions in ASEBA-Web allow Users to add, edit, delete, view
and refresh Assessed Persons, without using the Start New Assessment Wizard.

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

1.

2.
3.

ADD ASSESSED PERSON 4. VIEW/GO TO ASSESSED PERSON
EDIT ASSESSED PERSON 5. EXPORT DATA
DELETE ASSESSED PERSON 6. REFRESH ASSESSED PERSONS

ADD ASSESSED PERSON

1. Sign in to ASEBA-Web.

Select the DIRECTORIES tab (if it is not already selected by default) on the left
side of the screen. All current directories will be listed in the left frame. Right-click
Root directory - options will now be available to ADD DIRECTORY or ADD
ASSESSED PERSON.

Select/highlight the directory or subdirectory in which you want to add an Assessed
Person. If any Assessed Persons have already been added to this directory, they will
be displayed in the right frame of the screen under the ASSESSED PERSONS tab.

Navigation: DIRECTORY (from the tab on top) > ADD ASSESSED PERSON or in
the right frame, under the ASSESSED PERSONS tab, select Add Assessed Person,
or, alternatively, right click on Root folder with your mouse and select Add Assessed
Person.) All these methods may be used to add an Assessed Person to the directory.

v

) reFREH A4 Toos v [ DEECTORY * & ASSESSED PERSONS ¥
E: ADD RECTORY
C: Start
+ ADD ASSESSED PERSON +—-
B omrcioems df ppony [ MOVE ITEMS B4 FOLDER
P
Displary By First Hame L=
*
o n W OB D MECRNY Y | R ASEMDiEsMMe  EAMRNC T MO | @
N Skt 3 New Assacamant
secnes | 88 pevees g =
—— - + Add Assassed Persor »
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5. The screen will open, displaying fields for SELECT FROM EXISTING
INFORMANTS, IDENTIFICATION, DEMOGRAPHICS, PERSONAL
INFORMATION, CONTACT INFORMATION, and ADDRESS, as well as
SAVE and CANCEL buttons at the bottom of the screen (PERSONAL
INFORMATION, CONTACT INFORMATION and ADDRESS tabs are

optional).
ST FROM EXISTING INFORMAe MTION  CONTACT DWORMATION  ACCRE
lable Pers Ne
. Email:
rrrrrr ICATION Muobile Phone;
. Work Phor
o-Ger
Identificat d Home P
POGRAPHI
M) save ® Cancel
l +
I )
f Birth = PERCONAL INFORMATION MTACT INFORMATION  ADDRESS
Address Line One:
PERSOMAL INFORMATION
Address Line Two:
Title
City:
st
State or Province:
Middle:
. Postal Code:
Country:
M s (] E sa ® ca

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

e SELECT FROM EXISTING INFORMANTS or Create New: In the box to the
right of Available Persons, clicking on the down arrow displays Create New
(default) along with a list of individuals who have already been added (if any) as
Informants. User may select one of the listed Informants to be an Assessed Person

or create a new Assessed Person.

e IDENTIFCATION: Click on Auto-Generate Identification Code box for an

automatically created ID code or create a unique Identification Code in space
provided.

e DEMOGRAPHICS: Ethnicity: Click the drop-down arrow to select ethnicity of the
Assessed Person into the box.

Gender: Click the drop-down arrow to select options (Unknown, Male, Female,
Another).

Date of Birth: Either key in the birthday (format 4-digit-year, 3-letter

month abbreviation-2-digit day, e.g., 2008-Jan-03) or use the calendar icon
feature.
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PERSONAL INFORMATION: Enter Title (Mr., Mrs., Dr., etc.), First Name,
Middle Name, Last Name, and Nickname (optional) of the
Assessed Person.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Title:
First:
Middle:
Last:

Nickname:

M Save ® Cancel

e CONTACT INFORMATION: Enter Email address,
Mobile Phone, Work Phone and Home Phone.
Entering this information is optional.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Email:
Mobile Phone:
Work Phone:

Home Phone:

M Save ® Cancel

ADDRESS:Enter Address Line One, Address Line Two, City,
State or Province, Postal Code and Country.
Entering this information is optional.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Address Line One:
Address Line Two:
City:

State or Province:
Postal Code:

Country:

M save ® Cancel
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EDIT ASSESSED PERSON

Use this function to make changes to an Assessed Person in a directory or subdirectory.
1. Signin to ASEBA-Web.

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

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

4. In the right frame on the screen, under the ASSESSED PERSONS tab, select
the Assessed Person to be edited. Select ASSESSED PERSONS tab from
top menu, then select EDIT.

v

& ASSESSEDPERSONS ] DIRECTORY DETAILS

DIRECTORIES @& INFORMANTS

[, Start a New Assessment Assessed Persons in Directory (No Subdirectories): Root

) Refresh + Add Assessed Person & GO0 to Assessed Person E> Move Items in Folder

Q, search X Clear Identification Code B Name t
play B ) st Hame () Lt o df143bd111e64c3b8 Jason Richardson
-
001-001-001 Sample AssessedPerson

3 Sample Directory
a Sample AssessedPerson

a Jason Richardson

v

() rerresH W, Toois ¥ EJ oRectoRy Y & AssessenpersoMs ¥ [ FoRMs ¥ RepoRTs ¥ 1 mporTDATA ¥ & seFermneDFORM Y KX apmmastreion ¥ (G

O pmeCTORIES A& INFORMANTS O rerresh 1 DIRECTORY DETAILS
# o
[ Start a New Assessment ® onere ns in Directory (No Subdirectories): Root
a GO TO ASSESSED PERSON
. _I - vj S . Add Assessed Person & GO to Assessed Person E2. Move Items in Folder
earch:
Q search ¥ Cear Identification Code B Name *
Display By: ) First Name | Last Name = dr143bd111e64c3068 Jason Richardson
>
001-001-001 Sample AssessedPerson

[ Sample Directory
& Sample AssessedPerson

& Jason Richardson
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5. Click on the Assessed Person to highlight them, then right click on the Assessed
Person and select Edit. Alternatively, in the right frame, under the ASSESSED PERSON

DETALILS tab, select Edit.

O rerresn W, Toos ¥ B3 omecrory ¥ [ FoRms ¥ REPDF‘.L 2 wmror

[ pmecrorEs ‘; INFORMANTS

[ Start a New Assessment

[ Forms

A ASSESSED PERSON DETAILS

Details for: Jason Richz

+ # Edit ® Delete
Search
Q, search X Clear IDENTIFICATION
Display By: () First Name () LastN
e . e Identification:
v [ORoot
B3 Sample Directory DEMOGRAPHICS
a Sample AssessedPerson
efresh Directories Gender:
I /' Edit Date Of Birth:
@ Delete Age:
-+ Move Item
i Export Data PERSONAL INFORMATION QONTACT INFC

The EDIT screen will open, displaying a window with previously entered data in fields for
IDENTIFICATION, DEMOGRAPHICS, PERSONAL INFORMATION, CONTACT
INFORMATION, and ADDRESS, as well as Save and Cancel.

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

EDIT

IDENTIFICATION

Auto-Generate Identification Code:

Identification Code:

DEMOGRAPHICS

Ethnicity:
Gender:

Date Of Birth:

PERSONAL INFORMATION
Title:

First:

Middle:

Last:

Nickname:

—

[ save

CONTACT INFORMATION

df143bd111e64c3b8

Other X v

Male v

ADDRESS

Jason
R

Richardson

® Cancel
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DELETE ASSESSED PERSON

Use this function to delete an Assessed Person from the directory or subdirectory.

1. Signin to ASEBA-Web.

2. Select/highlight the DIRECTORIES tab (if it is not already selected
by default) on the left side of the screen. All current directories will

be listed in the left frame.

3. Select/highlight the directory or subdirectory in which the Assessed Person you wish
to delete is listed. Assessed Persons who have been added to this directory will be
displayed under the ASSESSED PERSONS tab in the left frame of the screen.

4. In the left frame on the screen, under the ASSESSED PERSONS tab,
select/highlight the name of the Assessed Person you wish to delete.

5. Navigation: Assessed Person>DIRECTORY>DELETE or, in the right frame,
under the ASSESSED PERSON DETALILS tab, select Delete, or, alternatively,
right click with your mouse and select Delete.

!

ReFrEsH W, Tools ¥ [ omectory ¥ [] Forms ¥ [£]

23 mrorua C) REFRESH DIRECTORIES -~ a
® paEE 4'
[ Starta New A -+ move rmem etails fo
/ Edit
arch:
O, Search ¥ Clear

tay By: (O First Name () Last i
play By: irst Name e Identificatic
r B Root

B3 Sample Directory DEMOGRAPHICS

& Sample AssessedPerson

Gender:

DIRECTORIES &k INFORMANTS Hj FORMS ; ASSESSED PERSON DETAILS

[, Start a New Assessment Details for: Jason Richards

# Edit ® Delete ‘_

arch:

Q, Search X Clear IDENTIFICATION

splay By: O First Name O Last N
P B R o Identification:
v B Root

53 Sample Directory DEMOGRAPHICS

& Sample AssessedPerson
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[ Start a New Assessment Forms for: Jason Richardson *

‘ ¢ Refresh [} Add Form [ Key-Entry [£] Score Report [ Details / Comments # Edit @ Delete ad Go To Informant

arch:

Q, search X CQear D H Last Activity Date H Status B Form Type B Informa
sy o O st tiame O Lasttame 21-Feb-2025 Completed By Informant CBCL 6-18 Katie: Ric
v [ Root

B Sample Directory

& Sample AssessedPerson

- -
fre sh Directories

# Edit
Delete

—>

®
4+ Move Item
*

Export Data

6. The DELETE screen will open, and the question “Are You Sure?” with buttons for Yes and No.

DELETE x

Deleting: Jason Richardson

Are You Sure?

v Yes * No

7. Click Yes to delete this Assessed Person or No to retain this person in the directory.
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VIEW/GO TO ASSESSED PERSON

Use this function to view an Assessed Person in the directory or subdirectory.

1.

2.

Sign in to ASEBA-Web.

Select/highlight the DIRECTORIES tab (if not already selected
by default, on the left side of the screen). All current
directories will be listed in the left frame.

Select /highlight the Root directory. Click on the Assessed Person you
wish to view. Assessed Persons who have been added to this
directory will be displayed under the ASSESSED PERSONS tab in
the left frame of the screen

Navigation: Click on the Root directory. Click on the Assessed Person in the

right column. Click on Go to Assessed Person.

C rerrest W, Toois ¥ B oRectory ¥ & assessepeemsons ¥ [ Forms ¥ (£ reports ¥ b mwporTDATA ¥
[ DIRECTORIES & i INFORMANTS & ASSESSEDPERSONS [ DIRECTORY DETAILS

[ Start a New Assessment Assessed Persons in Directory (No Sub®rectories): Root

S ) Refresh + Add Assessed Person & Goto Assessed Person
earch:
Q, search X Clear Identification Code Name t
Display By: O Firstame O Last Name —-’ df143bd111e64c3b8
> -
001-001-001

B Sample Directory
& Sample AssessedPerson

A Jason Richardson

% SELF-PRINTED FORM ¥

Jason Richardson

5. The screen will open, displaying a list of the forms currently added for the
selected Assessed Person under the FORMS tab in the right frame on the

C) rerresy W, toois ¥ [ omecrory ¥ [ rorms ¥ [E] revorTs ¢ e

0 pmecToRES

X start a New Assessment

Search:

Q, search

O Frsttiame O Last Name

Display By:

v B Root

& & INFORMANTS

screen.

From this screen, the User may select/highlight a particular form for an
Assessed Person and perform various functions related to it under the

FORMS tab or Select the ASSESSED PERSON DETAILS tab to view,

edit, or delete information.

= cprprmTEn FoRM Y X apmiasTraTion ¥ (D) HELD Y

v

IMPORT DATA ¥

[[YroRMs & ASSESSED PERSON DETAILS

Forms for: Jason Richardson *

) Refresh [ Add Form [ Key-Entry [E] Score Report [ Details / Comments # Edit
X Clear D Last Activity Date Status Form Type
+ 21-Feb-2025 Completed By Informant CBCL 6-18

3 Sample Directory

a Sample AssessedPerson

-

& Jason Richardson
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¢ ADMINISTRATIOM

E= Move Items in Folder

Sample AssessedPerson

ai Go To Informant

Informant

Katie Richardson



REFRESH ASSESSED PERSONS

Use this function to update/refresh the list of Assessed Persons.

1. Sign in to ASEBA-Web.

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

3. Select/highlight the directory or subdirectory in which the Assessed Person you
wish to refresh is listed. Assessed Persons who have been added to this directory
will be displayed under the ASSESSED PERSONS tab in the right frame of the

screen.

Navigation: REFRESH tab in left corner, highlight Root directory, click on ASSESSED
PERSONS (from the tab on top) > REFRESH or, in the right frame, under the
ASSESSED PERSONS tab, select Refresh.

\ \

() rerress W, Tools ¥ F1 pmecrory ¥ A ASSESSED PERSONS [E] reorTs ¥ L mpoRTDATA ¥ B2 SELF-PRINTED FORM ¥ 0 sommrsTRaTIoN ¥ (D) HEL ¥
0 pmecromEs & INFORMANTS O rerres peRsons [ DIRECTORY DETALLS
D) Start a New Assessment Asses#d Persons in Directory (No Subdirectories): Root
) Refresh + Add Assessed Person F= Move Items in Folder
o =
Q, search X dear Identification Code H Name *
Display By: () Fisttlame () st oo dF143bd111e64c308 Jasan Richardson
>
001-001-001 Sample AssessedPerson

5 Sample Directory
& Sample AssessedPerson

& Jason Richardson
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ASEBA-Web Procedures

Form
Functions

The Form functions in ASEBA-Web allow the User to perform form-related tasks.
Form functions currently available in ASEBA-Web include the following:

1. ADD FORM
2. KEY-ENTRY

3. SCORE/VIEW REPORT

4. DETAILS/COMMENTS

5. EDIT FORM

6. DELETE FORM

7. PRINTING A FORM/REPORT

8. SELF-PRINTED FORM

9. ASSESSED PERSON FUNCTIONS

10. INFORMANT FUNCTIONS

11. REFRESH FORMS

12. SCORE/VIEW CROSS INFORMANT REPORT

13. SCORE/VIEW MFAM (MULTI-INFORMANT) REPORT

ADD FORM

The ADD FORM function allows the User to add a form(s) for an Assessed
Person. Forms currently available in ASEBA-Web include the following:

¢ Adult Behavior Checklist for Ages 18 to 59 (ABCL 18-59)

® Adult Self-Report for Ages 18 to 59 (ASR 18-59)

® Brief Problem Monitor-Parent Form (BPM-P) for Ages 6-18) (BPM-P 6-18)

® Brief Problem Monitor-Teacher Form (BPM-T) for Ages 6-18) (BPM-T 6-18)
® Brief Problem Monitor-Youth Form (BPM-Y) for Ages 11-18) (BPM-Y 11-18)

Brief Problem Monitor-Other Form (BPM-O) for Ages 18-59 (BPM-O 18-59
Child Behavior Checklist for Ages 1.5 to 5 (CBCL 1.5-5)

¢ Child Behavior Checklist for Ages 6 to 18 (CBCL6-18)

e (QOlder Adult Self-Report for Ages 60 to 90 (OASR 60-90)

e (Older Adult Behavior Checklist for Ages 60 to 90 (OABC 60-90)
® Teacher’s Report Form for Ages 1.5 to 5 (C-TRF 1.5-5)

® Teacher’s Report Form for Ages 6 to 18 (TRF 6-18)

® Youth Self-Report for Ages 11 to 18 (YSR 11-18)
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1. Sign in to ASEBA-Web.

2. Select the DIRECTORIES tab on the left side of the screen. All current directories will be
listed in the left frame.

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

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

5. Navigation: FORMS (from the tab on top) > ADD FORM or, in the right frame, under the
FORMS tab, select Add Form).

) B v v ) - v: @ v 8 v 0 v % v
] cosCTORnS a8 peroRIuNT O £ PORSCN DETAL

D xoorome L e—

[ Start a New Assessment ) oew pIEN son *chardson
7 S | B A Dl
_+ Add Form ¥ Key-Entry [t} Score Report [) Details / Comments
L ¥
X Clear R cerrE : ast Activity Date : Status

oty By TIRE, L n . e, 21-Feb-2025 Completed By Informant

6. The ADD FORM screen will open, displaying Assessed Person, Form Source, Form
Type, Form Contact, Evaluation ID, Pay for online scoring, Due By Date, Enter
Problem Items Only, Society, Clinician, Agency, School, Form Custom Field One,
Form Custom Field Two, Form Free Text Field One and Form Free Text Field Two.

ADD FORM

Add Form

Assessed Person: Jason Richardson Society: 'ASEBA Standard
Form Source*: Electronic Form v -

Clinician:
Form Type*: v

Agency:
Form Contact: Jess Smith v

Schoal

Evaluation ID:
Form Custem Field One:

Pay for online scoring:

e et o st s 55 Foq Custom Field Two:

Due By Date: B Form Free Text Field One:

Enter Problem Items Only: O Form Free Text Field Two:
« Bad > Next X Close
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7. Assessed Person: The individual for whom a form was added to is displayed in the
field for Assessed Person.

8. Form Source: Please choose a form from the drop-down list. There are three choices:
Electronic Form, Paper Form (paper behavioral form previously filled out by an informant
(Parent, etc.) or Self-Printed Form (a blank behavioral form to print out from the program).

\DD FORM

Add Form

Assessed Person: Jason Richardson Society:

Clinician:

Form Type*:
Paper Form

Agency:

Form Contact: ‘ Self-Printed Form School:

Evaluation 1D: Form Custom Field One:

Pay for online scoring: Form Custom Field Two:

© s cpon il b removes spon. Lea more by cicing here Extra E-unit charge apples:Form will not be scored until*score report” button is dlicked,

Form Free Text Field One:
Due By Date: [l

Form Free Text Field Two:
Enter Problem Items Only: C]

9. If Self-Printed Form is chosen, please skip to page 74 for continued instructions.

10. Form Type: Click on the down arrow on the right side of the field to display
a pulldown list of the form types you may add. Selecting a form type is
necessary to proceed with adding a form. The Child Behavior Checklist Ages
6-18 was chosen in the image below.

ADD FoRM
Add Form
Assessed Person: Jason Richardson society:
Form Source*: Electronic Form v
Clinician:
Form Type*: . —]' Agency:
Form Contact: Adult Behavior Checkiist for Ages 18-59 school:
Evaluation ID: Adult Self-Report for Ages 18-59 Form Custom Field One:
Brief Problem Monitor - Parent
Pay for online scoring: Form Custom Field Two:
Brief Problem Monitor - Teacher ed

@  This option vill be removed soan. Learn more by clicking here.

Brief Problem Monitor - Youth Form Free Text Field One:

Due By Date:

Brief Problem Monitor for Ages 18 - 59: Self Ratings Form Free Text Field Two:
Enter Problem Items Only: - M
+ Back + Next X Close
ADD FORM
Add Form
Assessed Person: Jason Richardson Society:
Form Source*: Electronic Form v i
Clinician:
Form Type*: —I Child Behavior Checklist for Ages 6-18 -
Agency:
Form Contact: Jess Smith v
School:

Evaluation ID:
Form Custom Field One:

Pay for online scoring:

e e e 12 ok ot o s e ot . g Custom Feld T

Due By Date: f5|  Form Free Text Field One:
Enter Problem Items Only: O Form Free Text Field Two
+Back |+ Net X Close
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11. Evaluation ID: is for hospital use with electronic medical records.

12. Pay for online scoring: 1 E-Unit will be charged for creating a form and 1 E-Unit for
scoring that form. The program will no longer pull E-Units ahead of time for scoring, so
Users will only be charged when a form is created and when the Score Report button
is clicked. E-Units are automatically returned if a form in “New” status is not used and is
deleted.

13. Due By Date: This is optional. Use the calendar icon.

14. Enter Problem Items Only: Check this box to have the Assessed Person fill out
only the Problem Items.

Pay for online scoring:

@ This option will be removed soon. Leam mare by clicking here. Extra E-unit charge applies:Form will not be scored until "score report” button s dlicked.  Form Custom Field Two:

Due By Date: ] Form Free Text Field One:

Enter Problem Items Only: O Form Free Text Field Two:
+ Bac + Next X Close

15. Society: will default to ASEBA Standard. If another country needs to be chosen, use the
drop-down arrow to choose the country.

Add Form
Society: —> ASEBA Standard v
T Clinician: ASEBA Standard
v Algeria
Agency:
gency Australia
b
School: Bangladesh
Form Custom Field One: Belgium
Brazil
icked.  Form Custom Field Two:
Bulgaria .
= Form Free Text Field One:
Form Free Text Field Two:
+ Next X Close

16. Clinician: Use the drop-down arrow to choose the clinician from the list. This list is created
by clicking on ADMINISTRATION > MANAGE DICTIONARIES > CLINICIANS

17. Agency: Use the drop-down arrow to display pull-down list of agencies. This list needs
to be created through ADMINISTRATION > MANAGE DICTIONARIES >
AGENCIES.

18. School: Use the drop-down arrow to display a list of schools. This list needs to
be created through ADMINISTRATION > MANAGE DICTIONARIES > SCHOOLS.

e Please review all the information on the ADD FORM window.

e Please view the detailed description of charges.

e Available E-Units: E-Units left in current ASEBA-Web account.
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e Total E-Units Charged: The number of E-Units charged for the current transaction.

Charged = 2 - 1 E-Unit for creating a form and 1 E-Unit for scoring that form.

e E-Units Remaining After Submit: The number of E-Units that the User will have
left after a transaction. Click Submit.

DD FORM

Assessed Person:
Form Source:

Form Type:

Form Contact:
Evaluation ID:

Pay for online scoring:
Informant:
Relationship:

Due By Date:

Enter Problem Items Only:

Review Form Details

Jacob Arrowood

Electronic Form
Child Behavior Checklist for Ages 6-18

Robin Scott

John Arrowood

Grandparent

+ Back

KEY-ENTRY

Society:
Clinician:
Agency:
School:

Form Custom Field One:
Form Custom Field Two:
Form Free Text Field One:
Form Free Text Field Two:

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

Available

Total E-Units Charged:
E-Units Remaining After Submit:

M Submit

=+ Next

E-Units:

X Close

ASEBA Standard
Daniel McCabe
Child Welfare
School2

475

473

The KEY-ENTRY function allows the User to enter a form for an Assessed Person (as well

as to view or make changes to a form that has already been entered).

Sign in to ASEBA-Web.

you wish to key enter, view, or make changes to.
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Select the DIRECTORIES tab (if it is not already selected by default) on the left
side of the screen. All current directories will be listed in the left frame.

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

Select/highlight the Assessed Person from the left side of the screen. Any forms that
have been added for this individual will be displayed on the right side of the screen.

In the right frame on the screen, under the FORMS tab, select/highlight the form



6. Navigation: FORMS (from the tab on top) > KEY-ENTRY or, in the right
frame, under the FORMS tab, select Key-Entry, or, alternatively, right click the
form with your mouse and select Key-Entry.

\

Y rerresk W, Toos ¥ B3 omectory Y [ rorms ¥ Elreports ¥ X meorToena Y S sm

D pmecromes | & iveorsnTs G rerress D pERSON DETALS Forms for: Jacob Arrowood
[ Ao Form
[ Start a New Assessment [ oereans/comens  3cob Arrowood * ¢) Refresh [ Add Form [ Key-Entry [E] Score Report 0
. - e 7 Add Form [ Key-Entry . .
search: B xereamr <= ID H Last Activity Date g Status
Q Search X Clear ® oaeE i LastActivity Dal
- - PR + 04-Dec-2024 Startad F
Jieplay By: () First Name () Last Nama. ad GOTO INFORMANT 04-Dec-2024 B Key-Entry
v 04-Dec-2024
£ oot 04-Dec-2024 [E] Score Report
» [1ASEBA_Data_Transfer_2024-03-2¢ 4-Dec-200] )
-Dec-: -Dec- tails /
» B3 Martin Family 04-Dec-2024 D) Deta Comments
» B2 Nelson Family 04-Dec-2024 04-Dec-2024 ¢ Edit
& Justin Anderson 10an-2025 S ® Delete
Jan-
— —— a4 Go To Informant

7. The KEY-ENTRY screen will open to the first tab (Child, Pupil, Youth,
etc.) previously entered data for this form (if applicable) will be displayed.

Jse the anow keys { 1 | — « ) to navigate between items.

Pupif's first name: pary
Pupil's maddie name: Thomas
Pupif'slast name: Amowood
Pupi's gendes 1-Bay

1 the pupil ibentifies as another gender, please speciy

Pupis age: o

Pupifs ethnic group or race: 4~ Native American, First Nations

If 'Other!, please speciy
Today's date: 18-Jun-2024 &

+ Next [) Save and close © Cancel

8. Complete as much information as is available under this first tab. Note that, throughout
the forms, some items will require text input by using the keyboard and typing directly
into a box, while others have pull-down menus or calendars which are accessed by
fields and selecting. Note: For faster key entry for Problem Items, click in the
first box and enter 0, 1, or 2 and then it automatically advances as you enter
responses using the number keypad, as well as clicking on the down arrow or
calendar icon, respectively, on the right sides of the text box.

9. Continue moving through and completing the rest of the form sections by clicking on

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

10. When finished, click on the Save and close or Cancel.
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(Note: The Key-Entry feature allows the User to halt online form completion by an
Informant, if necessary. To use this function, select the form of interest, go to Key-Entry

tab, the form will open, then select Save. The form will no longer be available for completion
by the Informant on https://www.asebaforms.org/).

Otherwise, please do not enter the form using the Key-Entry tab before the Informant
submits the form, as this action will break the link to the form for the Informant.

***Please save your form before exiting out of program or if leaving form to finish later,
as the program automatically times out after 20 minutes of inactivity. Save
often***

SCORE/VIEW REPORT

The SCORE/VIEW REPORT function in ASEBA-Web allows Users to view the scored form
results on various scales, depending on form, as well as a Narrative Report, and Critical Items
scores.

The SCORE REPORT function allows the User to view the scored results of a form for which
“Pay for online scoring” has been endorsed.

(Note: The SCORE REPORT feature charges one E-Unit for scoring the form the first
time. You are not charged for scoring the same form multiple times).

1. Sign in to ASEBA-Web.

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

3. Ifnot already open, double-click the directory or subdirectory (to open it) which
contains the Assessed Person for whom you want to view a report/scored
results of a form.

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

5. Navigation: REPORTS (from the tab on top) > SCORE REPORT or, in the
right frame, under the FORMS tab, select Score Report, or, alternatively, right
click the form with your mouse and select Score Report.
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http://www.asebaforms.org/)

% merresH W, Tools ¥ B pmecToRy Y

I DIRECTORIES &d FORMANTS

[ Start a New Assessment

search:

Q, search X Clear
yisplay By: () First Name () Last Name
v B Root

» [0 ASEBA_Data_Transfer_2024-03
* [ Martin Family

+ & Jacob Martin

1 Start a New Assessment

rch:

C, Seach X Clear

\

[ rorms ¥ [Elrerorts * L miporToata ¥ & sEreprmTEDFORM Y KX ADmmasTRamion ¥ (D) HEWS

dayBy: O FirstName ) Last Name _+

£ Root
» [ ASEBA_Data_Transfer_2024-03
¥ [ Martin Family

s i A Jacob Martin

L S T,

[ Fores [£] score reporT ‘—

[£] score cROSS-INFORMANT REPORT
Forms ror: Jacop marun +

) Refresh [ Add Form @ Key-Entry [£] Score Report [ Details / Comments

D H Last Activity Date H Status
04-Dec-2024 Key-Entered
04-Dec-2024 Key-Entered
04-Dec-2024 Imported
05-Dec-2024 Imported

Forms for: Jacob Martin
C Refresh [ Add Form [ Key-Entry [E] Score Report [} Details / Comments

i} B Last Activity Date B Status

04-Dec-2024 e

B keyenry €—

04-Dec-2024 K&) g score Report
04-Dec-2024 Im; O Details / Comments
05-Dec-2024 i ¢ EO°

® Delete

6. In the right frame on the screen, under the FORMS tab, select/highlight the form for
which you wish to view the report/scored results. The screen will open to the SCORE

REPORT window.

SCORE REPORT

Society: | ASEBA Standard v [E Apply

RE= LY

CBCL/6-18 - Competence Scale Scores
1D Jacob Martin ‘Gender: M Date Completed: ‘Clinician: 47-2500 David rettew. Informant: Tessa Martin Seciety: ASEBA Standard
Name: Jacob Martin Age: 10 Birth Date: 07-May-2009 Agency: Relationship: Stepparent Verified: No
0
) F
H HE )
=z z
50 60
50
- =
40 40 0
30
30 i)
2 = 20
H i
e 20 e 10
Activities Social School Total Competence
[Raw Score (Sum) 9 35 3 [Raw Score (Sum)| 155
| T Score 40 29-C 338 [ T Score 28-C
[ Percentile 16 <3 s [ Percentile <z
gmesroo T TV
i i b B = Borderline clinical rangs; C = Clinical range;
§TAE efomeractiiue: Zefmients 3 Repated i Broken Lines = Bordsrline clinical range
12 18 Mexn pert kil o V2 contactwih | 0 VIL4 Seboolproblms
3 mazenon .
P Total Score for each scale is rounded to nearest 0.5.
On Activities and Soclal Seales, if one item 15 missing, the
mean of the other ifems is substituted.

7. Click on the three dots in upper right-hand corner to make document map available
in upper left column of the window. Navigate through the report by selecting the arrows
on the top left of the report. The last page of the report will be the Narrative Report
(depending upon the form type).
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SCORE REPORT

SOORE REPORT

Society: | ASEBA Standard v | E Apply
2L Exporr CI @ @
® Competence Scale Scores ‘
= Syndrome Scale Scores
= Intemalizing, Externalizing, Total ‘ CBCL/6-18 - Competence Scale Scores
. 2007 st & ‘ ID: Jacob Marin Gender: M Date Completed: 12-Mar2025 _ Clinician: Daniel McCabe Informant:  Megan Martn Society: ASEBA Standard
cale Scores
Name: Jaceb Martin Age: 1n Birth Date: 06-Feb-2014 Agency: Howard Center Relationship: Biological parent Verified: No
® Narrative Report And Critical ltelv‘
30
} ) z
H H
‘ i in
53
‘ 50 60
= 50
| s
‘ Tow —
‘ 3
| %
k] = 20
\ i i
‘ ] &1
‘ Activities Social School Total Competence
[Raw Score (Sum) 12 7.5 3 [Raw Score (Sum) 225
‘ [ T Score 53 46 338 [ T Score 46
| [ Percentile 34 5 [ Percentite 34
T T =
‘ i x:"“;’ ; B = Borderling clinical range; € = Clinical range;
‘ I Vizefm 3 Reperted goce Broken Lines = Borderline clinical range
« 0 VILé Scoolproblm
03
| v U At i Total Score for each scals is rounded to nerest
‘ 4 On Activities and Social Seales, if one item is missing, the
‘ mean of the other items is substituted.
‘ Printed bv: TESTING robin
Society: | ASEBA Standard v | El Apply

= Competence Scale Scores

u Syndrome Scale Scores

= Intemalizing, Externalizing, Total
= 2007 Scale Scores

™ arrative Report And Critical Iter

SR

o © @ [

CBCL 6-18 - Narrative Report And Critical Items

ID:  Jacob Martin Date Completed:  12-Mar-2025
Name: Jacob Martin Clinician:
Gender: M Informant: Megan Martin
Age: 11 Society  ASEBA Standard Relationship: Biclogical parent
Birth Date: 06-Feb-2014 Printed by: TESTING \robin Agency:
The Child Behavior Checklist for Ages 6-18 (CBCL 6-18) was ipleted by Megan Martin, Jacob's biological parent, to obtain

her perception of Jacob's competencies and problems. Ms. Megan Martin reported that Jacob participates in 3 sports and that he
has interests in 3 hobbies. He belongs to 2 social organizations, teams, or clubs. Ms. Megan Martin reported that Jacob has 3 jobs
or chores. Ms. Megan Martin rated Jacob's school performance as Below average in Reading, English, or Language Arts, Below
average in History or Social Studies, Below average in Arithmetic or Math, Below average in Science. Ms. Megan Martin rated
Jacob's performance in 1 additional subject as Below average.

Jacob's Total Competence score was in the normal range for parents’ ratings of boys aged 11. His score on the Activities scale
was in the normal range. His score on the Social scale was in the normal range. His score on the Schocl scale was in the
borderline clinical range (3rd to 7th percentile).

On the CBCL 6-18 problem scales, Jacob's Internalizing Problems, Externalizing Problems and Total Problems scores were all in
the borderline clinical range (84th to 90th percentile) for boys aged 11. His scores on the Anxious / Depressed, Somatic
Complaints, Social Problems, Thought Problems and Aggressive Behavior syndromes were n the normal range. His scores on
the Withdrawn / Depressed and Rule-Breaking Behavior syndromes were in the borderline clinical range (93rd to 97th
percentile). His score on the Attention Problems syndrome was i the clinical range above the 97th percentile. These results
mdicate that Jacob's biological parent reported more problems than are typically reported for boys aged 11, particularly problems
of Withdrawn / Depressed, Attention Problems and Rule-Breaking Behavior nature.

On the CBCL/6-18 - DSM-Oriented Scales, Jacob's scores on all rated scales were in the normal range.

On the CBCL/6-18 - 2007 Scale Scores, his scores on the Obsessive-Compulsive Problems and Stress Problems scales were in
the normal range. His score on the Sluggish Cognitive Tempo scale was in the borderline clinical range (93rd to 97th percentile).
His score in the borderline clinical range suggests that the DSM should be consulted to determine whether Jacob might meet
diagnostic criteria for disorders characterized by problems included on that scale.

Critical Ttems

In addition to the scale scores, it is important to consider scores on individual problem items. Because they may raise
particular challenges for 12 . 1t is esp ly important to note the problems listed below that were reported with
scores of 1 or 2. Look at comments made by the informant on the form in relation to these problems to obtain more

information about risks associated with the Euhlems and the contexts in which the Emblems oceur
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DETAILS/COMMENTS

The DETAILS/COMMENTS function allows the User to view, download, and/or print the details
of a form (including all item responses and comments) that has been partially or fully completed
for an Assessed Person either by a User or the Informant (online completion).

1. Sign in to ASEBA-Web.

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

3. Ifnot already open, double-click the directory or subdirectory (to open it) which contains the
Assessed Person for whom you want to access the details of a form.

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

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

6. Navigation: FORMS> DETAILS/COMMENTS or, in the right frame, under the
FORMS tab, select DETAILS/COMMENTS, or, alternatively, right click on the form
with your mouse and select DETAILS/COMMENTS.

v

") rerrest W, Toos ¥ B3 pmectory ¥ [ rForms ¥ [E]l reports ¥ A mvMporTDATA ¥ 2 seLeeriNTEDFORM Y X apmmastration ¥ (D) wE ¥
3] DIRECTORIES @A INFORMANTS O rerresy {ED PERSON DETAILS
[} ADD FORM
[ start a New Assessment D cemas comens <dcob Martin *
' eorr L
- 71 Add Form [ Key-Entry [E] Score Report [ Details / Comments
e [ kev-EnTRY
Q, search ¥ Clear ® peELETE H Last Activity Date g Status
Display By: ') First Mame '_/ Last Name 04-Dec-2024 KE!Y' Entered
v [ Root
04-Dec-2024 Key-Entered
» [ ASEBA_Data_Transfer_2024-03
04-Dec-2024 Imported

v [ Martin Family

—= & Jacob Martin 05-Dec-2024 Imported

7. The DETAILS/COMMENTS screen will open, displaying tabs for FORM, Q&A, and
DOWNLOAD/PRINT, and Close.
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The FORM Tab

The FORM tab displays details about the selected form entered, including Form Type, Pay
for online scoring, Enter Problem Items Only, Society, Evaluation ID, Status, (Verified is
no longer available), Date Completed, Due By Date, Assessed Person Identification,
Assessed Person, Informant Identification, Informant, Informant relationship to the
Assessed Person, Clinician, Agency, School and Form Custom Fields One and Two and
Form Free Text Field One and Two.

DETAILS / COMMENTS

FORM Q&A DOWNLOAD / PRINT

Form Type: Child Behavior Checklist for Ages 6-18
Pay for online scoring:

Enter Problem Items Only:

Society: ASEBA Standard

Evaluation ID:

Status: Key-Entered

Verified: No

Date Completed: 12-Mar-2025

Due By Date:

Assessed Person Identification: Jacob Martin
Assessed Person: Jacob Martin

Informant Identification:

Informant: Megan Martin

Relationship: Biclogical parent

Clinician:

Agency:

Schoal:

Form Custom Field One:

Form Custom Field Two:

Form Free Text Field One:

Form Free Text Field Two:

X Close
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The Q & A Tab

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

DETAILS / COMMENTS

;;;;; o
am meo.
Question i Answer H Comment
Child’s first name: Jacob
Child's middle name: Daniel
Child’s last name: Martin
Child's gender: Boy

IF the child identiies as ano.
Childs age: 1
Chilg’s ethnic group or race: white

IF Other’ please specify

Today's date: 12-Mar-2025
Child's date of birth: 06-Feb-2014
Child's grade in school Grade 5

IF Other’ please specify

Parent 1's usual type of work, receptionist
Parent 2's usual type of work.. truck driver
“This form filled out by (type. Hegan Martin
Your gender: Woman

F you identify 35 another gen.

X Close

The DOWNLOAD/PRINT Tab

e The DOWNLOAD/PRINT tab allows the User to view the FORM and Q & A details, as
above, and Preview the DETAILS REPORT for downloading/exporting.

DETAILS / COMMENTS

O, Preview
® Close

e Click on the Preview tab.
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DETAILS/COMMENTS can be downloaded/exported and/or printed by selecting
Preview. The DETAILS/COMMENTS screen will open. The DETAILS REPORT is
comprised of two parts: The Entries Report (responses to items, partially shown below)
and the Comments Report (any comments written in regarding items on the far-right
column, shown following the Entries Report). Use the arrows in the upper left-hand

corner of the report to advance through the report.

JETAILS [ COMMENTS

.
X LR

Child Behavior Checklist for Ages 6-18
Entries Report
Printed by: TESTING robin

m: Tacob Martin Date Completed:  12-Mar-2025 Verified: Mo
Name:  JacobMartin Informant: Megan Martin
Gender: M Birth Date: 06-Feb2014 Clinician:
Ager n Relationship:  Biologieal parent Ageney:

Child's first name: Jacoh

Child’s middle name Daniel

Child's last name: Martin

Child's gender: 1-Bay

If the child identifies as another gender, please specify:

Child's age: n

Child's ethnic group or race: 6 Whits

If 'Other’, please specify

Today's date: 12-Mar-2025

Child's date of birth: 06-Feb-2014

Child's grade in school: 8- Grade 5

If 'Other, please specify:

Parent 's usual type of work, even if not working now: recaptionist

Parent 2's usnal type of work, even if not working now: truck driver

This form filled out by (type your full name) Megan Martin

Your gender: 2 - Woman

If you identify as another gender, please specify:

Your relation to the child. 1 - Biological parent

If 'Other’, please specify:

Does your child take part in sports? For example: swimming, baseball, skating, 1 - Yas

skateboarding, bike riding, fishing, etc

1 Enter one sport that your child most likes to take part in. basebail
1o Fammacad bn athars nftha cams ama shamt o s dims dns e hild [r——

DETAILS / COMMENTS

FORM

o
o
>

DOWNLOAD | PRINT

¢ 2 i

.7 EXPORT T0 THE SELECTED FORMAT v

Child Behavior Checklist for Ages 6-18

Comments Report
Printed by: TESTING robin

m: Date Completed: 12-Mar-2025 Verified:  No
Name:  Jacob Martin Inforesant: Megan Martin

Gender: M Birth Dae: 06-Feb-2014 Clinician:

Age n Relationship:  Biological parent Agency:

-

. Enter one sport that your child most likes to take part in.
He plays short siop, first base and sometimes pifches.

w

. Enter a third sport that your child most likes to take part in.
He plays midfielder.

-

. Enter one hobby, activity, or game that your child most likes to take part in.
He has gotten very good. Learning lots of tricks.

-

. Enter one job or chore that your child has:
He has to be told constantly to clean his room.

r

. Enter a second job or chore that your child has:
Does usually taks out the garbage without having o be told

w

. Enter a third job or chore that your child has:
Daes a good job walking the dog.

-

. About how many close friends does your child have? (Do not include brothers and sisters)
He has a couple of close friends that comes over almost daily.

2. About how many times a week does your child do things with any friends outside of regular school hours? (Do
not include brothers and sisters)
His friends stay an hour or sa and then go home for supper

1. Compared to others of

similar age, how well does your child get along with brothers and sisters?
s . .

s
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e To EXPORT: If desired, the DETAILS/COMMENTS report can be exported to one of two file
formats: Acrobat (PDF) or TIFF:

e Click on the drop-down arrow in the EXPORT box and select export format (PDF or TIFF):

v oy

"
I [ g EXFORT TO THE SELECTED FORMAT % ExrorT G % . l
e

AcrosaT (PDF) FILE

TIFF FILE ist for Ages 6-18

e Click EXPORT to begin the process.

The file will download to the Downloads folder on your computer and be named CBC Details_the Assessed
Person's name and Identification number_date.pdf

= CBC Details_JacobMartin_JacobMMartin_20230312

To PRINT: If desired, the DETAILS/COMMENTS report can be printed:

v
¢ e i

Select the PRINT icon

The PRINT window will open, allowing User to access and make any necessary changes to printing function
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EDIT FORM USING KEY-ENTRY TAB

The KEY-ENTRY function allows the User to edit a form that has been completed for an
Assessed Person.

1.

[ DIRECTORIES @3 INFORMANTS.

[} Starta New Assessment

Sescch
Q Seach X Clear
Dispiay By: O FrstName O Last Name

v E3Root

Sign in to ASEBA-Web.

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

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

Select/highlight the Assessed Person from the left side of the screen. Any forms that
have been added for this individual will be displayed side of the screen.

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

Navigation: Select/highlight Assessed Person > Select/highlight form that needs
editing > Select Key-Entry tab.

The form will open to the first tab. Please edit information and Save and close.

Drows & resessen serzonpemns

Forms for: Jacob Martin ¢

& Refresh [ Add Form [ Key-Entry [E] Score Report [ Details / Comments & Edit ® Delete

»  [3 ASEBA_Data_Transfer_2024-03

v E3 Martin Family

b il & Jacob Martin

1 pmecTormes O 85 mr

D i Last Activity Date i Status i FormType i Informant i Form Source i Date Completed
13-Mar-2025 Key-Entered CBCL 6-18 Megan Martin Transfer-File 12-Mar-2025
04-Dec-2024 Key-Entered CBCL 6-18 Tessa Martin Transfer-File
04-Dec-2024 Imported CBCL 6-18 David Martin Transfer-File
05-Dec-2024 Imported CBCL 6-18 Michelle Martin Transfer-File 24-Mar-2020

The Edit tab only allows the User to edit the Form Contact, Evaluation ID,
Relationship, Due by Date, Society, Clinician, Agency, School, Form
Customer Field One and Two, and Form Free Text Field One and Two.

ORMANTS [ rorms & ASSESSED PERSON DETAILS

a
[ Start a New Assessment Forms for: Jacob Martin *

zarch:

G, search
isplay By: () First Name
¥ [ Root

) Refresh [ Add Form [# Key-Entry [E] Score Report [1 Details / Comments # Edit @ Delete

X Clear D H Last Activity Date H Status : Form Type

) Last Hame
13-Mar-2025 Key-Entered CBCL 6-18
04-Dec-2024 Key-Entered CBCL 6-18

» [ ASEBA_Data_Transfer_2024-03-

» [ ASEBA_Data_Transfer_2025-03- 04-Dec-2024 TP oL

» [ ASEBA Data_Transfer_2025-03 05-Dec-2024 Imported CBCL 6-18

v B Martin Family 04-Dec-2024 Imported CBCL 6-18
- & Jacob Martin

= oo o A —
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EoIT

Assessed Persan:
Form Source;

Form Type:

Form Contact;
Evahuation ID:

Pay for online scoring:
Informant:
Relationship:

Due By Date

Enter Problem Items Only:

Jacob Martin
Transter-File
Child Behavior Checklist for Ages 6-18

Robin Scott

Extea B sharge applios:Form il nok be scared unk “scors report” bubn s e

Edit Form

Society:
Clinician
M Agency
School:
ked. Form Custom Field One:

Form Custom Field Two:

ASEBA Standard

Daniel McCabe

Howard Center

School2

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

Biological parent x v
— Form Free Text Field One
i)
o Form Free Text Field Two
Available E-Units:
Total E-Units Charged
E-Units Remaining After Submit
™) submit

464

464

The DELETE function allows the User to delete a form for an Assessed Person.
Please be advised that once a form is deleted, it cannot be restored.
(Note: If a form is deleted prior to KEY-ENTRY, a refund will be issued, and the

account will be adjusted automatically.)

1. Sign in to ASEBA-Web.

2. Select the DIRECTORIES tab (if it is not already selected by default) on the left

side of the screen. All current directories will be listed in the left frame.

3. Ifnot already open, double-click the directory or subdirectory (to open it) which

contains the Assessed Person for whom you want to delete a form.

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

screen.

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

delete.

6. Navigation: FORMS (from the top tab) > DELETE or, in the right frame, under the FORMS
tab, select Delete, or, alternatively, right click the form with your mouse and select Delete.

© reFrEsH R Toows ¥ B3 DIRecTORY ¥

[0 DIRECTORIES & & INFORMANTS

[} start a New Assessment

Search:

C, search X Clear
Display By: O First Name O Last Name
v [ Root

» [ ASEBA_Data_Transfer_2024-03
v 3 Martin Family

_’ & Jacch Martin

!

[ rorms *
) RerRESH

[} aco Form

[ peraws / comments

F eomr
[Zr kev-enTRY

% pEETE

—

[E] reports ¥ X IMPORTDATA ¥ #2¥ SELF-PRINTED FORM ¥

iED PERSON DETAILS

71 Add Form

icob Martin

0t sovmasTRaTION ¥ (3 HELP ¥

[ Key-Entry [E] Score Report [ Details / Comments

Last Activity Date
13-Mar-2025
04-Dec-2024
04-Dec-2024

05-Dec-2024
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Status
Key-Entered
Key-Entered
Imported

Imported

/" Edit

Form Type
CBCL 6-18
CBCL 6-18
CBCL 6-18

CBCL 6-18

v

® Delete



() reFresH W, Toos ¥ B3 pmecrory ¥ [ Forms ¥ [E] reporTs v b
] omECTORIES & & INFORMANTS [ rorms & ASSESSED PERSON DETAILS
[} Start a New Assessment Forms for: Jacob Martin
( ] Refresh Add Form
Search: | o D
O, search % Clear ID
Display By: O First Name O Last Name —*
¥ [ Root

» [ ASEBA_Data_Transfer_2024-03
¥ [ Martin Family

— & Jacob Martin

A Dom Janelle

IMPORT DATA ¥

[# Key-Entry

Last Activity Date

13-Mar-2025

04-Dec-2024

04-Dec-2024

05-Dec-2024

FA Piee AT A

= corFprNTEDFORM Y KX apmmnasTRaTIon Y (B)

[€] Score Report [ Details / Comn

Status

[ =
[ Key-Entry
[£] Score Report

[ Details / Comments

# Edit

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

DELETE

Deleting: CBC
Are You Sure?

W Yes x

No

7. Click Yes to delete this form or No to retain it and return to the DIRECTORIES.
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PRINTING A FORM/REPORT

1. Sign in to ASEBA-Web.

2. Navigation: Select the DIRECTORIES tab (if it is not already selected by default) on the left side

of the screen. All current directories will be listed in the left frame.

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

Assessed Person and the Assessed Person’s form to be printed.
4. Select the form under FORMS tab in the right column.

5. Click on Score Report tab.

The SCORE REPORT window will open and select the PRINT icon in upper right-hand

corner of the form or select the EXPORT TO THE SELECTED FORMAT tab and choose PDF
or TIFF format. The form will download in PDF or TIFF form to the Downloads folder on the
computer. The option to download or print is in the upper right-hand corner of the page.

7. To navigate through the report, select the arrows in the top left corner of the report.

B pmecTorEs A& INFORMANTS FD FORMS ‘ ASSESSED PERSON DETAILS
[} Start a New Assessment Forms for: Jacob Martin *
B ¢ Refresh [ Add Form [ Key-Entry [E] Score Report [ Details / Comments & Edit
Search:
Q, search X Clear D H Last Activity Date H Status Farm Type
Dispiay By 1 Frstlame [ Last Hame —> 13-Mar-2025 Key-Entered CBCL 6-18
v [ Root
04-Dec-2024 Key-Entered CBCL 6-18
» 1 ASEBA_Data_Transfer_2024-03
v B3 Martin Famiily 04-Dec-2024 Imported CBCL 6-18
em o & Jacob Martin 05-Dec-2024 Imported CBCL 6-18
SCORE REPORT
Society: | ASEBA Standard v | [E Apply l l
L Jes P M ExporT v} @ H |
._ence Scale Scores
D Jacob Martin Gender: M Date Completed: 12-Mar-2025  Clinician: Daniel McCabe Informant: Megan Martin Society: ASEBA Standard
Name: Jacob Martin Age: " Birth Date: 06-Feb-2014 Agency: Howard Center Relationship: Biological parent Verified: No
80
T e
53
50 60
46 50
46
S "
30
0
7 - 2
F 7
| k|
S x S o
Activities Social School Total Competence
[Raw Score (sum) 12 [Raw Score (sum)| 225
| T Score T Score 46
[ Percentile [ Percentie 31
C = Clinical range,
ical range
e

72

® Delete



SELF-PRINTED FORM

The SELF-PRINTED FORM function allows the User to print a blank (except for pre-

populated header fields) form. (Note: The charge to print one blank paper form equals

one E-Unit.) It does not cost to print a report. It does not cost an E-Unit to print a report.

1. Sign in to ASEBA-Web.

2. Navigation: SELF-PRINTED FORM (from the tab on top) > SELF-PRINTED FORM.

C) rerresn W, Toois ¥ [3 omectory v [ rorms v [E] ReporTs ¥ t IvpoRTDATA Y =

!

SELF-PRINTED FORM ¥ ¢ ADMIMNISTRATION ¥ '@' HELF ¥

[ DIRECTORIES & & INFORMANTS [ rorMs & ASSESSED PERSON DETAILS 2 FORM
[} Start a New Assessment Forms for: Jacob Martin
Refresh Add Form Key-Entl Score Report Details / Comments
Search: | robin n o D @ Y ry E pai D ,(
Q, search ¥ Clear D : Last Activity Date : Status
Display By: () First ame () Last Name 13-Mar-2025 Key-Entered
v [ Root
04-Dec-2024 Key-Entered

» [ ASEBA_Data_Transfer_2024-03

v B3 Martin Family 04-Dec-2024 Imported

' & Jacob Martin 05-Dec-2024 Imported

3. Choose the Culture for the form. Click Next.

SELF-PRINTED FORM

Culture*:

+ Back + N

Select Culture for Your Self-Printed Form

Afrikaans
Albanian
Amharic
Bangla
Basque

Bulgarian

4. All the forms in that language will be shown. Please choose the desired form and click

Next.
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Form Type
CBCL 6-18
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CBCL 6-18
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SELF-PRINTED FORM

Select a Language and Culture

Form Full Name H Form Long Name H Culture n Language H Country
CBCL 1.5-5 English Child Behavior Checklist for Ages 1 1/2-5 English English
+ CBCL 6-18 English Child Behavior Checklist for Ages 6-18 English English

Caregiver-Teacher Report Form for Ages 1

C-TRF 1.5-5 English 1/2-5 English English
- QOlder Adult Behavior Checklist for Ages 60
OABC 60-20 English and Above English English
OASR 60-90 English Older Adult Self-Report for Ages 60 and English English
Above
TRF 6-18 English Teacher's Report Form for Ages 6-18 English English
YSR 11-18 English Youth Self-Report for Ages 11-18 English English

+ Back + Next * Close

*

5. Fill out the information on the Assessed Person. Click NEXT.

Evaluation ID is for hospital use.

Identification Code can be numbers, initials, or full name of Assessed Person.
Assessed Person Full Name needs to be at least 7 characters long.

Gender is male, female or another.

Age

Date of Birth — use calendar icon.

Ethnicity

Informant Full Name — name of person filling out the form.

SELF-PRINTED FORM

Enter Form and Assessed Person Details

Evaluation ID:

Identification Code*:

Assessed Person Full Name (at least 7 characters long)®:

Gender: Unknown
Age:

Date Of Birth:

Ethnicity:

Informant Name:

« Back + Next ® Close
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6. Printing a paper form will cost one E-Unit. Available E-Units, Total E-Units Charged, and
E-Units Remaining After Submit will be shown. Click Create Self-Printed Form. The
Adobe PDF form will be created and will automatically download into the Downloads folder on
the computer. An example of the file name is located below.

SELF-PRINTED FORM

Review Charges and Create Self-Printed Form

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

Available E-Units: 475
Total E-Units Charged: 1
E-Units Remaining After Submit: 474

Create Self-Printed Form

+ Back + N % Close

= CBC_en_124578_

Below is an example of the first page of the Child Behavior Checklist for Ages 6-18 form using
the SELF-PRINTED FORM tab:

[T
& rieaseprint  CHILD BEHAVIOR CHECKLIST FOR AGES 6-18  [go™====

CHILD'S First Middle Last PARENTS' USUAL TYPE OF WORK, even if not working now.
FULL . (Please be specific — for example, auto mechanic, high schoaMeacher,
MAME 124578 - Christopher Young homemaker, iaborer, lathe operator, shoe salesman, armysengeant.)
GHILD'S GENDER | CHILD'S AGE, ] CHILD'S ETHNIC GROUP| AERS
5 ORRACE .
Boy []Gir 10 Mixed  |MOTHER'S
TODAY'S DATE CHILD'S BIRTHDATE TYPE OF WORK
3 13 2025 5 5 2015 | THIS FORM FILLED OUT BY: (print your full name)
Mo. Day Year Mo. Day Year Jonah Yoing
Please fill out this form to reflect your )
ggﬁggﬂm view of the child's behavior even fater | Your gender: [ Mate [eemale
people might not agree. Feel free 10 | yvoyr relation to the childs
rint additional comments beside each
gg;ég[END"‘lG - Ft'em and in the space provided on page [Biclogical Parent []Step Parent  []Grandparent
2. Be sure 1o answer all items. [JAdoptive Parent  [JFoster Parent [JOther (specify)

I. Please list the sports your child most likes
to take part in. For example: swimming,
baseball, skating, skate boarding, bike

riding, fishing, etc.

Compared to others of the same
age, about how much time does
helshe spend in each?

Compared to others of the
same age, how well does
helshe do each one?

Less Than More Than  Don't Below Above Don’t
O MNone Average  Average  Average  Know Average  Average  Average  Know
N o o o O o o o o
b. O O O a O O O O
. O O O O a a a a

II. Please list your child's favorite hobbies,
activities, and games, other than spoxts.

Compared to others of the same
age, about how much time does

Compared to others’'of the same
age, how well does helshe do

For example: stamps, dolls, books, piano, helshe spend in each? each one?

crafts, cars, computers, singing, etc. (Do not

include listening to radio or TV}

Less Than MoreThan Don't Below Above Don't

D None Average Average Average Know Average Bverage Average Know
s O m| a | A a a a
b. a O a a = a a d
c. a a a a a a a a

IIl. Please list any organizations, clubs, teams,
or groups your child belongs to.

Compared to others of the same
age, how active is he/she in each?

D None AL:l:isvse Average AMc‘;':e I[(,.z::r
a m| a a a
o m| | o O
& | | ] m|

IV. Please list any jobs or chores your child has.
For example: paper route, babysitting, making

bed, working in store, etc. (Include both paid

and unpaid jobs and chores.)

Compared to others of the same
age, how well does helshe carry
them out?
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FORM TYPE: The following form types are currently available through Self-Printed Form
function:

ABCL 18-59: Albanian, Catalan, Chinese (PRC, Simplified, Traditional, Hong Kong), Croatian,
Danish, Dutch, English, French (Canada, France), German, Icelandic, Italian, Japanese, Korean,
Lithuanian, Norwegian, Polish, Portuguese (Brazil, Portugal), Serbian (Latin, Serbia), Slovenian,
Spanish (Spain, US), Swedish (Sweden), Telugu, Thai, and Turkish.

ASR 18-59: Albanian, Catalan, Chinese (PRC, Simplified, Traditional,

Hong Kong), Danish, Dutch, English, Finnish, French (Canada, France), German, Icelandic,
Indonesian, Italian, Japanese, Korean, Latvian, Lithuanian, Norwegian, Polish, Portuguese (Brazil,
Portugal), Romania, Serbian (Latin, Serbia), Slovenian, Spanish (Spain, US),

Swedish (Finland, Sweden), Telugu, Thai, and Turkish.

BPM-O 18-59: Catalan, Dutch, English, Icelandic, and Spanish (Spain).

BPM-P 6-18: Catalan, Croatian, Dutch, English, Finnish, French (Canada, Haiti), German, Icelandic,
Italian, Norwegian, Portuguese (Brazil, Portugal), Southern Sotho, Spanish (Spain, US), Swedish
(Sweden), and Turkish.

BPM-S 18-59: Dutch, English, and Icelandic.

BPM-T 6-18: Catalan, Croatian, Danish, Dutch, English, Finnish, French (Canada, Haiti), German,
Icelandic, Italian, Norwegian, Portuguese (Brazil, Portugal), Spanish (Spain, US), Swedish (Sweden),
and Turkish.

BPM-Y 11-18: Catalan, Croatian, Danish, Dutch, English, Finnish, French (Canada, Haiti), German,
Icelandic, 1siXhosa, Italian, Norwegian, Portuguese (Brazil, Portugal), Southern Sotho, Spanish
(Spain, US), Swedish (Sweden), and Turkish.

CBCL 1.5.5: Afrikaans, Albanian, Bangla, Bulgarian, Catalan, Chinese (PRC, Simplified, Traditional,
Taiwan), Crotian, Danish, Dutch, English (Canada, India, South Africa, US), Filipino, Finnish, French
(Canada, France), German, Greek, Gujarati, Hindi, Icelandic, Italian, Japanese, Kannada, Korean,
Malay, Malayalam, Marathi, Norwegian, Polish, Portuguese (Brazil, Portugal), Sami (Northern),
Serbian (Latin, Serbia), Slovak, Slovenian, Spanish (Spain, US), Tamil, Telugu, Thai, Turkish, and
Ukrainian.

CBCL 6-18: Afrikaans, Albanian, Amharic, Bangla, Basque, Bulgarian, Catalan, Chinese (PRC,
Simplified, Traditional, Taiwan), Croatian, Czech, Dutch, English (Canada, Israel, South Africa, UK,
US), Filipino, Finnish, French (Belgium, Canada, France, Haiti), Georgian, German, Greek, Gujarati,
Hindi, Hungarian, Icelandic, Indonesian, isiXhosa, isiZulu, Italian, Japanese, Kamba (Kenya),
Kannada, Kiswahili, Korean, Latvian, Lithuanian, Malay, Malayalam, Marathi, Norwegian, Polish,
Portuguese (Brazil, Portugal), Punjabi, Romanian, Russian, Sami (Northern), Serbian (Cyrillic, Latin,
Montenegro, Serbia), Slovak, Slovenian, Somali, Southern Sotho, Spanish (Argentina, Spain,
Uruguay, US), Swedish (Finland, Sweden), Tamil, Telugu, Thai, Turkish, Ukrainian, and Vietnamese.
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C-TREF 1.5-5: Afrikaans, Albanian, Amharic, Bulgarian, Catalan, Chinese (PRC, Simplified,
Traditional, Taiwan), Danish, Dutch, English, Estonian, Finnish, French (Canada, France, Haiti),
Greek, Hungarian, Icelandic, Italian, Japanese, Korean, Lithuanian, Malay, Norwegian, Portuguese
(Brazil, Portugal), Romanian, Sami (Northern), Serbian (Latin, Serbia), Slovenian, Spanish (Spain,
US), Swedish (Finland, Sweden), Tigrinya, Turkish, and Vietnamese.

OABC 60-90: Catalan, Chinese (PRC, Simplified, Traditional, Taiwan), Danish, Dutch, English,
German, Icelandic, Italian, Japanese, Korean, Polish, Portuguese (Brazil, Portugal), Russian, Serbian
(Latin, Serbia), Spanish (Spain, US), Swedish (Sweden), and Turkish.

OASR 60-90: Chinese (PRC, Simplified, Traditional), Danish, Dutch, English, German, Icelandic,
Italian, Japanese, Korean, Latvian, Polish, Portuguese (Brazil, Portugal), Russian, Serbian (Latin,
Serbia), Spanish (Spain, US), Swedish (Sweden), and Turkish.

TRF 6-18: Albanian, Amharic, Bulgarian, Chinese (PRC, Simplified, Traditional, Taiwan), Croatian,
Dutch, English, Finnish, French (Canada, France), Georgian, German, Greek, Icelandic, Italian,
Japanese, Korean, Latvian, Lithuanian, Malay, Norwegian, Portuguese (Brazil, Portugal), Romanian,
Russian, Sami (Northern), Serbian (Latin, Serbia), Slovenian, Spanish (Spain, US), Swedish (Finland,
Sweden), Turkish, and Vietnamese.

YSR 11-18: Afrikaans, Albanian, Amharic, Basque, Bulgarian, Catalan, Chinese (PRC, Simplified,
Traditional, Taiwan), Croatian, Dutch, English, Estonian, Filipino, Finnish, French (Canada, France,
Haiti), Georgian, German, Greek, Hindi, Hungarian, Icelandic, Indonesian, Italian, Japanese,
Kiswahili, Korean, Latvian, Lithuanian, Macedonian, Malay, Malayalam, Marathi, Norwegian,
Oromo, Polish, Portuguese (Brazil, Portugal), Romanian, Russian, Sami (Northern), Serbian (Cyrillic,
Latin, Montenegro, Serbia), Slovak, Slovenian, Somali, Spanish (Argentina, Spain, Uruguay, US),
Swedish (Finland, Sweden), Tamil, Thai, Turkish, and Vietnamese.

ASSESSED PERSON FUNCTIONS

This function will bring the User to details related to Assessed Person.

1. Signinto ASEBA-Web.

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

3. Ifnot already open, double-click the directory or subdirectory (to open it) which
contains the Assessed Person for whom you want to see their informants.

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

5. From this screen, Users may select/highlight a particular row/form for an Assessed Person and
perform various form functions (Refresh, Add Form, Key-Entry, Score Report,
Details/Comments, Edit, and Delete) related to the form, or select ASSESSED PERSON
DETALILS tab to view or edit information.
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%) rerrest W, Toos ¥ [ DIRECTORY ¥

31 pmecTorEs ‘: INFORMANTS

[} Start a New Assessment

) rForms v

D rorms

i ASSESSED PERSON DETAILS

Forms for: Jacob Martin

[E] reporTs * X mroRTDATA ¥

% SELF-PRINTED FORM ¥

¢ ADMINISTRATION ¥

@ Hee ¥

. h| | ) Refresh [ Add Form [# Key-Entry [£] Score Report [ Details / Comments & Edit
sarch:
Q, Search X Clear 1D Last Activity Date Status Form Type
Diplay By: () Fisttlame () Last Name 13-Mar-2025 Key-Entered CBOL 6-18
v [ Root
04-Dec-2024 Key-Entered CBCL 6-18
» [0 ASEBA_Data_Transfer_2024-03
v [ Martin Family 04-Dec-2024 Imported CBCL 6-18
& Jacob Martin 05-Dec-2024 Imported CBCL 6-18
a Dom Janelle na-Nar-nn4a Tranartad FROI A-1R

6. To view ASSESSED PERSON DETAILS: Highlight the Assessed Person in the left
column, then select the ASSESSED PERSON DETAILS tab next to the FORMS tab
on the right column. In this section Edit, and Delete are available.

\

ﬂﬁmﬂmm

[ Forms

Details for: Jacob Martin

# Edit
IDENTIFICATION

Identification:

DEMOGRAPHICS

Ethnicity:
Gender:

Date Of Birth:
Age:

PERSONAL TNFORMATION

Title:
First:
Middle:
Last:

Mickname:

& Delete

CONTACT INFORMATION

ADDRESS
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INFORMANT FUNCTIONS

This function will bring the User to the details related to the Informant.

1. Sign in to ASEBA-Web.

2. Select the INFORMANTS tab on the left side of the screen. All current Informants will be listed.

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

4. In the right frame on the screen, next to the FORMS tab, is the INFORMANT
DETALILS can be found.

5. From this screen, Users may select/highlight a particular row/form for an
Informant and perform various form functions (Send Message to Informant,
Open In ASEBA-Informant, Edit, Reset Password).

D rerresn W Toois Y ad meommants ¥ [ rorms ¥ & [rll’l:ra v B sureunteororm ¥ X sommsranion ¥ @) vee

) DIRECTORIES @ & INFORMANTS [Drorms &k mroRMANT DETALS

[ Start a New Assessment Details for: Tracy Martin
Display: @ active informants ) All informants > Send Message To Informant ai Open in ASEBA-Informant™ # Edit ¢ Reset Password
Search Q search X Cear [RU—
Dipiay By @ Frstriame O Last name
Identification: 6f0bca46b8704c2a8
[ Teacher 1
[™ Janice Arrowood Usemame: 0003-p245-f154
[ Xavier Bishop Password: Ez9_8K!gNx
. Signln Url: https: //www.asebaforms.org/SignInWithLink/?Id=0003-p245-f154
[ Claire Brown
[ Ben Carpenter [ Copy
[ Jackson Carpenter
[ Deborah Donovan
I Dominic Hernandez PERSONAL INFORMATION  CONTACT INFORMATION  ADDRESS
M Laurie Jacobs Title:
[ Richard Jacobs First: Tracy
M Derick Johnson Middle:
B3 Ty Maren Last: Martin

[ Tracy Martin

™ Timothv Nickson

Nickname:

6. Open In ASEBA-Informant function is used in place of sending a letter

electronically to an Informant. By clicking on the Open In ASEBA-Informant tab, the User
(clinician) will be logged out and an Informant can log in and start filling out the form (for example,
handing an Informant an iPad in the office instead of sending the letter to their email or using a paper
form).
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€ rerresH B, TDD\S+ a4 mrormants ¥ [ ForMs ¥ X mvporToDaTA ¥ B smrormnTEDFoRM Y XX apmmisTRaTIoN Y (D) HELP Y

[0 DiRECTORIES @l INFORMANTS [[rorms @& MFORMANT DETAILS

[ Start a New Assessment Forms to be Completed By: Tracy Martin *

Display: ® Active Tnformants O All nformmants ) Refresh » Send Message To Informant a4 Open in ASEBA-Informant™

h d O . =
| Search | QU Seach X e D i Last Activity Date ! smius

Display By: ® First Name () Last Name

04-Dec-2024 New
[y Teacher 1

[ Janice Arrowood
[y Xavier Bishop

[y Claire Brown

[y Ben Carpenter

[ Jackson Carpenter
[ Deborah Donovan
[ Dominic Hernandez
[ Laurie Jacobs

[ Richard Jacobs

[y Derick Johnson

- [y Tracy Martin

OPEN IN ASEBA-INFORMANT™ x
For security reasons, opening ASEBA-Informant™ will sign you out of this application.
|+ Sign Out

7. The clinician will be signed out and the log in screen for the Informant will appear.

ASEBA-Informant™

Welcome to ASEBA-Informant™

Language: English
h f cooki ke -Infi ™ . .
i:ir;e: to the use of cookies to keep ASEBA-Informant Cookie PO|ICY_

Continue =»
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REFRESH FORMS

The REFRESH function allows the User to refresh forms after changes have been made.
1. Sign in to ASEBA-Web.

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

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

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

5. In the right frame of the screen, under the FORMS tab, select/highlight the form
you wish to refresh (this is an optional step).

6. Navigation: FORMS (from the tab on top)>REFRESH, or, in the right frame
under the FORMS tab, select Refresh.

7. Forms will be refreshed.

\

) remesn % Toois Y B3 omectory ¥ [ Forms ¥ [E] reports ¥ X mvporToaTa Y &3 cmirermTenFoRM Y XY aommasTRation Y (D Hee ¥

B3 pmecTories &d INFORMANTS I.—D FORMS ‘ ASSESSED PERSON DETAILS

[ Start a New Assessment Forms for: Jacob Martin

’ ) Refresh [ Add Form

Search:

Q, search ¥ Clear D : Last Activity Date : Status : Form Type

Display By: 1 Firstame 17 Last tlame 13-Mar-2025 Key-Entered CBCL 6-18
v [ Root

04-Dec-2024 Key-Entered CBCL 6-18

» [ ASEBA_Data_Transfer_2024-03

v B3 Martin Family 04-Dec-2024 Imported CBCL 6-18

—’ & Jacob Martin 05-Dec-2024 Imported CBCL 6-18
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SCORE/VIEW CROSS-INFORMANT REPORT

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

1. Sign in to ASEBA-Web.

2.

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

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

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

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

Navigation: REPORTS (from the tab on top) > SCORE CROSS-INFORMANT REPORT.

v

) rerress W, Toois ¥ B3 pmectory ¥ [ rorms ¥ [El meporTs ¥ A IMPORTDATA ¥

[0 DIRECTORIES & INFORMANTS [ rorms [E] scome cross ercRMaNT RERO ‘

[ Start a New Assessment Forms for: Eric Martin

) Refresh [ Add Form

Q, Search X Olear ID : Last Acti
Display By: () First ame () Last Name 143an-2
¥ [ Root i
14-Jan-2

» [ ASEBA_Data_Transfer (3).zip (202
» [1 ASEBA_Data_Transfer_2024-07-31 14an-2
» B3 Curtis Family 14-]an-2

B3 Sample Directory 14-Jan-2
¥ [ The Martin Family
. 14-Jan-2
a Bradley Martin
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7. The SCORE CROSS-INFORMANT REPORT screen will open, displaying a list of
Available Assessed Persons (which will consist of only the person selected or a list of
all persons, depending on the path taken above), a Search box, an empty list for
Selected Assessed Persons on the right side, along with buttons Back, Next and Close

at the bottom.

8. Select/highlight the name of the Assessed Person of interest from the list of
Available Assessed Persons or use the Search function by typing their name into

the box.

9. Click on the Assessed Person to move this person to the right frame under Selected
Assessed Persons. Click on the Selected Assessed Person from the list on the right
side to move the Assessed Person back to the left if clicked on accidentally.

SCORE CROSS-INFORMANT REPORT

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons
Search

Eric Martin
Sccffabdsassassed

SCORE CROSS-INFORMANT REPORT

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons

Search

Click items on the left to add.
Click items on the right to remove.

+ Bac + Next X Close

Eric Martin
Sdcfiabdzacsisses

Click items on the left to add.
Click items on the right to remove.

« Bad -+ Next X Close

83
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10. Click Next to proceed (or Close to return to the DIRECTORIES page).

11. Under Select a cross-informant report type, access the pull-down menu by clicking
on the drop-down arrow and choose the cross-informant report that applies to the age of the
Assessed Person (pre-school, school-age, adult, or older adult, BPM, MFAM
- multiple informant).

12. Select Next to continue, Back to return to the previous screen, or Close
to return to the DIRECTORIES page.

School-Age Cross-Informant was chosen for the example below.

SCORE CROSS-INFORMANT REPORT

2. Select a cross-informant report type. l

+ Back + N
MFAM Cross-Informant

Older Adult Cross-Informant

School Age Cross-Informant

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

‘CORE CROSS-INFORMANT REPORT

3. Select forms to include in the report.

Available Forms Selected Forms
Search
Child Behavior Checklist for Ages 6-18 on N/A

Eric Martin
Unde

Child Behavior Checklist for Ages 6-18 on 09-Mar-2020
Eric Martin

Child Behavior Checklist for Ages 6-18 on 31-Mar-2020

Eric Martin
Pal Munfart Bilegial parent

Click items on the left to add.
Child Behavior Checklist for Ages 6-18 on 09-Mar-2020 Click items on the right to remove.
Eric Martin

Robert Martin Biclogical parent

Child Behavior Checklist for Ages 6-18 on N/A
Eric Martin
Robert Martin Biclogical parent

Child Behavior Checklist for Ages 6-18 on 09-Mar-2019
Eric Martin
Cardy Selner Grandparent

Youth Self-Report for Ages 11-18 on 11-Apr-2019
Eric Martin
self self

+ Back + Next X Close

84



14. Click on the forms to include in the report from Available Forms and they will be
added to the right frame under Selected Forms. (To remove form from the Selected
Forms list on the right side, click on the form and it will be added back to the

Available Forms list on the left side).

15. Continue clicking on the forms to be included in the report, one at a time, in this
same manner until all the forms are included (up to a maximum of 10 forms)
and are listed in the right frame under Selected Forms.

SCORE CROSS-INFORMANT REPORT

3. Select forms to include in the report.

Available Forms Selected Forms
Search

Child Behavior Checklist for Ages 6-18 on N/A

Eric Martin
Unde

Child Behavior Checklist for Ages 6-18 on 09-Mar-2020
Eric Martin

Robert Martin Adogive parent
oae

Child Behavior Checklist for Ages 6-18 on 31-Mar-2020
Eric Martin
Paui Munfant Bickogical parent
Click items on the left to add.
Click items on the right to remove.  Child Behavior Checklist for Ages 6-18 on 09-Mar-2020
Eric Martin
Robert Marti Bclogical parert

Child Behavior Checklist for Ages 6-18 on N/A

Eric Martin

Robert Martin Biological parent

Child Behavior Checklist for Ages 6-18 on 09-Mar-2019
Eric Martin

Candy Salner Grandparent

Youth Self-Report for Ages 11-18 on 11-Apr-2019

Eric Martin

s self

« Back + Next X Close

16. Select Next to continue, Back to return to the previous screen, or
Close to return to the DIRECTORIES page.

17. The Cross-Informant Report will be generated. Move through the report using the arrows in upper
left-hand corner.

SCORE CROSS-INFORMANT REPORT

S LY

Cross-Informant Comparison - Problem Items Common to CBCL/TRF/YSR
ID:  NIC-465e9 Name: Eric Martin Gender: M Birth Date:  03-Jan-2000 Comparison Date:  14-Mar-2025
Form EvalID Society Age  Informant Relation
CBCL ASEBA Standard 16 Candy Selner Grandparent
YSR2 ASFBA Standard 16 salf Self
CBC3 ASEBA Standard 16 Robert Martin Biological parant
CBC4 0OCLB ASFBA Standard 3 Robert Martin ‘Adoptive parent
CBCE ASEBA Standard » Paul Munfant Biological parent
CBC6 ASFBA Standard 0 Uncl
CBCT ASEBA Standard ] Robert Martin Biological parent
Anxious / Depressed Thought Problems Attention Problems
€BC VSR CBC CBC CBC CBC CBC €BC ¥SR CBC CBC CBC CBC CBC CBC ¥SR CBC CBC CBC CEC CBC
1 2 3 4 § L 7 1 2 3 4 § L 7 1 2 3 4 § L 7
14 Cries. 1 0 2 0 0 0 9 MindOff 0 o 1 1 0 1 LActsYoung 0 1 0 0 0 o
29 Fears. 1 2 1 1 0 1 18 HarmsSelf 1 o 2 o 0 0 4 FailsToFims 0 2 2 1 0 o
30FearsSche O 0 2 0 0 0 40HearsThin 0 0 1 o 0 0 8.Concentrate 1 0 2 0 0 o
1 0 0 0 0 0 46.Twitches [ 0 0 10.8itsall 1 0 2 0 0 0
2 0 1 1 0 0 8 PicksSkin 1 00 0 0 13Confused 0 0 1 0 0 0
1 0 2 0 0 0 66 RepestsAc 0 1 1 0 1 17Daydream 0 0 1 0 0O 1
1 0 1 0 0 0 0 SeasThing 1 1 2 o 0 0 4lImpulsive 0 0 1 0 0 1
1 0 1 0 0 0 6.8lespsLess 0 1 2 0 0 0 6lPoorSchos 0 2 1 0 0 1]
1 0 2 0 0 0 83 StoresUp 2 1 1 1 0 78 Inattentive 0 1 1 0 0 1]
2 0 1 0 0 0 84 StrangeBe 1 21 0 0
2 2 1 1 0 1 85 Strangelde 2 1 2 o 0
9] ThinksSwi 0 0 0 0 0 100SlespPro 0 o 1 o 0
112 Worries 0 0 0 1 1
Somatic Complaints
Social Problems
BC CBC CBC CBC
€BC VSR CBC CBC CBC CBC GBC s e
T N - o 0 0
11 Dependent 0 0 1 1 0 1 0 0 0
12 Lomely 1 0 2 0 0 0 0 0 0
25 NotGetAle 2 1 1 0 0 0 o 0 1
27 Jealous: 1 2 2 0 0 0 o 0 0
34 OutToGet 0 0 2 0 0 0 o 0 0
36 Accidents 2 0 0 0 0 0 ] 0 0
38 Teased 2 0 2 0 0 0 0 0 0
48Notliked O 0 0 0 0 0 0 0 0
62 Clumsy 0 0 1 0 0 1 o 0 1
64 Prefer¥ou 0 0 2 0 0 0
9SpeectPro 1 0 1 1 0 1 Withdrawn / Depressed
©€BC ¥SR CBC CBC CBC CBC CBC
1oz o3 o4 5 6 1
SEmjoyslitle 0 1 1 1 0 1
42 RatherBeA 0 0 2 0 0 1
STk 10 10 ]




SCORE/VIEW MFAM (MULTI-INFORMANT) REPORT

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

1. Signin to ASEBA-Web.

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

3. Select the directory containing the Assessed Persons whom you want to include in
an MFAM report. Assessed Persons contained within the selected directory will be
listed in the right frame.

4. Navigation: REPORTS (from the tab on top) > SCORE CROSS-INFORMANT REPORT.

5. The SCORE CROSS-INFORMANT REPORT screen will open, displaying a list
of Available Assessed Persons, a Search box, an empty list for Selected Assessed
Persons on the right side, along with buttons at the top for Back, Next, and Close.

v

O rerrest 9, Toois ¥ 3 omectory ¥ [] rorms ¥ [E] rerorts ¥ X mvporToATA ¥ BB sELFPRINTEDF

o

7 oiRECTORIES A INFORMANTS 1Y FoRms [E] score rRepor:

E SCORE (ROSS-TNFORMANT REPORT

[ start a New Assessment Forms ror: tric martun

) Refresh [ Add Form [# Key-Entry E s

Search:

Q, search ¥ Clear D : Last Activity Date
Display By: '::::' First Name '::::' Last Name 2 04-Dec-2024
v [3 Root
04-Dec-2024

» [0 ASEBA_Data_Transfer_2024-03 -
v [ Martin Family 14-Mar-2025

r
& Jacob Martin 14-Mar-2025

. r
a Dom Janelle OCLB 14-Mar-2025

e o A Eric Martin

14-Mar-2025
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6. Click on the name of the Assessed Persons from the list of Available
Assessed Persons or use the Search function by typing their name into the
box.

SCORE CROSS-INFORMANT REPORT

1. Select an assessed person or multiple assessed persons.
Available Assessed Persons Selected Assessed Persons
Search

Eric Martin
NIC-6523

Click items on the left to add.
Click items on the right to remove.

+ Bac + Next X Close

7. This will move the Assessed Person to the right frame under Selected Assessed
Persons (To remove an Assessed Person from Selected Assessed Persons column,
click on the Assessed Person and they will be added back to the Available
Assessed Persons column on the left). Click Next.

SCORE CROSS-INFORMANT REPORT

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons Selected Assessed Persons
Search

Eric Martin
NIC485e8

Click items on the left to add.
Click items on the right to remove.

+ Bad + Next X Close
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8. Select a cross-informant report type: In this example, MFAM was chosen. Click Next to proceed
(or Close to return to the DIRECTORIES page).

5C0ORE CROSS-TINFORMANT REPORT

2. Select a cross-informant report type.
Report Type: MFAM Cross-Informant

+ Back + Next ® Close

9. All forms completed for the selected Assessed Persons that are appropriate for the MFAM
Cross-Informant report will be listed under Available Forms. User can also use the Search
function to find a particular form type by typing the form name into the box.

SCORE CROSS-INFORMANT REPORT

3. select forms to include in the report.

Available Forms Selected Forms
Search

Adult Behavior Checklist for Ages 18-59 on 06-Aug-2019

Eric Martin
1013 the informant

Child Behavior Checklist for Ages 6-18 on N/A
Eric Martin

Undle

Child Behavior Checklist for Ages 6-18 on 09-Mar-2020

Eric Martin

Rebert Martin Adoptive parent

oas Click items on the left to add.
Child Behavior Checklist for Ages 6-18 on 31-Mar-2020 Click items on the right to remove.
Eric Martin

Paul Munfant Biclogical parent

Child Behavior Checklist for Ages 6-18 on 09-Mar-2020
Eric Martin

Rebert Martin Biological parent

Child Behavior Checklist for Ages 6-18 on N/A

Eric Martin

Robert Martin Biclagical parent

Child Behavior Checklist for Ages 6-18 on 09-Mar-2019
Eric Martin

Candy Selner Grandparent

Youith Self-Renart for Anec 11-18 An 11-8nr-2019

+ Back + Next X Close

10. Click on the forms to be included in the report and they will be added to the Selected Forms

list in the right frame. To remove the form from Selected Forms list, please click on the
form in the Selected Forms list and it will be added back to the Available Forms list on
the left frame. Click Next.
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SCORE CROSS-INFORMANT REPORT

3. Select forms to include in the report.

Available Forms Selected Forms
Search

Adult Behavior Checklist for Ages 18-59 on 06-Aug-2019
Eric Martin

1013 the informant

Child Behavior Checklist for Ages 6-18 on N/A
Eric Martin

Undle

Child Behavior Checkdist for Ages 6-18 on 09-Mar-2020

Eric Martin
Robert Martin Adoptive parent
Click items on the left to add. pas
Click items on the right to remove. Child Behavior Checklist for Ages 6-18 on 31-Mar-2020
Eric Martin

Paul Munfant Biclogical parent

Child Behavior Checklist for Ages 6-18 on 09-Mar-2020

Eric Martin
Robert Martin Biologica! parent

Child Behavior Checklist for Ages 6-18 on N/A
Eric Martin

Robert Martin Biclogical parent

Child Behavior Checklist for Ages 6-18 on 09-Mar-2019
Eric Martin

Candy Sainer Grandparent

¥euth Salf-Rannrt far Aaac 11-18 An 11-Anr-201Q

+ Back -+ Next % Close

11. MFAM CROSS-INFORMANT REPORT will be generated. Please use the arrows in top
left of the form to navigate through the report.

‘CORE CROS5-INFORMANT REPORT

» » EXPORT TO THE SELECTED FORMAT ¥ ExporT G % El

Cross-Informant Comparison - Syndrome Scale T Scores
Form EvalID Assessed Person Age Informant Relation Society Date
CBC1 Eric Martin 16 Candy Selner Grandparent ASEBA Standard 09-Mar-2019
YSR2 Exic Martin 16 self’ Self ASEBA Standard
ABC3 Eric Martin 13 1013 the informant ASEBA Standard
CBC4 Eric Martin 16 Robert Martin Biologieal parant ASEBA Standard
CBCS OCLB Eric Martin 6 Robert Martin Adoptive parent ASEBA Standard 09-Ma-2020
CBC6 Exic Martin 12 Paul Munfant Biological parent ASEBA Standard 31-Ma-2020
CBCT Eric Martin 0 Uncle ASEBA Standard 01-Fan-0001
CBCS Eric Martn 6 Robert Martin Biological parent ASEBA Standard 01-Jan-0001
Anxious / Depressed Withdrawn / Withdrawn Depressed Somatic Complaints
_ oo 100 [
2w a0 . 0 g5 37
4 . 32 = 1
s0q 76 T8 80 m 7 20 76
. - - — -
o] n B »
] ] i3 ]
i oo |_| l 5 &0 l &0 5
50 2L = 50 | 50
5! 6B TIC nc 33 65E 81T C no nc 3L 85-C 76-C  87-C
SR1 ABCI CBC¢ 7 CBCS ¥YSR? ABC3 CBC4 CBCS CBCO CBC7 CBCS cBCl ABC3 CBCe
Social Problems Thought Problems Attention Problems
_ 1 100 00
I ow o0 £ o0 4
= 82 9
&0 . 20 &0
e 7 - -
1 e 36 50 - 38 50 =T
1 53 2 ] i 34 1 34 I:l . 5
s = [ 50 [ ] = s =l | 50 31
8L 5 c ne TC 61 TEC B e om s 53 6 6B 0 m w3l
CBZ4 CBCI  CBCE  CECT CECl YSRI ABCI CECY CBCS CECE CBCT CECE CEC1 YERD ABCI CEC4 CBCS CECE CBCT CBCI
Aggressive Behavior Rule-Breaking Behavior Intrusive
_ 1 100 00
E owd 8 a0 - oo
“ e M 50 S &0 4
[ _ _ w6 T
5 LS 39
i o0 I I:l 50 |_| I i B 50 4
w0 | o | 50 st "
#5 51.C 653 m a6l 695 #6865 <L 3 m om 5l T
AEC3 CECY CBSS CECG CBOT CECE CBCI YERD ABCI CEC4 CBCS CECE CBOT CBCE ABCE
B = Bordsrline clinical rangs; C = Clinical range: Broken Linas = *nc = The scores ars not computed dus to missing data Printad by TESTINGrobin
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ASEBA-Web Procedures

Adding, Editing, and Deleting an
Informant

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

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

ADD NEW INFORMANT

EDIT AN INFORMANT

DELETE AN INFORMANT

SEND MESSAGE TO OR PRINT MESSAGE TO INFORMANT

REFRESH INFORMANTS

SNhARND -

ADD NEW INFORMANT

1. To add a new Informant, please select the “Start a New Assessment” tab in upper left
corner if a new Assessed Person needs to be created (Page 41). Otherwise, please select “Add
a Form”, to add a new form and a new Informant to the Assessed Person that was already

created (Page 57).

u

C) rerrest A Toos ¥ [ omecrory ¥ X meorToaTa ¥ B3 sererinTED FORM Y X apmmisTration ¥ (D) mELR Y

B pmectChaes ‘i INFORMANTS I.—D RECENT ACTIVITY @' HELP FOR NEW USERS

= . [} start a New Assessment

Search:

Q, search X Clear

Display By: () First Name () Last Name
% rerrest W Tools ¥ [0 omecrory ¥ [] Forms v [E] reports ¥ 2 mvpoRT DA
J DIRECTORIES @& INFORMANTS [MrorMs & ASSESSED PERSON DETAILS
[ Start a New Assessment Forms for: Jacob Martin
) Refresh ™ Add Form ‘
iearch:
O, search ¥ Clear ID
sisplayBy: O Frstiame O Last Name
v [ Root

» [ ASEBA_Data_Transfer_2024-03
* [ Martin Family

_’. & Jacob Martin
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EDIT AN INFORMANT

Use this function to make changes to an Informant.

Sign in to ASEBA-Web.

Select the INFORMANTS tab on the left side of the screen. Any Informants that have

been added will be listed here.

Select/highlight the Informant to edit. Any forms that have been added for the
selected Informant will be displayed under the FORMS tab in the right frame on

the screen.

Navigation: INFORMANTS (from the tab on top) > EDIT or, in the right frame,
under the INFORMANT DETAILS tab, select Edit, or, alternatively, right click

with the mouse and select Edit.

B precTORIES

7 eorr

[ StartaNew A XX ReseT passwoRs

¢ resresy
Daplay: @ Active Informants () Al Informants
Search Q. Search X Cear
Deuplay By: @) First Name () Last Name
- [ Teacher1
-

C) rerress R, Tools Y Al meoRmants Y [ Forms ¥ b

3 oirecToRIES ‘i INFORMANTS r'j FORMS

s
& A INFORMANT DETAILS

[ Start a New Assessment Details for: Teacher 1

Display: ® Active Informants () &l Informants > Send Message To Informant

Search O, search ¥ dear

IDENTIFICATEON
Display By: ® First Name O Last Name
Identification:
[ Teacher 1
[y Janice Arrowood Username:
[ Xavier Bishop Password:
SignIn Url:

[[y Claire Brown

e R e i
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| FORMS 8 & INFORMANT DETAILS

orms to be Complete

¢ Refresh > Send Mes

ID

v

# Edit

ai Open in ASEBA-Informant™

[MD% pata ¥ & coreprNTEDFORM Y XX apmmnsTRATION ¥ (B HELR ¥

X Reset Password



() rerrEsH R, Tools ¥ @d mroRmants ¥ [] Forms ¥ 1

B3 CIRECTORIES @A TNFORMANTS [ rorms &
[ start a New Assessment Forms to
Display: @ Active Informants O All Informants o Refresh
|_ Search ‘ O, Search ¥ Clear D
Display By: ® First Name () Last Name
. [ Teacher 1 + Add Mew Informant
[y Janice Arrowood

[ Xavier Bishop §t Reset Password

[y Claire Brown
D () Refresh

™ Ren Carnanter

The screen will open, displaying a window with previously entered data in fields for
IDENTIFICATION, PERSONAL INFORMATION, CONTACT INFORMATION,
and ADDRESS, as well as Save and Cancel buttons at the bottom of the screen.

Edit the relevant fields by typing into them.

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

EDIT

Auto-Generate Identification Code: [

Identification Code: . a51f07058b5243189

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS

Title: | |
First: [ Teacher |
Middle: | |
= E |

|

Nickname: |

M Save & Cancel
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1.

2.

DELETE AN INFORMANT

Use this function to delete an Informant.
Sign in to ASEBA-Web.

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

. Select/highlight the Informant to delete. Any forms that have been added for the selected

Informant will be displayed under the FORMS tab in the right frame on the screen.

. Delete any forms that are added to the Informant first. The option to delete the

informant will not be available if there forms still attached to the Informant.

. Navigation: INFORMANTS (from the tab on top), DELETE, or, alternatively, right click the

Informant and select Delete.

?) REFRESH WA, TDD\_+ ad mrormants ¥ ) Forms ¥ Y ImpoRTDATA ¥

1 DIRECTORIES @A INFORMANTS [ rorRMs  && INFORMANT DETAILS

[ Start a New Assessment Forms to be Complete

Display: @ Active Informants () Al Informants G Refresh > send Me:

[ Search d
Search Q, search ¥ dear D

Display By: @ First Name O Last Name
[y Teacher 1
[} Janice Arrowood
[} Claire Brown
[} Jackson Carpenter
[y Deborah Donovan
[y Dominic Hernandez
[} Laurie Jacobs
[y Derick Johnson
=P [} Tracy Martin + Add New Informant
[y Tracy Martin # Edit
[ Timothy Nickson £ Reset Password
[[y Janice Peterson ® Delete =
[y Tony Roberts ¢ Refresh
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REFRESH INFORMANT

Use this function to update/refresh Informants.

1. Sign in to ASEBA-Web.
2. Select the INFORMANTS tab. Any Informants that have been added will be listed here.
3. Select/highlight the Informants to refresh.

4. Navigation: REFRESH tab upper left column, or INFORMANTS > REFRESH, or
In the right column under FORMS tab > Refresh.

5. The Informants will be refreshed.

7 ¥

?) REFRESH W, TOOLS ¥ A& mFoRManTs ¥ [ FoRMs ¥ reporTs ¥ A mvporTDATA ¥ BB sELFPRINT
] DIRECTORIES &4 INFORMA + ADD NEW INFORMANT | FORMS & A INFORMANT DETAILS
& EprT
[} StartaNew A %¥ RESET PAssWORD orms to be Completed By: Claire Browr

O mermesn i ) Refresh

Display: ® Active Informants () All Informants
Search O, search ¥ Clear D +

Display By: @ Firsthame O Last Name

> Send Message To Informant H

Last Activity Date

04-Dec-2024
[y Teacher 1

[y Janice Arrowood 04-Dec-2024

[y Claire Brown

M Tmelommm Socmond o

OPEN IN ASEBA-INFORMANT

This function allows Informants to use an organization's computer to fill out a form. Clinicians are logged
out of the program to keep personal health information of other Assessed Persons and Informants private.

1. Signin to ASEBA-Web.

2. Select the INFORMANTS tab. Any Informants that have been added will be listed here.

3. Select/highlight the Informant who will be filling out the form.

4. Select/highlight the form the Informant will fill out.

5. Select Open In ASEBA-Informant tab.
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Q) rerresH N mn\j* ad mecrmants ¥ [ rorms ¥ [E]reports ¥t mwporToaTa ¥ B serprmmeDFORM Y XX apmmistraTion Y () HELP Y

B3 cirecTorIEs A mroRMANTS [ rorms &4 INFORMANT DETALLS
[ Start a New Assessment Forms to be Completed By: Claire Brown *
Display: ® Active Informants ) All Informants Q Refresh

> Send Message To Informant aa Open in ASEBA-Informant™ [ Key-Entry [ Details / Comments # Edit ® Delete
| search | Q search X Clear

D

Last Activity Date i Status Form Type Assessed Person

ey @ Fitune O Latiiane 04-Dec 2024 Key-Entered CBCL 618 Zachary Brown
[y Teacher 1

[y Janice Arrowood > 04-Dec-2024 New CBCL 6-18 Zachary Brown

+ [y Claire Brown
[y Jackson Carpenter
e The security message will open. Select Sign Out.
OPEN IN ASEBA-INFORMANT™ X

For security reasons, opening ASEBA-Informant™ will sign you out of this application.

I+ Ssign Out

6. The selected form will open for Informant to start filling out.

ASEBA-Informant™

Welcome to ASEBA-Informant™

Language: English .

1 agree to the use of cookies to keep ASEBA-Informant™

secure: Cookie PO"CY

Navigation: INFORMANTS (from the tab on top)> Select/highlight Informant >

Select/highlight Form> Select Open In ASEBA-Informant tab > Sign Out >
Informant fills out form.
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MERGE DUPLICATE ASSESSED PERSONS OR INFORMANTS

When accidentally creating duplicate Assessed Persons or Informants, ASEBA-Web now allows for the
duplicates to be merged.

For the example below, there are two Assessed Persons with the same name: James Williams

() rerress W, Toois ¥ B omectory ¥ [ rorms ¥ [E] reports ¥ 2 mporToata ¥ 2 seeermnteDroRM ¥ X8 apminsTRatioN ¥ (D) HE ¥

5 pmecToRmEs &8 INFORMANTS () Fomms & ASSESSED PERSOMN DETAILS

[} Start a New Assessment Forms for: James Williams ( 656547 )

Search: | () Refresh [ Add Form

Q search X Cear D ! Last Activity Date ! Status
Display By: () Frsthame () Last Name
v B3 Root (77-1945)
» [ Aseba_Data (1).zip (2021-Aug-17
» [ Aseba_Data.zip (2018-07-25 15:1;
» [ Carson Family (2¢-1887)
» [ Collins Family (13-s4e2)
B2 Sample Directory (s3-+ssq)
B Testing (1z-se13)
& Candace Carson (1czadbadzbessszba)
& Jacob Denver (s2fos7sesb74c3ca)
& John Doe (0o01-001-001)
& Jacob Johnson (Jacob Johnson)
& Thomas Kendall (2se147)
& David Nelson (pavid Nelson)
& Kenneth Richards (7es4ss)
& Jacob Sessions (tacoh Sessions)
a d3cf93a707ead4a299 T (dcfa3a707ea
& 1an Thompson (34357)
& Timothy Thompson (7s4s7s5a72fe46a1
& Michael Tolken (michsel Tolken)

_+ a James Williams (ssss47)
da

& James Williams (ssss7s)

Please either RIGHT click on one of the Assessed Persons and select Merge or click on ASSESSED PERSONS
DETAILS tab and select Merge.
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& Ian Thompson (343s7)
& Timothy Thompson (7sss7ssazafsssal

& Michael Tolken (mich (> Refresh Directories
& James Williams (sss /' Edit

& James Williams (sss ® Delete

4
+ Move Item

3 ExportData
BB AsEBA-Web™ | v4.5.2.0 | 28-Ma 4. Merge ‘_—- iach

O REFRESH % TOOLS ¥ B pirecrory ¥ D FORMS ¥ El REPORTS ¥ 2 tMeORT DKTA ¥ % SELF-PRINTED FORM ¥ ﬂ ADMINISTRATION ¥ @ HELP ¥

B DmRECTORIES @k INFORMANTS MiForss & ASSESSED PERSON DETARS e
[ Start a New Assessment Details for: James Williams
— # Edit ® Delete sk Merge —
Q, search X Cear IDENTIFICATION
Display By: () First Mame ) Last Name
Identification: 656547
* [ Root (771845
» 3 Aseba_Data (1).zip (2021-Aug-17 R
» [ Aseba_Data.zip (2018-07-25 15:1.
» [ Carson Family (24-1887) Ethnicity: Mixed
» B3 Collins Family (13-ss5) Gender; M
F3 Sample Directory (ss-ssso) Date OF Birth: 18-Aug-2010
Age: 14

(3 Testing (12-s813)

.
& Candace Carson (1c2avbedbesssioa) PERSOMAL INFORMATION  CONTACT INFORMATION  ADDRESS

& Jacob Denver (42ios7sesbsr4cics)

& John Doe (oo1-00i-001) Title:

& Jacob Johnson (acob Johasen) First: James

A& Thomas Kendall (zse147) Middle: T

& David Nelson (pavd Meison) Last: Williams
Nickname: Jimmy

& Kenneth Richards (resass)

& 12c0b Sessions (1scob Sessions)

A& d3cf93a707ea4a299 T (dde3aroresd
& lan Thompson (34357

& Timothy Thompson (rsss7ssarasdeat

& Michael Tolken (Michael Tollen)

& James Williams (ssss47)

a James Williams (sssers)

Select the Merge Candidate from the drop-down list: Merge is permanent and cannot be reversed. Click Next.

MERGE

Merge Assessed Persons

@ Merging is permanent and cannot be reversad,

The previously selected assessed person is the primary record. Demographic data on the primary record s preserved In @ merge. If the demographic data is incomplete of inooaect, please edit the assessed person prior to the merge.

Select from the following list of merge candidates the assessed person you would like to merge into the: primary recond. Menge candidates match first name and last name with the primany record. If your intended menge record does not match, edit the assessed person o have
same name a5 the primary record,

Primary Record:  James Williams

.

James Williams (S65875)
+ fack - Mt * Close
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With Assessed Persons, the next screen will be shown: Click Next.

MERGE

Neither the primary record nor the merge candidate is an informant. No new informants will be created.
Click "Next" to continue.

+ Back =+ MNext % Close

The next screen will show what Assessed Person’s details will be kept and which ones will be deleted: Click
Next.

MERGE
Merge Summary

This information will be kept: This information will be deleted:
Name: Marme:

Tithe: Tithe:

First: James First: James

Middle: T Middle: T

Last: Williams Last: Williams

Nickmiame: Jinrmy Nickname: Jimirry
Identification Code: 656547 Identification Code: BESE7S
Gender: M Gender: M
Date Of Birth: 18-Aug-2010 Date Of Birth: 18-Aug-2010
Ethnicity: Mixed Ethmnicity: Mixed
Address: Address:

Address Line One: Address Line One:

Address Line Two: Address Line Two:

City: City:

State or Province: State or Province:

Postal Code: Postal Code:

Country: Country:
Mobile Phone: Mabile Phone:
Home Phone: Home Phane:
work Phone: Work Phone:
Email: Email:

+ Back + Next X Close

The next screen will let you know that forms were added: Click Submit.

MERGE

@ Merging is permanent and cannot be reversed.
This is a summary of the changes made to forms as a result of the merge:
These forms are already present on the primary record prior to the merge: These forms are added the primary record as a result from the merge:

[ Submit

+ Back + Next ® Close
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The two Assessed Persons will be successfully merged:

& 13cf93a7072a4a299 T (d3cfs3a7o7esd

& Ian Thompson (3s3s7)

& Timothy Thompson (7sss7ssarafessat

& James Williams (esss47)

& Michael Tolken (michael Tolken)

) Assessed Person was successfully merged

The same process is done for duplicate Informants: In the example below, there are two Jacob Does. Select the
INFORMANTS tab. Click on the Informant to be merged. Either RIGHT click on the Informant and select Merge
or select INFORMANT DETAILS tab and select Merge.

C) rerrEsH W, TooLs Ad TNFORMANTS ¥

(O precTORIES &4 INFORMANTS

[ start a New Assessment

Display: @ Active Informants O All Informarnts

| Search | Q, search ¥ Cear

Display By: @ First Names O Last Name

In)
In)
In)
-+FD
—» n
In)
I
A

Daniel Carson {dearson-3656-8450)
Russell Carson (w21z-c535-c000)
Kathy Colling (keollins-1082-5670)
Jacob Doe (jdoe-1863-5387)

Jacob Doe (g520-0730-g878)

Jacob Johnson (jichnsan-1876-3571)
Jackie Kendall (jkendall-e582-7440)
Tessa Monroe (tmonros-2413-438)

[ rorms ¥  [E] reports ¥ X mporToATA Y B sElFpRINTEDFORM Y KB aommisTRatIon Y () HEL

[MrorMs = A& INFORMANT DETAILS

Forms to be Completed By: Jacob Doe ( jdoe-1863-5987 )

) Refresh

ID
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» Send Message To Informant ai Open In ASEBA-Informant™ & Key-l

Last Activity Date i Status

23-0ct-2024 Started By Informant



Yyemrrsmd W toos ¢ @ weomuns * [ roms v L podleoan v @ sarmaemrose v ) oo v () see v

D omscoems G seoeseens [Mromses &l swomenr cevas l
[ Start a New Assessment Details for: Jacob Doe

asiw:. B Actw rborrarm [ A8 Takormare B Send Message To Informant id Open In ASEBA-Informant™ # Ednt £ Reset Possword == Merge @ ODelete
Search 0, Sewch X Oewr

AT
gty B ) prtnisms ) Lant sy
[y Daniel Carson jdoamon-wsee-a460] Tddentification: A55aRarchSoeda
[y Pussell CArson fwri2-c-coon)
Ity Kathy Colling fcsses-1053-5675) \lsemama: Hoe-1853-5947
[y 1acob DOe (- m-see) Password: Odé1-034a-e922

- : 3 -inf ety fPd=jdoe- 5987
0D + Add Mew Informant i Sign-In URL: hittps://aseba-informant-dev-slot.azurewebsites.net/SignInWithLink/?1d=jdoe- 186359
ln
o # Edit M copy
& O Reset Password
_% = Mage PRSI DEMRUAATICM  COMTACT DECRUTION  ADDREES

4 > send Message To Informart
L &4 Open In ASERA-Informant™ Tithe:
b ¢ Refresh First: Jacob

Middle:

Last: Doe

Hickname:

Select the Informant you want to merge from the drop-down list: Click Next.

Merge Informants
@ Merging is permanent and cannok be reversed.

The previously selected Informant &= the primary record. Demographic data on the prmany record & preserved in @ merge. If the demographic data |5 Incomplete or INComect, please adit the informant prior to the merge.

Safact from the following list of merge candidates of the informant you would like to menge Into the primary record. Merge candidates match first name and last name with the primary record. If your intended mesge record does not match, edit the Informant to have same name
as the primary record,

Primary Record:  Jacob Doe

tacob Doe (jdoe-1863-5987)
Jacob Doe (joe-9889-4709)

The next screen will be shown: Click Next.

MERGE

Neither the primary record nor the merge candidate is an assessed person. No new assessed persons will be created.
Click "Next" to continue.

+ Back + Next ¥ Close

The next screen will show what Informant details will be kept, and which ones will be deleted: Click Next.
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MERGE

This information will be kept:

Merge Summary

This information will be deleted:

Name: Mame:
Title: Title:
First: Jacob First: Jacob
Middle: Mididle:
Last: Do Last: Do
Mickname: Nickname:
Identification Code: 9f62 30a25eea42860 Identification Code: 4d55a24f3chS4ceda
Usemname: 0520-0750-g878 Usemame: jdoe-1863-5987
Address: Address:
Address Line One: Address Line One:
Address Line Two: Address Line Two:
City: City:
State or Province: State or Provinoe:
Pastal Code: Postal Code:
Country: Country:
Mobile Phone: Mobile Phone:
Home Phone: Home Phone:
Work Phone: Work Phone:
Email: Email: rtmscott 10@yahoo.com

+ Back + Nexdt ® Close

The next page will be shown: Click Submit:

MERGE

@ Merging is permanent and cannot be reversed.

This is @ summary of the changes made to forms as a result of the merge:

These forms are already present on the primary record prier to the merge:
= CBCL 6-18 (), John Doe

These forms are added the primary record as a result from the merge:
= CBCL 6-18 (), John Doe

[ Submit

+ Back + Next ® Close

The Informants will be successfully merged:

B3 piRecTORIES &d MFORMANTS

[ sStart a New Assessment

Display: ® Active Informants () All Informants

| Search | O, search X dear

Display By: ® First Name () Last Name

[ Daniel Carson {dearson-3556-8450)

[ Russell Carson (w212-cs36-coom)

[ Kathy Collins (kesllins-1062-5570)
_’ [ Jacob Doe (g520-0730-g878)

[ Jacob Johnson (jishnson-1876-3571)

[ Jackie Kendall (jkendal-s582-7440)
A Tessa MONMoe (tmonros-2413-438)
[ David Melson (dnelson-2735-2835)
A Kristy Richards (krichards-2308-7385)
[ Janna Sessions (jsessions-4439-925)
[ Jennifer Thompson (jthompson-5350-8367)
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ASEBA-Web Procedures

Informant Sign in and Online Completion

The Informant will receive an email from User (clinician, etc.) that looks like the image below:

Request To Complete Forms

do-not-reply-for-aseba-web@aseba.org
To rscott@uvm.edu

[This message was sent from an address outside the Larner College of Medicine. Please exercise caution when clicking links or opening attachments from this source. ]

‘©| © Reply ‘ % Reply All ‘ > Forward H;‘ ‘7|

To: Katie Richardson
On: 18-Feb-2025

Dear Katie Richardson,
Please complete the following rating forms available online:

CBCLE-18

All of the answers that you give are confidential. Your answers will only be available to authorized staff. You don't have to complete all the forms at the same time. Each form takes about 20 - 30 minutes to complete. Please complete the rating forms as soon as possible. Full instructions are found on the web site.

To access the forms, visit the My Forms web app:

Go to: https://nam02.safelinks.protection.outlook.com, 62F8 /0297 Crobin.scott%A0med.uvm.edu%7C: £ 008dd506319c6%7C 120480a6b2263160919d%7C0%7C0%7C63875510f 14%7CUnk $7CTWEDD 0eU1heGkiOn-
RydWUsIIViQilwL jAuMDAWMCISIIAIO lilsIkFO1joi TWEpbCIsildUIjoyfQ2%3D%3D%7C0% 7C% % C /vl%2 FyxiMhew 1%3D8 reserved=0

Username: mg48-0479-656
Password: 2Ax-w_B1=3 (ignore this password if you already changed it)

Altarnatively, you ean click or follow the link below:

hittps://nam02.safelinks. protection.outicok.com, 1962 FSIgninWithLink3%2F3%3Fd%3Dmg48-o4: data=05%7C02%7Crobin.scott%40med.uvm.edut%7C7538ccf 080d506219c6%7 Ced03ff7abagf4 1669190%7C0%7C0%7C6 108755248855%7CUnknown%
7c J1hcGKIONRYdWUSIVIOIWLAUMDAWMCISIIAIO OlioITWEpbCISIIdUI oyfQ%3D%3D%7C0%7C%7C2%C D1elL0mO7TRU1AVGKMVIWGOE2RbThp32kKIPQ%3D: ed=0
Thank you.

Instructions in ASEBA-Web provide the steps an Informant will take to sign in and complete
selected forms online. As the Informant will not have access to this manual, it is for informational
purposes only for clinicians.

Please remind the Informants that the form will automatically log out after 20 minutes
of inactivity. The form will save after every question.

Informant instructions currently available in ASEBA-Web include the following:
1. Click on one of two links to access the forms.
2. Sign in or click Continue.
3. Change language as desired.

4. Online Form Completion.
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Link Access to Forms — Sign In

¢ Informants will have two ways to access the form:

o The firstlink uses an autogenerated username and password to access the form.
e Thesecond link takes the Informant straight to the form.

All of the answers that you give are confidential. Your answers will only be available to authorized staff. You don't have to complete ail the forms at the same time. Each form takes about 20 - 30 minutes to complete. Please complete the rating forms as soon as possible. Full instructions are found on the web site.

To access the forms, visit the My Forms web app:

name: mB48-0479-1656

Password: 2Ax-w_B1=9 (ignore this password if you already changed it

Alternatively, you can click or follow the link below:

Thank you.

1. For the first option, after typing in the username and password given, the Informant will
need to select Sign In to access the form.

! ASEBA-Informant™

Welcome to ASEBA-Informant™

Language: English

Username: m848-0479-i656

Password: sesssssssss

Lo tothe e o coskies o ke ASESAIfBrmant™ Cookie Policy
signIn |

Please contact your provider if you forgat your password. Your provider can reset the password for you.

2. The second option takes the Informant straight to the form. The Informant will need
to click on Continue to access the form.

% ASEBA-Informant™

Welcome to ASEBA-Informant™

Language: English

1 agree to the use of cockies to keep ASEBA-Informant™ : .
socire Cookie Policy
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ONLINE FORM COMPLETION
This function allows the Informant to complete the forms online that have been selected for them.

3. The Informant will need to click on the arrow to open the form.

ASEBA-Informant™ @ 7675 miss |-

¢ Please click the button to the left to change your theme, language selection, or email address.

Below is a list of forms for you to complete. Click on a form in the list to start.

— = Jason (CBCL 6-18, Requested Date: 17-Mar-2025)

4. The Informant will be asked to consent for collection, process and storing of data by clicking
on the YES, I AGREE tab.

Data Consent

CONSENT TO COLLECT, PROCESS AND STORE DATA: Your provider or your provider’s designee has requested that
you complete this assessment. The RCCYF's web-based systems process and store data that you enter, but only your
provider or your provider’s designee can access your data. You may revoke your consent at any time by contacting
your provider or your provider’s designee.

For more details on this consent click here: Data Consent

I GIVE MY CONSENT TO THE COLLECTION, PROCESSING AND STORAGE OF DATA BY CLICKING ON THE “YES, I
AGREE” BUTTON BELOW

e

5. The Informant will then be able to proceed to fill out the form by clicking on the Start button on
bottom right of screen. This page has directions for Informants regarding filling out the form.

B ASEBA-Informant™ 6 m467-675-m153 |
A ¥ If there is more text than can fit on the screen, use the up and down buttons to scroll through the text.
4 > Use the left and right buttons to navigate between questions. You may also navigate by using "Tab" and "Shift-Tab".

Multiple choice answers may also be selected by typing in the number next to the circle.
Text fields hold a limited number of characters. This indicator shows how many characters are remaining.

Some questions allow brief comments. Click on the comment button to add or edit a comment.

Instructions on how to fill out form sections can be shown by clicking the "Help" button.

CRRERNC,

You may exit the form at any time and come back to your last saved position.

This indicator means that unsaved data is present. Navigate to the previous question, next question, or exit the assessment to save your
answers.

(5 ¢

Click on the right navigation arrow below to start the form.

Jason (CBCL 6-18, Requested Date: 17-Mar-2025)
< Start »
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6. The informant will continue through the form one question at a time by clicking on the arrow in the
bottom right hand corner.

ASEBA-Informant™ @ mas7-675-miss |

Child's first name:
Jason ab| 145

Jason (CBCL 6-18, Requested Date: 17-Mar-2025)
Question 0/208 >

« @ 4

7. The blue progress bar will advance as the Informant works through the form. The informant is also
informed of the number of questions completed.

ASEBA-Informant™ 6 mis7-i675-miss >

Does your child belong to any organizations, clubs, teams, or groups? B*

O 1-Yes
0 - No - Jump to the Jobs section

[

Jason (CBCL 6-18, Requested Date: 17-Mar-2025)
4 Question 39 /208 B
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e The clinician can also see the Informant’s progress on the form under the Status tab:

1 DIECTORIES &k INFORMANTS [Mrorws & assessep person DETALLS
[ Start a New Assessment Forms for: Jason Nelson
“d“ﬁ‘ & Refresh [} Add Form [ Key-Entry [E] score Report [ Details / Comments / Edit ® Delete ai  Go To Informant
Q sewrch X Clear i} i Last Activity Date i status i Form Type i Informant i Form Source i Date Completed
ity O Frstiams O Lasttome 04-Dec-2024 Imported CBCL 618 Import-File 07-Dec-2021
v B Root

04-Dec-2024 Key-Entered TRF6-18 Thomas Jacabs Electronic-Form 07-Aug-2024

» [ ASEBA_Data_Transfer_2024-03-2¢
> B3 Martin Family b 17-Mar-2025 n-Progress (18%) CBCL 6-18 Judith Nelson Electronic-Form

v B Nelson Family

—» D

a
Y geresi 9 toos v [3 omecrony v [ rowus v [l eeorrs v A meorrosna v B cersmmmeprome v KU soumastaamon v (D) wele v

1 DIRECTORIES @A INFORMANTS [MrormMs & ASSESSED PERSON DETALLS
[} Start a New Assessment Forms for: Jason Nelson
& Refresh [ Add Form
- \
Q Search X Clear jin) B Last Activity Date g Status £ Form Type £ Informant £ Form Source
sepiay By O Fisttiome. O Lot e 04-Dec-2024 Imported CBCL 6-18 Import-File
v D3 Root
04-Dec-2024 Key-Entered TRF 6-18 Thomas Jacobs Electronic-Form

» [ ASEBA_Data_Transfer_2024-03-2¢
» 2 Martin Family 17-Mar-2025 In-Progress (89%) CBCL 6-18 Judith Nelson Electronic-Form

¥ [ Nelson Family

— EzIm

e Once the Informant has completed the form, the program will look for any missing answers. If
there are no missing answers, the Informant will need to click on the Finish button.

ASEBA-Informant™ @ micr-i675-mis3 |+

\o missing answers were found. Thank you for completing the form. Please click on the "Finish" button to notify your
orovider that the form has been completed. Once the "Finish" button is clicked you will not be able to make further
changes to the form.

Jason (CBCL 6-18, Requested: 17-Mar-2025)
4 Quantity of answers missing: 0 Finish =
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e The Informant will then see a window like below informing them of the forms that have recently
been completed.

ASEBA-Informant™ 8 m467-1675-m153 |+

Q Please click the button to the left to change your theme, language selection, or email address.

There are no pending forms to complete. Please contact your provider for further assistance if you believe you should
1ave forms to complete.

o Refresh List

3elow is a list of forms you have recently completed.

‘ (&) | Jason (CBCL 6-18, Completed Date: 17-Mar-2025)

e The Status of the form will say “Completed By Informant”. The clinician may now score the
completed form by clicking on the form to highlight it and then clicking on the Score Report tab
to receive a 5—10-page report on the form. The clinician may also open the form (by clicking on
the Key-Entry tab to make sure all questions were answered.

5 wom N roxsy Blomecroary Drowsvy Elmsorrs v L owoxromn v @ sarsmommromt v K8 aosmasrmon ¥ @D vas v Qumvy |4
B R ry— Dirows & Asesseo rorson #
I Start a New Assessment Forms for: Jason Nelson l
@ O Refresh [ AddForm  BY Key€nty [ ScoreReport [} Detais/Comments Edt @ Delete &4 GoTo Informant
oy x I FormType i Informant 1 | o Source i | Date Completed
Daplay By _ 04-Dec-2024 m CBCL 618 Import-File 07-Dec-2021
v [ Root
04-Dec-2024 Key-Entered TRF 618 Thomas Jacobs Electronic-Form 07-Au0-2024

» [ ASEBA_Data_Transfes_2024-03-2¢

SR —f 17-Mar-2025 Completed By Informant CBCL 6-18 Judith Nelson Electronic-Form 17-Mar-2025

v B Nelson Family
— & Jason Nelson
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RESET INFORMANT PASSWORD

e If an Informant saves and exits the program, and forgets their password to re-enter, the
Informant will need to contact the clinician for a password reset. To reset a password:

1) Sign in to ASEBA-Web.

2) Click on the Informants tab in upper left corner.

3) Click on the Informant name.

4) Click on INFORMANT DETALILS tab.

5) Click on RESET PASSWORD, say YES. The program will set a new password.

6) The Clinician will need to tell the Informant their new password. The password is not emailed to
the Informant.

Y nerres % mml 8 weomiars v [ roms v A [Mvolml v B sarommeorow v K someseon v () v v

J DIRECTORIES & INFORMANTS [Drorms & (wFORMANT DETALLS

[ start a New Assessment Details for: Judith Nelson ¢

seplay: @ active tnformants O All formants > Send Message To Informant ai Open in ASEBA-Informant™ & Edit £ Reset Password

Judith Nelson O, search ¥ Oear DerFCATION
vipiay By: @ FrstName O Last Name
.*Judrth ro— Identification: e02ac3a6dadba7i2a
Username: m467-1675-m153
Password: fN=82!aL$]
Signln Url: https://www.asebaforms.org/SignInWithLink/?1d=m467-1675-m153
D copy
Title:
First: Judith
Middle:
Last: Nelson
Nickname:
RESET PASSWORD x
Resetting pasword for: Judith Nelson
Do you want to reset the informant’s password ?
v Yes ® No
RESET PASSWORD *x

The informant's password was successfuly reset. Please allow 60 seconds for it to take effect.
New password: Bj9=8H-rg4

¥ Close

108



ASEBA-Web Procedures

EXPORTING DATA FILES

Use this function to download/export data and open the files. Sign in to ASEBA-Web.

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

2. Select/highlight the directory, subdirectory, or Assessed Person from
which you want to download/export data.

3. Navigation: DIRECTORY (from the tab on top) > EXPORT DATA or,
alternatively, right click the directory with your mouse and select Export
Data.

v

% mermesw W Toots ¥ P pRecToRy ¥ & assesseppersons ¥ [E] reports ¥ 2 mporToata ¥ 2 serprmveDrorm ¥ 8 apmr

E3 20D DIRECTORY

2 omecroriEs & INFORMA \SSESSED PERSONS (] DIRECTORY DETAILS

+ ADD ASSESSED PERSON
[ startaNew A B movermsmrowes  sessed Persons in Directory (No Subdirectories): Root

O ermesi owecromzs %) Refresh + Add Assessed Person E= Move Items in Folder

Search: ‘ +

Q search X Clear Identification Code H Name t
Display By: . Fest Name L7 Last Hame 1e7f8bbed76e450c8 Brandon Phillip
A@ © Root
- b87fa7e3aas94d3ca Daniel Perez
» (3 ASEBA_Data_Transfer_2024-03-2¢
» 1 Martin Family 1e751f8ab22542e4b David Whitem:
L P MAlean Sl a7%a4 Raminina Sar

() rerrEsH W, Tools ¥ B DIRECTORY ¥

1 pmecrorEs A& INFORMANTS

[ start a New Assessment

Search:
Q, search ¥ Clear
Display By: O First Name O Last Name
-_p m Add Directary
* B 4 Add Assessed Person P-2¢
» 9 2 Move Items in Folder
~ 8 ) Refresh Directories
L & Edit
4 4+ Bxport Data

T
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4. Select the export file type:

For Excel or SPSS downloads, select either Raw Data, Scored Data,
Combined Raw and Scored Data or ASEBA P&O App Data
Transfer. For the entire ASEBA database, or an individual Assessed
Person, choose ASEBA-* Data Transfer. For just a status report on
forms, click Form Status Report. Click Next.

EXPORT DATA

File Type: Not Selected  File format: Not Selected Date Range: All  Directories: 0 Assessed Persons: 0 Available Forms: 0
1. Select a file type.

Select an export type...

1. Form Status Report
2. ASEBA-* Data Transfer

+ Back + N

3. Raw Data

4. Scored Data

5. Combined Raw and Scored Data
6. ASEBA P&O App™ Data Transfer

6. For the example below, Combined Raw and Scored Data was chosen.

EXPORT DATA

File Type: Raw-And-Scored  File format: Transfer Date Range: All  Directories: 0  Assessed Persons: 0 Available Forms: O
1. Select a file type.

File Type: 5. Combined Raw and Scored Data b

+ Back + Next % Close

7. Select a file format: Excel or SPSS. Click Next. Excel was chosen for this example.

EXPORT DATA

File Type: Raw-And-Scored  File format: Transfer Date Range: All  Directories: 0  Assessed Persons: 0 Available Forms: 0

2. Select a file format.

File format: Select a file format... v

Select a file format...
+ Back + N

Excel
SPSS
EXPORT DATA
File Type: Raw-And-Scored  File format: Excel Date Range: All  Directories: 0 Assessed Persons: 0 Available Forms: 0
2. Select a file format.
File format: Excel v

+ Back + Next X Close
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8. Select a date range if desired. Click Yes or No. If Yes, the window below

will open to choose the date range. No, was chosen for this example.

EXPORT DATA

File Type: Raw-And-Scored  File format: Excel Date Range: All  Directories: 0  Assessed Persons: 0 Available Forms: 0
3. Select a date range for completed forms.
Would you like to limit your export to completed forms in a specified date range?

+ Yes
+ No
+ Back + Next X Close
EXPORT DATA
File Type: Raw-And-Scored ~ File format: Excel Date Range: All Directories: 0 Assessed Persons: 0 Available Forms: 0
3. Select a date range for completed forms.
From: To:
16-Feb-2025 B3] | 18-mar-2025 =l

« Back + Next X Close

e If desired, click on Advanced Filter tab to further filter your data. Click

Export.

EXPORT DATA

File Type: Raw-And-Scored  File format: Excel Date Range: All  Directories: 4  Assessed Persons: 29  Available Forms: 89

5. Export Forms. Large exports may be split across multiple files.

3 Export

«+ Back

EXPORT DATA

File Type: Raw-And-Scored  File format: Excel ~ Date Range: All  Directories: 4  Assessed Persons: 29 Available Forms: 89
5. Export Forms. Large exports may be split across multiple files.

2+ Export
Form i Age ¢ Gender ¢ Date Completed i Relationship
v =
CBCL 6-18 10 M 2024-03-13T00:00:00 Biological parent
YSR 11-18 10 M 2024-03-13T00:00:00 Self
CBCL6-18 0 u Grandparent
CBCL 6-18 10 M 2024-03-13T00:00:00 Biological parent
TRF 6-18 10 M 2024-03-13T00:00:00 Classroom teacher
CBCL 6-18 9 M Biological parent
CBCL 6-18 10 M 2021-12-07T00:00:00
CBCL 6-18 10 F 2021-12-07T00:00:00
ASR 18-59 39 M 2019-03-15T00:00:00 Self
ASR 18-59 41 M 2019-12-10T00:00:00 Self
ASR 18-59 46 M 2020-05-11T00:00:00 Self
ASR 18-59 38 M 2019-04-16T00:00:00 Self
ASR 18-59 45 M 2019-03-21T00:00:00 Self
+ Back + Next X Close
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9. Click on Export. The file will download into your Downloads folder and double
click on the file to open.

EXPORT DATA

File Type: Raw-And-Scored  File format: Excel Date Range: All  Directories: 4  Assessed Persons: 29  Available Forms: 89
5. Bxport Forms. Large exports may be split across multiple files.

X Export Y Advanced Filter

+ Back + Next * Close
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18 364abi 7 CBC CBCL6-18 Thomas N5t3Hdibe False 6/472024.12/5/2014 154-7434 | . Key-Entere ASEBA Sta M 10 White  Biological F 52002024 True B %0 6 75 %6 B K]
19 4ff10GF21CAC  CBCLG-18 Masha Sh 43212683t False /1302014 88-8072 | ¢ Key-Entere ASEBA Sta 10 47150024 Tue ) k]
20 Ba%8e22-(CBC  CBCLG-18 aB0B2cal: 34560eb6 False /2502014 056469 | | New  ASEBASEaF 10 8122028 Tue b ]
21 fcfi26e6-9CAC CBCL6-18 1001---78 False 12/7/2021 61512011 Imported ASEBA Sta M 10 White  Biological F 32712024 False D 5 %
22 | 26263a63- CBC CBOLG-18 1001----79 ed2ac3aiFalse IT/2025 6/15/2011 67-2736 | Submitted ASEBA Sta M " Grandpan F 3172025 Tue 10 K7 % B Kl K3 %
23/0d13a363-CBC  CBCLG-18 f836ch45 False 120772021 5720411 Imported ASEBASta F 10 African Ar Biological F 70 False 5 ]
24/26464bce-CBC  CBCL6-18 f36chd5 260505h0; False 5/9/2011115-7594 | Sent-To-Ir ASEBA Sta F 2 ABMLTe % k]
25 03880025 CBC CBCLE-18 NIC-465¢9 False Imported ASEBA Sta M [ Biological M 432243Tve BS %8 iz 5 5 "o %5
26 faBdc0ck- CAC CBCLE-18 NIC-485¢9 False 3/9/2019 1 1/3/2000 1 Imported ASEBA Sta M 16 GrandparF 4UNN3Tue 12 52 % [l "8 k1
27/6845220c-CAC  CBCL6-18 Michael M False 212612021 61212010 1 Imported ASEBASta M 10 Other a0 afalse D % k]
28020cbaB6-CBC  CBCLG-18 Michael M False 71172021 16/2/2010 147-2500 | - Imported ASEBA St M 1 Wnite  BiologicalM 404 3False D 5 1
20/509685bd-CAC  CACLG-18 MichaelM False /1112020 6/2/2010 147-2500 | - Imported ASEBASts M 9 Whita 4N aFsise 4 1
30 d13cOMICAC  CBCLG-18 Jacob Mar False 311202025 2/6/2014 1672738 | Key-Enters ASEBA Sta M 11Whie  BiologicalF NI 12 B B2 75 s k) k]
31 [NakMAN. AR ALY 1R larah Man Falen RIT00G 1479500 1. Kou.Friters ASERA Sta M 10 Darific lel Stonnaron F anmoaaTas B %n fin %8 %a Kl %

IMPORTING DATA FILES

1. Select IMPORT DATA tab, IMPORT DATA.

@ rerrEsn W, Toois v O3 DmEcToRY Y & assesseDpERsons Y [E] reports ¥ A mporToata ¥ B serprinteDFoRM Y KX aommusTRaTIoN Y (D) HELR Y

4+  IMPORT DATA
D PERSONS [ pectoryr =

1 pmecTormEs : INFORMANTS

IMPORT SPECIFICATION DOCUMENT

[ Start a New Assessment Assessed Persons in Di s): Root

Ia EXAMPLE IMPORT FILE

s | | C Refresh + Add Assessed Person [~ Move Items in Folder

O, search X Clear Identification Code : Name *

Dispay Bys () Fast tiame. () Last iame 1e7f8bbec76e450c8 Brandon Phillips

Al 0 Rool
> - bg7fa7e3aas94d3ca Daniel Perez

» [ ASEBA Data Transfer 2024-03-2¢
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2. Select the file format to import (ASEBA-*Data Transfer or ADM CSV File). For this example,
ASEBA Data_Transfer.zip file was chosen. Click Next.

IMPORT DATA

File format: Transfer Assessed Persons: 0 Available Forms: 0 *
1. Select a file format. 1. ASEBA-* Data Transfer v
1. ASEBA-* Data Transfer

+ Back + N
2. ADM CSV File

3. Select the import file. Once the file is attached, click Next.

IMPORT DATA

File format: Transfer Assessed Persons: 7  Available Forms: N/A

2. Select an import file.

Select files...

Name: ASEBA_Data_Transfer_2024-07-31T20_11_23_1.zip Size: 23638 bytes Extension: .zip

+ Back + Next ¥ Close

4. Select directory for the import file. If a directory was not created, select the default
directory Root. For this example, Root was chosen. Click Next.

IMPORT DATA

File format: Transfer Assessed Persons: 7 Available Forms: NfA

3. Select Directory. Root v

Root
+ Back + N

ASEBA_Data_Transfer_2024-03-26T14 47 26_1.zip (2024-
Mar-26 10:55:44)
Nelson Family

Martin Family
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5. The program will build the data. Click Start Processing.

IMPORT DATA

File format: Transfer Assessed Persons: 29  Available Forms: N/A

4, Impert Forms.

Your data will be saved at:

Total Assessed Persons Found:

Total number of forms found:
Forms Imported:
Progress in forms:

Status of import process:

ASEBA_Data_Transfer_2025-03-18T18_42_27_1.zip (18-Mar-2025
14:42:52)

29
N/A

0of 29
The file is good and ready to be imported.

X Start Processing

Available E-Units:
Total E-Units Charged:
E-Units Remaining After Submit:

) Charges for scoring will apply to any record set to be scored but not rejected due
to import errors. E-Units are not reimbursed for scored records that are discarded or
records set for scoring but contain insufficent data.

® Cancel (this will delete the imported data)

+ Back =+ Next ® Close

o Charges for scoring will apply to any record set to be scored but not rejected due
to import errors. E-Units are not reimbursed for scored records that are discarded or
records set for scoring but contain insufficent data.

6. When Status of import process states Done importing, click Save.

IMPORT DATA

File format: Transfer Assessed Persons: 24  Available Forms: N/A

4. Import Forms.
Your data will be saved at:

Total Assessed Persons Found:
Total number of forms found:
Forms Imported:

Progress in forms:

Status of import process:

ASEBA_Data_Transfer_2025-03-19T13_12_17_1.zip (19-Mar-2025 Available E-Units: N/A
09:13:12) Total E-Units Charged: N/A
24 E-Units Remaining After Submit: N/A
N/A @) Charges for scoring will apply to any record set to be scored but not rejected due to

import errors. E-Units are not reimbursed for scored records that are discarded or records
240f 24 set for scoring but contain insufficent data.
Done importing

— ™ Save @ Cancel (this will delete the imported data)

+ Back -+ Next

* Close

7.  The file will import with the name ASEBA_Data_transfer.zip with the date and
time of import. Double click on the folder to open to Assessed Persons and their

forms.

-

?) rerresy W Tools ¥ [0 DRecToRY ¥ & AssEs

2] DIRECTORIES & INFORMANTS a A
[ Start a New Assessment As
Search: | | (
O, sSearch ¥ Clear I
Display By: O First Name O Last Name a
Root

3

E3 ASEBA_Data_Transfer (3).zip (2023-Oct-1;
0

B3 ASEBA_Data_Transfer_2024-07-31T20_11

_+ £ ASEBA_Data_Transfer_2025-03-19T13_12| 9

B3 Curtis Family
B Sample Directory
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