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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 having received 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.
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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

HELP | VALIDATEACOOUNT | ACCOUNT TWFORMATION |  ADMINISTRATOR INFORMATION | AGREE AND CREATE

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

- answersaseba arg
« Contact our techrical support at. techsupp@aseba.org
» Contact our techrical support at 802.735.1540

» Next

“Please take 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.

(1) License key is valid.

VALDATE ACCOUMT  ACOOUNT IRFOSMATION ADMINISTRETOR IWFORMATION  AGREE AND CREATE
1f not alresdy filled out, enter your license Key In the "License Key” field. Click on the "valldate™ button to check that the license key s valld and ready to be used. If It s nat, contact our technical support for further assistance

License Key* RO.0.6.0.0.6.0.0.0.0.0.0.0.0.0.0.6.6.4 @ Validate

eed to be unigue 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

« 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 your users
will use. No Spaces. For example: RCCYF or RCCYF-Testing. Click Next.

Choose an account name for your account. Account names need to be unigue to your account and we recommend they are nol 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*: RCCYF

« Back » Next


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

5. Atthe ACCOUNT INFORMATION tab: Fill out all the blanks for
Organization Name, Contact Full Name, Contact Email, Contact Mobile home,

Contact Work Phone, Street address, City, State or Province, Postal code, and
Country. Click Next.
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Create New ASEBA-Web™ Account

. o
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
AP | VAIATEACCOUNT | ACCOUNTIEORMATION | ADNIISTRATCR INFORMATICN | AGREE AND CREATE

Fill aut information about your arganization and the name of a primary 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 or Province:

Cantact Wark Phone: Postal Cade

Counfry:

4 Back » Next

6. Fill out the blanks for the ADMINISTRATOR INFORMATION tab: First Name, Last
Name, Contact Email, Username, Password, and Password Confirmation. Password
needs to be 10 characters long with a capital and lower 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 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 IMFORMATION 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 Details ...
I have read, and I agree with the HIPAA License agreement: Rl More Detai

I have read, and I agree to the Data Consent agreement: .

I have read, and I agree with the Processor Contract for GDPR: o lors

« 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.

chenbach
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Your New ASEBA-Web™ Account is Ready

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

URL: www.aseba-web.org
Username: rthompson
Account Name: RCCYF

+1 Sign In

9. Sign In with the credentials created.
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Sign-In Credentials ASEBA-Web™ 2023 General Announcements
This Syster is for Authorized Users Only

Region: Global ean Uniof

- @ | Euoneas 25-0ct-2023: New “Password History” Feature for User Authentication; Changes to Password Setiing Ranges
Usemame: New "Password History" Feature for User Authentication
Password:

ASEBA-Web™ now tracks users' most recently used passwords, The "Password History” is configurable by administrators, Re

 rcoount: about it by clicking here.
Remember my sign-in credentials.: (] Changes to Password Setting Ranges

agree to the RCCYF's use of cookies to keep ASEBA-Web™ reliable and secure: Castie pacy

1n light of recent updates to NIST guidance on passwords, the allowed ranges for many password settings have changed. N
good time for administrators to review their password settings and make appropriate changes. Read more about it by dickir

+1Sign In
10-0ct-2023: "Form Source” Added to Forms; Self-Printed Forms are Now Reprintable; New Italian Printable Forms
++ I Forgot My Password 30-May-2023: "Recent Activity" List Now Available, Chianges for Multifactor Authentication for UK Phone Numbers
17-Apr-2023: "Move Items In Folder™ available, MFA support for Bermuda and Vietnam, Performance improvements in Exp

3-Nov-2022: "Mave Ttem" avallable In "Directory View".

Once in the program, the initial administrator can add new users (administrative or regular) by navigating to:
ADMINISTRATION> MANAGE USERS > NEW.



N

C) REFRESH o, TOOLS ¥ E1 DIRECTORYY | % IMPORT DATAY = & SELF-PRINTED FORM ¥ X ADMINISTRATION ¥ @ HELP¥

@& MANAGE USERS

[ Start a New Assessment A
X MANAGE ACCOUNT SETTINGS mm-

e B AS
B pRECTORES | & INFORMANTS B CONFIGURE TNFORMANT MESSAGES %

B E-UNITS HISTORY

Display By: (O FirstName () Last Mame
B AUDITING TOOLS

Q, | seach | Clear
B3 PURGE OLD DATA

“ BRaot © Refresh
» B Aseba_Data (7).zip (2022-Apr-18 11:36:36)
L B ACEDA Mnbn Temmcfar 741 2in 79099 1 27 4000007 ——— = P

MANAGE USERS

—> | +New | GRefresh Manage Users

Select a user to view or edit.
Jacob Smith

jsh]jth@fakegmail.com Click on New to add a new user.

Administrator

% Close

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:

ASEBA-Web™ 2023 w1

.

Sign-In Credentials ASEBA-Web™ 2023 General Announcements

This System b for Authorized Users Orily
@ You are using the Global instance of ASEBA-Web™. &)

1 tns e i B oo i plnatn e e L .

30-May-2023: "Recenit Activity” List Now Available, Changes for Multifactor Authentication for UK Phone Numbors

Usarmame: "Recent Activity” List Now Available

When signing into ASEBA-Web™, the application will now display a list of forms that have had recent activity, inchuding recently
Password: croated, completed, imported, filled out, or scored fons, With this feature, users can quickly sekct and navigate to forms that
may be of immediate interest.

Actount:
Changes for Multifactor Authentication for UK Phone Numbers.

Remember iy signrin credentisis.: [] Starting 1-3un-2023, the UK s restricling text messages from US long phone numbers ke what ASEBA-Web uses for Multifactor
T i . AR Authentication (MFA). To be comgliart with this restriction, we have created a special sipharumeic 1D for texts sent to UK
1 agree to ASEBA's use of cookies (o keep ASEBA-Web™ relisble and secure; S s phone rumbers (+44 country code). No action is necessary for cur users, but i you do experience any inberruptions in MEA
after June 15t please contact us at techsuppéiaseba.ong and we will resolve the issue.

1 516 In
17-Apr-2023: "Move ltems in Folder™ avallable, MFA support for Bermuda and Vietnam, Performance improvesnants in Export =

Liomool v sessword 3-Now-2022; "Move Tem” avallable in "Directory View”.
20-Alug-2022: New “Manage Account Settings” available for sdminkstrators,
BrAug-2022: Spiit of "My Account” Menu option into separate "User® and “Administration” Rems.

3. Enter your Username, Password, and Account. (Enter the credentials provided to you
by your administrator for initial SIGN IN.)



4.

5.

6.

9.

10.

11.

Click SIGN IN.

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

ASEBA-Web™

inbach System of Empirically Based Assessment
Plagsa choose a new password
User Name™: dema|
Current Password™
Aecount® : leslorus
Password Requirements:

+ Minimurm Length 10
« Password must contain one uppercase and one lowercase letter,

New Password®:
Confirm New Password*:

1 have read, and | agree with the ELLA

I hawe read, and I agres with the HIPAA License agreement

1 have read, and [ agree to the Data Consent agreement

1 have read, and [ agres with the Processor Contract for GDPR Dstais

o ChancE

Enter User Name, Current Password, and Account again as provided to you. Enter
a New Password that is at least ten characters in length and contains at least two of
the following characters: one upper case letter and one lower case letter.

Confirm New Password by re-typing the New Password into the Confirm New
Password box (If passwords do not agree, user will receive an error message stating that
“New password and password confirmation are not equal.”)

Click on the links (in blue) to read the End User License Agreement (EULA)
and the Health Insurance Portability and Accountability Act (HIPAA)
documents, The Data Consent agreement, and the Processor Contract for
GDPR.

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

If in agreement with the contents of both the End User License Agreement and the
HIPAA License agreement, click the box to the right of each statement. (If the boxes
are not checked, a message will appear, stating, “User must agree to EULA”, “User
must agree to HIPAA”, or both (depending on which was left unchecked), and the
screen will not advance)

Click CHANGE.



12. The following screen will display:

The password was successfully changed. Please sign in with the new credentials.

13. SIGN IN with the updated credentials (as per steps 3 and 4 above).

14. Program will open to DIRECTORIES tab.

O REFRESH | A TOOLS* [ DRECTORYY | XL IMPORT DATA* (R PRABT PAFERFORM v | K8 AOMINISTRATION ™ | (D sELP = a&usery | feosmn oum

L3 57aRT A New AssessmenT 3 % (D Welcnme t ASFRA-Web™ 2073
il ™
5 ;== ASEBA-Web™ 2023
5 pmecrors | M peommanTs ;@
Display 8y: () FrstMame () Lant Hame =
— [ pecenr acrmmmy: | Eueie eon iew usens:
Crean
CRermesy
4 B Root
£ Sample Directory Acthly Dl 1 Btahe i | feemant i Farm i Assed Peron
& Tohn Do

ASEBA-Web Procedures

Administrator / Regular User Functions

The User Menu (System Admin) 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.

User Menu (System Admin) functions currently available in ASEBA-Web include the following:

Administration Menu User Menu Help Menu

1 Manage Users 1. Username 1. FAQ

2. Manage Account Settings 2. Themes 2. YouTube Channel

3. Configure Informant Letters 3. Account Status 3. Quick Start Guide

4, E-Units History 4. Change Password 4, ASEBA-Web Manual

5. Auditing Tools 5. Sign Out 5. License Documentation

6. Purge Old Data 6. About ASEBA-Web 2023



Manage Users (Administrative Users only)

Use this function to manage program access (users, roles, account settings, e-mail addresses, and
passwords).

1. Signinto ASEBA-Web.

2. Navigation: ADMINISTRATION (from the tab on top)> MANAGE USERS.

3. The screen will open, displaying a list of current users on the left (or will have just the
current administrator account), and NEW, REFRESH, and CLOSE tabs at the top of the

screen:

**Before creating a New user, please specify password details under Administration,
Manage Account Settings (page 10) **

MANAGE USERS

+ New

ROBIN
Robin Scott

C RerresH X (LosE

rscott@uvm.edu

Administrator

Select a user to view or edit.

Click on New to add a new user.

Manage Users

Manage Account Settings (Administrative Users only)

Use this function to manage password specifications and Multifactor Authentication.

1. Signinto ASEBA-Web.

2. Navigation: ADMINISTRATION>MANAGE ACCOUNT SETTINGS.

3. 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 details,
Number of failedattempts before lockout, Timespan of lockout in minutes and
MFA (Multifactor Authentication)tab.

AN

AGE ACCOUNT SETTINGS

O Refresh ) Save

% Close

PASSWORDS  MULTIFACTOR AUTHENTIEATION

Days a password remains

active before needing reset: = 365

Number of most recent passwords that cannot be
reused:

Minimum password length in characters 10

before lockout: 5

10

lowercase letter.



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

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.

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

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

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.

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 Require
multifactor authentication 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 (page 14).

Adding, Viewing, Editing a User

Add a New User: Select NEW. A screen will open, displaying boxes to enter
Username, Role, First Name, Last Name, Email, Mobile Phone Password,
Password Confirmation and a checkbox for Multifactor Authentication
(organization security choice).

11



MANAGE USERS Add N eW User

+ New O Rerress X Cirose
Usermname*:

Role*: -
First Name™*:

Last Name*:

Email*:

Mobile Phone:

Password Requirements:

« Minimum Length 10
« Password must contain one uppercase and one lowercase letter.

Password*:

Password Confirmation*:

Requires Multifactor Authentication:

E15ave Q@ Cancer

e Username: Enter a Username in the box. Spaces or any other special
characters are not allowed, except for dashes (-) which can be used in any
position other than the first or last.

e Role: Click on the down arrow to display a pull-down list and select Administrator or
Regular User.

e First Name: Enter user’s first name.

e Last Name: Enter user’s last name.
e Email: Enter user’s e-mail address.
e Mobile Phone: Enter user's mobile or cell phone number.

e Password: Enter a password that is at least ten characters in length and contains
at least two of the following characters: one upper case letter and one lower case
letter.

e Password Confirmation: Re-type the password you entered. If passwords do
not agree, user will receive an error message stating, “New password and
password confirmation do not match”.

e Requires Multifactor Authentication: Organization security choice, please
check off if you want users to have to use a code sent to their mobile phones
to log in.

Click SAVE or CANCEL (to close screen without saving).

View or Edit a Current User: Select/highlight the name of the user. The screen will open,
displaying previously entered information for Username, Disabled, Role, First Name, Last
Name, Email, Mobile Phone; Requires Password Reset, and Requires Multifactor
Authentication. The buttons along the top of the screen allow user access to
ENABLE/DISABLE, EDIT, SET ROLE, REQUEST PASSWORD RESET,
MULTIFACTOR AUTHENTICATION, and SET PASSWORD.

12



MANAGE USERS

+ New CRerresn X Ciose

rscott@uvm.edu

28 Enasie/Disasie # Epir Q Se7 Rowe X Request Passworp Reser

Username:

Disabled:

Role:

First Name:

Last Name:

Email:

Mobile Phane:

Requires Password Reset:

Requires Multifactor Authentication:

Lt MuLTIFACTOR AUTHENTICATION L SeT Passworp

User Account

robin

AccountAdministrator
Robin

Scott
rscott@uvm.edu

Enable/Disable User Account: Check box to disable account or leave unchecked to
indicate account is enabled. Select CHANGE (if made a change) or CANCEL (to keep

existing setting).

MANAGE USERS

+ New O Rerrest X Ciose
ROBIN

Robin Scott

rscott@uvm.edu

Administrator

Enable or Disable User

Username:
Disabled:

RACY
Tracy McMullen
rmanullen@gmail.com

tracy

O

~ CHANGE OCwicer

Edit User Account: Selecting Edit will allow user to make changes to the user’s First
Name, Last Name, Email Address and Mobile Phone. Select SAVE (if made a change)

or CANCEL (to keep existing user information).

MANAGE USERS

+ New G Remssn X Ciose Ed|t User
L Username: tracy
Robin Scott § B
rscott@uvm.edu FEHNamess Tracy
Administrator Last Name*: M[MUHEﬂ

RACY Email*: rmcmullen@gmail.com
Tracy McMullen

A Mobile Phone:

rmcmullen@gmail.com

® Save O Cancer

Set Role: Click on the down arrow to display a pull-down list and select Administrator or
Regular User. Administrators can reset the passwords of other users. We recommend setting
up at least two administrators, so that if one administrator is on vacation or left employment,
the other administrator can add users and reset user passwords. Select SAVE (if made a
change) or CANCEL (to keep existing role).

13



MANAGE USERS

+ New CRerresH X Crose RO | es

RomIN Username: tracy
Robin Scott

rscott@uvm.edu

Administrator

Roles*: Regular User v

™) Save © Cancer

RACY
Tracy McMullen
rmcmullen@gmail.com

Request Password Reset: This box is checked by default. If user needs to keep the password
given by the administrator, uncheck the box. Click SUBMIT (if made a change) or
CANCEL (to keep existing password). If Request Password Reset box is left checked, the
user will need to reset their password once they have logged in with the password given by
administrators. The program does not send out an email to the user. Administrators must let
users know their passwords.

MANAGE USERS

*New  GRemesw | XGose Requires Password Reset
o _ Username: tracy
Robin Scott Requires Password Reset: O

rscott@uvm.edu
Administrat
TR E\Susmrr ® Canca

RACY
Tracy McMullen
rmcmullen@gmail.com

Multifactor Authentication: Click on the Multifactor Authentication tab, then check the
box under the user's name and click SUBMIT. If the country of origin is not listed, MFA is
not available for your country currently.

MANAGE USERS

+Naw || ORemess | X Cose Multifactor Authentication
RosIN Multifactor Authentication is currently available in the following countries:
Robin Scott
rscott@uvm.edu « +1 United States of America (US)
Administrator + +61 Australia (AU)
+ +1 Bermuda (BM)
RACY + +1 Canada (CA)
Tracy McMullen « +84 Vietnam (VN)
rmcmullen@gmail .com
Username: tracy
Requires Multifactor Authentication: 0O

E\Susmrr O Cancer

To Remove MFA: Please click on the user's name in the left column, then click on the
Multifactor Authentication tab. Uncheck the box under the user's name and click SUBMIT.
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MANAGE USERS

+New || ORemesw | xGose Multifactor Authentication

. Multifactor Authentication is currently available in the following countries:
Rabin Scott
rscott@uvm.edu » +1 United States of America (US)
Administrator « +61 Australia (AU)
« +1 Bermuda (BM)
RACY » +1 Canada (CA)
Tracy McMullen « +84 Vietnam (VN)
rmamullen@gmail.com
Username: tracy
Requires Multifactor Authentication: ——> O

™\ Susar O Cancer

Set Password: Clicking the Set Password button will allow users to set/change a
password. Enter a password that is at least ten characters in length and contains at
least two of the following characters: upper case letter and lower-case letter.
Confirm the password by re-typing it in the Password Confirmation box (if
passwords do not agree, user will receive an error message stating that "New
password and password confirmation do not match"). Select SAVE (to change) or
CANCEL (to keep existing password).

MANAGE USERS

+New || ORemesn | X Ciose Change Password
oSy Password Requirements
Robin Scott
rscott@uvm.edu « Minimum Length 10
Administrator « Password must contain one uppercase and one lowercase letter.
RELE Username: tracy
Tracy McMullen

e
ullen@gmail.com Password*:

Password Confirmation*:

™) Save O Cancar

Configure Informant Messages (Administrative Users only)

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

1. Signinto ASEBA-Web.
2. Navigation: ADMINISTRATION> CONFIGURE INFORMANT MESSAGES.

15



3. The CONFIGURE INFORMANT MESSAGES screen will
open, displaying buttons for different languages and two
templates, NEW, REFRESH, and CLOSE.

COMFIGURE TNFORMANT MESSAGES

: F"""" i} .SU‘J"'-" | Finland
. F'P-m,ﬁ-. | Canada
= _[:_e!anéllc_.u‘ J:sied':ska [ leeland
. o [tdh.dr! | ltaliano | ilql.'r' |

Norgewian | Bokml | Norway

igh [ Espaiiol / Latinoamérica
Template 1
Testing Template

+ Nirve OReesn

Add a New Form Request Message, View a New Form
Request Message, Edit a Form Request Message and
Delete a Form Request Message

Add a New Form Request Message: Select New on the left side of the
screen. The New Template will be displayed on the right side of the screen:
Do not delete the # in each message.

Edit/customize the letter by clicking within it to make changes. Name the new
template (otherwise, default name will remain “New Template™). Click Save (to
retain changes) or Cancel (to keep existing template). The new template will now
appear in the list on the left side of the screen.

16



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
(Spanish, shown below):

Finnish | Suomi | Finland

Frangais | Canada

Icelandic [ Iskenska [ Tosland

Italian / Italiano | Htaby

Norgewan | Bokml | Norway

Spanish | Espafial | Latincamérica

Edit a Form Request Message: Select a template on the left side of the
screen, as above. Select Edit. Edit/customize the letter by clicking within it to
make changes. 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, as above. Select Delete to remove the template. The screen
will open, displaying the name of the template that is selected for deletion,
along with the question, “Are you sure?” with buttons for Yes and No. Click
Yes to delete the template or No to retain it.

Finnish f Suomi / Finland
Y Mo
Frangals | Canada
Teelandic | Islenska / leeland
Italian / Italiano [/ Italy
Norgewian | Bokmél | Norway
Spanish / Espafiol / Latincamiérica

Template 1

Testing Template

17



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. Signinto ASEBA-Web.
2. Navigation: ADMINISTRATION (from the tab on top)> E-UNITS HISTORY.

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

E-UNITS X

E-Units History
From: i

To: i

By |E-Units Used | £ |E-Units Purchased

X Ciose

4. In the From box, edit the default date (current date) to reflect the record start date by either
using the calendar feature (select icon on the right and follow the format 4-digit year-3-letter
month abbreviation-2-digit day as in 2023-Jul-01) or hand-key in the date using the same
format.

5. Inthe To box, edit the default date (current date) to reflect the record end date by either using
the calendar feature (select icon on the right and follow the format 4-digit year-3- letter month
abbreviation-2-digit day as in 2023-Jul-30) or hand-key in the date using the same format.

E-UNITS X

E-Units History

From: 2023-1ul-01 =
To: 2023-Jul-30 F
By E-UnitsUsed| By |E-Units Purchased
X Ciose
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6. a) If E-Units Used is selected, an Excel file with the default name of
"E-Unit_Expenditure_History.xIsx" will open.

* The E-Unit_Expenditure_History.xIsx file will contain 1d,
TransactionDateTime, FormInstrumentShortName,
FormEvaluationld, AssessedPersonldentification, PrintPaperForm,
ScoringForm, ElectronicForm, TotalCharged, UserName,
Description and OtherDetails.

¥ AutoSave @ o) [ T E-unit_Expenditure History:xlsx - Protected View - Bxcel £ search

File Home Insert Page Layout Formulas Data Review View Automate Help  ACROBAT

@ PROTECTED VIEW Be careful—files fram the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

a v o

A B & D E F G H | J K L
Id _Transac‘tionDateTime ForminstrumentShortName FormEvaluationld AssessedPersonldentification PrintPaperForm ScoringForm ElectronicForm TotalCharged UserName Description COtherDetails
1dc0d097- 7/28/2023 3:56:17 PM CBCL 6-18 1fca2d98ac574cb69 0 1| 1 2 ROBINUS\robin Charges for adding a form
1f648209-17/27/2023 8:25:07 PM CBCL6-18 5efc469ab470405c9 0 1 1 2 ROBINUS\robin Charges for adding a form

b) If E-Units Purchased is selected, an Excel file with the
default name of "E- Unit_Income_History.xIsx" will open.

*  The E-Unit_Income_History.xlIsx file will contain
Transactionld, TransactionDateTime, Description,
Amount, and OtherDetails.

ﬂ AutoSave 'i_. Off_:' % E-unit_Income_History (2)xlsx - Protected View - Excel 2 search

File Home  Insert  Page Layout Formulas Data  Review View  Automate  Help  ACROBAT

r\,/1 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing

Al v fx | Transactionid

A B C D E F G H I J K L
1 |Transacti0n|d_lTransactionDateTime Description Amount OtherDetails

7. If desired, the Excel files (.xlsx) can be edited once opened.
8. Select the CLOSE button when finished.

Note: If a form is deleted prior to sending a message or prior to 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 Sent to Informant.

G s | Ao | Gosrosry | Dromss | Barene | Laeerome | @ mavesmeeny B asmaney | $mey &isEy s

2 Sraar 4 Mw Assessonr | Fors rom: Jaison GUYER ( Assessuo Pr

& pecasuins T romses | & assEssID AERON DT
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Auditing Tools (Administrative Users only)

is function generates various types of user activity and transaction logs which can be saved and/or

reviewed.

Sign in to ASEBA-Web.
Navigation: ADMINISTRATION (from the tab on top)> AUDITING TOOLS.
The screen will open, displaying a list of options for generating activity and transaction logs:

R N .

In the Username box, click the down arrow to access the pull-down menu and select  the
person for whom you want to create an activity or transaction log.

5. In the From box, select the start date from which you wish to begin the log by either using
the calendar feature (select icon on the right and follow the format 4-digit year-3-letter month
abbreviation-2-digit day as in 2022-Jun-01) or hand-key in the date using the same format.

6. Inthe To box, select the log end date by either using the calendar feature (select icon on the
right and follow the format 4-digit year-3-letter month abbreviation-2-digit day as in 2022-
Jun-30) or hand-key in the date using the same format.

(=] .
2 3
1 |

-
o
2

=
=

June 2023

*Note: The maximum allowed number of days between “From” and “To” dates is 31.

To generate an activity or transactions log, click on/select the icon to the left of the
type you’re interested in from the following options:

20



Transactions Logs

Activity Logs
CReATE
Srenv In/Our
Derete
U/ser MANAGEMENT BRew
Urpate

7. Once you have selected the log type, the Excel file will open with a default file name (for
example, “Create_Transaction_Log.xIsx”) and location. The file may be saved with a

different name.

g AutoSave (. Off) Create_Transaction_Log (2)xlsx - Protected View ~ 2 Search (Alt+Q)

File Home  Insert  Page Layout Formulas Data  Review View Help  ACROBAT

\ 1) PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
Al ~ fx  Transactionld
A B T D E F G H |

|Transac‘tionld_|UserName IsRequestlocal IsAuthenticated WasRequestSuccessful Controller Action  AbsoluteUri UserlpAddress UserHostName UtcTimestamp

21
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Themes

This function allows the user to change the display color within the program.
1. Signinto ASEBA-Web.
2. Navigation: USER > THEMES.
3. Select a theme from the pull-down list of 16 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+ sieno

& ROBIN (ROBINUS)

ROBIN S5COTT
O BLACK &2 THEMES .
(O BLUECPAL [@ ACCOUNT STATUS

(O BOOTSTRAP ++| CHANGE PASSWORD
() DEFAULT I+ sienout

O FLAT .
O FIORI .

(C) HIGH COMTRAST

"

L} MATERIAL

"

L} MATERIAL BLACK

i

L M :—I'RD

i

_} METRO BLACK

i

L NOVA

il

L} MOONLIGHT

il

_} OFFICE 365

il

() SILVER

%

{_} UNIFORM
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License Agreement
This menu item contains the License for RCCYF Web-Based Applications, Business Associate
Agreement for RCCYF Web-Based Applications, Data Consent, Privacy Notice, Cookie Policy

and Messaging Policy documents for viewing.

1. Signinto ASEBA-Web.
2. Navigation: HELP > LICENSE DOCUMENTATION.

- IMPORT DATA ¥ £ PRINT PAPER FORM ¥ L% ADMINISTRATION ¥ @ HELP Y

¥, FREQUENTLY ASKED QUESTIONS |
R ( Assessen Person ) l
IO} ASEBA SOFTWARE YOUTUBE CHANNEL

[
MSs & ASSESSED PERSON DETAILS a ASEBA® SOFTWARE QUICK START GUIDE

a ASEBA-WEB™ PROCEDURES MANUAL

Aco Fosrs ’E}KEY_EMY & Store Rerorr DDHML m LICENSE DOCUMENTATION » D LICENSE FOR RCCYF WEB-BASED APPLICATIONS
| Form Long Name i | Bval D © ABOUT ASEBA-WEB™ 2023 [ BUSINESS ASSOCIATE AGREEMENT FOR RCCYF WEB-BASED APPLICATIONS
Child Behavior Checklist for Ages 6- B £ Data consEnT
6-18 i Pamela Guyer Biologic
[ Privacy NOTICE
11-18 Youth Self-Report for Ages 11-18 Jaxson Guyer Self =
& COOKIE POLICY
P 6-18 Brief Problem Monitor - Parent Pamela Guyer Biologic; _
1A MESSAGING POLICY

3. Once selected, the documents will open.

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

Account Status

This function allows the user to view the Account Name, Expiration Date, Days Until
Expiration, and E-Units Balance. To purchase more e-units or renew your account at our on-
line store with a credit card, go to store.aseba.org or send a purchase order to mail@aseba.org.

1. Signinto ASEBA-Web.
2. Navigation: USER>ACCOUNT STATUS.

3. The ACCOUNT STATUS screen will open:

ACCOUNT STATUS >
Account Name: ROBINUS
Expiration Date: 2024-Apr-11
Days Until Expiration: 598
E-Units Balance: 495

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

X Ciose

4. When finished viewing, click CLOSE.
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Change Password

This function allows the user to change passwords from within the program.

5. Signin to ASEBA-Web.

6. Navigation: USER (from the tab on top)> CHANGE PASSWORD.

7. The CHANGE PASSWORD screen will open:

CHANGE PASSWORD ]

Current Password®: | ssessssssss

Password Requirements

« Minimum Length 10
« Password must conftain one uppercase and one lowercase letter,

New Password*:

Password Confirmation*:

™) Save ® Cancer

8. Enter Current Password.

9. Inthe New Password box, enter a new password that is at least ten characters in
length and contains at least two of the following characters: one upper case letter and
one lower case letter. Do not use the last three passwords, if resetting a password.
Administrators of the ASEBA-Web program can also choose how many old
passwords may not be used.

10. Re-type the new password in the Password Confirmation box. If passwords do not
match, user will receive an error message stating, “New password and password
confirmation are notequal”.

11. Click SAVE or CANCEL (to keep existing password).
Sign Out
This function allows the user to sign out of the program.

1. Navigation (from within ASEBA-Web): (from the tab on top right) > SIGN OUT.

B3 AseBAWeb™ 2023

7 RECENT ACTIVITY:

2. User will be returned to the initial “SIGN IN” screen.
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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 29.

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

ADD DIRECTORY

ADD ASSESSED PERSON (Please use Assessment Wizard on page 29)
EDIT DIRECTORY

DELETE DIRECTORY

MOVE DIRECTORY (MOVE ITEM)
REFRESH DIRECTORIES

EXPORT DATA (to Excel, SPSS, or Create ASEBA Transfer Data or Progress and Outcomes
Data)

No g bk wp o

ADD DIRECTORY/SUBDIRECTORY

Use this function to add a directory/ies (for example, a clinic, research center, hospital, etc.) and
subdirectoryl/ies (if applicable) to organize assessed individuals.

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 (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 DETAILS tab, select Add Subdirectory, or, alternatively,
right click with your mouse on the Root folder or on the selected directory and select ADD

DIRECTORY.)
() REFRESH 9, TOOLS¥ [ DIRECTORYY = & ASSESSED PERSONSY = EIR v BN i Rt
D Start a E: ADD DIRECTORY [ Start a New Assessment
+ ADD ASSESSED PERSON & pmecrones | 85 neomaaTs
E1 precrorEs | &d mrorn B MOVE TEMS IN FOLDER A AssEss
# eom
Display By: O Firstame O Last! 3 oxpoRT DATA + Add ‘m e e
) REFRESH DIRECTORIES Assessed F v &+ Add Assessed Person 533,497 19:08:0
“ - Root * B = Move ltems in Folder  0049:03)
» P Ageha Data (7) 7in (2027-Anr-18 11-36-360) = il

as .
B precrorEs A% INFORMANTS #& ASSESSED PERSONS B precroay perans

Display By: () First Name () Last Name &3 Add Subdirectory 7 Edit
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5. The ADD DIRECTORY screen will open, displaying a window with a box for the
name of the directory, as well as SAVE and CANCEL buttons.

ADD DIRECTORY X

Name:

™) Save Q Cancer

a) Enter a name for the directory or subdirectory you wish to add by typing in
the box. (Note: All directories contained within a “parent directory” must
have unique names)

b) Click SAVE or CANCEL (to close screen without saving). The directory or
subdirectory you just added will be listed on the left side of the screen along
with any that were added previously (if applicable).

EDIT DIRECTORY/SUBDIRECTORY
Use this function to make changes to the name of a directory or subdirectory.

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

4. Navigation: DIRECTORY (from the tab on top) > EDIT(or, in the right frame,
under the DIRECTORY DETAILS tab, select Edit, or, alternatively, right click
with your mouse and select Edit).

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

© REFRESH %, TOOLS¥ B DIRECTORYY | & ASSESSED PE ~
IR TR
B3 ADD DIRECTORY
[ Starta Doy B
+ ADD ASSESSED PERSON -
. - El aaaaaaaaaa
E) pRECTORES | 88 mFORN B2 MOVE ITEMS IN FOLDER & ASSESSED PERSONS DIRECTORY DETAILS
s m' £ Add Directory
EDIT =1 3 11:36:36)
Display By: First Mame Last! » B p + Add Assessed Person 123-1ul-27 19
& ExPORT DATA Ez Add Subdirector # Edit g
Q N Y * B8 o Move ltems in Folder 3903
C REFRESH DIRECTORIES -1 S
o £ Root . BN
) Name: Root o N
» £ Aseba_Data (7).zip (2022-Apr-18 11:36:36) oL Export Data

=k
» P ACFRA Nata Trancfar A1) 7in (002210107 100207 A Dafeocls Mivartorioe

6. Edit the directory/subdirectory name by clicking in the box and typing the new name.
7. Click SAVE (to apply changes) or CANCEL (to keep existing information).
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DELETE DIRECTORY/SUBDIRECTORY

Use this function to delete 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 delete. ASSESSED
PERSONS who have been added to this directory will be displayed in the right frame
of the screen 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 with your mouse and select DELETE). All of 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
and No.

Select Yes to delete the directory or No to cancel.

Qs | X toose | [ percrery | & assmommsos |
C) REFRESH % TooLs ¥ B3 DIRECTORY ¥ & ASSESSED PERSO!

B3 ADD DIRECTORY
[} Start [ |

+ ADD ASSESSED PERSON
BY precrories | 88 mrorn BS MOVE ITEMS IN FOLDER
# eomm

Display By: O First Mame O 1 ¥
B oaeE .

¥ EXPORT DATA
“ B Root
i £ Aseba_Data (7).2%

© = ACEDA Piabn Tomncfar £43 2in 73092 100 27 40.00.07

C) REFRESH DIRECTORIES

R (= ® No

MOVE A DIRECTORY/SUBDIRECTORY

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

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.

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
of the screen under the ASSESSED PERSONS tab.
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4. Navigation: Right click on directory or subdirectory to move > Select +Move Item.

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

O e Wromse  Domscromre | & assesemessonsy B esoarsy
MOVE ITEM X
[ Sraer 4 Mewr Assessmen
= omecronres | 48 wrommas & assesn . i
Ttem To Move: Smith Family
g By * A ;
Target Directory: -
..... )
A 123
£ Aseba_Data (7).dp (2022-fpe-18 11:36:36) + Move Frem
& ASERA_Data_Transfer (1).7ip (2033-1ul-27 19:08:07)
v B Aseba_Data zip {2022-Ape-18 10:49:03)

e
» & Sample pj T fdd Directory

= Smith Fan + Add Assessed Person
& 1245

E2 Move 1tems In Folder g
& Carmpbell MOVE [TEM

& Doe John ¢ Edit
& Guyer 1% & pelorn

Item To Move: Smith Family
A& Martin Lar
& Maonroe 12 g Ron Target Directory: -
& Smith Joh % Evport Data
" i sample Directory
& Refresh Directories. Root

Aseba_Data.zip (2022-Apr-18 10:49:03)
Aseba_Data (7).2p (2022-Apr-18 11:36:36)
Martin Family
ASEBA_Data_Transfer (1).zip (2023-1ul-27 19:08:07)

REFRESH DIRECTORIES

Use this function to update/refresh the directory list.

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

4. Your list of directories will be refreshed.

\J/ B precrores | #8 prosmuns

Doty B (0 Pt iame ) Lost Mame

-—.__> O reFRESH W, TOOLS® | [ OmECTORYY K ASSESSED FERSONS Y | EIREPORTS ¥ | & DWPORT OATA® B SELFPRINTED ECRmMY™ | £

e
B3 abb pmecTosy * &1 Root
[ starta + Aseba D: N - Dot {7).7+
+ ADD ASSESEED PERSON B Add Directory
- » £ ASERA_Data_Trans i
3 ppecrorms | &6 mroms T2 MOVE ITEMS W FOLDER & assescep msows | O pmecTomy peTans » £ Asebs_Datazip (20 + Add Assessed Person
# e &2 Martin Famity £= Move Ttems in Folder
s Pertinar O Lt B oeasre + Add Assessed Person 2 Mowe Tlems in Folder O Redrach L/’ Mo Sk # Edit
a * 5 Mosthend Schools
& poroRT DATA Assemsed Frrson i i Mame T £ Southend Schooks | @ Delete
+ pyRoot John Doe
e O MRS DRECTORES Sbc145802H7ch el 14580020Ma7ck Yo Fos + Mave ltem
£ Aseba_Data (7). zip & Colin Kirk
» 3 ASEBA_Data_Transfor (1).7ip (20231027 19:08:07) el R T e & Tyvell Martell & Export Data
» [ Aseba_Date,zip (2023-Apr-18 10:49:03) BOANA5 12774839 A& Nichoel oid

G Redresh Directories
* £ Martin Famiby

& James Williams

e My rroed
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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. Sign into 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. Choose Add Directory. Name the directory.
Click SAVE or CANCEL to close ADD DIRECTORY window.

O HOME ¥ | W TOOLS¥ | 3 DIRECTORY ¥

- | .a x
B precrorizs \m ADD DIRECTORY

Display By: ® First Hame O Last Name Name:
Search o
0 Rofls ) Save O Canea
£ Add Directory %«
BT
» ¢ + Add Assessed Person
" BF g Edit
r BF
» m¢ X Export Data
> Bt O Refresh Directories
L L

4. Click on START A NEW ASSESSEMENT tab.

© eppresn o, TO0LS ¥ By piRecToRy ¥ 2 IMPORTOATAY | ) PRINT PASER FORM ¥ K ADHINISTRATION ¥ @ nee v

T Sragr a Niw Assessaent

ASEBA-Web™ 2023

D preecrortes | WA pecesans

Dslay By First tiarne ) Lant tiamne

P | D weconr acrvary: | B wewe ron sow usees:
“ & Root CiRemesn
» 3 Aseba_Data (7).2ip (2022-Ape-18 11:36:36)
» [ ASERA_Data_Transfer (1).zip (2023-Jul-27 19:08:07) Acthity Date i statue i informant i Form
* 5 Aseba_Data zip (2022-Ape-18 10:49:03) 2023-0g-15 Key-Entered Pamela Guyer CBOL 618

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

START A MNEW ASSESSMENT

X Chose

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

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

..-—} v | T want to 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 and that parent themself has never been assessed.)

The example chosen below is to create a new Assessed Person who will have a
new informant added, (No). Click NEXT.

X Close

You can choose to create an assessed person from an existir

vant to create a new assessed person from an existing informant that is already not an assessed person?

7. Please fill out the required information. Auto-Generate Identification Code will create an
alphanumeric Id. Names are optional. Identification Code, Gender, and Date of Birth are
required. Please use the calendar icon for the Date of Birth. Click NEXT.

i
kI

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

Address:
Address Line One:

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

Mabile Phone:

Home Phone:

Work Phone:

Email:
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9. Choose what directory you want the Assessed Person to be in. If a directory was not
created, please choose the Root directory. Click Save.

START A NEW ASSESSMENT

< Back » Next % Close

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

Directory: Root -

[ Save

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).

) FORM
® Close
Add Form
Assessed Person® Jarmes Wilkams ¥ | Soclety: ASEBA Standard
Form Source™®: Electronic Form = Clinician:

Paper Form

Evaluation 10: School:

Pay for online scoring: i User Defined 1:
Existing Informant®: w | User Defined 2:
Due By Date: [3 | User Defined Field 1:
Enter Problem Items Ondy: | User Defined Field 2:

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

= Next HCloge
Add Form
Assessed Person™: James Willlams v Soclety: ASEBA Standard
Form Source™®: Electronic Form »  Clinician:
Form Type™: Child Behavior Checklist for Ages 6-18 *  Agency:
Evaluation 10: Scheol:
Pay for onling scoring: B e-one chare ot Porm il ot b sored wrd “score et Mton'® e efined 1
chckat
isting Informant ® MNew Informant User Defined 2:

First Name* Jackson User Difliad el 1
Last Name*: Williams User Defined Field 2:
Relaticrship: Biological parent

Due By Date; 2023-Now-33 |

Enter Problem Items Only:
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A. Evaluation ID is for hospital use with electronic medical records.

B. To not be charged for scoring until form is returned, please uncheck the Pay for online
scoring box.

C. Check New Informant (person filling out the form) and fill in the informant’s first and last
name. (Choose Existing Informant if the person has already been an informant on previous
forms.)

D. Choose the Relationship to the informant.

E. Due By Date is optional.

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

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

H. Clinician, Agency, School, User Defined 1, 2 and User Defined Field 1 and 2 are all
optional. Clinician through User Defined Field 2 are buildable databases.

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

Review Form Details

[ Submit

12. 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.
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ADD FORM
* Close

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

+ Yes * No

13. Fill in the Informant Email, the From, BCC, and the Reply To. The email blanks and the
body of the letter are editable. Please do not delete any username, passwords, or links in the
body of the letter. Click Send.

Please comple

he following rating foems available online:

CBCL 618

Al of the answers that you ghve ane con

iall. Your answers will only be avallable to authorized staff, You Gort have to comieta all the forms at the same time. Each form fakes about 20 - 30 minutas to compate. Piease complate
e ranting fon s s So0fi as possitle. Fy 15 3t found on the web ske

ofts & e found o

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.

SEND MESSAGE TO INFORMANT

® Cancel 4 Praview B3 Send By Clicking on "Send” yuu agree Lo wur Megeaging Pobcy,
DMARC-Friendly Mode:
Informant: Jennifer Thompson
Informant Email; jthompsoni@iake. gmail.com
From:
Bec:
Reply To: rscobt@fake.gmail.com
Subject: Request To Complete Forms
—-—;\)' Select a message lemplate: English /| Default [ Click tu see more v
Ta: lennifer Thampson Engkehy} Defalt/ Cick b se mois
On: 2023-5ep-05 Castilian | Castellano | Spain

Dear Jennifer Thompsan, Catalan | Catalén / Spain
Dutch [ Nederlandse | Netherland
Please complete the following rating i e LS
English [ LIS
CBCL 6-18
Finnish { Suomi / Finland
Tealaodis 1 falincles | Yraland 2
All of the answers that you give are confidential, Your answers will only be available to authorized staff, You
the rating forms as soon as possible. Full instructions are fourd on the weh site,
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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 Sent-To-Informant.

e Once the form is started by the informant, the status will change to Started-By-Informant,
then Submitted-By-Informant once the form is completed. If a clinician enters the form at
any time, the form status will say Key-Entered.

Please do not enter the form once it has been sent to the informant until the form status says Submitted-By-
Informant, as this will break the link to the formand the informantwill not be able tocomplete the form.

e Once the form has been submitted, the clinician can open the form using the KEY-ENTRY tab to
make sure all answers were completed. Click Save and close, and score the form by clicking on the
SCORE REPORT tab.

Dopoves | Xrowsv  Domecrorrv | Dromsr Earesy | Lovcerosar | @resmeemrosy | faowmsrason | e PR
3 Sranr 4 New Assessoegyr | Foeus ren; Bargnra CASSARO { Assessin Prason ) | ® Welcome o ASEBA Web™ 7073

= preecrories | 4 iroms D rowres | & assessen rewson etans

Dl - ot P Mkt -7 Lk Mt CrAve Foem [ ket & Scome Revour DYOerans / Comeenrs # Eorr B Decere AGe To Inrokmant CRessean

| Fom Long Mama i Balin i formant £ Relation £ | Date Created i Date Completed | same
4
“ B Root
* 1 Aseba_Data (7).2ip {2022-Ape-16 11:36:36) L

® 3 ASEBA_Data_Transher {1).xip (2023-Jul-27 19:08:07)
» B Aseha_Data,zip (2022-Apr-18 10:49:03)
* [ Martin Family
* [ Samphe Directory

£ Smith Family

i1295

& Campbell Barbara

& Cassaro Barbara

Examples of Form Status:

)

Started-By- Submitted-By-
New Sent-To-Informant Tntormant T —— Key-Entered

[ Add Form & Key-Entry [ Details / Comments # Edit T Delete ad Go To Informant O Refresh

i | Form Long Name i | EvalID i | Informant i | Relation i Date Created i Date Completed I | Status
v

Child Behavior Checklist for Ages 6- ) :
CBCL 6-18 8 Rachel Dos Biological parent 2023-Aug-08 2023-Aug-08 Kay-Entered

Child Behavior Chedklist for Ages 6- Started-By-
CBCL 6-18 Colin Doe Biological parent 2023-0ct-03 2023-0ct-03

18 Informant

Teacher's Report Form for Ages 6- Started-By-
TRF 6-18 Kevin Mossey Classroom teacher 2023-0ct-03 2023-0ct-03

18 Informant

Child Behavior Checklist for Ages 6- 3 Submitted-By-
CBCL 6-18 Jackson Davis Grandparent 2023-0ct-06 2023-0ct-06

18 Informant

Teacher's Report Form for Ages 6-
TRF 6-18 Debra Mason Counselor 2023-0ct-06 Sent-To-Informant

18
Teacher's Report Form for Ages 6- -
TRF 6-18 - Lillian Cooper Classroom teacher 2023-12-04T20:16:28
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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

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 Root
directory - options will now be available to add a directory or add an 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 rightframe 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.

C) REFRESH & ToOLs ¥ B9 DIRECTORY ¥ & ASSESSED PERSONS ¥
E: ADD DIRECTORY
[ Start
+ ADD ASSESSED PERSON
B pmectories | &4 mrory G MOVE ITEMS IN FOLDER
# EoIT

Display By: O First Name O Laf
I
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O REFRESH 2, ToOLS ¥ B DpirecTorY ¥ A& ASSESSED PERSONS ¥ 5 REPORTS ¥ X vporRTDATA Y = sELF-PRI

[ Start a New Assessment

B precrores | & mrormanTs & ASSESSEDPERSONS | L DIRECTORY DETAILS
isplay By: O First N O Las -
Dl ® Frethieme =t tame + Add Assessed Person E= Move Ite
Q Search Clear
. w Assessed Person Id
» g,/ O Add Directory 8 11:36:36) 1234
» =/ + Add Assessed Person 023-Jul-27 19:08:07) 1234
= ):49:03) 1234

- E= Move Items in Folder

1234
& Edit

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).

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:
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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 hand-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.

e PERSONAL INFORMATION: Enter Title (Mr., Mrs., Dr., etc.), First Name, Middle Name,
Last Name, and Nickname (optional) of the Assessed Person.

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

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS
Email:
Home Phone:
Mobile Phone:

Work Phone:

e ADDRESS:EnterStreet, City, State or Province, Postal Code or ZIP,and Country for
Assessed Person. Entering this information is optional.

EDIT ASSESSED PERSON
Use this function to make changes to an Assessed Person in a directory or subdirectory.
1. Signinto 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.
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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/highlight the name ofthe Assessed Person you wish to edit.

Q) mErmEsH A toosr | [ opmecrosyy | & assesseopemsonsy | [ rosse | Bl emosts | 2 meortoamay | 6D stRemnTEDFORMY | F acemwsTRamion Yy | (D) wmew

[ Start @ New Assessment + Martin Family ( pirectory ) +
" o . =~
S pmecToREs B8 DEORMANTS & ASSESSED PERSONS =~ CIRECTORY DETAILS

J

Desclay By Firgt Hame ) Last Name + Add Assessed Person & Go o Assessed Person # Edit ¥ Delete = Move Itemns in Folder O Re
Q| | sexch || @
hssessed Person Id I Name t I Date of Birth
* B Root Johin Smith John Smith 2012-Jun-07
B AS r i -Apr- 136136
o . S T N T
* = ASEBA_Data_Transfer (1).zlp (2023-ul-27 19:08:07)
» & Aseba_Data.zip (2022-Apr-18 10:49:03) vk L ot it
+ IS} Martin ramlh 2620384365 THA05Ta Lana Martin 1970-1an-31
£ Middle Schools Lana Martin Lana Martin 1970-Jan-31

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

C) REFRESH & ToOoLS ¥ [ DIRECTORY ¥ [ rorm:

0 start £ =
] BEEE mwes | A toosv | D opocroarv [romsv  @eseerie * pecatoany | @ e e - T ]
B precrories | A& mrory + MOvE TTEM [ Start a Now Assessment
B ) REFRESH DIRECTORIES T T roms i q:{:,‘ ey
Display By: (O First Name O Latemm
Q| | Search || Clear sty B st tiame ) Lact ame ZEdt | B Delete
» Searl Dle
“ & Root ImeNTRCTo
» E1Aseba_Data (7).zip (2022-Apr-18 11:36:36) SdontHication g o,
» B ASEBA_Data_Transfer (1).zip (2023-Jul-27 1
» [ Aseba_Data.zip (2022-Apr-18 10:49:03) eHoRAECS
» & Martin Family Ethnidty
= Middle Schools Gender:
» B Northend Schools :1!0' G
= Southend Schools
—

C) ReFreESH 2, ToOLS ¥ B3 DIRECTORY ¥ Or

[ Start a New Assessment

B pmecrores &8 INFORMANTS

Display By: O First Name (O Last Name

(o} Search Clear

“ B Root
» B Aseba_Data (7).zip (2022-Apr-18 11:36:
» B ASEBA_Data_Transfer (1).zip (2023-Jul-2
» & Aseba_Data.zip (2022-Apr-18 10:49:03)
» B Martin Family
& Middle Schools
*» B Northend Schools
= Southend Schools
e
a Colin Ki
& Tyrell M
& Michael + Move Ttem
& james
A James \

W Delete

2 Export Data

© Refresh Directories
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6.

7.

8.

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 buttons at the bottom
of the screen.

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

Click SAVE (to apply changes) or CANCEL (to keep existing information).

DELETE ASSESSED PERSON

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

1.

2.

Sign in to ASEBA-Web.

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.

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.

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

Navigation: Assessed Person>DIRECTORY>DELETE or, in the right frame,
under the ASSESSED PERSONS tab, select DELETE, or, alternatively, right
click with your mouse and select DELETE.
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) REFRESH 2, TOOLS ¥ [ DIRECTORY ¥ [ Forms*
# eorm
[3 Start
® paeE

BY precrories | 84 mrord + MOVETTEM

- ~ () REFRESH DIRECTORIES
O Firsthame O Lok

Q| | Search || Clear

Display By:

“ B Root
» = Aseba_Data (7).zip (2022-Apr-18 11:36:36)
» & ASEBA_Data_Transfer (1).zip (2023-Jul-27 19
» & Aseba_Data.zip (2022-Apr-18 10:49:03)
» & Martin Family
& Middle Schools
* & Northend Schools
& Southend Schools

O o | A oosy | B

[ Start a New Assessment

D pmecromes | &8 promants

36:36)
ul-27 19:08:07)

Marthend Schools
£ Southend Schools
& John DOERET
& Colin Kif

& Tyredl
& Michael  + Move Ttem
& lames
1 James ¥

¢ Refresh Directories

2 Export Data

DURECTORY ¥ O romms v & rerorTs v

B SELFPRINTED FOSM

D pors | & assesseo Pson ETALS
ZEdt | W Delete | &—
IDEMTIFICATION

Identification:

DEMOGRARICS

Ethnicity:
Gender:

Date Of Birth:

First
Middle:

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

DELETE

Deleting:

Are You Sure?

x

John Doe

v Yes x No

7. Click YES to delete this Assessed Person or NO to retain this person in the directory.

VIEW/GO TO ASSESSED PERSON

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

1. Signinto ASEBA-Web.

2. 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.

GO TO ASSESSED PERSON.

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

O AFRESH &, o0 v D oerecToRy * & ASSSSED PERSONS ¥ Droane ™ aweoe L wecer o B FRINT PAPLR FORM X ACMIRISTRATION ¥ @ e
D Sranr 4 New Assessment 1 Root { Dmecresy ) |
nirrcroRits | WA peceminrs & assesseppersons | D pmeecTony peTALS Q/—
Besplay By: ) Fist Mame )/ Lat Hame + Aco Assessen Person & Go ro Asessep Pensow 7 Eorr & Detere B2 Move frens v Fowoem ) Rermegy
Sowcn || -
Assessnd Person Id £ Name t i Date of Dith
gy R B R, Sl Sy
= ASEBA_Data_Transfer (1).zip (2023-Jul-27 19:08:07) Jatob Martin Jacoh Martin 20E-May-07
» & Aseba_Data,zip (2022-Apr-18 10:49:03) P ETT——— prrE—— rE——
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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 screen.

6. 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.

REFRESH ASSESSED PERSONS

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

o

Sign in to ASEBA-Web.

A

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.

w

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.

Ea

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. Assessed Persons
will be refreshed.

@ & TOOLS ¥ BY DIRECTORY ™ & ASSESSED PERSONS ¥ Ef rEPOETS ¥ X 1MPORT DATA ¥ & PRINT PAPER FORM ¥
REFRESH

[ Smaar 4 New Assessarsr_ O i

B [ .
— DIRECTORIES H INFORMANTS - ASSESSED PERSONS ~ DIRECTORY DETALLS

Display By: *® First Hame Last Name + App Assessep Persow
; 5o a

Assessed Person Id
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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:
e Child Behavior Checklist for ages 1.5to 5 (CBCL 1.5-5)
e Teacher’s Report Form for ages 1.5 to 5 (C-TRF 1.5-5)
e Child Behavior Checklist for ages 6 to 18 (CBCL 6-18)
e Teacher’s Report Form for ages 6 to 18 (TRF 6-18)
¢ Youth Self-Report for ages 11 to 18 (YSR 11-18)
e Adult Self-Report for ages 18 to 59 (ASR 18-59)
e Adult Behavior Checklist for ages 18 to 59 (ABCL 18-59)
e Older Adult Self-Report for ages 60 to 90 (OASR 60-90)
e Older Adult Behavior Checklist for ages 60 to 90 (OABC 60-90)
¢ Brief Problem Monitor-Parent Form (BPM-P) for ages 6-18) (BPM-P 6-18)
e Brief Problem Monitor-Teacher Form (BPM-T) for ages 6-18) (BPM-T 6-18)
e 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

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. 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.
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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).

\l/
") REFRESH 2, ToOLs ¥ B DIRECTORY ¥ [ Forms v & REPORTS ¥ 2 1MPORT DATA ¥ & SELF-PRINTED F
[ apb FoRM
[ Start a New Assessmel
() REFRESH
3 precrories | & mrormanTs [ rorms | & ASSESSED PERSON DETALS
Display By: O Firstiame () Last hame > . Add Form © Refresh
O‘ Search Clear
i Form Long Name
.
5 Root . Child Behavior Checklist
» 5 Aseba_Data (7).zip (2022-Apr-18 11:36:36) CBCL6-18 1
v = AS - i 20l .08
By ASEBA_Data_Transfer (1).zip (2023-Jul-27 19:08:07) .
» B Aseba_Data.zip (2022-Apr-18 10:49:03) CBCL6-18 18
» & Martin Family
i N Teacher's Report Form ft
7 Middle Schools TRF 6-18 18
» B Northend Schools
Child Behavior Checkdist
& Southend Schools CBCL6-18 18
- o Teacher's Report Form ft
a Colin Kirk TRF 6-18

18

6. The ADD FORM screen will open, displaying Assessed Person, Form Source, Form
Type, Assessed Person, Pay for online scoring, Clinician, Evaluation ID, Enter Problem
Items Only, Society, Due By Date, Agency, School, User Defined 1 and 2, and User
Defined Field 1 and 2.

* Chase

nessnd Person® Jahn Doa ASEBA Standard

Elactronic Form

7. Assessed Person: The individual for whom a form was added to is displayed in the
field for Assessed Person. Clicking on the down arrow on the right side of the field
will display only this person’s name.

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).

9. If Self-Printed Form is chosen, please skip to page 63 for continued instructions.
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Add Form
Assessed Parson®: John Doe *  Society: ASEBA Slandard
Form e Eledronic Form *  Clinician:
Form Type®: Electranic Form hgency:
Paper Form
Evaluation 10 S it School:
Thirge spohesForm woll vl b somved wrld e repat” Bullon &

¥y for eniing scoring:

Exieting Informant™®:

[ User Defined Field 1:

Enter Problem Ttems Only: User Defined Field 2;

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. Child Behavior Checklist ages 6-18
was chosen in the image below.

= Next X Clgse
Add Form

Johin Do * | Society: ASERA Stardard
Blectronic Form v | Clinician:
Child Behavior Checklist for Ages 6-18 v | Agency:

Evaluation 1D: Schoal:

Pay for anline scoring: 0 s ot s st st et ot et e b0 e Difined 1
) New Informant \ser Defined 2:

Uses Defined Field 1:

" | User Defined Fleld 2:

Due By Date:

EE

Enter Problem [tems Only:

11. Evaluation ID is for hospital use with electronic medical records.

12. Pay for online scoring: A checkmark in this box (default) — form will be scored.

Pa\,f for online smr'ing: @xtra E-unit charge applies; form will not be scored until "score report” button is clicked

* To not be charged for scoring until form is returned, please uncheck the Pay for online scoring box.
Scoring will be charged when user clicks on SCORE REPORT tab.
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13. Choose Existing Informant if the person has already been an informant on previous forms
by clicking on the drop-down arrow.

ADD FORM
4 Back » Next X Close
Assessed Person*: John Doe v
Form Source®: Electronic Form v
Form Type*: Child Behavior Checklist for Ages 6-18 v

Evaluation ID:

. Lo Extra E-unit charge applies;Form will not be scored until "score report” button is
Pay for online scoring:
dlicked.
@ FExisting Informant () New Informant
Existing Informant*: A é—

Reltonsip .

Candace Carson

Due By Date:
Y Daniel Carson
Enter Problem Ttems Only: David Nelson
Debra Carson
Jacob Doe
Tnrnh Nan =

14. Choose New Informant (person filling out the form) if person is a new informant.
Fill in the informant’s first and last name.

ADD FORM
< Back » Next X Close
Assessed Person*: John Doe -
Form Source*: Electronic Form v
Form Type*: Child Behavior Checklist for Ages 6-18 -

Evaluation ID:

Pay for online scoring: Extra E-unit charge applics;Form will not be scored untl "score report” button is

¥ 9: clicked.

(O Existing Informant @® New Informant &—

First Name*: Jason

Last Name*: Doe

Relationship: A
Due By Date: =
Enter Problem Items Only: O
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15. Choose the Relationship to the informant.

ADD FORM

< » Next X Close
Assessed Person*: John Doe -
Form Source*: Electronic Form v
Form Type*: Child Behavior Checklist for Ages 6-18 -

Evaluation ID:

. . Extra E-unit charge applies;Form will not be scored until "score report” button is
Pay for online scoring:

clicked.

(O Exdsting Informant @ New Informant

First Name*: Jason

Last Name*: Doe

Relationship: | v
Due By Date: Adoptive parent

Enter Problem Ttems Only: el el v
Foster parent
Grandparent
Other

Stepparent

16. Due By Date is optional. Please use the calendar icon for date.

ADD FORM

» Next % Close
Assessed Person*: B v
1 September 2023 »
*- v
Form Source™: Su Mo Tu We Th Fr Sa
Form Type*: M
Evaluation ID: 14 15 16
. . until “score report” button is
Pay for online scoring: 17 18 19 20 21 22 23

O Existing Informant 24 25 26 27 28 29 30

First Name*

Last Name*:

Relationship: Wedn

2023

Due By Date: | < —

Enter Problem Ttems Only: O
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17. Enter Problem Items Only: Check this box for Problem Items only.

ADD FORM
< Back » Next X Close
Assessed Person®: John Doe v
Form Source*: Electronic Form v
Form Type*: Child Behavior Checklist for Ages 6-18 v

Evaluation ID:

. P Extra E-unit charge applies;Form will not be scored until "score report” button is
Pay for online scoring:

dlicked.

(O Bxisting Informant @ New Informant

First Name*: Jason

Last Name*: Doe

Relationship: Biological parent -
Due By Date: 2023-Nov-10] B
Enter Problem Items Only: _> O

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

Form
Society: ASEBA Standard v
Clinician: ASEBA Standard
Algeria
A :
gency Australia
School: Bangladesh
User Defined 1: B
Brazil
User Defined 2: D dmrin M

User Defined Field 1:

User Defined Field 2:
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19. Clinician: Please type in clinician’s name or use drop-down list to choose

clinician.

Form

Society: ASEBA Standard v
Clinician: Dr. Thomas Achenbach v
Agency: v
School: v
User Defined 1: v
User Defined 2: v

User Defined Field 1:

User Defined Field 2:

Clinician, Agency, School, User Defined 1, 2 and User Defined Field 1, 2 are all optional.
Clinician through User Defined Field 2 are buildable databases.

20. Agency: Click on the down arrow to display pull-down list of agencies. The user may
also enter an agency by typing directly in the box.

Society: ASEBA Standard -
Due By Date: £
Agency: v
Agency 1
School: LEME
Agency 2
User Defined 1: Veeyf clinic
VCCYF Clinic

User Defined 2: Vermont Schools District

User Defined Field 1:

User Defined Field 2:

21. School: Click on drop-down arrow to display a list of schools (if any have
been entered previously). The user may also enter a school by typing
directly in the box.
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Meshobe school

22. User Defined 1: User may include a variable of their choice. Click on the drop-down
arrow to display a list of variables (if any have been entered
previously) or enter a new variable by typing directly in the box. This
variable will appear in future pull-down lists.

23. User Defined 2: User may include a second variable of their choosing. Click on the drop-
down arrow to display a list of variables (if any have been
entered previously) or enter a new variable by typing directly in the box.
This variable will appear in future pull-down lists.

24. User Defined Field 1: User may enter a variable of their choice by typing directly into the
box. Unlike User Defined 1 and 2, above, there will not be a
drop-down arrow to access a pull-down list, nor will the variable
appear in future pull-down lists.

25. User Defined Field 2: As with User Defined Field 1, user may enter another variable of their
choice by typing directly into the box. Unlike User Defined 1 and 2,
above, there will not be a drop-down arrow to access a pull-
down list, nor will the variable appear in future pull-down lists.

26. After completing the information in the ADD FORM window, click NEXT.

m will be ready under the Assessed Person Forms tab,
ASEBA-Web™

Child Behavior Checklist for Ages 6-18
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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.

e Total E-Units Charged: The number of E-Units charged for the current transaction.
When a form is added with online scoring endorsed (default), the total E-Units
charged = 2. When a form is added without online scoring (box unchecked), the total
E-Units charged = 1 (scoring will be charged when user clicks SCORE REPORT
tab).

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

Review Form Details

KEY-ENTRY

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).

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. 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.

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.
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5. In the right frame on the screen, under the FORMS tab, select/highlight the form
you wish to key enter, view, or make changes to.

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 pomss | dh ASSESTED PERSON DETAILS

= [t Add Form B Key-Entry & Score Report ) Details | Comme

er's Rieport Farm fod. [} Details / Comments

7. The KEY-ENTRY screen will open to the first tab (Child, Pupil, Youth, or
Adult or Older Adult Information, depending on form type selected). Any
previously entered data for this form (if applicable) will be displayed.

Child's age:

(hild's date of birth:

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
clicking on the down arrow or calendar icon, respectively, on the right sides of the 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.

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).
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10. When finished, click on the SAVE AND CLOSE or VERIFY tab at the top, far right.
A screen will open displaying two options: Verify all question items, Verify problem
items only, and VERIFY button.

11. SAVE AND CLOSE: Select this function to save the form without verifying items.
Warning: if Verify all question items or Verify problem items only are selected,
the form will need to be completed again. If the form is not filled out again

completely, blank answers will overwrite previous answers. VERIFY tab is optional
and not utilized very often.

KEY-ENTRY

()5 anp cuose ® Cavrm

o Verify all question items: If this feature is selected, both the adaptive and
problem items will need to be verified.

e Verify problem items only: If this feature is selected, only the problem
items will need to be verified.

For both verification options above (all question items or problem items only), the
user should turn their speakers on, if available, and turn the volume up to an audible
level. Once the type of verification (verify all question items or problem items only)
has been selected, click the VERIFY button on the top left, and the relevant items
will be displayed. At this point, the user should re-enter their data. If the user enters
a value for an item differently than what was entered originally, the item # and
description will be highlighted, and there will be a buzzer sound. Enter the correct
value for the item. Continue in this manner for all the items displayed. When
finished, the circle in front of the SAVE option will be filled in. Select the SAVE
AND CLOSE button at the top left. Data will be saved, and user will be returned to
the DIRECTORIES page. Once a form is verified, its status on the forms page will
change from No to Yes.
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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 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 there is a 20-minute time out of inactivity built into the program. 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 is only available for those forms that have been
endorsed “Pay for online scoring” which charges one e-unit for scoring the form the first
time. You are not charged for scoring the same form multiple times).

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. If not 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 aform.

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/)

N

G FaFRESH | 9, TOOLSY | D3 DmecToRye | [ FoAMmsv | GERSPORTS v | & DMPORT DATAY | @) SELF-PRINTED FORMY | XX ADMNISTRATION® | (B WELP¥

[ Start a New Assessment L SOORE I + rorms for: Johr
B SCORE CROSS-IFORMANT REFORT
B precrones | 8 seomasrs [T romes | & assessen persom oeTaLs /‘

Display Bz (3 Prstiame ) Last Name [ Add Form B Key-Enlry & Score Report D Details | Comments Fa-

Q| Sewm | Cewr

£ Form Long Heme i MDD £ informant

+ B Rodt
* Lo Aseba_Data (7).zip (2022-Apr-18 11:36:36)
* [ ASEBA_Data_Transfer (1).7ip (2023-Jul-27 19:08:07)

Child Behavior Checklist for Ages

v (o Aseba_Data.zip (2002-Apr-18 10:49:03) CBOLE-18 il Colin e
* [ Martin Family " i
. Teachsc's Rapart Form for Ages
£ Middle Schools TRF 6-18 i Kewin Maosssy
» 5 Northend Schools 5
5 Southend Schoolks cact 618 ST Raoarie SDuch e b e Iockson Deves

18

& John Do
i Tar s Teacher's Beport Form for Ages

.
r'D FORMS & ASSESSED PERSON DETAILS

[ Add Form & Key-Entry = Score Report O Detail

| Form Long Name ! BvalID
Child Behavior Chedist for Ages 6-

: H
& Key-Entry

Child Behavior Checl

CBCL 6-18

18 & Score Report

Teacher's Report For [ Details / Comments
TRF 6-18

18 ==

# Edit

Child Behavior Checl

CBCL 6-18 - Palaia

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.

PoRT
Society: | AGEBA Standard v mAW  Xlox
M4 e b M e e | B [ = T |
CBCLG-18 - Competenee Seale Scores
[ " Gance Competet Chrcian: bt Vet Ta et Socy ASTL Stincwn
[ - o e Sty et B Bty ntpmet et
1= 1
4 B

7. Clickonthe three dots in upper right-handcorner to make the section links for report available in
upper left column of window. Navigatethroughreportby selecting thearrowsontop leftofreport.
The last page of the report will be the Narrative Report (depending upon the form type).
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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. 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. If not 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
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FORMS tab, select DETAILS/COMMENTS, or, alternatively, right click on the form
with your mouse and select DETAILS/COMMENTS.

—

Z) REFRESH ? ToOLS¥Y [ DIRECTORYY | [) FORMS ¥ | [ REPORTS ¥

[ Start a New Assessme [} ADD FORM

[ DETAILS j COMMENTS
B pwecrores | 88 mrormanTs # eorm k]

& kEY-ENTRY
Display By: '-::-' First Name ':::-‘ Last Name
! i DELETE
Q Search Cle
&4 GO TO INFORMANT

) meFRESH
seba_Data (7).zip (2022-Apr-18 1riouiouy ol C
SEBA Data Transfer (1).zip (2023-Jul-27 19:08:07)

¥
r
=

Cr reregsn A toosr  Domecoerr [ ey Eateesnse L pecatoanay | @ sremnttoroem T N ACPURSSTRATION ¥ vl PR
[ Staat & New Assessment + Forms for: ]
B pmecvomms | 88 mrcasuars D romws | & assessen porson oemaiLs (

X Add Form B Keyy-Entry I Scone Repoit D) Details [ Comments

i Form Long Name i EvaliD £ informant

¥y B Fag B
.
L
“ & Root i i . Chiet Beharaed (hascibat for Ages &- :
» [ Aseba_Data (7).zip (2022-Apr-18 11:36:36) 1" B Kov-Entbry
ny o 4

* [5ASEBA_Data_Transfer (1).2ip (2023-h-27 10:08:07) i Behavior Chackst for &4

* D Ascha_Datazip (2022-Apr-18 10:49:03) QL 618 @ B Score Report sl Dae
B Toacher's Rapoet Form fee Ages. 1 Dtails f Comments 'E"—:
= 7 Edit
(BOL 518 ::Ic B R ki & Delote facksom Davs

reacher's Aaport Form fzr Ages. & Go To Informant

7. The DETAILS/COMMENTS screen will open, displaying tabs for FORM, Q&A, and
DOWNLOAD/PRINT, as well as CLOSE on the bottom of the page.

The FORM Tab

The FORM tab displays detailsabout the selected formentered, including: Form Type,

Payfor online scoring, Enter Problem Items Only, Society, Evaluation ID, Status, Verified,
Date Completed, Due By Date, Assessed Person Identification, Assessed Person,
Informant Identification, Informant, Relationship to Assessed Person, Clinician, Agency,
School, and User Defined Fields.
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DETAILS / COMMENTS

FORM | Q& A  DOWNLOAD / PRINT

Form Type:

Pay for online scoring:
Enter Problem Ttems Only:
Society:

Evaluation ID:

Status:

Verified:

Date Completed:

Due By Date:

Assessed Person Identification:
Assessed Person:
Informant Identification:
Informant:

Relationship:

Clinician:

Agency:

School:

User Defined 1:

User Defined 2:

User Defined Field 1:
User Defined Field 2:

Child Behavior Checklist for Ages 6-18

ASEBA Standard

Submitted-By-Informant
No
2023-Aug-08

001-001-001

John Doe
5daeb5da29764a38a
Rachel Doe
Biological parent

Dr. Tom achenbach

X Close

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
Information or Older Adult (depending on form selected). Clicking on the other
sub-tabs will display the responses entered for those sections of the form.
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DETAILS / COMMENTS

FORM Q&A DOWNLOAD / PRINT
CHILD INFO... 1. SPORTS 1I. HOBBIE... 1II. ORGAN... Iv. J08BS
Question

Child's first name:

Child's middle name:

Child's last name:

Child's gender:

If the child identifies as ano...
Child's age:

Child's ethnic group or race:

If 'Other’, please specify:
Today's date:

Child's date of birth:

child's grade in school:

If 'Other’, please specify:
Parent 1's usual type of work,..
Parent 2's usual type of work,...
This form filled out by (type...
Your gender:

If you identify as another gen...
Your relation to the child:

TF 'Nthar nlaaca enacifus

V. FRIENDS...

VI. CONTAC...

i Answer

10

Latino, Latina

2023-Aug-25
2013-Jan-03

Grade 5

Business Owner
Receptionist
Taylor Martin

Woman

Grandparent

The DOWNLOAD/PRINT tab

VIL SCHOO... VII-1. ACA... VII-2. 5CH...

ILLNESS

CONCERNS

BEST THING...

i | Comment

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

FORM Q&A

o
X\ Preview

DOWNLOAD / PRINT

X (CiosE

e 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 far-right column, shown following the Entries

Report).
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DETAILS / COMMENTS

FORM Q&A DOWNLOAR § PRINT

M 4 [ kM EXPORT T THE SELECTED FORMAT v ExporT (v} % : I

Child Behavior Checklist for Ages 6-18

n Repart

I IS Verified: Mo
Nazsac Eris Masti

Comders M Clinleiaa

Ape: 1

Cluld's first pame.
Child's middle name:
Child's last same:

Martin
Chuld's gesder. 1- Bey
1 the chuld idemtifies as mother gender, please specify:

Child's age:

Chald's eibmue group or ree

If ‘Other!, please specify:

Todny's date:

Child's dase of birth:

Child's grade in school:

If Other’, please specify:

Parers I's unsal type of work, even if not working now
Parent 's usial ty

e of work, even if ot werking now.
Thas foren filled ot by (type your full same):

Taylor Martin
Yeur gender: .
T oo ideatif us acthes geades, pleass spocity
Yeur relation b the child: .
T¥'Cher’, please specify:
Dives your child trice part in sper? For exsmple: swimening, hseball, skaving, /- Yer
skateboarding, bike o iz

1 Enter ome sport that your chili mast likes to take part in. bita rising
DETAILS / COMMENTS
FORM | Q&A | DOWNLOAD / PRINT
| > 4 EXPORT T0 THE SELECTED FORMAT v ExporT

Child Behavior Checklist for Ages 6-18

Comments Report
Printed by: ASEBA\asebaiechd

Date Completed: 2023-08-25 Verified: Mo
Name:  Eric Martin Informant: Taylor Martin
Cender: M Birth Date: 2013-01-03 Clini Fellow
Age: 10 Relationship:  Grandparent Agency:  Vermont Schools District

3. Enter a third sport that your child most likes to take part in.
Fishes with his Grandfather

1. Enter one hobby, activity, or game that your child most likes to take part in.
He has been collecting cars since he was a toddler.

2b. Compared to others of the same age, how well does your child do this hobby?
He seems to bs batter than his friends on the video games he plays
1. Enter one job or chore that your child has:

Has to be reminded almost every day to make his bed

2. Enter a second job or chore that your child has:
Has to ba reminded sometimes ta do the garbage

3. Enter a third job or chore that your child has:
Iz very good about waiking the dog and taking care of it

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

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

> [ | EXPORT TO THE SELECTED FORMAT ExporT
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b) Click EXPORT to begin the process.

c) 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_JohnDoe_001-001-001_20230808.pdf
* To PRINT: If desired, the DETAILS/COMMENTS report can be printed:

a) Select the PRINT icon i

b) The PRINT window will open, allowing user to access and make any
necessary changes to printing function.

EDIT FORM

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

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

6. Navigation: Select/highlight Assessed Person> Select/highlight Form that needs editing >
Select KEY-ENTRY tab.

7. The form will open to the first tab. Please edit information and SAVE AND CLOSE.

& REFRESH %, TooLs Y | EaDmRecToryY | [JForMs¥ | EDREPORTSY ~ X IMPORTDATAY | 2 PRINTPAPERFORMY %% ADMINISTRATION Y ~ (D HELP ¥

2SRt A New Assessment l Forms ror: MasoN CARSON ( AssesseD Person ) ||
© opmrecrorres | & mrormants D rorms | & assessen PE]SUN DETAILS
Display By: @ First Name () Last Name C3Aop Form B Kev-Entry & Score Rerort O Derans / Comments # Eorr W Daere &iGo To InFormant O RerresH
robin u Q| | sewa || ase
i | Form Long Name i | EvalID i | Informant i | Relation i Date Created
“ B2Root
Child Behavior Checklist for Ages 6- _ _
4 B Carson Family CBCL 6-18 - Maggie Carson Biological parent 2020-Dec-09
A 8bc1145800294a7c8
s oul eli-Repol or Ages of Mason Carson el -Dec-:
. . YSR 11-18 Youth Self-Report for A 11-18 M C Self 2020-Dec-15
a BBBEj BBBBj
Child Behavior Checklist for Ages 6-
A Mason Carson CBCL 618 i 9 Jacob Carson Biological parent 2021-Jan-06

2 Jessica Hammond

e The EDIT tab only allows the user to edit the Evaluation ID, Relationship, Due by
Date, Society, Clinician, Agency, School, and User Defined Fields.
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Edit Form

DELETE FORM

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. The account will receive a credit of 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 once KEY-ENTRY has
been done.)

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. If not 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.

sgrexom romsw | Bpsmwers  Dmssy 8 mmsorse ST - T D) sresmaony | s e
[Siaer a M Asseaw | Femnipon: 0% D% (&
S percromnrs | b peos 2 powees | b assesses vevson e

=
) ReFRESH @, Toosv | B3 DIRECTORY ¥ [} ForMs ¥ | Ex REPORTS ¥ Dy Y pechews D1t e o o | | BB || Eos Rooer || 0 Daas / Goveer /r'.'-"L ‘:‘:::-:/,
.
[ app Form
(257t & NEw Assessmer
) DETAILS / COMMENTS
O precrories | A& mFoRMANTS # eor i

B kev-entay

Display By: @ First Name () Last Name

robin B o | s |

W pEETE

a4 GO TO INFORMANT

PR
5 Root ) neFrEsH l
4 P (Carenn Familv — I
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SCORE

Saclaty:

\l

REPORT

ASEBA Standard

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 X

Deleting: CBC

Are You Sure?

v Yes X No

. Click YES to delete this form or NO to retain it and be returned to the DIRECTORY page.

PRINTING A FORM/REPORT
Sign in to ASEBA-Web.

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.

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.

Select the form under FORMS tab in the right column.
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 form. Click on the form to open
report. The option to download or print is in upper right-hand corner of the page.

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

Name: Jacsd Marin

H
*®
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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.
1. Sign in to ASEBA-Web.

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

O mrresn | A oo D pmecToeyy | B Asssupemionse B RSPOKTIT L BORTOATAT B seemusmiofone e | X avmsmanonr | (D e & mene o snour
AL pITTD FoSn
[ Start & New Assessment L + Root ( pirectory ) +
D omscroases | Ak purcesuars & sssessenpemsons | D pmecroay pemas
Doaplay By L) Frst fame L) Lo Mame + Add Assessad Person = Move Ttems in Folder O Refresh

3. Choose the culture for the form. Click NEXT.

PRINT PAPER FORM

«Back X Close

Culture*: v

Select Culture for Your Paper Form

Albanian

Chinese (Simplified, PRC)

Chinese (Traditional, Hong Kong S.A.R.)
Croatian

Danish

Restods

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

FRINT FARER EORM >
« Back f: » Next xClose
Form Full Hame i Form Long Name i Culture i Language & Country
ABCL 18-50 Enghish English English
ASR 18-59 English English English
BPM-O 18-59 English Englsh English
BPM-P 6-18 English Brief Probiem Mortor - Parent Engiish Engiish
Brief Prol e
BFM-5 18-59 English Enghsh English
Rasings
BPM-T 6-18 English Brief Problem Monitor - Teacher English Enqglish
BPM-Y 11-18 English Brief Froblam Maritor - Youth Englsh English
CBCL L.5-5 English Child Behavior Chackiist for Ages 1 1/2-5 Englsh English
CBOL 6-18 English Child Behavior Checidist for Ages 6-18 English | English
C-TRF 1.5-5 English Caragiver-Teacher Report Form for Ages 1 1/2-5 Englsh English
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5. Fill out the information on the Assessed Person. Click NEXT.

= Evaluation ID is for hospital use.

= |dentification 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.

PRINT PAPER FORM

<Back X Close

Evaluation ID:

Enter Form and Assessed Person Details

Identification Code*:

Assessed Person Full Name (at least 7 characters long)*

Gender: Unknown v
Age:

Date Of Birth: i
Ethnicity:

Informant Full Name:

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 PAPER FORM. The
form will be created and will automatically download into the Downloads folder on your
computer. An example of the file name is located below.

PRINT PAPER FORM

< Back » Next X Close

Review Charges and Create Form

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

Available E-Units: 5059
Total E-Units Charged: 1
E-Units Remaining After Submit: 5058

Create Paper Form

CBC_en_86764_.pdf
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Below is an example of the first page of the Child Behavior Checklist for Ages 6-18 form using the
SELF-PRINTED FORM tab:

Be sueB jou answered al
oy Then so0 other side.

Form Type: The following form types are currently available through Self-Printed Form function:

ABCL 18-59: Albanian, 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, Chinese (PRC, Simplified, Traditional,

Hong Kong S.A.R.), 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: Dutch, English, and Icelandic.

BPM-P 6-18: 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.

BPM-T 6-18: 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: Croatian, Danish, Dutch, English, Finnish, French (Canada, Haiti),
German, Icelandic, isiXhosa, Italian, Norwegian, Portuguese (Brazil, Portugal), Southern
Sotho, Spanish (Spain, US), Swedish (Sweden), and Turkish.
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CBCL 1.5.5: Albanian, Chinese (PRC, Simplified), Croatian, 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.

CBCL6-18: Albanian, Chinese (PRC, Simplified), Croatian, 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 (Romania), Russian, Sami (Northern), Serbian (Latin, Serbia), Slovak, Slovenian, Somali,
Southern Sotho, Spanish(Spain, Uruguay, US), Swedish (Finland, Sweden), Tamil, Telugu, Thai, Turkish and
Ukrainian.

C-TRF 1.5-5: Albanian, Chinese (PRC, Simplified), 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.

OABC60-90: Chinese (PRC, Simplified), 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), 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, Chinese (PRC, Simplified), 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.

YSR11-18: Albanian,Chinese (PRC, Simplified), Croatia, 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.
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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. If not 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 (ADD FORM, KEY-ENTRY, SCORE
REPORT, DETAILS/ICOMMENTS,EDIT, DELETE, GO TO INFORMANT

and REFRESH) related to it, or select the ASSESSED PERSON DETAILS tab to
view or edit the information.

& REFRESH 9, TOOLSY B DIRECTORYY | [JFORMSY | EIREPORTS¥ = * IMPORT DATAY | £ PRINT PAPER FORMY | K% ADMINISTRATIONY = (D HELP ¥ a USER¥ | |+ 106G ouT

[CSTART A New ASSESSMENT

| Forms ror: ROBERT MARTIN ( Assessep Person ) |

B pwecrorIES | & mFORMANTS [ rornms | & ASSESSED PERSON DETALS
- L Lo UITTaUVe DA ZU TS0, =
» & Combined imports A -
+ & Family C3App Form BKev-Entry B Score REPORT D Derans / Comments Z Epr M Derere 44 Go To InFormanT
* BFR-CA C ReFRESH

4 B Martin Family

& Jacob Martin i Form Long Name i BvalD i Informant { Relation i Date Created i Date Completed { Status

& Eric Martin Adult Seff-Report for &
S g ASR 18-59 Robert Martin | Self 2016-Mar-15 2019-Mar-15 Key-Entered
& jackie Martin Ages 18-59

& Michael Martin Adult Self-Report for

e ASR 18-59 Robert Martin Self 2019-Mar-21 2019-Mar-21 Key-Entered
& Robert Martin Ages 18-59
& Tessa Martin

Adult Salf-Renart for

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, DELETE and VIEW as Informant are available.

wenss son: ROBERT MARTIN { Assesean Prss

DerOGRARICS
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INFORMANT FUNCTIONS

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

1. Signinto ASEBA-Web.

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

3. 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. Inthe right frame on the screen, next to the FORMS tab, is the INFORMANT
DETAILS username can be found.

sFor: Debra Carson ( informant ) +

5. From this screen, users may select/highlight a particular row/form for an Assessed
Person and perform various form functions (Send Message To Informant, Open In
ASEBA-Informant, Key-Entry, Details/fComments, Edit, Delete, Go To Assessed
Person, and Refresh).

e 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).

+ forms for: Debra Carson ( informant ) +
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REFRESH FORMS

The REFRESH function allows the user to refresh forms after changes have been made.

1.

2.

C) REFRESH &, TOOLS ¥ B3 DIRECTORY ¥ [) FORMS * [l REPORTS ¥ 2 IMPORT DATA ¥ £ PRINT PAPER FORM ¥ £ ADMINISTRATION ¥ @ HEP ¥

[ASTART A NEW ASSESSMENT

B pmecrories

ii mrormanTs

L LULL NUTTIAUVE Uata_2ULIUJzT

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

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

Forms will be refreshed.

& USER ¥

| Forms For: ROBERT MARTIN ( Assesseo Person ) |

D FormMS | & ASSESSED PERSON DETALS

~

» B Combined imports

4 B Family
» BFR-CA

C3App Form B Kev-EnTrRY Bl Score RepoRT # EpIr W Decere aiGo To INFORMANT

G REFRESH 5

DDeTans / CoMMENTS

I+ LoG out

4 B Martin Family
& Jacob Martin
a FEric Martin
A& jackie Martin
& Michael Martin
& Robert Martin
4 Tessa Martin
& Peter Mason
ad<d<

» B Large Data Export Test

» 5 No-names

» B3 P&O Test Data

i Form Long Name i EvalD i | Informant

Adult Self-Report for
ASR 18-59
Ages 18-59

Adult Self-Report for

ASR 18-59 Robert Martin Self
Ages 18-59
Adult Self-Report for

ASR 18-59 Robert Martin Self
Ages 18-59
Adult Self-Report for )

ASR 18-59 Robert Martin Self
Ages 18-59
Adult Self-Report for

ASR 18-59 Robert Martin Self

Ages 18-39

69

¢ Date Created

A
- Robert Martin 2016-Mar-15 2019-Mar-15 Key-Entered

I Relation

i Date Completed i Status

2019-Mar-21 2019-Mar-21 Key-Entered
2019-Apr-16 2019-Apr-16 Key-Entered
2019-Dec-11 2019-Dec-10 Key-Entered
2020-May-06 2020-May-11 Key-Entered




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. 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/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.

4. 1f not already open, double-click the directory or subdirectory in the left frame (to open it).

5. 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.

6. Navigation: REPORTS (from the tab on top) > SCORE CROSS-INFORMANT REPORT.
G ReFRESH | W, ToOLSY | [ DRECTORYY | [ FORMSY | EH REPORTSY | t IMPORTDATAY | & SELF-PRINTED
[ Start a New Assessment Bl SCORE REPORT

[l SCORE CROSS-INFORMANT REPORT

o N—
B DIRECTORIES ii INFORMANTS [ FORMS & ASSESSED PERSON DETAILS

Display By: O First name O Last Nama ™ Add Form 3. Key—Entry
Q Search Clear

! | Form Long Name

“ BRoot Child Behavior Checkli

» B Aseba_Data (7).zip (2022-Apr-18 11:36:36) CBCL 6-18 -

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 which path taken above), a Search box, an empty list for

Selected Assessed Persons on the right side, along with buttons at the bottom Back,
Next and Close.
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8.

Available Assessed Persons Selected Assessed Persons

< Back » Next X Close

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.

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 Assessed Person back to the left if clicked on accidentally.

10.

11.

12.

* Ny X Crose

1. Selact an assessed person or multiple assessad persons,

Available Assessed Persons Selected Assessed Persons

Click NEXT to proceed (or CLOSE to return to the DIRECTORIES page).

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).

Select NEXT to continue, BACK to return to the previous screen, or CLOSE to
return to the DIRECTORIES page.

SCORE CROSS-INFORMANT REPORT
4 Back » Next X Crose

2. Select a cross-informant report type. v

AULIC LIUSS-LUTIanUL
Brief Problem Monitor Cross-Informant
Brief Problem Monitor Trajectory
MFAM Cross-Informant

Older Adult Cross-Informant
Pre-School Cross-Informant

School Age Cross-Informant
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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.

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.

3. Seloct forms to include in the repart.

Available Forms Selected Forms

v heckiist for Ages 6-18 on 2019-Mar-09

hecklist for Ages 6-18 on 2020-Mar-09

heckiist for Ages 6-18 on 20019-Mar-09

Click items on the left to add,
ackiist for Ages 6-18 on 2020-Mar-09 Click items on the right to remave.

S ENFORMANT REPOS
()
i
lect forms to include in the repart
Available Forms Selected Forms
Child B or Chiecklist for Ages 6-18 on 2020-Mar-09 Child Behavior Checidist for Ages 6-18 an 2019-Mar-09

ecklist for Ages 6-18 on NJA Ages 6-18 on 2020-Mar-09

ecklist for Ages 618 on N/A

Ages 6-168 on 2019-Mar-09

eckfist for Ages 6-18 on NfA ecklist for Ages 6-18 on N/A

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.
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EO EXPORT T0 THE SELECTED FORMAT ExporT (] % EI

Cross- Informant Comparison - Problem Ttems Common to CBCL/ TRF/YSR

10 NIC-455e8 Mame: Enc Martn Gender: M wirth Date: 20000103 Companacn Uste: 20

Social Problesns

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. 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. 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.
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SCORE CROSS-INFORMANT REPORT

X Ciose

1. Select an assessed person or multiple assessed persons.

Available Assessed Persons Selected Assessed Persons
Search Q

Erick Martin
9dcff4bd9a65465e9
Lana Martin
26a928d3b57b4657a
Robert Martin

d1a2fa3daleba191s

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

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.

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 the Assessed Person will be added back to the
Available Assessed Persons column on the left).

8. Continue this process and moving names over, one at a time, until all the Available
Assessed Persons you want to include in the report are listed in the right frame
under Selected Assessed Persons.

ple assessed persons

Available Assessed Persons Selected Assessed Persons

9. Click NEXT to proceed (or CANCEL to return to the DIRECTORIES page).

10. Under Select a cross-informant report type, access the pull-down menu by clicking
on the drop-down arrow and choose MFAM Cross-Informant (Note: MFAM Cross-
Informant reports require the Assessed Person to have more than one completed
school-age or adult forms associated with them).

11. Select NEXT to continue, BACK to return to the previous screen, or
CLOSE to return to the DIRECTORIES page.
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SCORE CROSS-INFORMANT REPORT
< Back » NexT X CLose
2. Select a cross-informant report type. | MFAM Cross-Informant v
12. 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.

Available Forms Selected Forms

13. 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.

14. Continue this process to move the forms over, one at a time, until all the forms are
included (up to a maximum of 10 forms) in the report and are listed in the right
frame under Selected Forms.

Available Forms Selected Forms

15. Select NEXT to continue, BACK to return to the previous screen, or
CLOSE to return to the DIRECTORIES page.
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16. MFAM CROSS-INFORMANT REPORT will be generated. Please use the arrows in top
left of the form to navigate through the report.

son - Syndrome Scale T Scores

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

SEESR N o

ADD NEW INFORMANT

We suggest that the process to add a new informant be done through the Start New Assessment Wizard,

but this process below is also an option.
1. Signinto ASEBA-Web.

2. Select the INFORMANTS tab on the left side of the screen. If any informants have already
been added, they will be listed here.

3. Navigation: INFORMANTS (from the tab on top) > ADD NEW INFORMANT or,

alternatively, select/highlight an Informant on the list in the left frame, right click with the
mouse and select ADD NEW INFORMANT.
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() REFRESH = % TOOLSY  ai INFORMANTSY | 2+ IMPORT DATA’ O ReFREsH | A, TOOLS¥ | &k MFORMANTSY | [ FoRMs v | X

4+ ADD NEW INFORMANT [} Start a New Assessment

[} Starta
) REFRESH B DRECTORES | && INFORMANTS [
.. [
B DIRECTORIES 88 TNFORMANTS Display Bv: ® Firstiame O Last Name
A Q Search Clear
Display By: @ First Name Last Name Rachel Baker
+ Add New Informant

Q, Search Clear
Mark Bronson
# Edit
Jack Camara

Rachel Baker B Delete

4. The ADD NEW INFORMANT screen will open, displaying a window with fields for
IDENTIFICATION, SELECT FROM EXISTING ASSESSED PERSON,
PERSONAL INFORMATION, CONTACT INFORMATION, and ADDRESS, as
well as buttons for SAVE and CANCEL at the bottom. PERSONAL INFORMATION,
CONTACT INFORMATION and ADDRESS are all optional.

I}
2

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

a) IDENTIFICATION: Check the box on the right to have an Auto-
Generated Identification Code created or type in a unique
Identification Code.

b) SELECT FROM EXISTING ASSESSED PERSON 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 an Assessed Person. User may either select one of the
existing Assessed Persons or leave default of Create New to add a new
Assessed Person.
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SELECT FROM EXISTING ASSESSED PERSON

Create Naw ... -
-
PLRSOMAL INFORMATION contact mrosms: John Doe
Jacob Sessions

lanine Blackner

First: Michael Tolken

Middie: Robert Carson
Alline

Last:

Mickr

[ Save @ Cancel

o If user selects Create New, continue completing the fields under the
three remaining tabs (PERSONAL INFORMATION, CONTACT
INFORMATION, and ADDRESS) if that data is being collected,
then select SAVE or CANCEL.

¢ PERSONAL INFORMATION: Enter Title (Mr., Mrs., Ms., Dr., etc.),
First Middle, and Last name, and Nickname of the Informant.

PERSONAL INFORMATION CONTACT INFORMATION ADDRESS
Title:
First:
Middle:
Last:

Nickname:

) Save © Cance

d CONTACT INFORMATION: Enter E-mail address, Mobile Phone,
Work Phone, and Home Phone numbers for the Informant.

CONTALT INFORMATION ADDRESS
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e) ADDRESS: Enter Address Line One, Address Line Two, City,
State/Province, Postal Code and Country for the Informant. Click
SAVE or CANCEL.

& © Ca

EDIT AN INFORMANT

Use this function to make changes to an Informant.
1. Signinto ASEBA-Web.

2. Select the INFORMANTS tab on the left side of the screen. Any Informants that have
been added will be listed here.

3. 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.

4. 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.

O nemesn | W Toosv | 3 mwowwtst | [ rommsv | L pwosromar | G SemanED foRM v
[ Start & New A T
¢ REFRESH 9, TOOLSY &4 INFORMANTS ¥ | [] FORMS ¥ setbdiode il
5 o D i
+ ADD NEW INFORMANT B -
[} Start a
# e Dusgiay By B Firstname O Last Name B Send Message To Informe

B pRrecTorEs | &8 mrory M DELETE

I Candac ]
> T e ‘ b
Carson Add N formant
Display By: @ First Name O Last! + Add New Informan

© REFRESH Debra Carson 7 Edi

Search S— S——

Rachel Baker

® Dalete

& Rescr Password

O Refresh

5. 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.

6. Edit the relevant fields by typing into them.

7. Click SAVE (to apply changes) or CANCEL (to keep existing information).
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FERIOMAL INORMATION | CONTACT INFCRMATION | ADDRES:

Danlel

Middle:

DELETE AN INFORMANT

Use this function to delete an Informant (only available for informants who do not have any forms).
1. Signinto ASEBA-Web.

2. Select the INFORMANTS tab on the left side of the screen. Any Informants that have
been added will be listed here.

3. Select/highlight the Informant you wish to delete. Any forms that have been
completed by the selected Informant will be displayed under the forms tab in the right
frame on the screen. [Note: The Delete Informant feature will only be
activated/available for those informants who do not have any forms] Please delete
forms first and then delete the Informant.

4. Navigation: INFORMANTS (from the tab on top) >DELETE or, alternatively, right click
with your mouse and select DELETE.

) REFRESH %, TOOLSY 44 INFORMANTS ¥ | [} FORMS ¥ & .
DIRECTORIES | @& INFORMANTS

+ ADD NEW INFORMANT
[ Start a .

# o Display By: (® First Mame ) LastName
B pRecTorEs | & mrForn W DELETE Search Q.| | Search | Clear
X RESET PASSWORD A
Display By: (® First N O Lastt Rachel Baker
ey y: [ Mstiane L= 4 ReFREsH + Add New Informant
Search S I | e | Mark Bronson

# Edit

Rachel Baker Jack Camara & Delet

5. The DELETE window will open, asking the user, “Are You Sure?” with buttons for YES and
NO. Click YES to delete or NO to retain this person as an informant.

DELETE

Deleting: Rachel Bak

Are You Sure?

v Yes X No

80



SEND MESSAGE TO OR PRINT MESSAGE FOR
INFORMANT

Use this function to send a message to an Informant requesting their completion of a form/s.
We suggest that the Start New Assessment Wizard be used to send messages to informants, but this
Is another option.

1. Sign in to ASEBA-Web.

2. In the left frame on the screen, click on the INFORMANTS tab. Any Informants
that have been added will be listed here.

3. Select/highlight the Informant to send a letter to. Any forms associated with the
selected Informant will be displayed under the forms tab in the right frame on the
screen.

4. Navigation: INFORMANTS tab (from the tab on left >Send Message to Informant tab.

¢ reFRESH 9, TooLs ¥ a4 mrForRmanTs ¥ [ Forms ¥ B rReporTS ¥ 2 MPORT DATA ¥ & SELF-PRINTED FORM ¥ X ADMINISTRATION ¥

[ Start a New Assessment

B DIRECTORIES i INFORMANTS E FORMS i INFORMANT DETAILS
i @ First N O Last — . .
Display By: (®) First Name () Last Name ~> & Send Message To Informant ii Open in ASEBA-Informant™
Search Q| | search || Clear
i | Form Long Name i | Bval ID i Assessed P

Candace Carson Child Behavior Checklist far
CBCL 6-18 Robert Carg
Ages 6-18
Daniel Carson

Nahra Carcan

5. The SEND MESSAGE TO INFORMANT window will open with fields for
Informant, Informant Email, From, Bcc, Reply To, Subject, and Select a message
template, as well as Cancel, Preview, and Send tabs at the bottom. All fields (with
the exception of Informant Email) will be pre-populated based on the informant and
user information and defaults. All fields are editable except From.

SEND MESSAGE TO INFORMANT x

DMARC-Friendly Mode
r Lillian Cooper

Bee: rscott@uvm.edu

Reques! Complete Forms

English / Default / Click to see more

Toc Ll Cooper
On: 2023-Dec-08

Dear Lillian Cooper,

Please complete the following rating forms available online:

TRF 6-18

. Your answers. will o

form takes about 20
are found on the web site.

All of the answers that you give are confiden
complete all the forms at the same tim
forms 2s 500n 25 possible, Full instruct
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Select a Message Template is defaulted to English. Click the drop-
down arrow on right to choose another language for the form. The
informant will have the choice to view the form in English or preferred
language once form isreceived.

English | Default | Click to see more

Castilian / Castellano / Spain

T Lillian Coc
On: 2023-Dec-08

Dear Lillian Cooper,

Plaase complete the following rating forms available online:

6. Complete/edit any relevant fields to prepare the informant letter for sending.

a)

b)

0)
d)

€)

f)

9)

Informant: The Informant name is based upon the person you selected

and cannot be changed.

Informant Email: Enter Informant’s e-mail address. A valid e-mail address is
necessary to send a letter electronically.
Erom: This is prepopulated and cannot be edited.

BCC (Blind Carbon Copy): this feature allows for an e-mail recipient to be
“hidden” from view.

Reply To: This is the e-mail address to receive replies from the informant
(From, Reply To, and Enable Bcc e-mail addresses will be the same by
default).

Subject: Default subject is “Request to Complete Forms”, which is editable.

Select a message template: To change the “English/Default” template, click the drop-
down arrow on right to choose another language for the form. The informant will have
the choice to view the form in English or preferred language once form isreceived.
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7.

If user selected Preview, the message will be displayed, as well as access to
EXPORT, refresh icon, and print icon on top tool bar. Click on X in right corner of
window to exit SEND MESSAGE TO INFORMANT Preview screen.

¢ 2

e Select Cancel to exit the SEND MESSAGE TO INFORMANT window.
e Select Edit to make any necessary changes to the message.

Once all previewing has been done and edits/changes have been made, please click the Send
button to email the message to the Informant.

The Informant will receive an email informing them there is a "Request to Complete Forms":
the email will list two ways to enter the form 1) by using the username and password provided,
which will prompt them to change their password before entering the form or 2) click on the link
provided to go straight to the form.

Request To Complete Forms

[This meessage was seat from an address autside the Larmer Collegs of Medicine, Phease exercise caution when clicking links or opening attachmeats fiom this source. ]

Tor Lillus Cooper

On: 2023-Dec-08
Dear Lilhss Cooper,

Please complete the following rating forms available online

TRF 618

cunplete all the Eoreas #1 the sme time, Each foem takes about 20 - 30 minutes to complee. Plesse coniplete the ating forms as soce as powsible. Fill imatractions
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REFRESH INFORMANT

Use this function to update/refresh Informants.
1. Signinto 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 tab > REFRESH tab, or
right column REFRESH.

5. The Informants will be refreshed.

© REFRESH @, Toois ¥  &hmrormants ¥ | [JFORMSY | AL IMPORTDATAY | & PRINTPAPERFORM Y | X¥ ADMIMISTRATION Y | (D) HELP ¥
+ ADD HEW INFORMANT

D5 | Forms ror: ERIC M
# Eorm
B prrectories | & mror M oeLeTe O rorms | & mrormanT DETAILS
Renee Manning + 4pp Fornt .
£X RESET PASSWORD Ao Form B Senp Messace To InFormant &4 Open v ASEBA-InFormant™
Anson Martin B -
Charles Marti G remREsH £ | Form Long Name { | Eval D 1 | assessed Person
harles Martin
Youth Self-Report for Ages
. o YSR 11-18 Eric Martin
Daniel Martin 11-18

. . Older Adult Self-Report far
David Martin 0ASR 60-90 . Eric Martin
Ages 60 and Above

Dennis Martin Older Adult Self-Report far
0ASR 60-90 Eric Martin
5 7 Ages 60 and Above
Eric Martin
Older Adult Self-Report for .
z = OASR. 60-90 Eric Martin
Eric Martin Ages 60 and Above

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. Sign in 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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& usEry e

) REFRESH A oropisw  BRaecssantew [Yroeusw | EEREPOATEY L pMpORTOMTAY | B pRINT MApERRCEM Y KX apmputsTRATIONY  (DiHEs v
[Sraer 4 New Assessuent | Fomms ror: JAXSON GUYER ( Ineoksianr ) |
5 opecrestes | @8 mwrosrants T romees | &8 pirommant cerans
Lt Hame Crdoe Forn B Sens Messace To Iwtosmant &4 Cren v ASEBA-Drcaman ™ B Ker-Enmar D Demans / Comments # Eoir W Deesre & 5o To Assessen Pencon CRertesn
ret Q
% Porm Long Mame i EvalID I Assessed Person 2 Relation ¢ Diste Created I Diste Completed 3 Sratus

Rache| Baker AN ‘fouth Seif Repoit for Ages |
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.

|+ Sen Our

6. The selected form will open for Informant to start filling out.

6
L M ASEBA-Informant™

Welcome to ASEBA-Informant™

Language: English
I agree to ASEBA®'s use of cookies: Cookie PO”CY_
@ Continue

This web site does NOT track personally identifiable information, but it does use cookies. If you use this site, you consent to that use &
also to the terms of our standard disclaimer.

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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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

[This meessage was seat from an address autside the Larmer Collegs of Medicine, Phease exercise caution when clicking links or opening attachmeats fiom this source. ]

Tor Lillus Cooper

On: 2023-Dec-08
Dear Lilliss Cooper,
Pleass complete the following rating forms available onlme

TRF 618

All o the mnswees that vou give e confidential. Your snvaers will caly be available to autbortend wtafl You doo't have 1o complete all the forsa o the smme time. Each forms takes about 20 - 30 sinutes 1o consplete. Pleast coniplete the rating forma sy soon s possible. Fill imstrectians

Passwoed: Sc24-557: 7 (igmore thas password if you already changed it)

ek e fullaw the liuk Below

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.

Informant instructions currently available in ASEBA-Web include the following:
1. Signin.
2. Change language as desired.
3. Online Form Completion.

SIGN IN

This function allows the Informant to gain online access to complete the forms selected for them.
If clinicians have sent a message to an Informant in a different language, the Informant will
have the option to change the form to the language of their choice by clicking on the drop-down
arrow across from Language.

o
[ asesnctoformant™

Welcome to ASEBA-Informant™

Language: English

1 agres to ASEBAR's use of cookles: English

© Cor Espafiol (Estados Unidos)
Frangais

This et st st WO trick seracrally ebeneflable iformatcn, but f dees e cosiien. I you e th ks, you corment 15 that use &
116 e v o cur ekt el

¢ Informants will have two ways to access the form:
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To access the forms, visit the My Farms web app:

e The first link uses an autogenerated username and password to access the form.
e The second link takes the informant straight to the form.

Please remind the informants that they need to save their answers as they continue

through the form, asthere is a 20-minute log out from inactivity. Form answers are
saved as informants finish each section.

1. For the first option, after typing in the username and password given, Select SIGN IN.

Welcome to ASEBA-Informant™

Language: English
Username: mdoe-4161-1544
Password: sesssansssnnnen
1 agree to this site's use of cookdes: Cookie Policy
Sign In =1
Fvebmmec

2. The second option takes the informant straight to the form. The Informant will need
to click on the image of the pencil (edit) to open the form.

i
& M ASEBA-Informant™ &X Settings  Sign Off |+

My Forms | Mary Doe's Forms

Below is a list of forms for you to complete. Please click on each form to start completing it.
You can return to each form as often as you wish until you complete it.

« 4 CBCL 6-18 about John

3. The informant will be asked to consent for collection, process and storing of data by clicking
on the YES, I AGREE tab.

i
&' AsEBAInformant™

Child Behavior Checklist for Ages 6-18
About: John, Requested: 10/2/2023.

£X Settings  Sign Off |4

COMSENT 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,
AGREE" BUTTON BELOW

+ Back + YES, I AGREE
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4. The Informant will then be able to proceed to fill out the form by clicking on the single arrow on
bottom right of screen.

i ! . 121200 N -
iﬁ ASEBA-Informant™ chcL. 616, Raquastad: 10/2/2620. @ Help %X Settings  Exit |+

Fill out this form to reflect your view of the child's behavior, even if other people might not agree. You do
not need to spend a lot of time on any item, but be sure to answer all items. You may enter additional
comments regarding an item by clicking on the Add Comment' button. Use the buttons below to move
between items and sections. You may use the 'Exit' button to leave. You may come back to finish the form
at any time. Your answers are saved when you change sections or exit the form. When complete, please
click the 'Finish' button.

Questian LT

5. If desired, the THEME (color scheme) can be changed by clicking on the Settings tab and
choosing the color scheme of choice. Theme options include the following:

e Blue Opal, Black, Bootstrap, Default, Fiori, Flat,
High Contrast, Material, Material Black, Metro,
Metro Black, Moonlight, Nova, Office365, Silver
and Uniform

Blue Opal

Blue Opal |
Poweopal

Black

Bootstrap

ONLINE FORM COMPLETION

This function allows the Informant to complete the forms online that have been selected for them.

1.

Theformwill flowone questionatatime. Toadvancetothe nextquestion, the
Informant needsto click onthe single arrow. To advance tothe end of the current
section, the Informant would click on the double arrow. To advance to the nextsection,
the Informantwould needto click on the arrow with the line. To save answers and
exit to finish the form later, the Informantshould click onthe Save icon in upper
right-handcorner of the page. The Informant can also go back by clicking on the
single arrow on the left and go back to the beginning by clicking on the double
arrow on the left.
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':T‘l ASEBA-Informant’ o s Wi @ Hop L) Settngs  Ext @

Child's first name:

B Add Comment

> »» 4 <
[ et ection |! Scroll Left Scroll To Left Endl

2. 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) Signinto ASEBA-Web.

2) Click on the Informants tab in upper left corner.

3) Click on the Informant name.

4) Click on INFORMANT DETAILS 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.

o

e Merrir T e | 3800 SR Boomnr= | Ao | GO

RESET PASSWORD

Resatting pasword for: Colin Doe

Do you want to reset the informant's password 7

o Yes x No

ceessfuly reset. Please allow G0 seconds for it to take effect

M Ciose
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3. The Informant will continue through the form completing each section:

&% nsesrinformant L S sy (D Help €% Settings  Exit|+ [

This is the end of this section. Click on the button below to move to the next section.

>

Y
v
v
h 4

4. If the Informant misses any questions in the PROBLEM ITEMS tab, they will
receive a message to go back and complete the missing questions.

L
&' ASEBA-Informant™

Child Behavior Checklist for Ages 6-18
About: Grace, Requested: 10/10/2023.

L Settings  Sign Off |+

Too many answers are missing, please go back and answer more questions. If you choose to not
answer more questions your provider may not be able to score this assessment.
Quantity of answers missing: 8

+ Back + Finish

5. Once the form is finished, the Informant will see the message below and will click
Finish.

Kiai
|40 ASEBA-Informant™

Child Behavior Checklist for Ages 6-18

About: Grace, Requested: 10/10/2023.

LX Settings  Sign Off |

Click "Finish" to submit the form.

+ Back + Finish

6. Once the Informant has clicked Finish, the message will state that they have
completed the below list of forms.

& ‘;"! ASEBA-Informant™

My Forms | verna Taylor's Forms

<
Below is a list of forms that you already completed.

s @& CBCL 6-18 about Grace
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7. If the Informant is sent more than one form to complete, the Informant will
see both forms under their login.

I
;{g‘ ASEBA-Informant™ L} Settings  Log Off |+

My Forms | pamela Guyer's Forms

Below is a list of forms for you to complete. Please click on each form to start completing it.
You can return to each form as often as you wish until you complete it.

e 4 CBCL 6-18 about Jaxson (already started)

« # BPM-P 6-18 about Jaxson

£ i i
5_{3 ASEBA-Informant £ Settings  Sign Off |

My Forms | verna Taylor's Forms

Below is a list of forms for you to complete. Please click on each form to start completing it.
You can return to each form as often as you wish until you complete it.

* 4 CBCL 6-18 about Grace

Below is a list of forms that you already completed.

e & CBCL 6-18 about Grace
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ASEBA-Web Procedures

EXPORTING AND IMPORTING DATA FILES

Use this function to download/export data and open the files.
1. Signinto ASEBA-Web.

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

3. Select/highlight the directory, subdirectory, or Assessed Person from
which you want to download/export data.

4. Navigation: DIRECTORY (from the tab on top) > EXPORT DATA or,
alternatively, right click with your mouse and select EXPORT DATA.

C) REFRESH 2, TOOLS ¥ B3 pIRECTORY ¥ & ASSESSED PERSONS ¥ Oy p—

. DrRrCTOMRS

C: ADD DIRECTORY

[ Start . . -
+ ADD ASSESSED PERSON Har
= ™ - s
DIRECTORIES &k yForM L. MOVE ITEMS IN FOLDER
# Eoim
Display By: O First Name O 1

3 EXPORT DATA

O REFRESH DIRECTORIES

¥ oo

» B Aseba_Data (7).zip (2022-Apr-18 11:36:36)
» B ASEBA_Data_Transfer (1).zip (2023-1ul-27 19:08:07)

» = Tt Bool O Refresh Directories

5. 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 Selectad  File format: Not Selected  Date Range: All  Directorles: 0 Ascessad Persons: 0 Avallable Forms: O
1. Select a file type

File Type: Select an export fype...

"' 1. Form Status Report
2. ASEBA-* Data Transfer
3. Raw Data
4, Scored Data
5. Combined Raw and Scored Data
6. ASEBA PEO App™ Data Transfer
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6. For the example below, Combined Raw and Scored Data was chosen.

EXPORT DATA

[ws]

ack » Nexr X CLose

File Type: Raw-And-Scored  File format: Not Selected  Assessed Persons: 0 Available Forms: 0
1. Select a file type.

File Type: 5. Combined Raw and Scored Data v

7. Select a file format: Excel or SPSS. Click NEXT.

EXPORT DATA

File Type: Raw-And-Scored  File format: Not Selected 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

8. Select a date range if desired. Click YES or NO. If YES, the window below
will open to choose the date range.

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?

v | Yes
X 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: = 2023-Nov-11 (i To: | 2023-Dec-11 i

4 Back » Next X Close
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9. Click on EXPORT. The file will download into your Downloads folder and open.

EXPORT DATA

File Type: Raw-And-Scored  File format: Excel Date Range: All  Directories: 4 Assessed Persons: 60 Available Forms: 222

5. Export Forms.

X Export Y Advanced Filter

< Back » Next X Close
prasa s W wmen e um - anamn  aran .
a1 S vormid
v o I v o i « L " N c a " s T w ¥ ¥ 2 M a A

1 [rormia_Jrorme " Clinscian Sotlety Gender Age  Erhoaity Relations! informant DateForm ScoreThisi Friends_T Friends T Friends_P Spouse_P Spouse_ Spouse P Fa
2 Ash ", 1 I 3/15/3019 11/11/198 Kay-Enter ASERA S2a M 29 Pacific li " Visf01s T 2 % % T3 B2 % ot
3 Ba6R19-ASR ASR1E59 ' 1573 Key-Enter ASEBA $taM 45 White ] NI TN 5 u 18 3 k) 2 0
4 B43eatad- ALH ASR18.59 5 Key-Enter ASEBA Sta M E M 4fe0ntue % u ! fa 2 4 r
5 seabab ash 21 1 I 12/10/201 6/20/1973 Ney-Enter ASENA Sta M a1 arican Ar ] LAY T B 51 %a k] o
. PR ASR 1859 d1arfadel i I j: Kary-Enter ASEDA S2a M a6 ] sieromitee s % 3 Bl
7 aTBbiGes: ASR ASR 13-59 T6a5a00t 26aTaBd3 False /311570 David rett Key-Enter ASERA $taF 5 F Ws0ETve B ] n q s n L
£ 1obESRA.ASR ASR 1853 Madadddt daduBd False 1311870 Key-Enter ASERA S1aF 4 £ SMaR0ETe D k! Lt
5 '9lcachib- ASK ASR 1859 IS0t 20ataEd S False 0B 131197 Senl-To-ir ASERA Sta P as ¥ Yibf1Tue T o o
10 MICTAMIAASH  ASH 18- TSatescld 2a0esd it True /L1970 Ablisee Ha Sert-To-tt ASENA S2a F 52 ( W0 Tee D K} a
11 (37334061 ASK KSR 13-59 Test Samg Test Samg False Mew  ASEBASIF 0 F b TR R R | ] °
12 /43530456- ASR ASR 15-59 HeTL6kak HeTI628t False SentTo-i ASEBA Sta o whymeTwe D o o

ASH 1556 NIC-3656% NaC-485e False A/8/2001 11420001 Ky Enter ASENA S1a M 2 ] yNAM Te B a8 £ % 4] ! ‘o

15 £T0T1620- ASR

10. The example below is when ASEBA-* Data Transfer is chosen. Click NEXT.

EXPORT DATA

JACK » Next X Ciose

"
s |

File Type: Transfer  File format: Transfer  Assessed Persons: 0 Available Forms: 0

1. Select a file type.

File Type: 2. ASEBA-* Data Transfer hd

11. Select a date range. Click Yes or No. No was chosen for this example.

EXPORT DATA

File Type: Transfer  File format: Transfer 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?

v | Yes

X No

«Back » Next X Close
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12. Click on EXPORT. The file will download to the Downloads folder.

EXPORT DATA

File Type: Transfer  File format: Transfer Date Range: Al Directories: 4 Assessed Persons: 60 Available Forms: 222

5. Export Forms.

& Export Y Advanced Filter

< Back » Next X Close

g ASEBA_Data_Transfer.zip

13. If desired, click on ADVANCED FILTER tab to further filter your data. Click
EXPORT.

EXPORT DATA

File Type: Transfer  File format: Transfer  Date Range: All  Directorles: 4 Assessed Persons: 60 Avallahle Forms: 222

5. Expoet Forms,

2 Export

Farm 1 Age 1| Gonder 1 | Date Completed I Relationship 1| Informant Gendes

. &
CBCL 618 10 F 2020-12-09T00:00:00 weological parent
CBOL 618 11 E Bialogical parent u
Y5R 11-18 w0 F Saif
CBOL 618 10 F siological parent u
CBCL 618 n F u
CBOL 155 1 u
CHCL 618 4 M 2022-08-23T00:00:00 F
BPM-P 618 4 M Sological parent u
¥SR 11-18 4 M sef
CBOL E-18 10 " 2022-08-22T00:00:00 Binlogical parent u
ASR 18-59 52 F saif F
CBCL 618 10 " Beological parent u
A4SR. 1859 [ U Seif U
CHOL 618 u siological parent u
A8 1] u
OASR 60-90 19 M saif M
CTRF 1.5:5 [} " = Back » Mo ® Chose u

14. For an SPSS file, choose SPSS, click NEXT.

EXPORT DATA

File Type: Raw-And-Scored  File format: Spss  Date Range: All  Directories: 0 Assessed Persons: 0 Available Forms: 0

2. Select a file format.

File format: SPSS

«Back » Next % Close
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15. Select a data range. Click Yes or No. No was chosen for this example.

EXPORT DATA

File Type: Raw-And-Scored  File format: 5pss  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?

v Yes

x No
< Back » Next X Close

16. Click on EXPORT todownload the SPSS data file into the Downloads folder.

EXPORT DATA

File Type: Raw-And-Scored  File format: Spss  Date Range: All  Directories: 1 Assessed Persons: 10 Available Forms: 70

5. Export Forms.
3 Export Y Advanced Filter

«Back » Next X Close

17. To access the data from an ASEBA-*Data Transfer file, follow these
instructions for Importing Data into ASEBA-PC, ASEBA-Network or

ASEBA-Web, using the file name and location that you selected (or the
default if you did not change it). Click IMPORT DATA, IMPORT DATA.

IMPORT DATA ¥ % SELF-PRINTED FORM ¥ ° ADMINISTRATION ¥ @ HELP ¥

C) reFResH Q TOOLS ¥ B3 DIRECTORY ¥ ) FoRMs ¥ [ REPORTS ¥ el
1 IMPORT DATA -
+ Forms for: Robert Martin ( Assessed Person )

[ Start a New Assessment
IMPORT SPECIFICATION DOCUMENT

B DIRECTORIES ii INFORMANTS E b [ EXAMPLE IMPORT FILE

4 ™ Root

18. Choose ASEBA-* Data Transfer. Click NEXT.

IMPORT DATA
File format: Transfer ~ Assessed Persons: 0 Avallable Forms: O

1. Select a file format.
1. ASEBA-* Data Transfer

File format:
« Back » Next x Close
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19. Select the ASEBA_Data_Transfer.zip file. Once the file is attached, click NEXT.

IMPORT DATA

File format: Transfer  Assessed Persons: 0 Available Forms: 0
2. Select an import file.

Select an import file.

Select files...

« Back » Next

IMPORT DATA

File format: Transfer  Assessed Persons: 58  Available Forms: N/A
2. Select an import file.

Select an import file.
Select files...
Name: ASEBA_Data_Transfer (9).zip Size: 104387 bytes Extension: .zip

< Back

20. Select the directory to import data. Click Next.

IMPORT DATA

File format: Transfer  Assessed Persons: 58  Available Forms: N/A
3. Select Directory
Directory: Martin Family
Root

X Close

» Next

% Close

v

« Back » Ne - =
Martin Family

Family
P&0O Test Data
Carson Family

Sawyer Family

ED A
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21. Click START PROCESSING.

IMPORT DATA

File format: Transfer  Assessed Persons: 58 Available Forms: N/A
4. Import Forms

The file is good and ready to be imparted.

Your data will be saved at: ASEBA_Data_Transfer (9).zip (2023-Dec-11 11:45:57) Next is a detailed description of your charges (E-Units):

Total Assessed Persons Found: 58 Available E-Units: N/A
Total number of forms found: N/A Total E-Units Charged: N/A
Forms Imported: E-Units Remaining After Submit: N/A
Progress in forms: 0of 538 @)Charges for scoring will apply to any record set to be scored but not rejected due
Status of import process: The file is good and ready to be imported. S Ter oY Y o e e e e e m o e e o

records set for scering but contain insufficent data.

% Start Processing ® Cancel (this will delete the imported data)

< Back » Next X Close

22. When Status of import process states Done importing, click SAVE.

[MPORT DATA

File format: Transfer ~ Assessed Persons: 58 Available Forms: N/A

4. Import Forms

Done importing

Your data will be saved at: ASEBA_Data_Transfer (9).zip (2023-Dec-11 11:45:57) Next is a detailed description of your charges (E-Units):

Total Assessed Persons Found: 58 Available E-Units: N/A
Total number of forms found: N/A Total E-Units Charged: N/A
Forms Imported: E-Units Remaining After Submit: N/A
Progress in forms: 58 of 58 Mcharges for scoring will apply to any record set to be scored but not rejected due
Status of import process: Done importing GO R ik Jrekdie e g e b el e [or

records set for scoring but contain insufficent data.

[ Save @© Cancel (this will delete the imported data)

«Back » Next X Close

23. The file will import with the name ASEBA_Data_transfer.zip with the date
and time of import. Please expand the folder to see Assessed Persons and forms.

C) REFRESH 9, ToOLS ¥ B3 DIRECTORY ¥ & ASSESSED PERSONS ¥ | E REPORTS

[ Start a New Assessment

B DIRECTORIES ‘ ai INFORMANTS a ASSESSE
O UpPN_IdW OV T ZULISNUVELY L2, 0003 -
» > Carson Family
. . + Adc
» = Combined imports
‘b Famlly Assessed
» B ASEBA_Data_Transfer (5).zip (2023-Oct-10 14:28
1234
8 B2 ASEBA_Data_Transfer (9).zip (2023-Dec-11 14:3(
21234 1234
a 1234 1245
a 1245 1245
.
& 1245 96dicdie
A Jacob Bronson
2 Jacob Bronson (T
2 Jacob Bronson 350a3482
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