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Family Management Program (FMP)
QUICK TRACKER GUIDELINES

Overview and Definition

A Quick Tracker (QT) is a record created to track informal information requests which
do not require follow-up, detailed research or assistance (i.e. quick responses to non-
emergent needs).

At present, Quick Trackers are also used to track information and materials presented
by FAC staff at events. Briefing topics or materials given by other presenters may not be
included. Additionally, Quick Trackers are used to track service materials at on-site
location maintained by FAC staff (i.e. brochure/literature racks). As FMP further
develops, these types of Quick Trackers may be moved to be included in Briefings and
Site Visits.

Quick Trackers must be entered into the Family Management Program (FMP) within 72
hours of occurrence.

What can be counted as a QT?

1. Informal information inquiries (questions or referrals) which do not require follow-
up or action.
a. Example: Family Member asking for rear detachment contact information,
giving contact information for DEERS or TRICARE
2. Service materials
a. Example: Giving out 30 TRICARE brochures at a Yellow Ribbon event
b. Example: restocking of materials at an armory.

What cannot be counted as a QT?

1. Information provided when working a case or during outreach and contact
calls.
2. Briefing topics or materials given by other presenters.
a. Example: A veterans benefits briefing given by TAA.
3. Donated items for Service Members and Family Members
a. Example: Ball game tickets, Girl Scout cookies, school supplies
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Quick Tracker Categories

Child and Youth Related

e Child and Youth Programs

e Child Care Funding

e Child Care Programs and Provider
Referral

e Deployment Information/Child and
Youth

e Family Readiness Youth Groups

Communications

Military Youth Contributing to Youth
Programs

Youth Activities (Youth camps/ Youth
groups-paperwork, applications
etc.)

e Calling Card Request

e Computer Use/ VTC Request/ Video
Solution/ DSN

¢ Newsletters

e Rumor Control

Community Outreach/Partnerships

Service Member Not in Contact with
Family

Social Media communications
(Facebook, Twitter)

e Community/Individual Donations

e Community Partnerships

o Offer of donation and/or Holiday
Adoption

Community Resources

Marketing Events
Volunteer opportunities/services

e Elder Care
e Food Banks
e Shelter Services

Counselor Support and Contact Info

Public Assistance

e Behavioral Health Education
Materials

e Chaplain referral

e Civilian resources

e Family referral

Death and Survivor Benefits

Individual referral
Does not include Family Advocacy
Program or MFLC

e Information and referral

Deployment /Mobilization Support

Survivor Benefit Plan

e Care Packages

Deployed Units / Mailing Address
Education Materials

Timeframe

Medical Hold/ Line of Duty/ MMSO
Questions

FMP — Quick Trackers — April 2015
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Education - Service Member

e Education Grant and/or Scholarship Information From Local and/or National Programs
e Education Office

Education - Spouse

e Education Grant and/or Scholarship Information From Local and/or National Programs
e Military Spouse Employment Program (MSEP)
e MyCAA

Education - Youth

e Education Grant and/or Scholarship Information From Local and/or National Programs
e Military Child Education Coalition (MCEC)

Employer Support of the Guard and Reserve (ESGR)

e Employer Inquiry e Re-Employment Issues Following
e Family Member Problem w/ Deployment

Employer e Service Member Problem with
¢ Questions about ESGR Benefits and Employer

entitlements

Employment - Spouse

e Career opportunities e Job Assistance/Job Fairs/
Unemployment

Employment - Service Member

e Career opportunities e Local Veterans Employment Rep
e Disabled Veterans Outreach (LVER)

Program (DVOP) e State Employment Commission
e Helmets to Hard Hats/H2H e Workforce Services

e Job Assistance/Job Fairs/
Unemployment

Employment - Youth

e Career opportunities e Job Assistance/Job Fairs/
Unemployment

Exceptional Family Member Program (EFMP)

Overview: The Army created the Exceptional Family Member Program (EFMP) to support Military
Families with special needs Family member. EFMP is a comprehensive, coordinated, multi-
agency program that provides community support, housing, medical, educational, and
personnel services to military Families with an EFM.

e EFMP referral and contact info

Family Advocacy Program

Overview: Family Advocacy Programs (FAP) provides Families with direct services, and conducts
various prevention, training, and data-collection activities dedicated to domestic and Child
abuse prevention, education, prompt reporting, investigation, intervention and treatment.

e Referral and contact info
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Family Assistance

e Educational materials

Family Care Plan

e FAC Program information

e« Documents required
e« What is a Family Care Plan

Family Readiness

e Who is Required to Have a Care Plan

e Emotional Support During
Deployment (Family Members)

e Family Readiness Support Assistant
referral

e Family Readiness Training/Education

e Find and/or Join FRG (Family
Members)

Financial

e Local FRG and/or Unit Websites
Contact Info

e Parents of Service Members/Support

e Social Events

e Volunteer Support (FRG)

e Budget Counseling
e Education materials
e Personal Financial Management

e Tax Assistance (W2s or Tax
Preparation)

ID Cards
e DEERS Enroliment e Required paperwork for ID Card
e Eligibility

e |D Card Locations

Legal

e Education Materials

Military Retirement

e Legalreferral

e Benefits (Commissary/Post
Exchange/MWR)

Natural Disaster

e SF 180 (separation papers)

e Contactinfo and educational materials

Personal and Family Life Education

e Educational materials (problem
solving, stress management,
parenting, fitness, nutrition, wellness,
health)

Relocation Assistance

e MFLC referral
e PREP/Strong Bonds
e Resiliency Training and Referral

e PCSinformation, education materials and referral

FMP — Quick Trackers — April 2015
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Service Member Pay

e Entitlements
e Military Pay Website (MyPay/ Military Pay Charts/ Websites)

TRICARE Information and Referral

TRICARE - TAMP

TRICARE Dental Providers / Locating
TRICARE for Life

TRICARE Medical Providers /
Locating

TRICARE Pharmacy

e TRICARE Program Information /
Standard, Prime, Prime Remote/
Travel Reimbursement

TRICARE Reserve Select (TRS)
TRICARE Retired Dental
TRICARE Retired Reserve (TRR)
TRICARE Vision

TRICARE Young Adult (TYA)

e o ¢ o
e o o o

Urgent/Critical

e Non-emergent contact info and educational materials

VA Related
e Benefits o Military Services Documentation
e Contactinfo and educational ¢ Rehabillitation
materials e Veteran Specific Services (ACAP,
e Education programs Advocacy)
e Loans e VGLI

¢ Medical and Dental

Examples of Quick Trackers
Listed below are examples of Quick Trackers that are tracked in FMP:

o Service Member asks for the number of the nearest DEERS office.

¢ Commander calls to get the local VFW address.

e Provided H2H contact information to SM.

o Restocking of materials at armory. Note: tracked under specific topic.
¢ Handed out FAC brochures when briefing at local ISFAC meeting.
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Family Management Program (FMP)
ADDING A QUICK TRACKER RECORD

To add a Quick Tracker record, follow the steps below:

1. From the main landing page, click on the Quick Tracker tab.

Landing Page

Family Management Program (v 1.6.0)

|FASLisl C - Current FAS:  UTO [ setras |

Bulletin Boardl | Quick Tracker |(§ Add Service Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication

Materials Information Materials Information

chidandYouthRelated [ |[ | \ FamiyAdwocacyProgram [ [ ] \
Communications I:I I:I Family Assistance I:I I:I
Community OutreachParinerships [ |[ | FamiycarePlan [ [ ]
Community Resources I:I I:I Family Readiness I:I I:I
Counselor Supportand Contactinfe [ |[ | Fnancial [ ][]
Death and Survivor Benefits I:I I:I D Cards I:I I:I
Deploymentiobiization Support [ |[ | tega [ [ ]
Education: Service Member l:l l:l > Wilitary Retirement |:| |:| >
Education: Spouse l:l l:l Natural Disaster I:I I:I
Boueatonvoun | [[ | Personal and Family Life Equcation. | | [ ]
Employment. Service Member l:l l:l Relocation Assistance I:I I:I
Employment: Spouse I:l I:l Service Member Pay l:l l:l
Employment: Youth I:I I:I TRICARE Information and Referral I:I I:I
Exceptional Family Member Program I:I I:I j W4 Related I:I I:I j

Date *l:l Branch: |~ Depl. Status: = |~ Current FAS: « UTO

Track Items
View Recent ltems

2. Enter the number of quick trackers in the text field for the specific topic listed.
a. There are two columns for the different “types” of Quick Trackers; Material
and Information.
i. Materials: a tangible item (i.e. brochure, handout).
ii. Information: information given verbally or through emaiil.

3. Enter the date using the calendar icon.

FMP — Quick Trackers — April 2015 Page 7



Branch: # | Army National Gua.. |~ Depl. Status: # | Non-Deployed hd

Date: + | 04/12/2015

Track ltems
View Recent ltems

4. Enter the Branch of Service from the drop down menu.
a. Branch of Services are listed below.
i. Note: Family Members should be listed under the branch for their
Service Member.

Army National Guard Community Member Marine Corp Reserve

Army Air National Guard NOAA

Army Reserve Air Force Navy

Coast Guard Air Force Reserve Navy Reserve
Coast Guard Reserve Marine Corp USPHS

5. Enter the Deployment Status from the drop down menu.

Unknown Non-Deployed
Pre-Deployment Mobilized
Deployment Retired

Post-Deployment

6. Select Track Items to save the record.
a. A pop up window will appear verifying you want to add the record.
Select OK to proceed or cancel to not save.
b. A pop up window will appear to confirm your record has been saved.

Select OK.
Quick Trackers 0 Success Q

Are you sure you want to add these Quick @ Quick Tracker(s) have been recorded!

Trackers?

[ o [ oc ]

7. Select View Recent Items to view your entries.
Q)

Date Materials Count Information Count | Track Type Branch Deployment Status Remaove
2015-04-12 25 0 Child and Youth Re| Army MNational Guai| Mon-Deployed Remove
2015-04-12 0 25 Community Resou | Army Mational Guai| Mon-Deployed Remove
2015-04-12 0 25 Financial Army Mational Guai| Non-Deployed Remove
2015-04-12 25 0 Education: Service | Army MNational Guai| Mon-Deployed Remove
2015-04-12 0 25 Military Retirement | Army Mational Guai| Mon-Deployed Remove

FMP — Quick Trackers — April 2015
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Remove a Recent Quick Tracker Entry

To remove a recent Quick Tracker entry, follow the steps below:

1. Select View Recent Items at the bottom of the Quick Tracker page.

Date: # |04/12/2015
Track ltems |

I View Recent ltems ﬂ

Branch: # | Army National Gua... |~ |

Depl. Status: -v.<| Mon-Deployed

2. Alist of your recent Quick Trackers will populate in a new window.

3. Select Remove for the line item you wish to delete.

Bl de] i)

Full Name (Last First Msddie)

Date of Birth

Branch of Service

Undt State
Home County
Home 7ip
within mies
Home State
pe
[Q_Seerch §O oaet ]

Date.

2015-04-12
2015-04-12
2015-04-12
2015-04-12
2015-04-12

Materials Count  Information Count | Track Type Branch Deployment Status
25 0 Child and Youth Re| Army National Gual| Non-Deployed
0 25 Community Resou | Army Mational Gual| Nen-Deployed
0 25 Financial Army National Guall Non-Deployed
25 [ Education: Service | Army National Guai| Men-Deployed
0 25 Wilitary Retirement | Army Mational Gual| Nen-Deployed

Remave

Remove

=l

4. A pop up window will appear to verify if you want to remove the record. Select
OK to proceed or cancel.

Remove this quick tracker? 0

Remove quick tracker "Financial’ recorded on "Sat
Apr 11 22:.00:00 GMT-0600 20157

FMP — Quick Trackers — April 2015
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5. If you selected OK to remove, a pop up window will appear confirm your record

has been removed. Select OK.

Success

(1)

@ Quick Tracker(s) have been recorded!

6. Yourrecord is now removed from your Quick Tracker listing.

Command Center - Search

amama

<) My Quick Trackers

| Senvice Member Search

| Selecta Saved Search

| Selecta Recent Search

4

==l =

Full Name (Last First Middle)

[v]

[] Sounds Like

Date of Birth

[ @

Branch of Service

Unit State

Home County

Home Zip

I:l within Cl miles

Home State

ENEDS EAT

2015-04-12
2015-04-12
2015-04-12
2015-04-12

Child and Youth Re
Community Resou
Education: Semnvice

Military Retirement

Army National Gua|
Army National Guar
Army National Gua|

Army National Guai|

Non-Deployed
Non-Deployed
Non-Deployed
Non-Deployed

ommunication

]
] —
] —
]
] —
] —
|
I —

i

| 1]

Current FAS

« UTD

<]

FMP — Quick Trackers — April 2015
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Family Management Program (FMP)
MASS COMMUNICATION GUIDELINES

Overview and Definition

A Mass Communication is a record created to track informal information that is
provided in mass via newsletters, emails, auto phone messaging, texting, or social
media and is related to the Six Essential Services.

Mass Communication:

e May be sent to Service Members, Family Members, units, community resources,
or any combination of these groups. The information must be relevant to each
recipient and be timely and applicable.

¢ Are NOT to be used for Outreach or Contact purposes.

Documents containing multiple topics are only counted as one record.

¢ Documents that contain Information or articles provided by Family Assistance
staff for other publications (i.e. unit newsletter) may also be documented as a
Mass Communication record.

e Must be entered into the Family Management Program (FMP) within 72 hours of
occurrence.

Mass Communication Methods

Automated Phone Message

An automated voice system is where an individual can record a voice or text message,
whether it's critical or routine, and send it out to desired contacts.

Distribution Counts:

¢ Count the number of individuals who are receiving the message. If the message
is being sent to both a cell and home phone for the same individual, it should
only be counted as one.

Examples:

¢ Message sent to potential attendees of an upcoming Tricare Educational
briefing.

e Message sent updating Family Members on the location and time of a Yellow
Ribbon event.

FMP — Mass Communication — April 2015 Page 2



Emaill

With email sent as a Mass Communication (i.e. group distribution), recipients should be
listed in the BC area. This protects Personally Identifiable Information (PIl).

Distribution Counts:

e Count the number of individuals who are receiving the email. If the email is
being sent to both a personal and work email address for the same individual, it
should only be counted as one.

Examples:

e Providing information on job opportunities to SMs who have asked for this
information (i.e. Employment Opportunity distribution list).

e Providing information on youth activities to Families with children who are eligible
to attend the youth events.

Flyer/Newsletter

Flyer/Newsletters that contain Information or articles provided by Family Assistance staff
for other publications (i.e. unit newsletter) may also be documented as a Mass
Communication record.

Distribution Counts:

¢ Count the number of individuals who are receiving the newsletter or flyer.
e Count number of members in organization or unit when contributing to a
newsletter or flyer.

Examples:

e Family Assistance newsletter distributed to Families of deployed Service
Members.

e Sending a flyer on a during deployment Yellow Ribbon event to Families of
deployed Service Members.

Social Media

Social Media platforms include, but are not limited to, Face Book, Twitter, etc. Ensure
OPSEC is followed.

Distribution Counts:
e Count likes or views with an “event”.
Examples:

e Post on State Family Assistance Face Book page with tax preparation information
and resources.
e Post on a unit’s page with information on education grants for Guard Members.
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Postal Malll

Information sent to individuals via postal service (i.e. the United States Postal Service.

Distribution Counts:

e Count the number of addresses where mail is being sent.

Text

A group text message can be sent to a desired group of contacts.

Distribution Counts:

¢ Number of individuals that were included in the text. If the text message is being
sent to both a work and personal cell phone for the same individual, it should

only be counted as one.

Examples:

¢ Text sent to notify attendees of a canceled event due to inclement weather.
¢ Text sent reminding people who are registered to attend an event of the event

date and time.
[ )

Mass Communication Content

Mass Communication content to be documented is the same as the Quick Tracker
categories. The bullets listed under the categories below provide a guide as to the type

of items/information for that category.

Child and Youth Related

e Child and Youth Programs

e Child Care Funding

e Child Care Programs and Provider
Referral

e Deployment Information/Child and
Youth

e Family Readiness Youth Groups

Communications

Military Youth Contributing to Youth
Programs

Youth Activities (Youth camps/ Youth
groups-paperwork, applications
etc.)

e Calling Card Request

e Computer Use/ VTC Request/ Video
Solution/ DSN

e Newsletters

e Rumor Control

Community Outreach/Partnerships

Service Member Not in Contact with
Family

Social Media communications
(Facebook, Twitter)

e Community/Individual Donations

e Community Partnerships

e Offer of donation and/or Holiday
Adoption

FMP — Mass Communication — April 2015
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Community Resources

e Elder Care e Public Assistance
e Food Banks
e Shelter Services

Counselor Support and Contact Info

e Behavioral Health Education e Individual referral
Materials e Does not include Family Advocacy
e Chaplain referral Program or MFLC

e Civilian resources
e Family referral

Death and Survivor Benefits

¢ [nformation and referral e Survivor Benefit Plan

Deployment /Mobilization Support

e Care Packages e Pre-Mobilization Location and/or

e Deployed Units / Mailing Address Timeframe

¢ Education Materials ¢ Reintegration with local unit

¢ Timeframe e Reunion Briefings

¢ Medical Hold/ Line of Duty/ MMSO YRRP Event Information
Questions

¢ Mobilization/ Reintegration Location
and/or Timeframe

Education - Service Member

e Education Grant and/or Scholarship Information From Local and/or National Programs
e Education Office

Education - Spouse

e Education Grant and/or Scholarship Information From Local and/or National Programs
e Military Spouse Employment Program (MSEP)
e MyCAA

Education - Youth

e Education Grant and/or Scholarship Information From Local and/or National Programs
e Military Child Education Coalition (MCEC)

Employer Support of the Guard and Reserve (ESGR)

e Employer Inquiry e Re-Employment Issues Following
e Family Member Problem w/ Deployment

Employer e Service Member Problem with
¢ Questions about ESGR Benefits and Employer

entitlements

Employment — Spouse

e Career opportunities e Job Assistance/Job Fairs/
Unemployment

FMP — Mass Communication — April 2015 Page 5



Employment - Service Member

e Career opportunities e Local Veterans Employment Rep
¢ Disabled Veterans Outreach (LVER)

Program (DVOP) e State Employment Commission
¢ Helmets to Hard Hats/H2H e \Workforce Services

e Job Assistance/Job Fairs/
Unemployment

Employment - Youth

e Career opportunities e Job Assistance/Job Fairs/
Unemployment

Exceptional Family Member Program (EFMP)

Overview: The Army created the Exceptional Family Member Program (EFMP) to support Military
Families with special needs Family member. EFMP is a comprehensive, coordinated, multi-
agency program that provides community support, housing, medical, educational, and
personnel services to military Families with an EFM.

e EFMP referral and contact info

Family Advocacy Program

Overview: Family Advocacy Programs (FAP) provides Families with direct services, and conducts
various prevention, training, and data-collection activities dedicated to domestic and Child
abuse prevention, education, prompt reporting, investigation, intervention and treatment.

e Referral and contact info

Family Assistance

¢ Educational materials e FAC Program information

Family Care Plan

« Documents required e Who is Required to Have a Care Plan
« Whatis a Family Care Plan

Family Readiness

e Emotional Support During e Local FRG and/or Unit Websites
Deployment (Family Members) Contact Info

e Family Readiness Support Assistant
referral

e Family Readiness Training/Education

e Find and/or Join FRG (Family
Members)

Financial

e Parents of Service Members/Support
e Social Events
e Volunteer Support (FRG)

e Budget Counseling
e Education materials
e Personal Financial Management

e Tax Assistance (W2s or Tax
Preparation)

ID Cards
e DEERS Enrollment e |D Card Locations
e Eligibility e Required paperwork for ID Card

FMP — Mass Communication — April 2015
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Legal

e Education Materials

Military Retirement

Legal referral

e Benefits (Commissary/Post
Exchange/MWR)

Natural Disaster

SF 180 (separation papers)

e Contactinfo and educational materials

Personal and Family Life Education

e Educational materials (problem
solving, stress management,
parenting, fitness, nutrition, wellness,
health)

Relocation Assistance

MFLC referral
PREP/Strong Bonds
Resiliency Training and Referral

e PCSinformation, education materials and referral

Service Member Pay

e Entitlements

e Military Pay Website (MyPay/ Military Pay Charts/ Websites)

TRICARE Information and Referral

TRICARE - TAMP

TRICARE Dental Providers / Locating
TRICARE for Life

TRICARE Medical Providers /
Locating

TRICARE Pharmacy

e TRICARE Program Information /
Standard, Prime, Prime Remote/
Travel Reimbursement

e o ¢ o

Urgent/Critical

TRICARE Reserve Select (TRS)
TRICARE Retired Dental
TRICARE Retired Reserve (TRR)
TRICARE Vision

TRICARE Young Adult (TYA)

¢ Non-emergent contact info and educational materials

VA Related
o Benefits e Military Services Documentation
e Contactinfo and educational e Rehabilitation
materials e Veteran Specific Services (ACAP,
e Education programs Advocacy)
e Loans e VGLI

¢ Medical and Dental

FMP — Mass Communication — April 2015
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Family Management Program (FMP)
MASS COMMUNICATION

The following handout covers key actions related to creating a Mass Communication
record. Mass Communication records were designed to allow personnel to track
informal information that is provided in mass via newsletters, emails, auto phone
messaging, texting, or social media and is related to the Six Essential Services.

Mass Communication may be sent to Service Members, Family Members, units,
community resources, or any combination of these groups. The information must be
relevant to each recipient and be timely and applicable.

Adding a Mass Communication Record
To create a Mass Communication record, follow the instructions below:

1. From the landing page, click on the Add Mass Communication tab.

licotigpre -
Family Management Program (v 1.6.0)

| Senvice Member Search |v‘

[ Selecta Saved Search -] ‘FAS ust [ [-| cumentRAs: UTO SetFAS ‘

| Selecta Recent Search |v‘

Full Name (Last First Middle) z Bulletin Board | Quick Tracker | Add Service Member | Add Communily Resource | Add Briefing | Add Site Visit | Add Unif§ | Add Mass Communication |
‘ | Bulletin Board [
[ Sounds Like ' H

_ There are no notifications.

Date of Birth

Branch of Service
\ =11 |

Unit State

Home County

Home Zip
l:l ‘within |:| miles

Home State

e =l

FMP — Mass Communication — April 2015 Page 8



2. Enter the Date by clicking on the calendar icon.

[ B

Family Management Program (v 1.6.0)

@mn

| Senvice Member Search

| Selecta Saved Search

[

| Selecta Recent Search

[»]

Bulletin Board | Quick Tracker | Add Service Member | Add Community Resource | Add Briefing

Full Name (Last First Middle) Add Site Visit | Add Unit | Add Mass Communication

‘ ‘ Add form for FMS Mass Communication

[] Sounds Like Mass Communication Input

Add Mass Communication

Communication Date

Date of Birth

Branch of Service

Wethod S
IR

‘_ L] Role ‘ ‘v|
Unit State

[ [~] Content | -]
Home County Recipient ‘ "l
| B | —

Home Zip

l:l within |:| miles Comments

Home State

Save Reset

3. Choose the Method of communication by selecting from the drop down menu.

I Landing Page

RO |

Family Management Program (v 1.6.0)
‘FAS List: :E CurrentFAS:  UTD ‘

Bulletin Board | Quick Tracker | Add Senvice Member | Add Community Resource T add Briefing | Add site Visit | Add Unit | AddMass Communication

f

| Senvice Member Search

| Selecta Saved Search

4

f

| Selecta Recent Search

]

Full Name (Last First Middle) L
[ | Add form for FMS Mass Communication
[] Sounds Like Mass Communication Input

Date of Birth Add Mass Communication

l:l Communication Date
Branch of Sevice Wetho Automated Phone Message
‘ | h | "I At ited Ph [l s
Unit State E:ﬂ:rae one Hessage EI’T'IEI'
‘ | h | FlyerNewsletier
Home County Social Media Flyeriewsletter
\ | Te v :
Postal Mail
H% within I:l = Comments
. Social Media
lome State
.‘ ...... = vl Text
-

<]
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4. From the drop down menu, select your Role (creator or contributor).

a. Contributor: Select when information or articles are provided by Family
Assistance staff for other publications (i.e. unit newsletter).

b. Creator: Select when Family Assistance staff create/develop the
document.

B Jia] 23] i ]
E &B Family Management Program (v 1.6.0)
| Senvice Member Search -

|FASLisl :B CurrentFAS:  UTO SelFAS |

| selecta saved search

4

e

| Selecta Recent Search

Tr]

Full Name (Last First Middle) Bulletin Board | Quick Tracker | Add Senvice Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication

| ‘ Add form for FMS Mass Communication

[ Sounds Like Mass Communication Input -
Date of Birth Add Mass Communication [a]

Communication Date

Branch of Service H Method | Flyer/Newsletter | - |

| -] Role [+]

Unit State

[ [-] Content .

Controutor Contributar
Home County
| ‘ Creator
Creatar
Home Zip
Comments

[ v s

Home State
L =
:
save | [ Reset &

ES

5. Select the Content included in your mass communication by checking the box
next to the topic(s) in the drop down menu.

E &a Family Management Program (v 1.6.0)
| Service Member Search

-]
[ Selecta Saved Search -] |FAS ust [ -] CumentRs umo |
| selecta Recent search =]
Full Name (Last First Middle) E Bulletin Board | Quick Tracker | Add Senice Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication
| ‘ 'Add form for FMS Mass Communication
[ Sounds Like Mass Communication Input _
Date of Birth Add Mass Communication [a]

I:l Communication Date

Branch of Service

Method [ FlysriNewslstter [-]
| -1 ]! | -
Unit State Role Creator -
[ = Content 5 [] selectal
Home County [ selectAl _ - 2
| ‘ [] Budget Education/information I BUGQEt EdUCanGnﬂnfﬂrmatIOn

[] Care Packages [

L) [] Child and Youth Related Care PaCkages
l:l within l:l miles [] Community Invalvement Opportunities Child and Youth Related
Home State [] Community Resource Information z ) .
| I[»] Community Invalvement Oppaortunities

[T

e —

Community Resource Information v
[»]

ANOOoOo

<]
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6. Select the Recipients from the drop down menu. You can choose more than one
type of recipient.

A e Bwerw <

e M Family Management Program (v 1.6.0)
[ selecta Saveq searen [-] [roust [ [-] ™S U0 [ setms |

Command Center - Search

| Selecta Recent Search "l
Full Name (Last First Middle) Z Bulletin Board | Quick Tracker | Add Senvice Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication
| ‘ Add form for FMS Mass Communication
[ Sounds Like Mass Communication Input
Date of Birth Add Mass Communication |a]
I:l Communication Date
Branch of Service Msthod [ FlyeriNewslettor [-] -
ML
I.! it Stat = Role [ oreztor [-]
ni e
| ‘v ‘ Content | Care Packages - D SelectAll
Home County Redipient [] Command/Unit
SelectAll .
l | Ll oele [] Community Member
Home Zip [] CommandUnit )
[ Jwinin || mies [] Community Member [] Family Member
[] Family Member
Home State [ Other I:‘ Other
| ) | LI Service Wemoer [] Service Member

i

<]

7. Enter the number of recipients in the Distribution Count text field and detailed
Comments about the mass communication. Select Save to save the record.

Command Center - Search -« I Landing Page

[ Sarics Hemmber Searen = Family Management Program (v 1.6.0)

| selecta Recent Search I~]

Full Name (Last First Middle) A Eulletm Board | Quick Tracker | Add Senice Member | Add Community Resource | AddBriefing | Add Site Visit | Add Unit | Add Mass Communication

| ‘ Add form for FMS Mass Communication

Mass Communication Input

[] Sounds Like
e Add Mass Communication (4]
Communication Date | 03/03/2015
Branch of Service Wethod | Fiyermewsietter [-]
| = ‘ ‘ Role | Creator |"
Unit State
| ‘. ‘ Content | Care Packages |"
Home County Recipient | Family Member |"
Distribution Count

Home Zip

o Comments | Created a newsletter for the 19th SFG(A)
l:l ‘within I:l miles Family Members to provide them with

information on what can and cannct be sent
Home State to their deployed Service Members. Also
| ‘v ‘ || included fun ideas for care packages|
v

5

8. Once the document is saved, a pop-up Success message appears. Click OK.

Success W
@ Successfully Saved!
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9. Once the record is saved, the record opens. You can upload supporting
documents from the record page.

Mass Communication Summary

Mass Communication: 10 { 03/03/2015 )

This section shows -about Mass C. Summary.

Created By: sundee.peterson Method: @ FlyeriNewsletter Recipient @ Family Member

Communication Date 031032015 Distribution Count 0 Created a newsletter for the 19th
SFG(A) Family Members to provide

Rale: @ Creator Content @ Care Packages Comments: them with information on what can

and cannot be sent to their
deployed Service Memb {...)

Documents

This section shows informationidetails about Documents.

¥ [=3Folder MassComm_10

£
4
:
E
8

‘ Virtual Share Drive\App DocumentsiFolder MassComm_10

Filter: ‘G.

Items 0 to 0 of 0. Page 0 of 0

HOBM

[an ]+ Al []

[«] I

f

Preview || Versions || Tags

Menu Version

Hame

Type = Modified Date  Size

Download | [ upioad || Upload Multiple

Wiass Communication Search - [ (Communication Date Between 02/01/2015 and 03/03/2015)

Uploading Documents

To upload a document in the Mass Communication record, follow the steps below:
1. Select Upload to open the Upload File window.

Mass Communication: 10 { 03/03/2015 )

Mass Communication Summary

This section shows

about Mass Ci

Summary.

Created By:

Communication Date

Role: @

sundee.peterson
03i03/12015

Creator

Method: @
Distribution Count:

Content @@

FlyeriNewsletter
o

‘Care Packages

Recipient @

Comments:

Family Member

Created a newsletter for the 19th
SFG(A) Family Members to provide
them with information on what can
and cannot be sent to their
deployed Service Memb {...)

Documents

This section shows informationidetails about Documents.

(@) (=]

260

¥ [=3Folder MassComm_10

Command Center - Search

‘ Virtual Share Drive\App DocumentsiFolder MassComm_10

Filter:

a

Items 0 to 0 of 0. Page 0 of 0

[an ]+ Al []

[«] I

Preview || Versions | Tags

Menu Version

Description

Type = Modified Date  Size

Download i[ Upload ‘i Upload Multiple

Wiass Communication Search - [ (Communication Date Between 02/01/2015 and 03/03/2015)

FMP — Mass Communication — April 2015
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2. Browse your documents and select the desired file. Note: Documents must be in
PDF, Word or Excel format. Select Save to upload the document.

e %

File: | | Browse | File: |1atnSGF(A}Newslener—CarePackages—M|| Browse |
Description: | Description” | |
Tags: | | ‘Separzie tags by 2 comma () Tags: | | ‘Separaetags by 2 com ()

Save Clear Save | Clear ‘

3. The document is now listed in the Mass Communication record.

Mass Communication: 7 ( 03/03/2015 ) x B "‘;L x @ -«
Mass Communication Summary & Y g'_':)_':r a. fim) B X _
This section shows about Mass C

Created By: Jjohn.f.davis2 Method: @ FlyeriNewsletter Recipient. @ Family Member

Communication Date; 030312015 Distribution Count: 1000 Comments: Test

Role: @ Creator Content: @ Community Resource Information

EEEREEREE
( Documents |

Preview || Versions | Tags

Documents -

g This section shows about

g
= - ¥ CyFoldsr MassComm_7 | Virtual Share Drive\App Documents Folder MassComm_7 | Fitter: | ‘
£ = g
wfl= ltems 1 to 2 of 2. Page 1 of 1 @ “
= 3 ] ] a =] -
4 Wenu Version Name Description Tune._Modified Date | _Size
I B [J| = | e | A| 1.00 |19th SGF(A) Newsletter -Care Packages - | 15th SGF(A) Hewsletter - Cars Packages - | .pdf 03103115 0B
=h= &l [ 5 March 2015.pdf March 2015.pdt

E « | | Oo——

— = M K egions - Apri X egions - Apri . .

8 5 — o @ [ A | 1.00 |FACRegions - April 2014.pdf FAC R April 2014.pdf pdf 03103115 0B

n

[4

2

2

‘ FAC Regions - April 2014.pdf

(powmena J |

H Upload H Upload Multiple
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Searching for a Mass Communication Record

To search for a Mass Communication record, follow the instructions below:
1. From the Command Center, select Mass Communication as your desired search.

I [ R |
AMEER -
— Family Management Program (v 1.6.0)
Mass Communication Search ‘ -
N

Community Resource Search |FASL\st' [ -] CumentfAS: U SetFAS ‘

o Mass Communication Search | "Ig Add Site Visit | Add Unit | Add Mass Communication
Community Resource Search &

Family Member Search

Mass Communication Search

Senice Member Search

Site Visit Search
Unit Search .
1 Family Member Search
"l'e""’d ] Mass Communication Search
R|°‘e - I Senvice Member Search
Site Visit Search
Unit Search vl

2. Enter the search criteria. You can choose one or a combination of the following
criteria:
a. Created By
b. Communication Date
c. Method
d

Family Management Program (v 1.6.0)

| Wass Communication Search ‘ b |
| selecta Saved Search [~] |F-‘\S List :E CurrentFAS: — UT0 SetFAS |
| selecta Recent Search [+

Created By Bulletin Board | Quick Tracker | Add Service Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication

| ‘ Bulletin Board <
G Date

0210172015 0300372015 Created By

Method

Communication Date

|0210112015| 5] |03/03/2015
Method

Role

[ [
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3. The Search Results will display in the 2nd panel. Click on a specific record to
access the record.

Command Center - Search S 4 | Mass Comr Search - [ (Comr Date Between 02.. M M 4 x ® <
@ ﬂ Items 110 @ of 9. Page 10f 1 Records Per Page | 50 ‘ v‘
Input Filter Input Filter Input Filter || Input Filter
[ mass c Searcn -] ™ ' ” 1o ‘
Created By =~ Communication Date Role: Method
| Select a Saved Search |v \ﬁ‘% o
| Select a Recent Search | ~f| |sare pattersonz 02/26/2015  Creator Email
sundee peterson 02/26/2015 | Greator Flyenews etier
EEEy sara pattersonz2 02/25/2015 | Contributar | Automsted Phans Message 3
| sara.patierson2 02/26/2015 | Contributar Flyeriews etter 200 | VA Related Information, TRICARE Informti ice Member Pay
Communi Date welwang 02/02/2015 | Contributor | Automsted Phane Message [}
|—|nzm1/2015 03032015 jehn.f.davi2 02022015 | Creator FlysriNews etter 1000
john.f.davi2 0310212015 | Gontributar Email 1000
Method fonn.fasve2 0300212015 | Creator Text 1000
[ [ [rer—— 0200212015 | Creator Flyeriews etier °
Role z
L] I [v]v

4. The record will open in the 3 panel.

Mass Communication: 10 { 03/03/2015 )

Mass Communication Summary

This section shows -about Mass Ci Summary.

Created By: sundee.peterson Method: @ FlyeriNewsletter Recipient @ Family Member

Communication Date 03103/2015 Distribution Count 0 Created a newsletter for the 19th
SFG{A) Family Members to provide

Role: @ Creator Content. @ Care Packages Comments: them with information on what can

and cannot be sent to their
deployed Service Memb (...}

Documents _
=
E This section shows information/details about Documents.
@
& v [ Folder MassComm_10 |\.'|r|ua\ Share Drive\App Documents\Folder MassComm_10 ‘ Filter: |Q |
£ _
8 —
4 Items 0 to 0 of 0. Page 0 of 0
g AL [ -
5 Menu Version Name Description Type = Modified Date Size

[«] I [»]

Preview | Versions | Tags

Dovmload H Upload || Upload Multiple

Wass Communication Search - [ (Communication Date Between 02/01/2015 and 03/03/2015)
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Editing a Mass Communication Record
To edit a Mass Communication record, follow the steps below:

1. Locate and open the Mass Communication record, then select the Edit icon to
open the record summary for editing.

Mass Communication: 10 { 03/03/2015 ) -

Mass Communication Summary

This section shows about Mass C. Summary.

Created By: sundee.peterson Method: @ FiyeriNewsletter Recipient. @ Family Member

Communication Date 03103/2015 Distribution Count 0 Created a newsletter for the 19th
SFG(A) Family Members to provide

Role: @ Creator Content @ Care Packages Comments: them with information on what can

and cannot be sent to their
deployed Service Memb (...}

Documents -
=
; This section shows informationidetails about Documents.
®
5 v = Folder MassComm_10 ‘V\rlna\ Share Drive\App Documents\Folder MassComm_10 ‘ Filter: ‘Q |
B &
g Items 0 to 0 of 0. Page 0 of 0 (=
5 IENE E
5 Menu Version Name Description Type Mouified Date  Size

[« | ]

Preview | Versions | Tags

Download H Upload H Upload Multiple

Wass Communication Search - [ (Communication Date Between 02/01/2015 and 03/03/2015)

2. Make changes as desired, then select Save and Exit to return to the standard
record view.

Mass Communication: 10 ( 03/03/2015 )

Mass Communication Summary

This section shows il about Mass Ci

Content ‘ Care Packages " ‘

Communication Date | 03/03/2015

Recipient ‘Fam\lyMemher

[-]
Wethod | FlyeriNewsletier [~]

Distribution Count l:l
Rale ‘ Creator ‘v‘

Comments | Created a newsletter for the 19th SFG(A)
Family Members to provide them with
information on what can and cannot be sent
to their deployed Service Members. Also
included fun ideas for care packages.

Command Center - Search

Reset Clear
savegExit || cancel |

Mass Communication Search - [ (Method: 4) |

F=E8E

This section shows informationidetails about Documents. A

v £ Folder MassComm_10 ] | Virtual Share Drive\App Documents Folder MassComm_10 | fitter: [, Hi|
| |
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Family Management Program (FMP)
SERVICE MEMBER RECORD OVERVIEW

The records of Army National Guard Service Members are updated daily in FMP.
Information comes from the G1 Data Warehouse. Only Army National Guard Service
Member data is updated. G1 data goes back 10 years. If a SM separated/retired from
the Guard over 10 years ago, then the system will no longer be updated with G1
information. Other Branch of Service information is not currently available. This section
provides information on the parts of a Service Member’s record.

Searching for a Service Member Record

1. From the Command Center - Search, select

(3a) i | Service Member Search. The search criteria
Service Member Search I | Opt|ons are d|Sp|ayed
Select a Saved Search |
FST|I:MR¢ZQTTT:-¢¢, L 2. In Full Name, type the SM’s last name and first
| ||| name with no comma separating the two.
T Sounds Like Capital letters are optional. If you are not sure of
Date ofBirtn the exact spelling, the Sounds Like box.
|:| Example: Ruble Barney
Branch of Service
| -]
U 35 3. The display on the left shows all the search
HlomeCo“m H options. Selections with dropdown arrows offer
| | a list of items to choose. Information may be
Home Zip typed in boxes without a dropdown arrow.
l:l within l:l miles yp p
Home State X .
| [-] 4. Complete your selection(s) and click on the
"|”°"‘ Phone | Save button.
UIC/IPAS Code
| |
Marital Status
| [-]
Dual Military
[
Deployment Status
| [-]
SSN4
| |
Assigned
O
Record from ARNG Databases of Record
O
Wounded Warrior
]
| can
B s
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Result display as shows as below:

Service Membes Search - | (Full Name (Last First Migde: Rubls Bamay) | |=

HEIT (POl oo | |l ssHnatprovces | Hext |

items 180 104 1. Page 101 Reecords Per Page: [ 100

““’“T_r'“"" |°""' ol o

" : . " .
Joon  [Fareme ReLE BARNEY | ONS/IB4T | Uwine Cora | 123 BembemRund | 25348 " |
1

1 ]

To access the Service Member’s record, hover the cursor over the row you wish to
select, and then left click your mouse.

Summary

The Service Member’s record is divided into sections. The first section is the Summary.
The various display items are shown below:

TR — )

Summary

This section shows information/details about Summary.

SEN4: Unit Mame:

Full Name: RUBLE BARNEY : Work Phone

Rank. @ Assigned No
Date of Birth: 03181947 Record from ARMG Databases of Record: No
Branch of Service Marine Corps FAS Assignment:

Unit State Code: Wounded Warrior: Yes
UICIPAS Code:

¢ If Assigned shows No, then the SM is not currently in the Guard.
If Assigned shows Yes, then the SM is currently in the Guard.

e If Record from ARNG Databases of Record shows No, then the information is not
from the G1 data warehouse.

e |f Record from ARNG Databases of Record shows Yes, then the information in the
record is not from the G1 data warehouse.

Tab Sections

The next section has various items available in tabbed sections. If the SM is currently in
the Guard and the record is coming from the G1 data warehouse, then the following
tabs display:

IrFanin Management || Contact Details || Senice Member Cases | Family Member Cases || Remarks | Create Contact || Standard Name Line | Active Duty | Documents | I

If the record was created by a FAC staff member and entered into the system or G1
military data is no longer, then the available tabs displayed are as shown below:

rFan'in Ma'lagen'bent_][ Contact Details | Senvice Member Cases | Family Member Cases | Remarks || Create Contact | Documents |

FMP - Service Member Management — April 2015 Page 3



Family Management Tab

The first section of the Family Management tab is FMP-Entered Service Member Data.

This information can be updated by clicking on the edit icon in the right corner of the
section.

IM_%[ Cantact Ut | Sernce Mambet Usses | Famiy Member Uases | Remarks | Ureats Contact | Documents |

List Mame. RUBLE Dual My Yes |
First Mame BARNEY ounded Wemior. Yes I
Wi A Bai e ) [

e ol it (ARERTY Single Parent Yes

Depheyment Stshus: ) Usknown Narkal St @ Married

Emploment St ) [ Mitery s ) 100 2]

Caian Educalion Staus. ) Full e Stedent Gendet. Male

Projected Graduabion Date: 2150301 Beanch of Senice: Harine Coms

Leatesshup Lecignabin Otnar Language Speken: ) Uyorma Staghai jnckides Sognal

Family Care Plan. Yes URC

ltems with a dropdown arrow have a list of items that can be selected. Date selections
can be made by clicking on the pop-up calendar and selecting the necessary date.
Click Save & Exit after making any updates to the record.

FMP-Entered Service Member Data

Deployment Status ‘Unknnwn Employment Status ‘Unemployed |v|

Cvilan Education Status | Full-Time Student [+] Projected Graduation Date 20160301

Leadership Designation [ ]

Family Care Plan [+

Dual Military [+ Single Parent [+

Pay Grade \ OB

Marital Status | Warried

[-]
Gender ‘Male |v|

|
Military Status ‘ TPU (M-Day) |v
|

Branch of Service ‘ Marine Corps

Last Name = ‘RuEILE First Name *‘EIARNEV |

Middle Initial

Date of Birlh | 03-18-1947

upPc ‘ |-|

|
|
v| Wounded Warrior [
|
|
|

Other Language Spoken ‘ Dyerma-Songhai (includes Songhai) |v

Reset Clear
Save & Exit Cancel

If the changes were successful, a pop-up appears notify you. Click on OK to go back
to the record.

Family Member information is displayed next. A new record can be added by clicking
on Add Family Member. Scrolling toggles are seen throughout the system. In this

section, there are two scrolling bars on the far right side and a scrolling bar at the
bottom of the section.
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A
Add Family Member

Family/Relationships G O -
ftems 110 5 of 5. Page 1 of 1 ﬁ a
Input Filter ‘mpurFHrer Input Filter Input Filter ‘mpurFHrer Input Filter Input Filter Input Filter ‘mpurFHrsr Input Filter ‘InpurFHrs

Remove Name Relationship Type Survivor Preferred Date of Primary

- Identifier Contact Birth Contact Contact Contact Family Member |  Assistance
gﬂ? Type (,\1\? Program

t Out
Set O:giac" Reglov BUNNY, FLUFFY  |Sister Yes cal 19820304 Yes es to Yes Yes Can only hq
Set Outreach Remov RPN T Cousin - SocialMedia | 19861123 Mo Ne Me Ne Ne
Dates [ -
Set Outreach LD |usie, savBAM |Son No Unnown 20140204 Mo No Mo No No
Dates e
et g:tl:“" WAYNE, BRUCE  |Brother No Text 19810401 No No No No No

Set Outreach LET |l e sanEs  [Brother - 19660128 Yes No No
Dates e

. reach Dates ial A
,‘“,,&E SDBCﬂlm
D:

-

Other information displayed below this section includes Outreach and Cases.

Contact Details Tab

There are two sections within Contact Details. Only the FMP data section can be
edited. If the Official G1 data is correct, then no information needs to be added to the
FMP Data section. When a SM provides new address and/or contact information, edit
the FMP Data section. Editing this section will not update the Official G1 Data.

[aoress 1 | (o Emas ({"
ke fcetPos: —

(=3 COMVERT [Work Phons:

|Cousty Logsa |Home Prose [ ]

] an [itamasznal fhone 1

Tip Coda M Iebornishcnial Phions 2

|Emat [Moated Date e

[ L uoatedy sarapatvrsonz

Service Member Cases Tab

This tab has a history of SM cases, and it is where you add a new case on a SM.

Family Management | Contact Details | Senice Member Cases | Family Member Cases | Remarks | Create Contact | Documents
Senvice Member Cases

This section shows information/details about Service Member Cases. If this control is disabled, it means that you have not set up your Current FAS, Please go to the landing page and set up your Current FAS. |4
Current FAS: AR4

Al ¥ | | AddRecord

tems 10202 14 ¥ Bl

Date Created Creator CaseCode Status CaseType Izsue Categary Issue Type DonationCategorylDs L
20150325 sara.patterson2 Case703639 Closad Case Emnloyment Senice Mambar Linemplovment
20150325 sara.patterson2 Case703639 Case history information d|5p|ay
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Family Member Cases Tab

The Family Member Cases tab has a history of cases on FM’s. To access a case, click

on the item.

[ Faméy 'f Contact Detals | Senace Mamber Cases | Remarks | Create Contact | Documents

Case history information display

Frsitiame i} Lasttame 1 Cotatee ! Do Greted = I Gategory 1 AT il s I
FLUFFY T sanpammsind [ 0T ‘Bendceal HoamCaunstioe Seppen 00 Co ety Fipares Felowup
FLUFFY BUNY & Sugpon o sty Famibes Wobs!| Furgaies Folowup

Remarks Tab

The remarks tab can be used for documenting information in the system that is not a
case, contact, or outreach. To add a Remark, type information in the box and then

click on Add Remark.

Family Management | Contact Details | Service Member Cases | Family Member Cases Create Contact | Documents

Any comments that would be associated with a Service Member, can be applied here. A history of comments is also provided for review by users.

B

Type comments in this section.

Add Remark

View All Remarks

RemarksEntry Remarks (2)

Soldier Soldier.Soldier Remarks

Remark Type: RemarksEntry

Remarks: 5K gave me his new phone number. | updated the FMP Data section.
Entered By: sara patterson2

Date Entered: 4/111/2015

Soldier Soldier.Soldier Remarks

Remark Type: RemarksEntry

Remarks: SM gave me updated address information
Entered By: sara.patterson2

>

1

Create Contact Tab

The Create Contact tab is used to document a contact made to a SM.

Family Management | Contact Details | Serice Member Cases | Family Member Cases | Remarks Documents
Create Contact

Create Contact

Contact Category s«l Please Select |v|
Current FAS: = AR4

Create Contact

a'

tems 1o 1of1 144 b ki

Case D
702640

Created Date
-~
2015/02/19

Contact Category
DisasterTragedy Check-up

Contact Parent Type
Senvice Member

FMP - Service Member Management — April 2015
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Standards Name Line Tab

This section provides military information on the SM.

It cannot be edited.

It is only

available on the record of a current Guard Member with information from the G1 data

warehouse.

Famiy Management | Contact Detals | Senice Member Cases | Famiy Member Cases | Remarks | Create Contact | Standard Name L | Active Duty | Documents
Standard Name Line .

This section shows information/detal about Standard Name Lin,

S -

Soldier Name _
Rank @) 556

Resenve Component Category. @ TRU

AGR Tipe

Unitétate: @
UnitProcessing Code
UnitName;
UPCAfached
Datafs of Date

iR
PTFB0

8204

Active Duty Tab

This tab is only on the record of a SM with G1 data. It provides AGR pay information,
Active Duty Tours, and date of record update information.

Family Management || Contact Details | Service Member Cases | Family Member Cases | Remarks || Create Contact | Standard Name Line ]fAchve Duty}[ Documents |

This section shows information/details about Active Duty.

>

Input Filter Input Filter
AGR Pay Start Month AGR Pay End Month
Items 1 to 86 of 86. Page 1 of 1 E 4
in anurFHrer‘ anurFﬁrer‘mourFﬂrer _[mpurFﬁrer ‘anurFHrer Input Filter | Input Filter Input Filter ‘mpurFﬂrer ‘mpurFﬂrer
Tou Tour Start Tour End Duration Appropriation Contingency Months Reserve Unit Processing Duty MOS Grade
r Date Date Hostile Fire Component Code
Typ Pay Category
€ (i}
AT 20140814 | 20140828 15 |NGPA o TRU 35M E8
AT 20130815 | 20130829 15 |NGPA o TP M ES
ADOY 20111204 20111216 13 |NGPA o TPU 35M ES
ADOY 20111107 20111202 26 |NGPA o TPU 35M E8
AT 20111015 20111028 15 |NGPA o TRU 35M E8
ADOY 20110801 20110805 5 |NGPA o TPU 35M ES
AT 20110515 20110529 15 |NGPA o TPU 35M ES
ADOY 20110508 20110514 B |NGFA o TRU 35M E8
ADOY 20110207 20110209 3 |NGPA o TP M ES
ADOY 20100801 20100808 8 |NGPA o TPU 3BM EE
AT 20100812 | 20100826 15 |NGPA o TPU 35M E8
ADOY 20100411 20100425 19 |NGPA o TRU 35M E8
AT 20100328 | 20100401 4 |NGPA o TPU 35M ES
AT 20100222 | 20100226 5 |NGFA o TPU 35M ES
ADOY 20100201 20100205 5 |NGFA o TRU 35M E8
Schod 20091128 20091204 B8 [NGPA o TFU 35M ES
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Documents Tab

This section of the system can be used to hold documents that pertain to the SM such

as a Family Information Sheet.

Family Management | Contact Details | Semnice Member Cases | Family Member Cases | Remarks | Create Contact | Documents
This section shows about
v SeniceMemberlD 1212268059 [ virtual Share Drive)Service Member Documents|ServiceMemberiD 1212268059 | fiter: [,
S ek ] Items 10 2 of 2. Page 1 of 1 (=) -]
Al A+
Menu Version HName Description Type Modified Date Size
= 1.00 | Sample Folder 1 0410815 0B
O = 1.00 | ASAMPLE.docx ASAMPLE.docx docx 04/09115 oB
[T I [»]
= [
Preview | Versions | Tags
Download || Upload || Upload Multiple
FMP - Service Member Management — April 2015 Page 8



Family Management Program (FMP)
ADDING A NEW SERVICE MEMBER

In FMP, you should NEVER enter a current Army National Guard Service Member. The

system receives G1 data updates daily. Before adding a Service Member, always
perform a search first.

1. From the Command Center, do a Service Member search by typing in the name

of the Service Member. Click Search. The system will check all records for a
matching name.

= g
T
Select a Saved Search - ‘ FAS List :B Current FAS:  4R10 SetFAS ‘
Selecta Recent Search -
Full Name (Last First Middle) | 4] Bulletin Board | Quick Tracker | Add Senvice Member | Add Community Resource | Add Briefing | Add Site Visit
‘ ‘ Builetin Board G
B"\S"uunds Like = H
L There are no notifications.
Date of Birth
Branch of Service
Unit State
Home County I
Home Zip -
[ e
Work Phone
UIC/PAS Code
Marital Status i
Dual Military

2. If there is no match, the following message will be displayed. Click OK.

Search o
0 Na results were returned

3. There are two options for adding a Service Member: with an SSN or without SSN.
If you do not have an SSN, check the box in front of “SSN not provided” and click

Next. If you have the SSN, then type the SSN in the box. The formatting for the
SSN is without dashes.

I Add NON-ARNG Service Member

Add Service Member

N {FOrMAT. 30000000 | [+ SSN not provided Next
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If you have a Service Member’s SSN, then from the Landing Page, click on the “Add
Service Member” tab. Fill in the SSN section and then click NEXT. Remember do not
include dashes in the SSN.

Bulletin Board | Quick Tracker | Add Service Member § Add Community Resource | AddBriefing | Add Site Visit

Add NON-ARNG Service Member

Add Service Member

M (Farmat: 200000000 Mext

4. A new “Add NON-ARNG Service Member” screen then displays. There are two
tabbed sections to complete: PERSONAL DETAILS and CONTACT Details.
Complete as much information on the form as possible. Some items are
dropdown selections. Complete both the PERSONAL DETAILS tab and the
CONTACT DETAILS tab and then click SAVE.

NOTE: Asterisked items must be completed or the document will not save. For
Date of Birth, an update will be made in the system adding UNKNOWN as a
selection if you do not know the SMs actual date of birth. Until UNKNOWN has
been added, the SMs actual date of birth must be entered.

Senvice Member Search - [ (Full Name (Last First Middle). Fife Barney ]

Add NON-ARNG Service Member

Personal Details_|§ Contact Details |
astMame. + | | First Name: |
widdle Inital: | | Branch Of Senice: | Please Seledt [~
Date OF Bith: + ‘ Gender | Please Select [~
Warital Status: | Please Select [-] unit [ Pisass Seloct - ]
Pay Grade: | Please Select [+] civiian Education Status: | Please Select [~
Primary Language: [ Please Select =] Military Status: | Please Select 1]
Employment Status: | Please Select [=] Projected Graduation Date: |
Deployment Status | Please Select | v| [C] Family Care Plan
[] Dual Millitary
[] single Parent
l
Save ‘ Cancel ‘
Senvice Member Search - [ (Full Mame (Last First Middle): Fife Barney) ] ~ T x ® <
Add NON-ARNG Service Member
Personal Details || Contact Details
Home Prone: | | Cell Phone: | |
Work Phone: | | international Phone: | |
Email: | | Alternate Email. | |
AKO Email: | ‘ International Phone2 | |
Address1: | | Address2; | |
City
County
State
zZip

Save | Cancel ‘

The new Service Member’s record will then be created. This record will look like other
Service Member records except G1 data will not be available. Once the record has
been created, add Family Members and cases as needed.
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Dropdown Selection Items

There are various dropdown selection items in the form. Click the carrot arrow in the
selected box. This will give you a listing of all items in the selection box. If you have the
information, make a selection. If you do not have the information, then skip that item.
HOWEVER, if there is a red asterisks in front of an item, then that section must be
completed in order to save the entry.

*Required Field

Marital Status Blank Maurried
Annulled Single
Divorced Widowed

Interlocutory Decree  Unknown
Legally Separated

Pay Grade Enlisted Ranks E1 — EQ9

Office Ranks O01 - O10
Officer Prior Service O1E - O3E
Warrant Officer W01 — W05

Primary Language The languages are listed alphabetically.

Employment Status | Full-Time Employed Retired
Part-Time Employed Unemployed

*Branch of Service Army National Guard Air National Guard NOAA
Army Air Force Navy
Army Reserve Air Force Reserve Navy Reserve
Coast Guard Marine Corp USPHS
Coast Guard Reserve  Marine Corp Reserve

Gender Blank Female Male

Unit Listing of Guard units in the state or other units entered into the
system.

Civilian Education Not Student Part-Time Student

Military Status Active Discharged TPU (M-Day)
AGR ETS Veteran
Combat Veteran KIA
Deceased Retired

NOTE: You should never enter AGR or TPU Service Members in the system.
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Family Management Program (FMP)
FAMILY MEMBER RECORD OVERVIEW

Family Member record information does not come from the G1 Data Warehouse.
Family Member records and updates are entered and updated by FAC staff.

Searching for a Family Member Record

Command Center - Search

‘ M S 6

| Family Member Search

| select a Saved Search

4

| Selecta Recent Search

4

Family Member Last Name

>

[] Sounds Like

Family Member First Name

[ ] Sounds Like

Family Member Zip Code

l:l within l:l miles

Family Member County

Family Member State

Family Member DOB

EFMP
O

Emergency Contact

O

Evacuation Contact

O

Primary Contfact

O

Service Member's State

SM's UICIPAS Code

O

Service Member is Active in the ARNG

O

Service Member Record from Database of Record

Deployment Status

Relationship

Survivor ldentifier

O

UniqueldForvsD

«]

C seur
X oo

FMP — Family Management — April 2015

From the Command Center — Search, select
Family Member Search.

. To search for a specific FM record, type the last

name of the FM in the Family Member Last Name
box. Then type the FM's first name in the Family
Member First Name box. If you are not sure of the
exact spelling of the FM, click the Sounds Like box
and type the name how it sounds.

. Select other criteria in the list if necessary to

narrow your search.
Once items have been selected, click Search.

The results will display in the panel on the right.
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Access a Family Member Record

The display results appear in the Landing Page section on the right of the Command
Center. To access the record of the Family Member, hover over the record and click.

Family Member Search - [ (Family Member Last Name: bunny) { - 0 A
ltems 1fo 1 0f 1. Page 10f1 Records Per Page: | 250 ‘v‘
Input Filter  ||Input Filter  |(Input Filter |.-rrpuf Filter ‘."npuf Filter || Input Filter [mput Filter Input Filter |.-rrput Filter |
Family Family Family . ~_Family Family Family Relationship Service Service
Member Member Member -~ Member Member Member Member's First = Member's Last
Last Name | First Name DoB Address City County Name Name
ﬂ BUNNY FLUFFY 03-04-1982 Glen Jean  |Faystte wv 25848  |Sister 881575 |BARNEY RUBLE I

The record information then displays as shown below. The Service Member record is on
the left in the third panel and the Family Member information is on the right in the fourth
panel.

39 Panel — SM Record 4th Panel — FM Record

Service Member: R... H Family Member: B... !

Summary Relationship Summary
This section shows information/details about Summary. This section shows information about the relationship the family member has with the Service Member. Click
any data item to open the Family Member's full details in the 3rd panel.
SSN4: Unit Mame:
E Last Name BUNNY Primary Contact Yes
5 Full Name: RUBLE BARNEY Work Phane:
% First Name: FLUFFY Emergency Contact: Yes
|4 Rank. @ Assigned. No
[ N Middle Initial Evacuation Contact. No
4 Date of Birth 031811947 Record from ARNG Databases of Record: No
'E Relationship Type: @ Sister
[l | |Branch of Service Marine Corps FAS Assignment
=
= Unit State Code: @ Wounded Warrior. Yes Cr
: _ _ 0L L
gl | |UIC/PAS Code Family Member Information || Create Case | Create Contact
B — Family Member Information _
H E &
ﬁ H — @ @ This section shows information/details about Family Member Information. A
sl [ Family Management | Contact Details || Service Member Cases || Family Member Cases || Remarks | l M
(7] E Last Name: BUNNY Work Phone:
K [EJ | Create Contact | Documents |
£ El [This section shows “about Family First Name: FLUFFY Personal Email bunny@easter.com
il - WMiddle Initial: Work Email
= || & || FMPEntered Service Member Data. (A £ ) (=) 4
E t ) Preferred Contact Method: Call Primary Language: @  English
S itarr
El: L RUSCE ustniiiey LD || [|pate ormirtn 19820304 Enrolled In DEERS: Yes
E IR EE IR ERIAEE A Vi Address: Exceptional Family Member Program: Yes
; (e il Py ZEEE ( ounded Warrior: City: Glen Jean Survivor Identifier: Yes
ﬁ Date of Birth 03181947 Single Paren| th\,\:hm:i%rf?” Servioe Member Courty Fayette \valid ID Card Yes
5 a5 a Woun o
2 Deployment Status: @ Unknown Marital Statu State: @ wv Special Assistance: Yes
é SRR () s IR RS () 2D Zip Code: 25846 Special Assistance Notes: Can only hop around.
g Civilian Education Status: @ Full-Time Student Gender. @ Male Country, @ Special Consideration Yes —
= Projected Graduation Date: 20160301 Branch of Service: @ Marine Corps Home Phone: 5555555555 Is extremely busy
E - = R i . =
[\ [ |Leadership Designation: No Other Lanquage Spoken: @y 2Y8rMa-Songhai ¥ Uleanenans: (566 BEE EEEE SpsE EarEknalEnieng B0 bl
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Relationship Summary

The information can be updated by selecting the edit icon.

Family Member: BUNNY FLUFFY { 661575 ) H

Relationship Summary

details in the 3rd panel.

This section shows information about the relationship the family member has with the Service Member. Click any data item to ope)

he Family Member's full

Last Mame: BUNMNY Primary Contact: Yes
First Mame: FLUFFY Emergency Contact: Yes
Widdle Initial: Evacuation Contact: No
Relationship Type: @@ Sister

Family Member Information and Editing

Family Member Information tab provides contact information and other detailed items
on the Family Member. The information may be updated from this tab. Click on the
edit icon to update/change the Family Member information.

Family Member Information | Create Case

Create Contact

=600 03

SACS)

Family Member Information

This section shows information/details about Family Member Information.

Last Mame: BUNNY Work Phone:

First Mame: FLUFFY Persaonal Email: bunny@easter.com
Middle Initial: Work Email:

Preferred Contact Method: Call Primary Language: @ English

Date of Birth: 19820304 Enrolled In DEERS: Yes

Address: Exceptional Family Member Program:  Yes

City: Glen Jean Survivor ldentifier: Yes

County: Fayette Walid ID Card: Yes

State: @ wv Special Assistance: Yes

Zip Code: 25846 Special Assistance Notes: Can only hop around.
Country: @ Special Consideration: Yes

Home Phone: 555-555-5555 Special Consideration Motes: Ep(le_l;lttremely T QI e e
Cell Phone: (555) 555-5555

FMP — Family Management — April 2015
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From the edit screen, update any information. Once all changes have been made,
click Save & Exit.

Famity Member Information

This section shows information/details about Family Member Information.
LastName & [BUNNY ‘ First Mame w-|FLUFFV ‘
Middle Initial | ] Preferred Contact Trpe | Call [~]
Date orBinn 19820304 | Home Phone  [555-555-5555 ]
Cell Phone  [(555) 555-5555 ] Work Phone | |
Address ‘ ‘ Country | [~]
Zip Code ‘ Primary Language | English |v‘
City:_ Glen Jean
County:  Fayete
state: Wy
ZIp 25846
Persona 1 Email ‘hunny@zasiernnm ‘ Work Email
Enrolled In DEERS  [+] Exceptional Family Member Program  [+#]
Special Assistance [+ Survivor Identifier [+
Special Assistance Notes  [Can only hop around validID Card  [#]
Special Consideration [/ Special Consideration Notes (1 extremely busy during March and April
oz Resel | [ ciear
save & Exit [ Cancel

A Success message will appear saying the record was successfully saved. Click OK to
return to the FM record screen.

Create Case Tab

The Create Case tab is used to add a case to the FM's record. For additional
information and instruction on “cases”, review the Cases handout material.

This tab also displays a list of all the cases for the selected Family Member. To access
the case, move your cursor over the case you wish to access and then click. The case
will then populate in the 4" panel.

Family Member Information || Create Case | Create Contact

Create Case -
This section shows information/details about Create Case. [
Current FAS: AR4

|AII | - | Add Record

tems1to2af2 I 4 F K

Date Cre:| Creator CaseCor Status CaseTi| Issue Category Issue Type DonationCateqgt

2015032!| sara.patter:| Case703| Requires Fol| Case | Behavioral Health/Counselor Support| Anxiety
2015032!| sara.patter:| Case703| Requires Fol| Case | Community Qutreach/Partnerships Benefits & Support for Military Families Web:
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To add a case, from the dropdown arrow, click Case and then click Add Record.

All

All

Case

|L_

| Add Record |

Create Contact Tab

To create a contact with a FM, click on the Create Contact tab. Select the Contact
Category and then click Create Contact. For additional information and instruction on
“contacts”, review the Contacts handout material.

A history of all the communications with the FM is displayed.

Family Member Information
Create Contact

Create Contact

Create Case

Create Contact

Contact Category: =r| Please Select

Current FAS: + AR4

Create Contact

o'

tems 1to20f2 44 F K

Case D
703642

703641

Created Date
2015/03119

2015/0319

Contact Category
Routine

Routine

Contact Parent Type
Family Member

Family Member

FMP — Family Management — April 2015
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Accessing a Family Member Record from the Service Members Page

A Family Member record may also be accessed from the Service Member page. Hover
your cursor over the FM you want to access and click. The FM record will display in the
fourth panel on the right.

FanilyMalagemenﬂ[ Contact Details 1[ Senice Member Cases 1[ Family Merber Cases} Remarks [Create Contact}[ Documems}
This section shows information/details about Family Management.

tens 50 Page i1, [

InputFilter — input Fiter InputFilter — |input Filter |rnpurFf!rer InputFilter | InputFilter | Input Filter Input Fitter Input Fier Input Fiter Input Fiter Input Fiter Input Filter
SetOutreach Dates  Remove Name | RelationshipType = Survivor  Preferred  Dateof = Primary  Emergency  Evacuation Exceptional Special  Special Assistance Special Special Consideration Notes  Has Outreach
Identifier ~ Contact | Birth Contact Contact Contact FamiyMember  Assistance Notes Consideration
Tine Program

mmﬁ“" Re::lov BUNNY FLUFFY  |Sitr el | e Ve o Ve Ve |Canony hop sund Ve |s exemel busy dng Nerch and g 1

SetOutreach Remov. RN P © |t | | e o o o o Yer 3G Lesdr 0
Dates e

SetOutreach Remov. RN o N w424 o Yo o o o o [
Dates e

SetOutreach Remov. PR e oo Tt |l o o o o o 0
Dates e

SetOutreach Remov. ETENART= e = e | s Yo o . . . [
Dates e

39 Panel - SM Record 4th Panel — FM Record

Family Member B.

Relationship Summary

This section shows information about the relationship the family member has with the Service Member. Click
any data item to open the Family Member's full details in the 3rd panel.
F@ﬂﬂy Ma'lagement-][ Contact Details V Senice Member Cases V Family Member Cases ]f Remarks ] IastName BUNNY Primary Contact Yes
Drzle Caizs ]( DN ] First Name: FLUFFY Emergency Contact: Yes
I'his section shows infor i about Family
’ Middle Initial Evacuation Contact: Ho
Relationship Type: @@ Sister
hems 1105015 Page 1071, [igd
Input Filter [nput Filter Input Filter Input Filter @ @ @
Set Qutreach Dates Remove Name Relationship Type Survivor Preferred Family Member Information | Create Case | Create Contact
Identifier c';;::':l Family Member Information -
Set gg:acn Re:lov BUNNY, FLUFFY | Sister P o a This section shows information/details about Family Member Information.
LastMame: BUNNY ‘Waork Phone
Set Outreach Remov  [RFRRYCR= TR o - Soclal Media .
Dates e || |FirstName: FLUFFY Personal Email: bunny@easter.com
Set Qutreach Remov %
e RLILS, ERLI |2 to Unknown Widdle Initial: Work Email:
Set %g:““ Re:lov WAYNE, BRUCE  |Brother No Text Preferred Contact Method:  Call Primary Language: @ English
Set %ité:ach Rel:ov NOLLEY JAMES | Brother . Date of Birth: 19820304 Enrolled In DEERS: Yes
Address: Exceptional Family Member Program: Yes
L | |City: Glen Jean ‘Survivor ldentifier: Yes
‘County: Fayette Valid ID Card: Yes
State: @ wv Special Assistance Yes
Zip Code: 25846 ‘Special Assistance Notes: Can only hop around.
<] I [> ‘Country: ‘Special Consideration. Yes
Outreach ¢l\olaf - Home Phone 555.555.5555 . Is extremely busy
Special Consideration Notes: during March and April
ltems 110 1 of 1. Page 1 of 1 ﬁ 7 Cell Phone: (555) 555.5655
Input Filter [imout Fiter [ input Fiiter input Fiter [input Fitter —[input Fiter —— [input Fitter
Case Code Start Date | End Date Last Last Attempt Related Cur State -
Attempt Method Contact Name hJ
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Family Management Program (FMP)

ADDING A NEW FAMILY MEMBER

All Family Members in FMP must be tied to a Service Member. To add a new Family
Member record in FMP, follow the steps below:

1. Open the Service Member’s record and then click on Add Family Member.

Sanvice Member. RUBLE BARNEY ( 1224645 )

Last Name RUBLE Dual Miltary: Yes

First Name: BARNEY Wounded Warror: Yes

Wigale Il Py Grace: @ o8

Date of Birtn 03181947 Single Parent Yes

Deployment Status @ Unknown Waital Status: @ Warried

Employment Status: @ Unemployed Mistary Status: @) TPU (M-Day)

(Chilian Egucation Stalus: @ Full-Time Student Gender. @ Wale

Projected Graduation Date 20160301 BIanch of Senice. Marine Corps.

Leadership Designalion: Ho Oiner Language Spoken. @) Dyerma-Songhai (includes Songha)
Family Care Plan: Yes UPC: o

fems 1105 afS Page 101, g @

input Fiter ——[ingut Fte nput Fiter input Fiierinput Fner input Fiter— input Fiter—— input Fier input Fiter nput Filter [input Fiter [input Fiter [input Fiter ioputFier |
Preferred  Daleof | Primary  Emergency | Evacuation Exceplionsl Spocial Spacial Assistance. Special Special Consideration Noles _ Has Outreach
Contact  Birth Contact Contact Contact. Family Member  Assistance Motes. Consideration
Type Program
cai 18820204 e e o v e (Gan omy hize srsana. s s exmemel busy suring barch wma Azel 1
Socalledia | 13EENZI ™ Mo Ho ™ ™ e FRG Laader []
wnown 20140304 ™ "o ™ ™ ™ " o
e 18810601 e "o e e e o o
18ce01ze e Mo o [

2. A pop-up appears in the middle of the screen.

Relationship Type »| Please select

| - ||:| Primary Contact | Emergency Contact[ | Evacuation Contact[ | Copy Service Member Address

Search for Point Of Contacts

Search | | AddHNew

Hon-SenviceMembers

D Last Mame First Name il Address City County State Zip
ServiceMembers
[} Last Mame First Name 55N4 UPC Unit Mame Unit State Home State

FMP — Family Management — April 2015
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3. From the dropdown list, select the FM'’s relationship to the SM. You can also
identify the FM as a Primary Contact, Emergency Contact, or Evacuation
Contact by clicking the box in front of the item.

Add Family Member xX

Relationship Type = | Please select |v ||:| Primary Contact[_] Emergency Contact[_| Evacuation Contact[_] Copy Senice Member Address

Relationship Types

Aunt Father-in-law Other
Boyfriend Friend Significant Other
Brother Girlfriend Sister
Brother-in-law Grandfather Sister-in-law
Cousin Grandmother Son

Daughter Guardian Step-Daughter
Domestic Partner Husband Step-Father
Ex-Husband Mother Step-Mother
Ex-Spouse Mother of Child Step-Son
Ex-Wife Mother-in-law Uncle

Father Nephew Wife

Father of child Niece

o A Primary Contact is the main Point of Contact or POC for the SM.

« An Emergency Contact is a person who is designated as a contact in case of
an emergency situation with the SM.

« An Evacuation Contact is the person who would be contacted in case the
SM and his FM had to evacuate from his/her home of record.

4, Once the information is entered click on Search. If no results are available, then
the Add New button will appear as an available option.

a. There are two possible family member areas: Non-Service Members and
Service Members.

b. If a person with the name you have entered is in the system, his/her name
will appear in the appropriate section. Review the information and verify
the address, city, and state are correct for the person you are trying to
add to the SM's record.

Search for Point Of Contacts

Hon-ServiceMembers

1D Last Mame First Name Ml Address City County State Zip
ServiceMembers

[0} Last Name First Name SSN4 UPC Unit Name Unit State Home State

FMP — Family Management — April 2015 Page 9



5. If none of the items displayed are correct for the person you want to add to the
SM’s record and then click on Add New.
a. Inthe example below, Betty Ruble is being added as the Wife and a POC.
Her address is also the same as her spouse’s.

Add Family Member b 4

Relationship Type = | Wife | - ||2] Primary Contact| | Emergency Contact| | Evacuation Contact[¥] Copy Senice Member Address

Search for Point Of Contacts

LastMame: = First Mame: = Add New

6. Complete the Contact Information on the new Family Member. You will have to
re-type the FM’s name.

a. If the FM has the same address as the SM, click the Copy Service Member
Address box to automatically fill in the address information.

b. When adding the Zip/County/City/State information, begin typing the zip
code. City, county, and state information will begin to display. Select the
correct zip code and the form will then autofill.

c. Phone numbers throughout FMP are not formatted with hyphens.

Add Family Member x
Relationship Type = | Wife | - ||2[ Primary Contact[ | Emergency Contact[ ] Evacuation Contact¥] Copy Senvice MemberAddress
| Contact Information
LastMame # | Ruble | Address 1. | 123 Bambam Road
FirstMame = |Batty | Address 2:
wigdle Initial || Zip/County/City/State: 25846
SSM: | | City,  Glen Jean
: = County:
Date of Birth | 03/25/1958 | . Fayetie
State: Wy
Preferred Contact | Please Select |v | Zip: 25846

[¥] Enralled in DEERS
[] Part of the Exceptional Family Member Program Country Flease Select |
[ Survivor Identifier
[] Valid ID Card Home Phone |
¥ Needs special assistance Cell Phone 555-555-5555 |
Currently has a broken foot.

Work Phone
[¥] Needs special consideration Personal Email | Betty@bedrock.com |
FRG Leader

Wark Email |

Language | Please Select |v |
[ Save | Back to Search |

7. Once your information is completed, click the Save button.
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8. If the address information is copied from the SM record, the following message
appears:

Warning @

A senvice member address copied to POC

9. The new Family Member now appears in the Family/Relationships section of the
SMrecord.

Hems 1106 0f5. Page 10F1.  [d

InputFiter  |putFiter  [InputFiler \IputFiler  [IngutFiter  |lnout Fiter npet Fier put Fites {rput Fiter Input Fiter rput Fiter npet Fier

SetOutreachDafes ~ Remove Name RelaionshipType ~ Survivor  Preferred Daleof Primary  Emergency  Evacuafion Exceptional Special Special Special ‘Special Consideration Notes  Has Oufreach
ldentiier  Contact  Birth Contact Contact Contact Family Member ~ Assistance Hotes Consideration
| - Tie Program
Se'g‘lt::m m BUNY FLFFY |t Yo o [oal | Ve Yes "o Yes Yes o ool hop aroand Yes s exteey busy during Merch ancApel 1
Se'g‘lt:m m ADAEERN [Casin Sodsllese | ST e Y e e o ¥ 76 Leager o
Se'g‘lt::m m RUELE, BABAM [Son o Uninown | 20140304 o o o o ™ ) ]
S‘f'g‘lt:m m WAYNE BRUCE  |Boer N [En et | Mo o ™ " e N v
sag}::m m RUELE BETTY [Wife Yo |Ukow [ o35 | Ve " o Mo Y Corerdy has s roken ot Ys P26 Lester o
Set Outredch NOLLEY JAMES  |Brther . 19000128 Yes %o Yo - - - '
Dales

Removing Family Members

A Family Member may be removed from the Service Member's record. Before
removing a FM, consider your reason for removing the person. If the person is a parent
of a child with the SM, then change the relationship status of the FM but do not remove
the FM. If there are cases or outreach associated with the FM you want to remove, you
will not be able to remove the record.

1. Toremove arecord, click on the Remove tab in front of the person’s name. The
record will no longer be displayed on the Service Member's page.

ADAMS, ERIN
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Family Management Program (FMP)
OUTREACH GUIDELINES

Overview and Definition

An Outreach is a record created when well-being contact is made to a Family
Member(s) who has a Service Member deployed or mobilized over 31 days. The record
includes the range of dates where well-being contact is made on a monthly basis.
Outreach is considered successful when two-way communication has occurred.
Otherwise, it is considered an Outreach Attempt.

Outreach is a requirement of Family Assistance staff. The intent of Outreach is to check
on the well-being of all Army National Guard Family Members who are impacted by
mobilization or deployment. Wellbeing checks made during mobilizations, WTU
assignments, natural disasters, etc. are documented as a Contact in the Contact
section of FMP.

When thinking about outreach, think customization. Think individualization. Outreach is
an opportunity to build a stronger relationship with families. It’s an opportunity to build
trust. By building trust the families will naturally come to the FAC for assistance.

Listed below is the National Guideline for Successful Outreach. States and Territories
can refine or add to this guideline, but cannot take away from the intent. For example:
Some states will only accept phone calls as acceptable outreach. Always follow the
guidelines of your leadership.

Identifying the Main Point of Contact

To identify a Family Member who requires outreach you must assign them as a primary
contact in the Service Members record. Outreach Requirement dates must also be set.

One person per deployed Service Member must be identified for outreach purposes. A
Service Member will normally identify who his/her main Point of Contact (POC) will be
(i.e. spouse, parent, close friend).

Generally speaking:

¢ If married, the spouse should be listed as the POC.
o Significant others and partners are also included.
e If single with no dependents, a parent or a sibling may be listed.
o If they have no living relatives a close friend or designee may be listed.
e |If a parent with dependents not living with them, the children’s guardian should
be listed in addition to the primary Point of Contact, due to dependent benefit
eligibility.

These situations are reviewed on a case-by-case basis and should have the SFPDs
involvement.
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You may contact multiple Family Members for the same Service Member each month.
However, only the main POC is included in the 100% outreach requirement.

e For example: During an SRP (Soldier Readiness Processing), the SM may ask you
to contact his father as well as his wife. The wife and father may not have a
particularly strong relationship, and the SM would appreciate the FAC’s
checking on his father. We would absolutely want to do this for a Family.

For guidelines on contacting multiple Family Members, contact your leadership chain
(i.e. FAC Coordinator, SFPD).

No Contact Requests

A Service Member cannot elect a Family Member to be exempt from outreach.
Only the Family Member can request no contact and their request should be honored.

o Reference: Official Communications in Support of Family Readiness
Memorandum, GEN Rick Lynch

Non-contact requests may be made verbally or in writing and should be noted in FMP
in the Outreach record for each month where outreach is required.

Outreach Timeframes

Initial Family Member contact should occur prior to the Service Members departure,
where possible. This may be done in the form of an introduction letter.

Monthly outreach is conducted on an ongoing basis until the Service Member returns
home. After their return, communication is documented as a “Contact”.

e Outreach is documented through the end of the month the Service Member
returns. If you are contacting the Family the following month, it is documented
as a Contact.

Outreach Methods of Contact

It is the preference of NGB for Outreach to be completed via the phone. Once
contact has been attempted via the phone, the FAS may utilize email, letter, text, or
social media for outreach.

The use of emall, letter, text, and social media outreach is prohibited as initial or
standalone outreach with the exception of those Family Members who have
specifically requested an alternate method of Outreach and for those States where
Family Members who do not have access to phones (such as remote areas of Alaska).
This can be monitored or determined necessary by the FAC Leadership and/or the
SFPD.

Mass telephonic messaging systems are not allowed for outreach.

Outreach/Wellness calls will ONLY be conducted by the Family Assistance Centers to
ensure Families are not overwhelmed during their Service Members
mobilization/deployment.
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Methods of Contact

Phone Call

Phone contact is successful if the FAC spoke to the Family Member directly or
received a return call from the Family Member.

If you spoke with a Family Member it is actioned in FMP as *“Successful
Communication” with the appropriate action (issue/no issue) selected.

If you are not able to “connect” with the Family Member it is actioned in FMP as
“Communication Attempted — Awaiting Response”.

o If another Family Member other than the indicated POC answers the
phone and you speak with them, you record the contact with that
individual and wiill still need to contact the POC listed.

Mass telephonic messaging systems are not allowed for outreach.

Individual, customized emails (i.e. Dear Mike) can be counted as outreach
when the content is well-being related.

A copy of the email may also be uploaded under the outreach document
tab.

If you send an email to a Family Member it is actioned in FMP as
“Communication Attempted - Awaiting Response”. Once a reply is received it
may be actioned as successful two-way communication.

In-Person

Letter

Face-to-face contact must be personal and verifying the well-being of the
Family to be considered outreach.

Presentations at events (i.e. Yellow Ribbons, Job Fairs, FRG meetings) do not
count as a successful outreach as presentations are not private conversations.

If you made in-person contact with a Family Member it is actioned in FMP as
“Successful Communication” with the appropriate action (issue/no issue)
selected.

Customized letters (i.e. Dear Sue) can be counted as outreach along with
hand-written notes when the content is well-being related. Mass emails and
newsletters DO NOT count as outreach.
A copy of the letter may also be uploaded under the outreach document
tab. This is not mandatory.
If you send a letter to a Family Member it is actioned in FMP as “Communication
Attempted - Awaiting Response”. Once a reply is received it may be actioned
as successful two-way communication.

o Certified letters are not considered two-way communication.
Introduction letters may be sent to Family Members prior to the first month’s
required outreach.
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Social Media

e Social media can be used to contact Family Members as long as it is a private,
customized message to the Family Member.

e Comments and posts to Family Member entries do not count as outreach.

e |If social media is used to contact a Family Member it is actioned in FMP as
“Communication Attempted - Awaiting Response”. Once a reply is received it
may be actioned as successful two-way communication.

Text

e Texting can be used to contact Family Members as long as it is a private,
customized message to the Family Member.

e If texting is used to contact a Family Member it is actioned in FMP as
“Communication Attempted — Awaiting Response”. Once a reply is received it
may be actioned as successful two-way communication.

Do Not Contact

e If a Family Member prefers not to be contacted on a monthly basis their request
should be respected. Inform the FACC and SFPD and document the Family’s
request in the FMP for each month where outreach is required.

e Document in the system each month where outreach is required that the Family
does not want to be contacted.

o Select “Do Not Contact” to action and close the Outreach for the
month.
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Family Management Program (FMP)
OUTREACH RECORDS

Outreach Requirements

An Outreach “requirement” is entered for each FM who wil be contacted for
outreach/well-being check purposes.
¢ To add arequirement, select “Add Outreach”.

&dd Dutreach | Remove Name

Add Cutreach ey | Peterson, Sundee

The requirement is set when dates have been entered and saved for the time period
outreach is required (i.e. duration of deployment).

Time Penod Outreach Is Required

StartDate: | B
End Date: | |

The same outreach record is used the entire time the service member is deployed.

Once a “requirement” has been entered, FMP will run a monthly “cycle” on the
outreach. This is based on a calendar month vs. 30 day increments.

The system will “Close” the outreach on the last day of the month for the “End Date”.
Note: although more than one staff member can document outreach in the same

outreach record, the record will reside in the work bucket of the individual who initiated
the outreach requirement.

FMP — Outreach Records — April 2015 Page 6



Outreach Work Bucket

At the beginning of each month, all FMs with a requirement will populate in the
Outreach Work Bucket - for the user who initiated the outreach requirement - under
"Open".

An “Open” status means an outreach requirement has been added for an individual,
but it has not yet been actioned for that calendar month.

“Closed” status means the outreach requirement dates have expired.
As staff members work their Outreach, the "open" bucket number - shown as (#) - will

decrease as the other three buckets populate; Pending Response, Response w/lssue,
Response w/out Issue.

¥ = My OQutreaches
L1 Open
| ] Pending Response
| 1 Besponse Received wi lssue
| 1 Besponse Received wiout Issue
| ] Closed

Specialist view:

¥ 7 MyOQutreaches

| ] Open

| ] Pending Response

| ] Response Received wi lssue
Coordinator view: || Response Received wioutlssue
] Closed
|| Reopen Requested (0}
|_] Deletion Requested (0)

At the end of the month, the system will close out all outreach for that month.

On the first day of the month, the system will repopulate the "open" bucket.

Outreach Actions

You can access an Outreach record two ways: through the work buckets or by
selecting the Outreach record from Outreach section. This is located at the bottom of
the Family Management tab in the Service Member record.
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Input Filter Input Filter Input Filter Input Filter
Case Code Last Attempt Date Last Attempt Method Related Contact Hame
OR-2012-102810 06/16/2014 Call ]

After you have selected the Outreach record, a fourth panel will populate. In the fourth
panel, you will enter the date, method and comments, prior to performing an “action”.

FIRST ATTEMPT IN A MONTH

For the first outreach attempt of each month to a Family Member, a phone call is the
preferred method. After the phone call, you select an action to note whether you
made contact and whether there were any issues.

¢ If the individual prefers another form of contact, select “call”, indicate this in the
comments then select “communication attempted”. You can now document
another outreach attempt and document the method used.

¢ [f the individual prefers no contact, select “Do Not Contact”, indicate this in the
comments then select “communication attempted”.

e “Successful Two-Way Communication (with or without an issue)” should only be
selected if two-way communication occurred.

o “Communication Attempted” is used if you were not able to have two-way
communication. For example: left voicemail, sent email, disconnected number,
etc. If/when a reply is received you are able to document another outreach and
select the appropriate “Successful Two-Way Communication” action (i.e. with or
without a reported issue).

E————
Date: ﬁ:l:l

Contact Method: = | Call -

Current Status and 4 DO NOT CONTACT

Current Status: Open

Description:  Open

Provide Remarks: =

Available Actions: Successiul Two-Way Communication with No Reported Issue
Successhul Two-Way Communication with Reported Issue
Communication Attempted - Awaiting Response
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SUBSEQUENT ATTEMPTS

If you're unable to reach the Family Member in the initial phone call, you must then
make subsequent attempts to contact them and document these subsequent

attempts.
R ——
Date: ﬁ:l:\

Contact Method: = | Call -

Current Status and | EMall
In-Person

Current Status: | LT
Social Media

Text
Provide Remarks: = |

Description:

Available Actions: Successhul Two-Way Communication with No Reported Issue
Successhul Two-Way Communication with Reported Issue
Communication Attempted - Awaming Response

Once an outreach attempt is successful, you select an action to note whether there
were any issues.

ERRONEOUS ENTRIES

If an outreach attempt was erroneous you can request that it be removed. When you
select this option, it will populate in the FAC Coordinator work bucket for them to
action.

Outreach to Service Members

The system is not designed to document outreach to Service Members. This is recorded
as a Contact in FMP. Refer to the Contact handout for further information and
instruction.

Examples of situations where SMs are contact directly might include:

e WTU Service Members
e Leadership/command driven well-being checks when non-deployed/mobilized.
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Editing Outreach Requirement Dates

To edit the dates on an existing Outreach requirement:

Select the Outreach Record from the Family Management tab in the Service Members

record.

Items 1to 1 of 1. Page 1 of 1.

62

Input Filter Input Filter | Input Filter Input Filter Input Filter
Case Code | Last Attempt Date Last Attempt Method Related Contact Current State
w0 B _TE B
OR-2014-000055 |07/18/2014 Call Flintstzne, Wilma Response Received wio lssus

Select the “edit” icon, located in Outreach Summary on the 4" panel.

Outreach Summary

¢ Y @t Omm X _

This section'shows informationidetails about Qutreach Summary.

Case Code; OR-2014-000055 LastAttermpt M d: Call~

Start Date: 20140701 LastAttempt B sundee.peterson
End Date: 20141031 Sernvice Memb ame. FLINTSTONE, FRED
LastAttempt Date: 07M16/2014 Related Contact Mame:  Flintstone, Wilma

Manually enter in the correct dates. Then select “Save & Exit”.

Outreach Summary

This section shows information/details about Outreach Summary.
Fa r

Start Date
End Date +

I Save

H Reset H Clear H Save & Exit H Cancel

Success

You will get a Successfully Saved alert. Click “OK”.

@ Successfully Saved!

o

Record will now display the edited dates.

Outreach Summary

Cih O & X

This section 'shows information/details about Qutreach Summary.

Case Code- - L LastAttempt Method: Call'”

Start Date: 20140701 LastAttempt By: sundee.peterson
End Date: 20141231 Senvice Member Mame: FLINTSTOMNE, FRED
LastAttempt Date: 07612014 Related Contact Mame:  Flintstone, Wilma
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In Person Outreach Contact

Outreach in person is about the right time and the right place. The scenarios listed
below illustrate when in-person outreach may be appropriate. Remember these
conversations need to be conducted in the right place (i.e. a private area where
others are not able to overhear the conversaton and where personal
information/safety is not compromised).

e In a public place (i.e. post office, grocery store). The contact must be an
outreach conversation versus a “Hello! How are you doing?”

¢ At an FRG meeting. Make sure you conducting the Outreach away from the
other attendees so the Family member is able to speak freely.

o The purpose is to seek out the person at a specific event or meeting to check
their well-being (i.e. Yellow Ribbon, Youth Camp).

All of the Examples above are examples of Successful In-Person Outreach’s when:
e The primary purpose is a check on their wellbeing

e Conversations are held in private and secure location
¢ Followed-up with the appropriate documentation in FMP.
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Family Management Program (FMP)
OUTREACH TIPS AND DOCUMENTATION

Promoting Two-Way Communication

Asking open ended questions promotes conversation. Experience has shown most issues will be
revealed within five (5) questions. Listed below are some examples of questions you can use to
encourage two-way communication. Examples of Open Ended Questions:

1
2
3
4
5.
6
7
8
9

10.
11.
12.

“When was the last time you heard from your soldier?”

“What have you heard from your soldier recently?”

“How are your children coping with the deployment?”

“Have you had any issues accessing your TRICARE benefits?”

“What type of activities have you been involved in during the deployment?”
“What have you been talking about at the FRG Meetings?”

“What types of extra-curricular activities are your children participating in?”
“How are you keeping busy while your husband/wife is away?”

“How is school going for your children?”

“How are you doing in school this semester?”

“How are you coping during this deployment?”

“How has this deployment been different from the previous ones?”

ldeas to Open/Engage Conversation

Asking leading questions can also be a good way to begin a conversation, as long as, it is
followed up with additional information and discussion.

1.
2.

5
6
7.
8
9

“The weather here has been driving me crazy, how have you been doing with it?”

“At this point of the deployment most folks are going a little stir crazy, how have you
been doing?”

“It was great seeing you at the event! How have you been doing since then?”
“Did you hear about the new (library, restaurant, shopping center) they are putting up in
your area?”

“Did you see the newsletter the FRG sent out this month? What did you think of it?”

“Did you get the Youth Newsletter with the camp details? Do your kids want to go to?”
“Last time we spoke, you were . How’s that been going?”

“Were you able to get a copy of the book for parents of deployed soldiers?”

“Do you know other parents of deployed soldiers?”

10. “How have you been engaged with other parents of deployed soldiers?”
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Examples of Outreach Conversations

When contacting a Family Member to perform an Outreach, it is important your primary intent is
to check on the well-being of the Family Member. Below are examples of different outreach

scenarios.

Successful Phone Contact with No Issues

In this example Outreach there are no reported issues in the conversation.

FACS:

FM:

FACS:

FACS:

FM:

FACS:

“Good afternoon, my name is , and | am calling with the Mississippi
National Guard Family Assistance Center. | will be contacting you on a
monthly basis during your Service Members’ deployment to ensure that
you and your Family are doing well and answer any questions you may
have.

Also, if you come across any problems or concerns, | will be happy to help
and provide resources that may be able to assist you. Do you have any
guestions or concerns today?”

Not today, but | appreciate your call.

“Great. What were some of the things you learned at the Yellow Ribbon
event?”

Continue asking open ended questions to engage her in conversation.
For example:
e Isthere a good time for me to contact you each month?
e Since you are working days, would you mind if | called you in the
evening?
¢ How often do you think you and your soldier wil be
communicating?
e What form of communication are you planning on using? Do you
have Skype set up on your computer so you can talk? Letters?

“Before we finish here, do you have my information just in case you do
have any questions?”

“Yes | do! Thank you!”

“Great! I’'m really excited to get to know you over the next few months! |
will contact you again next month. Have a great day!”

Example Documentation for FMP:

“l contacted Mrs. Jones for her monthly wellness check. | asked how the children were coming
along in school and she said that James had made the honor roll. She said everyone was doing
great and she has good support from her FRG. | told Mrs. Jones | would call again next month.”
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Successful Phone Contact with an Issue

In the example listed below, the Family Member revealed a few issues during the conversation. It
is vital we carefully listen to what the Family Member is saying to ensure there are no additional
underlying issues.

In this case, after entering the details in the outreach comments section, you will open a case;
document the case, provide resources and follow-up.

FACS:

FM:
FACS:

FM:

FACS:

FM:
FACS:

FM:

FACS:

FM:

FACS:

FM:

“Good Afternoon Mrs. Jones. This is Tammy with the Family Assistance
Center. How are you doing today? Do you have a few minutes to talk?”

“I’m doing “ok”. Yes | guess | have a few minutes to chat.”

“How are you and your children doing? Didn’t Johnnie break his arm last
month?”

“Thank you for asking! His arm is ok. He gets his cast off next week, but he
has started to have a few behavior issues. His grades have dropped a little
as well.”

“Well, I’'m glad he will be getting the cast off soon but | am sorry to hear he
is struggling. We have a great Child and Youth Counselor to assist with
those types of issues. Would you like that information?”

“l am not sure we are to that point quite yet.”

“l understand. If anything changes and you would like him to see a
counselor, just let me know. Her name is Mary and she is a licensed
counselor who specializes in children’s issues. There is also a grant for free
tutoring if you are interested.”

“The tutoring would be great! Maybe that will help bring his grades up.
How do | apply for this grant?”

“The grant is available through the program. It is good for 6
months of free tutoring. All you need to do is download the application
from their web site. All of the instructions are listed there. If you need any
help with it, just let me know. The web address is ”

“Thank you so much for this information! | will fill out the application this
evening!”

“You are very welcome! Have a great afternoon. | will call you again in a
few days to make sure you were able to submit the grant. If you need
anything before then, please call.”

“l willl And thanks again for calling. Bye”
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Example Outreach Documentation for FMP:

“l contacted Mrs. Jones for her monthly wellness check. | asked how her son’s arm was and she
stated the cast was coming off, but he was having some issues in school and with his behavior.
She declined counseling at this time, but was interested in the Military Kids Grant for tutoring. |
gave her website and application information and she stated she would follow up on it today.
Additional follow up details are noted in the case.”

Outreach Contact Using Email/Letter

In the example listed below, the Family has requested email/letter contact only.

To... Mrs. Jones

ik
Send

Bee...

Subject: Family Assistance

Good Morning Mrs. Jones!

Just a small note to see how you are doing since your husband, SGT Jones has been deployed. Are you able
to hear from him often? | k now that can be such a challenge! Lat month, you mentioned you decided to
take a few classes while your husband was deployed. How are your classes at the community college going?

Were you able to attend the FRG meeting last week? | know it may be difficult as you are taking night
classes. Please let me know if you have any questions or if there is any way we can assist you.

It would be greatly appreciated if you could send me an email to let me know how you are doing. I look
forward to hearing from you soon!

Respectfully,
Suzie Specialist

Suzie Specialist

HRCI Contractor

Family Assistance Specialist
Mobile: 123-454-78%0
suziespeciclist.etr@mail.mil

Example Outreach Documentation for FMP:

“Per Family request, email outreach was conducted. | asked Mrs. Jones if she had heard from
her spouse recently and how her classes at the college were going. Inquired as to whether or
not she was able to attend any FRG events. Gave her my contact information, should any issues
arise.”

Note: You may also copy and paste the email into the comment section or save it as a
document and upload it.
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Proper Documentation in FMP

FMP is a National Guard data management system Family Assistance staff use to track
assistance, support, and activities they provide. Authorized State and national leadership have
access to view records as needed. It is vital to document in a professional manner. This includes,
but is not limited to, the proper use of grammar (i.e. complete sentences), spelling, etc.

In addition, FAC staff may need to assist or cover for one another and good documentation
gives insight when conducting outreach or working a case. All data is permanent once saved
into FMP.

Examples of Appropriate/Inappropriate Documentation (taken directly from GFMS/FMP)

lllustration A
Improper: “number disc.”

Proper: “The phone number listed for this Family has been disconnected.”

lllustration B
Improper: “all is well. same old stuff :)”

Proper: “Performed monthly outreach call to SM’s mother Ruthie at above number.
Discussed current Family situation relative to SM’s mobilization to determine
if any needs or issues exist. Ruthie stated that everything is going well. SM is
actually home on R&R right now until 18 FEB. They are enjoying their time
reconnecting and Ruthie denied any Family needs at this time. Emotional
support provided and ensured Ruthie has my contact information for future
reference. No further needs have been identified at this time; will follow up
again with Family Member within 30 days.”

Use caution and/or refrain from the following:

e Uncommon acronyms may only make sense to you (i.e. TP for telephone versus toilet
paper).
¢ Religious undertones may violate EEO and Ethical standards.
¢ Negative comments about the individual. Example:
o Appropriate: “FM verbalized her frustration we cannot fund her auto repairs”
o0 Inappropriate: “FM is very rude and yelled at me.”
e Detailed medical issues. Example:
o Appropriate: “SM is having medical issues at this time”
o Inappropriate: “SM has been diagnosed with breast cancer and had a
mastectomy”
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Family Management Program (FMP)
CONTACT GUIDELINES

Overview and Definition

A Contact is a record created when non-deployment related contact is made to
Service Members, Family Members and Community Resources, with any frequency, for
reasons not related to Outreach or Cases.

Contacts made to Service Members and their Families allow FAC staff additional
opportunity to build stronger relationships and trust.

Listed below is the National Guideline for Contacts. States and Territories can refine or
add to this guideline, but cannot take away from the intent. For example: Some states
will only accept phone calls as acceptable contact methods. Always follow the
guidelines of your leadership.

Contact should be documented under the record of the individual or organization you
are contacting. For example: if you are speaking to a Family Member, you document
the Contact in the Family Members record.

No Contact Requests

Although a state/territory may request contact be made to Service Members and their
Families, not everyone will want to be contacted. In these instances, the SM/FM request
should be honored and noted in FMP. An example of this would be extending
wellbeing contact post-deployment where the Family has requested no contact.

Contact Category Types

The Contact type or category should describe the purpose of the contact with the
person.

SM/FM Contact Categories:
o Disaster/Tragedy Check-up
0 Used to check on the wellbeing of Service Members and/or their Families
after a local or state disaster or tragedy. This may include, but is not
limited to, the following: flooding, earthquake, fires, school shooting,
tornado, hurricane, act of terror, etc.
e Military Schools/Training
0 Used to provide information to and check on the wellbeing of Families
while their Service Member is engaged in military school or training (i.e.
MOS training, AT).
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o Post-Deployment
0 Used to document wellbeing contact made to Families after the return of
the Service Member (i.e. post-deployment). Many states continue to
contact Families up to a year after the Service Members return (i.e.
30/60/90/180/365 days).
e Routine
0 Used to document contact with Service Members and their Families that
does not fit into the other categories.
o RSP (Recruit Sustainment Program)
0 Used to document contact made to Families and Service Members who
are in the Recruit Sustainment Program.
e Service Member Mobilized
0 Used to document wellbeing contact made to Families while their Service
Member is mobilized. These are normally under 31 days. If longer than 31
days they should be tracked under Outreach and have a date-range
requirement.
e Transitioning Active Duty to Civilian
0 Used to document contact made to Service Members and/or their
Families who are transitioning from Active Duty service to civilian life.
e  WTU (Warrior Transition Unit)
0 Used to check on the wellbeing of Service Members and/or their Families
who are attached to a WTU.

Community Resource Contact Categories:

e Event/Project Planning
0 Used to document interactions with resources that is specifically related to
events and projects (i.e. Job Fairs, Holiday adoption). Note: The events
themselves as documented as a Site Visit.
e Networking
o0 Used to document general contact with Community Resources and their
POC:s.

Contact Timeframes

Contact timeframes will vary depending on the type of contact being made and the
requests of state/territory leadership. Examples are listed below:

SM/FM Contact Timeframes:
¢ Disaster/Tragedy Check-up
o0 One time check to assure individuals are safe and sound. If assistance is
needed, a case(s) is generated.

FMP - Contact Records — April 2015 Page 3



¢ Military Schools/Training
o Done for the length of training or school (i.e. 3 weeks vs. 6 months).
o Post-Deployment
0 May be ongoing up to a year after the Service Members return
depending on state/territory preferences (i.e. 60/90/180 days or annual).
e Routine
o Typically a one-time contact.
o RSP (Recruit Sustainment Program)
0 May be ongoing while the Service Member is in the Recruit Sustainment
Program.
e Service Member Mobilized
0 May be ongoing for a short period of time while the Service Member is
mobilized.
e Transitioning Active Duty to Civilian
o0 May be ongoing for a short period of time (3-6 months) as transition
occurs.
e  WTU (Warrior Transition Unit)
o0 Ongoing until the Service Member is no longer assigned to a WTU. This
may be 30 days up to several months or years.

Community Resource Contact Timeframes:

e Event/Project Planning
o May be ongoing for a short period of time leading up to an event or
project completion.
¢ Networking
o Typically a one-time contact, but may have several separate entries (i.e.
initial introduction, routine network call).

Methods of Contact

The use of phone, emalil, letter, text, and social media may be used for Contact
purposes, however, the purpose of the contact should be considered when choosing
the best method. For example, if the contact is an extension of Outreach (i.e. post-
deployment) a phone call is preferred as it encourages stronger two-way
communication.

Contacts will ONLY be conducted by the Family Assistance Centers to ensure continuity
with our Families and Service Members.

Phone Call

e Phone contact is successful if the FAC spoke to the individual directly or
received a reply from them.
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e If you spoke with an individual it is actioned in FMP as “Successful
Communication” with the appropriate action (issue/no issue) selected.

e |If you are not able to “connect” with the individual it is actioned in FMP as
“Communication Attempted - Awaiting Response”.

o Mass telephonic messaging systems are not allowed for Contact purposes.

¢ Individual, customized emails (i.e. Dear Mike) can be counted as a Contact
when the content is well-being related vs. a case or outreach.

e If you send an email to an individual it is actioned in FMP as “Communication
Attempted - Awaiting Response”. Once a reply is received it may be actioned
as successful two-way communication.

In-Person

o Face-to-face contact must be personal and two-way communication vs a
quick hello.

¢ Presentations at events (i.e. Yellow Ribbons, Job Fairs, FRG meetings) do not
count as contact as presentations are not private conversations.

e If you made in-person contact with an individual it is actioned in FMP as
“Successful Communication” with the appropriate action (issue/no issue)
selected.

Letter

e Customized letters (i.e. Dear Sue) can be counted as contact along with
hand-written notes. Mass emails and newsletters DO NOT count as outreach.
¢ |If you send a letter to an individual it is actioned in FMP as “Communication
Attempted - Awaiting Response”. Once a reply is received it may be actioned
as successful two-way communication.
o0 Certified letters are not considered two-way communication.

Social Media

e Social media can be used to contact Family Members as long as it is a private,
customized message to the Family Member.

¢ Comments and posts to Family Member entries do not count as outreach.

e |If social media is used to contact a Family Member it is actioned in FMP as
“Communication Attempted — Awaiting Response”. Once a reply is received it
may be actioned as successful two-way communication.

Text

e Texting can be used to contact individuals as long as it is a private, customized
message.

o If texting is used to contact an individual it is actioned in FMP as “Communication
Attempted - Awaiting Response”. Once a reply is received it may be actioned
as successful two-way communication.
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Do Not Contact

¢ In situations where ongoing contact is directed by leadership and the individual
prefers not to be contacted on a monthly basis their request should be respected.
Inform the FACC and SFPD and document the individuals request in the FMP for
each month where contact is required.
¢ Documentin the system each month where contact is required that the individual
does not want to be contacted.
0 Select “Do Not Contact” to action and close the Contact for the month.

FMP - Contact Records — April 2015 Page 6



Family Management Program (FMP)
CONTACT RECORDS

The following handout covers key actions related to performing Contacts. Contacts
were designed to allow personnel to record non-deployment related contact made to
Service Members, Family Members and Community Resources, with any frequency, for
reasons that are not Outreach or Case related.

Adding a Contact

1. Open either a Service Member's record, a Family Member's record, or a
Community Resource record.

2. Select the Create Contact tab.

3. In the Create Contact section, select a Contact Category. The Contact
Category should describe the purpose of the contact with the person.

a. Disaster/Tragedy Check-up

Military Schools/Training

Post-Deployment

Routine

RSP

Service Member Mobilized

Transitioning Active Duty to Civilian

WTU (Warrior Transition Unit)

4. Click Create Contact to open the contact in the fourth panel.

S@ P ao0T

Senice Member.— !

Summary

This section shows information/details about Summary.

SSN4&: || UICIPAS Code: |
Full Mame: ] Unit Mame:

Rank: @) 556G Waork Phone

Date of Birth: ] Assigned: Yes
Branch of Service: Record from ARMNG Databases of Record: Yes
Unit State Code: §) ut R T e

Create Contact

Create Contact

Contact Categary: *| Please Select ‘ v|
Current FAS: = UTO
Create Contact g
ftems 0to 0 of 0 4 4 Fl

) Case D Created Date Contact Category e Contact Parent Type

,,,,,,,,,,
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Documenting Contacts

Each time you contact, or attempt to contact, any Family Member, Community
Resource, or Service Member with a contact record in FMP, you can select an action to
note whether you made contact and whether there were any issues. If your contact
attempt is unsuccessful, you can record it and document any subsequent attempts.
After you have completed a successful contact, you can choose whether you would
like to continue the contact and repeat the contact process in the future, or if you
would like to close the contact.

1. Open a contact record from either your My Contacts work buckets or from the
Create Contact tab where you created the contact (i.e. SM, FM or Community
Resource record). The contact record opens in the fourth panel.

2. Enter the date that you attempted the contact.

3. Select the method you used from the Contact Method drop-down.

4. Enter comments about the contact.

Contact Summary
Caselln 46 |Creatad By:
Contact Category: |Created Date: 11102014

Actions | Action History
Actions
This section shows information/details about Actions

=y

Contact Method” | Call

Current Status and Available Actions

Current Status:  Open

Description:  Open

QEE S

Provide Remarks: «

Available Actions:; ommunication Attempled - Awailing Response

Socesshl Two-YWay Communicalion wi Issue Sucesshul Two-Way Communication w

;;Mtempl Date .m:tempt By Contact Method . Comments
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5. Select an action from the Available Actions buttons to note whether you
attempted communication and are awaiting a response, or if you had
successful two-way communication.

a. A message appears confirming the action you selected, and an attempt
is displayed in the grid below the available actions.

b. Note: Available actions will be slightly different if you are contacting a
Community Resource. Because cases are not created for Community
Resources, the Successful Two-Way Communication w/Issue and
Successful Two-Way Communication w/o Issue actions are replaced with
just one Successful Two-Way Communication action.

6. After you complete successful two-way communication, you must decide
whether you would like to continue contact in the future, and reach out to the
person or resource again, or if the purpose of the contact has been achieved,
and the contact can be marked complete. In either case, enter a comment,
and choose the appropriate action, either Continue Contact or Complete.

a. Tip: Neither of these actions requires you to enter a date or a contact
method as they do not imply that you have contacted the person—
they're just designating whether you will contact the person again in the
future or not.

Action History

This section shows information/details about Actions.

Date: # EI

Contact Method: + | Call |v|

Current Status and Available Actions

Current Status: Response Receved wio lssue

Description:  Response Received wio Issue

Provide Remarks: = | Need to contact the Service Member again next month |

Available Actions: | Continue Contact | | Complete ] _ Delete |

Attemipt Date |nttermt By Ile&Et Method Comments

1112012014 ] Call Successfully contacted the Senice Member and
discussed ..
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My Contacts Work Buckets

Work Buckets have been created for Contacts made to Service Members, Family
Members and Community Resources. This will assist users in tracking progress and work
accomplished.

To view the results of a Work Bucket, click on the Work Bucket link and the results will be
displayed in the results panel.

¥ [ My Contacts
| ] Qpen (2]
| ] Pending Respaonse (0)
| ] Response Received (0)
|} ©ngoing Contact (0}
| ] Complete (1)
| 1 RequestDeletion (0)
|1 Deleted (0)

Open - Shows Contacts that were created but not actioned (i.e. Continue Contact or
Complete).

Pending Response — Shows all Contacts where the users attempted to contact an
individual, but was two-way communication did not occur.

Response Received - Shows all Contacts with successful two-way communication.

Ongoing Contact - Shows all Contacts in the system where the user has requested
ongoing contact status. Examples of ongoing contact:

e SMsin WTUs who are being contacted on a routine basis.
e FMs with a SM who is attending military school and families are being contacted
on a monthly basis.
Complete — Shows all completed Contacts.

Request Deletion — Shows all Contacts where a request to delete has been issued.

Deleted - Shows all Contacts that were successfully deleted.
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Family Management Program (FMP)
BRIEFING RECORDS

Adding a New Briefing
A new briefing is entered into FMP from the Landing Page.

Click the Add Briefing tab. The briefing information form will display.

[ commana ce

| — gy
amana Family M nt P 1.7.0

e =) amily Manageme: mgmm (v 1.7.0)

Seiecta Swea Sasecn - |’*!L»I | 10 R A |

Select a Ancent Search =]

R o T 0 Gk Tiacar 2 { ssourca [ AadBeintng [ Ase Se i | s Una | Asdass Communicanen

CJ Sownas Lise Srintng tiame: | ] Dristng . « 04032015 =]
Dewermen o | Gretnguemos « | Pusss see

= s —

| A — FACCFAS Aoie: « | Piasas aoivet = s |

Branch of Serice P

e Commants

Unit State

......... 1=

Home County

| Barma Proks n =
P = mal Agency
=
o Zw.w:vwcalmm i
|- - Farsey Progeam fta
Tiomma Stata Liret Coraye vrsimaton L firsiiens
—

e anses sumance I Evieing Topkcs: »

oo P Famay Ch ana Veum: CUIK. Grants, s

_____ — | ot CH3 and Voum Pragram Oveniew

LR S Zardce Wembers H Commenty Ressuces L

P g R —

ek M Packets Maed. | Fackits Emaac Facoets Hansea Cut
B =] | [ octunt susmantance | At Fuagieasnce Achus) Vst Agadanes
o o

Deplorment Suatus

sam m)

& o |

]

Asterisked items are required in order to save the document; however, as much
information as possible should be completed when entering a new briefing. The form is
completed by entering information or selecting items from a dropdown listing.

BtngHarme: 4 ENENQURtE + MOXENNS B
Cir i | Please st
TACCTAS ok # | Please seledd - Shale:
CUMBn FAS: & BHD
Comments.
Tipes of Fresantars
Rems Proviec: 1 L
Fariypogra Contactif I e B
s L eadestp
Refeshments
Family Proguam S
o v ImamalAgincy 0
IntengesAudence 14| eostng bpws: + 8
Famiy Child and Toulth. O, Granls, sic.
Youm Chifd 2nd Touth Program Ovenvew |:
Senice lemders =| Commundy Rescurczs
v L i A
Paciets Waled Packets [maild: Paciets Handed Out:
Acudl Sl Akendasce: Al Fll Aendance: Acudl Youh Allndance:
i)

FMP - Briefings — April 2015 Page 2



Briefing Dropdown Selections

FAC/FAC Role
Presenter

Supporter

Presenter And Supporter

Items Provided

Family program Contact Info
Refreshments

Unit Contact Information

Child Care

Helpful Literature based on briefing type
Activities

Marketing materials to the unit to advertise
the briefing

Material to orient/educate about unit and
its mission

Briefing Topics

Briefing Topics

Child and Youth: OMK, Grants, etc.
Child and Youth Program Overview
Community Resources

Crisis Intervention

DEERS and ID Card

Deployment Life Cycle

Education and Training

Education and Training: Benefits
Education and Training: Programs
Education and Training: Spouse
Employment

Employment Assistance
Employment ESGR

Employment Resume Writing
Employment Spouse

When making selections, simply click on the item you wish to select from the dropdown
selection list. Multiple items may be selecting by holding down the control key (Ctrl) on
your keyboard and clicking items with your mouse. To unselect items hold the Ctrl key

and click the item(s) you wish to unselect.

FMP - Briefings — April 2015

Briefing Method

Conference Call/VTC/Webinar
Formal

Informal

One on One

Intended Audience
Family

Youth

Service Members
Unit Command

Types of Presenters
External Agency
Unit Leadership
Family Program Staff
Internal Agency

Family Assistance Overview
Financial

Financial: Assistance
Financial: Budgeting
Financial: Credit Management
Identity Theft

Legal

Legal: Power of Attorney
Legal: Wills

Resiliency (MRT/RTA)

Strong Bonds Overview
Suicide Prevention Overview
TRICARE

Wounded Warrior/CISM/TAPS
Unknown



Scrolling toggles are available to the left of the item sections.

Iy miong Dol « uazts |
o Brifing Uekod « | Paaae seledt [+l
Dropdown l
EACIENS Hoie = | Plepse sekecl . s | [
CumatFeS + 4s Selection arrow
Commens: | 1
=)
H i Scrolling
il st i B msion toggle H
iz sanE. -
Famiy J
T
s Command i asicin k
[—— [ | Pacets Emled Pachols Hamiod Cut
 Actual 8l ABercnce | |ﬁlif|“ﬁo¢m Achual Youlh Mendance:
S

After you complete entering the information, review the document and make changes
as necessary. Once you are satisfied that the information is correct, click the Save
button located in the lower left side of the screen.

Add Sendce Member | Add Community Resource | AddDriefing | Add Sile Visdl | AddUnit | AddMass Communication

Bulletin Doard | Quick Tracker

Brigfing Nams: = ||ﬂmm;Thu|t How to Protect Yourslf Ericfing Date: = (/2802015 E

|
cir. |conuzy | ey elou. s v
|

|
FACCFAS Role: ¢  Presentornd Supporer |- st [ -]
CurentFAS: « AR4

Gommenks: | Allended a Family Dy event for lhe 38th. Provided & briefing on Iueul.llyThuI'LHcer:lﬁdeLI 'l‘wlwil’ During the presenlalion we dsmwssed e vaious rllulmusulmumﬁrmnul Ddrimﬂ medical. and oler personal reconds. Along wilh profeding

your idenkity, we reviewed whil can and should be done il your idenlityis stolen. Allyer dllhei was pvided bo all i meaduu inroom. Four diflerent sessions were provided wilh

OFOUPS FOEEANG 1M ONE SESSIAN 10 Ne Next Farh 525540 han Appemately 70 paniopants There was 2 1ol of AlSC1ssion on Me SIRRs 10 take ARer an inentity nesn ois Tl AN0U MElr [cenity thef Issiies

DN e he had ANer M Target Nac credit card harking Issue. He told e group ihat hie st as prablems oerassionally His story really caugh eveeyone's attention It made the hrisfing that
much mare effacthe

lams Provided:  [TEmmrErRSrEm—— Tipes of Prasenters:

Linit Contact Infermaion

Chilg Care

Intended Audience.
Packats Uaded: [0 | PactetsEmaied: [0 Packets Handed Out 55
Actual SH Attenrtance |35 |mua|mnmnm1m' |5: At Youth Aleniance’ |0

The record is then created in the system. A pop-up message appears identifying
whether or the information saved successfully. Click the OK button.

Success o

@ new Briefing added successfully!

[ ok |
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Briefing Record
The record is divided into sections as identified below.

BRIEFING SUMMARY
Contains the information entered on the briefing. This section can be edited by

-7y
selecting the edit icon on the far right side -

BRIEFING TABS
e Actions: Identifies the current status of the briefing (Pending or Closed)

¢ Briefing Details: Identifies ltems Provided, Briefing Topics, Types of Presenters, and
Intended Audience. This section can be edited.

e Attendance: This section is used to record the attendance of units, SMs, and
community partners.

e Action History: Provides information on the history of the briefing and all
actions/changes made to the briefing information.

o Documents: This section is used to house items such as the agenda, handouts, or
written sign in sheet.

ENietieg D Sl it 28 00,0000 GUI-0500 215 103853} M

|Briting Hams dentiy Thedt: How o Protect Yoursell Stale. Mkansas Farmily Membet Achual i

Bneing Dass: B2 Paciets Maded L] TR ABENSIACE AN L}

Briekng ehod 0. Inlormal Sedimg Pachels Emaed (] Atteraded a Farmly Dy eveal bor the Fith. Provided
Comments; e on Kieatity Thalt: How b Protect Yosrvel.

(FRCCFAS Role: ) Presester And Sapporer Packets Hasded Out s During Be presestabon we dscussed Bevi)

City: Comay Service Member Acual % Besng Type D3 )

Currem Satus and Avalabiz Actions

Curent Seatus:  Preding
Descrigton:  PesdngSaved
Provde Remarks: +

Aveslabie Actons:
Hestory 04 Ackions
Date Bser i Comment Hection Rame Presious Statss et Stabus
(4RE0E 15127 AR pamereal iy Case crealed Peeding

FMP - Briefings — April 2015 Page 5



Actions Tab

On the Actions tab, the Provide Remarks section must be completed. Once
information is added, the Cancel Briefing and Close Briefing options become available
for selection.

If the record was created in advance and the briefing was cancelled, complete the
remarks section by stating the briefing was canceled and why, then select Cancel
Briefing.

If the briefing was completed, write a brief statement about the briefing and then
select Close Briefing.

Aclions Huuhgl)uuk' Atendance | Achon Hi:ilmy' Docaments

This section ACTH

Currest Stanes and Aunilabie Actions

Comrent Sialus:  Pendieg
st :_Pendisg Saved
Provide Ramarks: +fi 1o SM's and FM's on béeatity Thett. Anii fhar ovided to

M!HHEMMH!!I | CancelBriefing || Close Briefing I

Ili:llul Of Acions. I
Date User ID Comment Action Name Previous Status Hext Status
| ! 1 1 1
O40B015 15:30:27 :slnumew Mew Case created IPeﬂﬂlm'l

A pop-up will appear confirming the action selected. Select OK to continue. Select
Cancel to go back to the form and make additional comments.

Confirmation

Close Briefing

[oe ] [omon ]

The History of Actions will also be updated with the information.

History Of Actions
Date UserlD Comment Action Name: Previous Status Next Stafus
040872015 15:41:23 sarapaterson? Information was presented to S'sand FA'son  Close Briefing Pending Closed
Identity Theft, Aninformational fier was provided to
all participants.
0408015 45:30:21 sarapaterson? New Case created Pending
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Briefing Details

Briefing details may be changed by using the Ctrl key and clicking with the mouse.
Make sure and scroll to the bottom of the section and click Save.

Attendance | Action History | Documents
Briefing Details

Employment: Assistance
Employment: ESGR
Employment: Resume Writing
Employment. Spouse

Family Assistance Overview
Family Readiness Overview
Financial

Financial: Assistance
Financial: Budgeting
Financial: Credit Management
Identity Theft

Legal

Legal: Power of Aftorney
Legal: Wills

Resiliency (MRT/RTA)

Strong Bonds Overview
Suicide Prevention Overview
TRICARE

‘Wounded Warrior/CISMITAPS

Unknown

Types of Presenters
External Agency

Unit Leadership
Family Program Staff
Internal Agency

Intended Audience
Family
Youth

Service Members

Unit Command

| ||

Attendance

Attendance information should be documented in this section. At a minimum, the unit

should be added.
EEEEREE

« || SeleciUnits || Seleci &

Begin by clicking on the Select Units button:

I Save changes H Cancel changes | Select Units [ Select Community Resources
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Units may be searched by UIC/PAS Code, Unit Name, Unit State, or Branch of Service.
Fill in the section and then click the Search button.

I Unit SearchrAdd New

UICIPAS Code: |:| unitName: (39 | Unitstate: [ AR =]
Bancnorsenice: [ -] szaren ] [ eaatiew vt | [“close |
1D (hidden) UICIPAS Code Unit Name Unit State Branch of Senice
¥
¥

Units will appear according to the search criteria entered.

Unit Search/Add New x
UICIPAS Code: | | unitName: [ag | unitswmte AR [~]
Branch of Sevice: ‘ ‘v‘ [ Search | [ Add New Unit ‘ I Close ‘
1D (hidden) UICIPAS Code Unit Name Unit State Branch of Senice |4
1666 WQNUAA HHC 39TH INF BDE | AR Army National Guard ||
2367 WPTFCO CO C 39TH BDE SPE(| AR Army Mational Guard
6439 WPTFAD ‘CO A 39TH BDE SPEC| AR Army Mational Guard
6440 WPTFBO CO B 39TH BDE SPE(| AR Army Mational Guard
6441 WPTFB1 DET1CO B 39THBS| AR Army Mational Guard
6442 WPTFTO HHC 39TH BDE SPEC| AR Army Mational Guard ¥l

Double-Click on the unit you wish to select.

Unit SearchiAdd New

UICIPAS Code: |:| UnitName: [39 | unit state:
Branch of Semvice: I:El [ Search | [ Add New Unit | [ Close |

1D {hidden} UIC/PAS Code Unit Mame Unit State Branch of Sernvice =
1666 WON LA HHC 39TH INF BDE AR Army Mational Guard ||
2367 WP7FCO O C 39TH BDE SPE(| AR Army Mational Guard
6439 WPTFAD COA39TH BDE SPEC| AR Army Mational Guard
G440 WPTFBO CO B 39TH BDE SPE(| AR Army Mational Guard
5441 WP7FB1 DET 1 CO B 39TH BS™| AR Army Mational Guard
6442 WPTFTO HHC 39TH BDE SPEC| AR Army Mational Guard =

The unit is then added to the record. Remember to click on Save Changes. If the unit
was added in error, click the box in the Remove column and then click Save Changes.

COC3THEDE FECTRPIEN

Family Wit Allosdance o
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After adding the unit, specific SM attendance may then be documented. Click the
maximize icon on the far right side of the Service Member Attendance tab.

Senice Hember Atiendance ] "

A listing of the SMs within the unit then appears. Using your attendance roster, match
the attendance using the information in the FullName column and then make
selections by clicking the box in the Attended column.

(Unthame :
.G 39TH EDE SPEC TRPS BN

g

e

||||||

3355555553 E5553%3
553553555553 5555

5
R
&

[ 53
B

Follow the same process for adding FM attendance. Only FMs who have records in
FMP will appear in the list. Click the maximize icon for a listing of FMs.

F ek e .

To add Community Resources, click on the Select Community Resources button.

Attendance

This section shows information/details about Attendance.

Save changes || Cancel changes || Select Units || Select Community Resources

A pop-up appears. Enter the search criteria such as the Organizations Name, City, or
State. Then click on Search.

Community Resource Search/Add New Community Resource

Organization Name: l:l City: | | State: | - |
Search Add New Community Resource Close
L Organization Name City State
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The display results appear according to the criteria selected. To add a particular
resource, double-click on the item. Only one resource may be added at a time.

Community Resource Search/Add New Community Resource x
Organization Name: |:| City: | | State: | AR | = |
[ Search | [ Add New Community Resource | [ Close |
Organization Name City State 4|
Fort Smith Public Schools Fort Smith AR
‘Yeterans Service Office - Sebastian County Fort Smith AR -
American Red Cross - Fort Smith, AR Fort Smith AR
Camp Hope for Heroes Barling AR
FORT CHAFFEE REDEVELOPMENT AUTHORITY | Fort Smith AR
DWF - VETERANS EMPLOYMENT REFPRESENTAT | Fort Smith AR

The selected resource will then be added to the attendance record. Make sure and
select Save Changes at the top of the Attendance section. If an item was mistakenly
added, click the Remove box in front of the selection and then click Save Changes.

Sule Supurtng
L [n]

) DYF - VETERANS EMPLOYMENT REFRESENTATIVE - FORT S1, Fort Smi

Action History Tab

This tab provides a complete history of actions completed concerning the briefing.

Date Userld Commest Action lame Previous Status Hext States
4022015 15:41:23 aragatiersen? nfoemation was peescated o Sl andFifcn  Clse Breing Pending Closed
Identty Thaft. Aniaformationa B was prosiéad o |
allparicpants.
BAOAA 153171 &ar pattersoad Neew Caea crealpd FPending
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Documents

Documents may be added to the record from the documents tab. Typical items that
are recorded on the page are attendance records and presentation information.

Prwdam | Versism | Tagh

||| oommicad || upsosa || ugsood ot |
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Family Management Program (FMP)
SITE VISITS

Adding a New Site Visit

A new site visit is entered into FMP from the Landing Page.

Click the Add Site Visit tab. The site visit information form will display.

" Bulletin Board | Quick Tracker | Add Service Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication

Add Site Visit

Name = ‘ Please enter a name for this Site Visit Site Visit Type ‘ Please select | hJ |

Date l:l Mumber of attendees -.'-‘ |

Current FAS: # AR4

Details =

Save

All information is required to be completed in order to save the document.

¢ Name: Provide a name for your site visit

o Date: Use the pop-up calendar to select the date of the event occurred.

e Site Visit Type: Scroll through the site visit type listing by clicking on the dropdown
arrow, then click on the item to identify the type of site visit.

¢ Number of Attendees: Enter the number of attendees at the event.

e Details: Provide the who, what, when, where, why, and how information about
the event. Explain your role and purpose at the event.

FMP - Site Visits — April 2015 Page 2



Site Visit Type Categories

Change of Command Market FAC Program

Child and Youth Event Military Facility Visit
Commander or Staff Designee Meeting MOB Event

Commander’s Call Other Branch of Service: Briefing
Community Meeting Other Branch of Service: Meet with
Community Meeting: JCF Leadership

Community Partner Collaboration Other Branch of Service: SM/FM
Drill Weekend RSP

Family Day/Holiday Drill SRP/SRC

FRG Meeting Staff Meetings

Homecoming Event Yellow Ribbon Event During

Job Fair Yellow Ribbon Event Post

Local Community Event Yellow Ribbon Event Pre

To select the date, click on the calendar icon and then select the date of the event.

Add Site Visit

Name >:=|Kiwanis Club - Beebe Working as Partners |

Date # 4 April 2015 = b

Current FAS: = AR4

5 M T W T F §
Details # 1 2 3 4

5 68 7 &89 10 N1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

Enter the event information and then click Save.

| Bulletin Board | Quick Tracker | Add Senvice Member | Add Community Resource | Add Briefing | Add Site Visit | Add Unit | Add Mass Communication |
Add Site Visit

Mame =

Kiwanis Club — Beebe Working as Partners Site Visit Type =.r| Community Partner Collaboration | - ‘

Date # | 04/03/2015 Number of attendess ~:¢|33 ‘

Current FAS: & AR4

Details = || attended the monthly Kiwanis Club luncheon meeting in Beebe. The guest speaker called the president about 15 minutes before the meeting was to start and
said he would not be able to make it to the meeting. |told the president that | would be happy to step in and give a presentation on the FAC program. Joe Miller,
the Kiwanis President, thanked me and asked if | could talk for 10-20 minutes. | spoke aboutthe FAC program and discussed the types of issues that come up
with Military Families. |then asked the audience about what their business/organization did and asked them if they knew of ways they could help Military Families.
There was a lot of discussion and | came across new resources

| gave my contact information and a FAC brochure to each participant, and | collected business cards from everyone. All will be entered into the resource section of
FMP. 1'was also invited to come by some organizations and learn more about how they help families

: Save I
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Completing the Record

The Site Visit record is then created. The status is currently Scheduled. To complete the
site visit, click the Complete Site Visit button. If the site visit was entered in advance of
the event and the event was canceled, click the Cancel Site Visit button.

| (3o viatarme Kreanis Chub - Deebe Working as Pariners = '_'__
o4 M Oate s4u32015 | i)
| na viak Tice: @ Commemity Partsar Coflaboraton |Croatea B sara pattersind
| Boaams

Current Status and fwstatie AcBoms

Coreat Stahus:  Schaduind
Description:  Scheduiod'Saved
Provide Remarks: | ‘

nmnmn' Cofmpste St Visil | | Cancel Ste Visit I

sty OF Aciens

Dute [ Usar 1 Commest Action Hams Previous Status Mot Status
DLOH2O1S 15:5851 sarapatierson2 Stovind creatod. |Scheduind

A confirmation pop-up appears to verify your action. Click on OK to continue

Confirmation

Complete Site Visit

0K | I Cancel

Site Visit Summary

The summary information on the site visit is in the top section of the record. This
information may be edited by selecting the edit icon in the upper right corner of the
section - [

Site Visit Summary

Site Visit Summary

Site Visit Name: Kiwanis Club — Beebe Working as Partners I attended the monthly Kiwanis Club luncheon meeting
. Details: in Beebe. The guest speaker called the president
Site Visit Date: 04/03i2015 about 15 minutes before the meeting was to star (...)
Site Visit Type: @ ‘Community Partner Collaboration Created By: ‘sara.patterson2
Created Date: 04/09/2015
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Site Visit Community Resource Attendance

Attendance information should always be documented in FMP. The Site Visit
Community Resource Attendance tab is used to add Community Resource participant
attendance.

Begin by clicking the Select Community Resources tab.

Perform Action Site Visit Unit Attendance | Documents
Site Visit Community Resource Attendance -

To keep track of which Point of Contacts of a Col rce participated in this site visit.

mmunity Resoui
Select Community Resources
e —

[ Save changes ” Cancel changes |

Community Resource Supporting

Organization Name

Point O Contact Attendance

A pop-up appears. Enter the resource’s Organization Name, City, or State and then
click on Search.

0 250 e Sed Add He 0 250

Organization Name: City: State: -
l [ Add New Community Resource | [ Close |

Organization Mame City State

The example below shows the State search criteria as Arkansas (AR) chosen from the
dropdown arrow listing. The results are displayed below the search criteria options.
Scroll through the list and double-click on the item you wish to add as attending. Only
one item at a time may be selected. Repeat the steps to add another resource.

0 Resolrce Sed Add He o Reno
| search || Add New Community Resource | [ Close |

1

Organization Mame City State D =
|| Pinnacle Points Behavioral Healthcare Little Rock AR |
| , .
! The Wake Foundation Mountain Home AR Search

Arkansas Child and Youth Program Morth Little Rock AR >— Criteria

Project South El Dorado AR | results

83 El Dorado AR

Joint Services Support (JSS) Morth Little Rock AR ), —J
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After each selection, the system takes you back to the attendance screen. After
adding your resources, click the Save Changes button. If an item was added
incorrectly, click the box in Remove column in front of the resource’s name.

Perform Action Site Visit Unit Attendance | Documents
Site Visit Community Resource Attendance

‘Organization Name
Project South

City
El Dorado

American Red Cross - El Dorado

El Dorado

Point Of Contact Attendance

The Point of Contact may also be added as attending by maximizing the Point of
Contact Attendance section and then clicking the box in the Attended column in front
of the participant’s name.

Perform Action || | Site Visit Unit Attendance | Documents
Site Visit Community Resource Attendance

To keep track of which Point of Contacts of a Community Resource participated in this site visit.

[ Save changes H Cancel changes || Select Ci Resources |

Community Resource Supporting

Remove Organization Name City State

Supporting
O Project South El Dorado O
O American Red Cross - El Dorado El Dorado O

Point Of Contact Attendance

Attended Last Name FirstName Servicemﬁer Home Phone Cell Phone City Q&ﬂiﬂ‘ Zip State
] ) AR
O BAMANA JOE Pulaski 72202 AR

BANANA FANDANA Little Rock ‘ Pulaski 72202

‘ 444-444-4444 ‘ Little Rock

Site Visit Unit Attendance

To add unit attendance, click the Site Visit Unit Attendance tab. From the display, click
Select Units.

Perform Action | Site Visit Community Resource Attendance Documents
Site Visit Unit Attendance

To keep track of which Service Members participated in this site visit.

Save changes Cancel changes Select Units ‘

Unit Attendance

Unit Name: Unit Zip Attended

Service Member Attendance o
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A pop-up then appears. Enter the criteria information for the unit (UIC/PAS Code, Unit
Name, Unit State, and/or Branch of Service, then click on Search.

Unit SearchiAdd New b 4

UICIPAS Cade: |:| UnitName: | | unitstate: | Pleasesel. ||
BranchofSenice: [ |~ Search | | Add Hew Unit Close
1D (hidden) UICIPAS Code Unit Name Unit State Branch of Senvice

The results then display. Double-click on the unit to add the attendance. Repeat the
process to add as many units as necessary.

Unit Search/Add New

UCPASCode: [ | Unithame: | | unitstate: | AR [-]
O — [sewren | paaiewtnt | [_ciose_|
1D (hidden) UIC/PAS Code Unit Name Unit State Branch of Service 14|
-4206 W Test Unit Four AR Army Resernve W
-4205 w Example Unit AR Coast Guard
-4180 w 800 MP AR Army Reserve
kal WTB2AA 87TH TROOP COMMA| AR Army Mational Guard
60 WTVIAA INSTITUTE SUPPORT| AR Army MNational Guard
111 WEAXAS JFHQ (-} TITLE 10 PEF| AR Army Mational Guard vl

Additionally, individual SM attendance may then be added by maximizing the Service
Member Attendance section. Click in the box in the Attended column to add the
individual as attending. After selecting all in attendance, click the Save Changes
button. Note: Information has been blocked out for privacy reasons.

Perform Action | Site Vist Community Resource Attendance || Site Visit Ln

Anendance | Documents

Site Visit Unit Attendance
To keep track of which Service Members participated in this site visit. A
| Save changes || Cancel changes || Sehect Units

Uit Attenda

Remove | Unit Name

87TH TROGP COMMAND

NORTH LITTLE ROGK

Unit2ip |
I':'.lmu' ‘ o

Senace Mombar Atftendance

EEEE
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Documents

Documents may also be added to the site visit record. Click on the Documents tab
and upload information like rosters, agendas, etc.

Perform Action | Site Visit Community Resource Attendance || Site Visit Unit Attendance | Documents

This section shows infor

¥ . SiteVisit_703663

[«] [

I Preview | Versions | Tags

about Di
|\!|rlua\ Share DrivelApp Documents!SiteVisit_703663 | Filter: |Q |
tems 0 to 0 of 0. Page 0 of 0 EAME
| [N Al -
Wenu Version Name Description Type | Modilied Date | Size
I»]

I

< | >
| Download || upload || upload Mutiple

Searching

for a Site Visit Record

To search for a Site Visit record, follow the steps below:

1. From the Command Center, select Site Visit in the search drop down menu.

Command Center - Search

1 M (S %) B

Site Visit Search

M Moo e «>rw <
= Family Management Program (v 1.6.0)

| Selecta Saved Search

| Select a Recent Search

Site Visit Name

Bulletin Board | Quick Tracker | Add Service Member | Add Communily Resource | Add Briefing | Add Site Visit | Add Unit | AddMass Communication

‘ Bulletin Board < |

[] Sounds Like

There are no notifications.

Site Visit Date

C 80 18

Site Visit Type

D

[ ]

Created By

[Sx=ml e

2. Enter any search criteria you want to search and then select Search.

Q00T D

FMP - Site Visits —

Site Visit Name
Site Visit Date
Site Visit Type
Site Visit ID
Created By

April 2015 Page 8




3. The search results will display on the 2nd panel. To access a specific record, click
on the record.

Site Visit Search - [ (Site Visit Type: 24,26,25,23,22,27,21,20,19,16,1
@ ﬂ ems 110 50 07 15,746 Page 101315 ()] (L)) [ E eotoPace: [4 Records Per Page: | 50 S Y] =
[nput Filter ‘ Input Filter Input Filter Input Filter Input Filter
| Site Visit Search ‘vl d i i ik e
Site Visit Name o Created Date Created By Site Visit Date: Site Visit Type
Selecta Saved Search A g i
[ The VET Center 081212014 kevin.e.modonnell 08/1412012 Community Partner Callaboration
| Selecta Recent Search ‘.l Msybery 0208/2014 joe.w.maybeny 03/08/2014 Other Branch of Servics: SMFI
Haod Howdy 02/0812014 jess ica.j.carter 02/08/2014 Local Community Event
Site Visit Name Libsssi 07M812013 Jess waddel 07182013 Community Partner Callabaration
| ‘ Stahl 02/2012014 ita. = stahl 02/20/2014 Community Partner Callaboration
[ Sounds Like Wissn 10/30/2013 tammy.c adsms 10/30/2013 Community Partner Callabaration
- Remillard 0200812012 jennifes remillard 0200812012 Market FAC Program
Site Visit Date . N
Catholic Charities - Diocsse of Jolist 041512013 Janics.2.lsging 04/152012 Community Partner Callabaration
Bumow 02/2812014 deborah.a.bunow 02/2812014 Job Fair
Site Visit Type Pile 17192012 peterpic 1192012 Locsl Communtty Event
| Multiple ltems - ‘ [| vavington. T 02102012 slee 02102012 Other Branch of Service: SMFI
= Goodwill Industries 04/2212012 im hswersft-orouch 0412212012 Locsl Communtty Event m
GFAFE 0812812013 cary h. fomester. cir 0812812013 Community Partner Callaboration
l:l Stein 011712012 aran Lstein 011712013 Markat FAC Program
Created By Forst 08/09/2012 brittany. mlachance 08/08/2012 Staff Meetings
| Mayberry 031112011 SYSTEM_IMPORT 0371172011 Gther Branch of Sarvics: SMFI
808 Suppart Coardinator 05/2812013. janice..lsging 05(28/2013 Community Partner Callaboration
Commisssry On-Ste Sale ; Astoria 041212012 aurs. L higgins 04182012 Locs! Communtty Event
Flanagan 021012014 kristen amett 04/10/2012 Commander or Staff Designes Meeting
711 858 10152012 Julia.= fieming 101572012 Staff Mestings
FAC Discolo 1211812013 ron.Lundenwood 1211872013 Warket FAC Program
LANE 02/082011 SYSTEM INPORT 02052017 ERG lis=iing
41 Search a Reset [App»elon Milicary Support Group 05/05/2014 deborah.m. hendriks 05/05/2014 Community Meeting
k P T FHETIEEtng
) save J3C Delcla SFFD 030032014 ronsld s hakted 030022012 Commander or Staff Designes Meeting
< »lv

Site Visit: Appleton Military Support Group ( 648493 )
Site Visit Summary
Site Visit Summary

Site Visit Mame Appleton Military Support Group
Three groups presented:
Site Visit Date: 0510512014 Details: 1) Nicolet Bank Appleton Branch manager, Jason
T . Scherrer and Andrea Koch Assistant VP Private Client
Site Visit Type: @ Community Meeting Services discussed VA ()
Created By deborah.m.hendriks
Created Date: 05/05/2014

E=EEE

Perform Action | Site Visit Community Resource Attendance | Site Visit Unit Attendance | Documents
Perform Action

In this section, you would be able to look at the current status of the site visit and be able to take necessary actions on it. A

Current Status and Available Actions

Current Status:  Completed
Description:  Completed

Provide Remarks: =

g
g
E
£
£
8
z
5
E
E
8

Available Actions: Reopen Request Reopen

History Of Actions

Date User ID Comment Action Name Previous Status Hext Status
I L L I L

Shte Visit Search - [ (Site Visht Type: 24,26,25,23,22,27,21,20,19,16,15,14,13,12,11,10,9,8,7,6,5

2]
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Editing the Site Visit Summary

1. To edit a Site Visit record, click on the edit icon.

Site Visit Appleton Military Support Group ( 648483 )

Site Visit Summary
Site Visit Summary

Site Visit Date +

Site Visit Name

Appleton Military Support Group |

Site Visit Type ‘ Community Meeting "|

Details =

[»

Three groups presented:

1) Nicolet BankAppleton Branch
manager, Jason Scherrer and Andrea
Koch Assistant VP Private Client Services
discussed VAloan information

|

2) Veteran's Outdoor World (VOW)

Clear

A

Reset

Save & Exit

Cancel

m=E0E

5
5
A
5
£
8
=
]
£
£
8

Perform Action | Site Visit Community Resource Attendance | Site Visit Unit Attendance | Documents

Perform Action

Slte Visit Search - [ (Sie Visi Type: 24,26,25,23,22,27,21,20,19,16,15,14,13,12,11,10,9,8,7,6,5

In this section, you would be able to look at the current status of the site visit and be able to take necessary actions on it. a
Current Status and Available Actions
Current Status:  Completed
Description: ~ Completed
Provide Remarks: »r‘ -

2. Make desired changes to the summary and then select Save and Exit.
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Family Management Program (FMP)
CASE MANAGEMENT GUIDELINES

Overview and Definition

A Case is created when a Service Member or a Family Member has an issue or situation
in which you have been asked for assistance. It is documentation of the issue and all
the history of actions taken to resolve the issue. A separate case is opened for each
issue, under the name of the person who benefits from the services. Case details are
documented, to include resource/information provided and follow-up.

o Examples of cases are pay issues for SM’s, FM may call about a SM not providing
financial support, emergency message to the Red Cross, or maybe a FM calling
about having a tough time adjusting to her/his spouse’s deployment and he/she
would like to speak to a counselor. The possibilities are endless.

When talking with the customer, listen carefully to identify all of the issues. Many times
what appears to be a request for financial assistance becomes a request for job
assistance, child care assistance, and/or counseling as well.

A separate case under the name of the person who benefits from the services should
be opened documenting each issue.

Cases are logged by Issue Category and Type. This information is aggregated and used
in management reports to determine trends and provides statistical information on
military Family issues. All cases are tied to the staff member who entered the case into
the system.

Case documentation should be entered within 72 hours of origination.
Follow-up Timelines

Cases are vastly different and may have different follow-up needs based on the type
of the case and the individual requesting assistance or information. As a general rule,
emergent or emergency case situations require follow-up within 24 hours. Non-
emergent cases require follow-up within 48 hours or later depending on the situation.
You will need to use your professional judgment.

Cases which take a longer period of time to work must be reviewed and documented
in FMP on a weekly basis.

Providing Resources

When working cases you MUST provide at least one resource.
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In general, it is best to provide no more than one or two resources at a time. Offering
multiple resources may overwhelm the SM or FM. It also makes it difficult to provide
follow up on resources.

Take into account the type of information you are offering and the situation. For
example: offering multiple scholarship opportunities to an individual would be
appropriate. Offering multiple financial sources to an individual would be overwhelming
and may lead to inappropriate use of financial assistance.

Case Categories and Issue Types
When working cases, you may come across a situation that does not “fit” in one of the
categories below. Use your best judgment and select the most closely related category

available.

Behavioral Health/Counselor Support

e Addiction

e Family Counseling
¢ Anxiety e General Counseling
e Behavioral Health Education e Grief Counseling
Materials e Marital Concerns
e Career and Life Planning e MFLC Referral
e Childhood/Adolescence e Postpartum Depression/Parenting
e CISM/Wounded Warrior/TAPS Issues
e Civilian resources e PREP/Strong Bonds
e Coping with Separation e PTSD
e Depression ¢ Readjustment Counseling
e Educational Materials (problem e Resiliency Training and Referral
solving, stress management, e Service Member/Failure to Adapt to
parenting, fitness, nutrition, wellness, Military Life
health) e Substance Abuse
Child and Youth Related
e Academic Difficulties e Funding for Child and Youth
e Behavior Issues—Child to Child Programs
e Behavior Issues—Other ¢ Military Youth Volunteer
e Behavior Issues—Parent e Programs for Child and Youth
e Behavior Issues—School e Recognition/Letter of
e Bullying Recommendation
e Child Care e Scholarship Information
e Deployment Information/Child and ¢ Significant Life Change
Youth (Activities/Responsibilities/Situations)
e Emotional Difficulties e Youth FRG
Communications
e Access AKO/DKO or Other Military e Rumor Control
Email ¢ Service Member Not in Contact with
e Calling Card Request Family
e Computer Use/VTC Request/Video
Solution/DSN
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Community Outreach/Partnerships

Benefits & support for Military families
websites or contact info

Care Packages

Community Organizations Donating
Items for Military Families

Community Partnerships
Community/Individual Donations
Elder Care

Community Resources

Offer of Donation and/or Holiday
Adoption

Speaking Engagement

Special Needs Family Members
Support for Parents of Service
Members

Volunteer opportunities/services
Volunteer Services

Crisis Referral and Intervention (Duty to Warn)

Elder Care
Food Banks
Homeless
Shelter Services

Public Assistance
Holiday Donations and/or Adoption

Child Abuse/Neglect
Danger to Others
Danger to Self

Death and Survivor Benefits

Domestic Abuse
Elder Abuse/Neglect
Sexual Assault

Burial Questions
Information and Referral

Deployment/Mobilization Support

Survivor Benefit Plan

Care Packages

Deployed Units/Mailing Address
Education Materials

Homecoming Location/Timeframe
Mobilization/Reintegration
Location/Timeframe

Education - Service Member

Pre-Mobilization Location/Timeframe
Reintegration with Local Unit
Reunion Briefings

YRRP Event Information

Career/Education Exploration

Education Grant/Scholarship Information from Local/National Programs

Tuition Assistance

Education - Spouse

Career/Education Exploration

Education Grant/Scholarship Information from Local/National Programs

Tuition Assistance

Education — Youth

Career/Education Exploration

Education Grant/Scholarship Information from Local/National Programs

Tuition Assistance

FMP - Case Management — April 2015
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Employer Support of the Guard and Reserve (ESGR)

e Employer Inquiry

e Family Member Problem with
Employer

e ESGR Benefits and Entitlements

Employment — Spouse

Re-Employment Issues Following
Deployment

Service Member Problem with
Employer

e Career Opportunities
e Employer Issues
¢ Job Assistance/Job Fairs

Employment - Service Member

Self Employed/Small Business Owner
Concerns

Unemployment

e Career Opportunities
e Employer Issues
¢ Job Assistance/Job Fairs

Employment - Youth

Self Employed/Small Business Owner
Concerns

Unemployment

e Career Opportunities
e Employer Issues
¢ Job Assistance/Job Fairs

Exceptional Family Member Program (EFMP)

Self Employed/Small Business Owner
Concerns

Unemployment

e EFMP Referral and Contact Info

Family Advocacy Program

e Referral and Contact Info

Family Care Plan

e Documents Required
e Family Care Plan Requirements

Family Readiness Groups

Plan was Incorrectly Prepared
Process Information

e Find/Join FRG (Family Members)
e FRG/Unit Contact Info

Parents of Service Members/Support
Personality Issues (FRG Members)

Financial
e Auto Payment/Behind e Loan/Grant Request (Military
e Bankruptcy Affiliated)
e Budget Counseling Medical Bill Assistance
e Deployed Pay Non-Taxable Income Military Pay Incorrect

being Taxed

Emergency Funds Request
Entittements (BAH, Hazard Duty, etc.)
Family Pay Issues

Foreclosure

Issues with Collections/Creditors

FMP - Case Management — April 2015
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ID Cards

e DEERS Enrollment

ID Card Locations

e Eligibility e Required Paperwork for ID Card
Legal

e Child Support e Litigation

e Copy of Orders e Notary Public Services

e Creditor Issues e Passports/Birth Certificates/Social

e Criminal Issues Security Cards

e Custody/Visitation Issues e Paternity

o Dependency Determination Packets e Power of Attorney/Wills

o Difficulty with Creditors e Real Estate

e Eviction Notices e Repossession

e Financial Neglect of Family e Separation/Divorce

e Immigration/Naturalization Issues e Taxissues

e Inquiry/Advice e Traffic violation
Military Related

e Absent Without Leave (AWOL) ¢ Military School Related

e Copy of Orders e Military Training Related

e DD214 e Records Request

e Medical Hold/ Line of Duty/MMSO e RSP Related

Questions

Military Retirement

e Application for Retirement Pay e Pay

e Benefits (Commissary/Post e Retired Dental (Delta)

Exchange/MWR) e SF 180 (separation papers)

Natural Disaster

e Planning for Natural Disasters e Loss of Essential Services

e Damage to Home e Loss of Homes

o Displaced Family/Service Member e Request for Emergency Housing
Property/Household Issues

e Insurance Issues e Transportation Issues-Lack of Reliable

e Long Term Pet Care Transportation

e Major Appliance Breakdown e Trash Removal

e Major Building Repairs e Tree/Brush Removal

e Plumbing Repairs e Utilities

e Property/Household/Storage e Vehicle Issues

e Relocation Assistance ¢ Vehicle Storage during Deployment

e Telephone Service e Veterinary Care

e Yard Care

Relocation Assistance

¢ PCSinformation, education materials and referral

TRICARE Information and Referral

e Application Assistance—Dental

FMP - Case Management — April 2015
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e Claims Processing—Dental e TRICARE for Life

e Claims Processing—Medical e TRICARE Pharmacy

e Early Eligibility/Issues e TRICARE Program Information

¢ Eligibility Issues—Dental (Standard, Prime, Prime Remote)

¢ Eligibility Issues—Medical o TRICARE Reserve Select (TRS)

e Provider Location—Dental e TRICARE Retired Dental (Delta)

e Provider Location—Medical e TRICARE Retired Reserve (TRR)

e Travel Reimbursement e TRICARE Vision

e TRICARE - TAMP e TRICARE Young Adult (TYA)
Urgent/Critical

e Adult Protective Referral e lliness or Injury—Family Member

e Birth in Immediate Family e lliness or Injury—Service Member

e Death—Family Member e Red Cross Message to Service

e Death—Service Member Member
VA Related

e Benefits e Legal

e Contact Info and Educational e Loans

Materials ¢ Medical and Dental

e Disability Claims o Military Services Documentation

e Education Benefits e Rehabilitation

e Education Issues (Late/Lack of e Veteran Specific Services (ACAP,

Funding)
Education Programs

FMP - Case Management — April 2015
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Crisis Intervention and Referral

Family Assistance staff MUST follow their State guidelines when working crisis intervention
and referral cases, as Duty to Warn laws vary across the country.

Crisis Intervention and Referral case types:

e Child Abuse/Neglect e Domestic Abuse
¢ Danger to Others e Elder Abuse/Neglect
¢ Dangerto Self e Sexual Assault

Case Categorization and Type

When working cases associated with Crisis Intervention and Referral caution must be
used when selecting the case category and issue type, as well as how it is documented
in FMP.,

When Family Assistance personnel are directly contacted by a Service Member or their
Family, for one of the reasons listed above, it is documented as a Crisis Intervention
case.

When Family Assistance personnel are contacted by someone other than a Service
Member or their Family for one of the above reasons, it may or may not be
documented as a Crisis Intervention case depending on the situation. Examples are
listed below:

e Example A: if a commander is working a domestic violence case and has
contacted you regarding temporary shelter for the SM, the case would be
documented as a Community Resource case with Shelter Services as the type. In
the comments, you can indicate this is a result of a domestic abuse claim.

e Example B: Military OneSource has contacted you directly to report a Duty to
Warn situation on a Family Member. You would open a Ciisis Intervention and
Referral case with the appropriate type under the individual needing assistance.
State Duty to Warn guidelines would then be followed and documented in the
record.

Crisis Intervention/Duty to Warn cases worked by SFPDs should be documented by
SFPDs in the FMP system. FAC Coordinators will need to work closely with SFPDs to
ensure follow-up in the system has been completed in a timely manner. If the SFPD is
unable to document the case, the FAC Coordinator may enter the information and
indicate it is on the behalf of the SFPD.

FMP - Case Management — April 2015 Page 8



Crisis Intervention and Referral Documentation

Cases entered in FMP are official records. Case documentation MUST be professional
and factual. Documentation should explain the issue and include information pertinent
to the case. Use caution and professional judgment as you provide comments.

Details that are sensitive in nature should not be included in the comments.
e Example: If a Family Member contacts you stating her husband was harming her,
you would open a Domestic Violence case. What she alleges her husband did

does not need to be included in the case details. Case details should include
the type of assistance she has requested and the resources provided.
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Examples of Cases

Listed below are examples of the types of situations that are tracked as cases in FMP:

e Service Member contacts you regarding employment opportunities. They are
currently unemployed. They are also feeling anxious over the situation and are
running out of money to pay rent next month.

0 Potential cases to be tracked separately (category/type):

» Employment: Service Member related / Career Opportunities
* Financial / Rent or Mortgage Payment/Behind
» Behavioral Health/Counselor Support / Anxiety

¢ Parent contacts you because they have not been in contact with their RSP
Service Member.
0 Potential cases to be tracked separately (category/type):
= Military Related / RSP related
= Family Readiness Groups / Parents of Service Members/Support
=  Communication/SM not in contact with Family
¢ Family Member with a deployed SM calls you regarding automotive problems.
0 Potential cases to be tracked separately (category/type):

= Property and Household / Transportation Issues-Lack of Reliable
Transportation

= Financial / Emergency Funds Request

= Property and Household/Vehicle Issues
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Proper Documentation in FMP

FMP is the data management system for the National Guard. Authorized State and
national leadership have access to view records as needed. It is vital to document in a
professional manner. This includes, but is not limited to, the proper use of grammar (i.e.
complete sentences), spelling, etc.

In addition, FAC staff may need to assist or cover for one another and good
documentation gives insight when conducting outreach or working a case. All data is
permanent once saved into FMP.

Examples of Appropriate/Inappropriate Case Documentation
Improper:  “financial problems. Gave her number to VFW.”

Proper: “Mrs. Jones called and needs assistance paying her rent this month. She
had some unexpected medical expenses with her son (dental crown). We
spoke about different options and she has been referred to VFW Unmet
Needs Program. | have provided the application and contact information
for her. | will follow up with her in two days to ensure she was able to
complete and submit the application. ”

Follow-up  “allis well. :)”

Improper
“Spoke to Mrs. Jones today to check on the status of her application

Proper: process. She had submitted the application to the VFW Unmet Needs
Program and is awaiting a response. They stated it would take three days. |
instructed her to contact me if they are not able to assist or for any
additional needs that arise.”

An additional follow-up is needed to confirm the funding was received.

Additional Considerations

When providing follow-up, a final follow-up needs to be completed to ensure needs
were met/services were received. After the final follow-up is completed, the case is
able to be closed.

Use caution when using acronyms or abbreviating words. Uncommon acronyms may
only make sense to you (i.e. TP for telephone versus toilet paper).

Avoid religious undertones as they may violate EEO and Ethical standards.
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At times we deal with individuals who are difficult to communicate with or are
unmannerly. Document those interactions as well taking care to avoid negative or
derogatory comments about the individual. Examples:

o Appropriate: “FM is very frustrated we are not able to fund her auto repairs”
e |nappropriate: “FM is very rude and yelled at me.”

Detailed medical issues. Example: “SM is having medical issues at this time” versus “SM
has been diagnosed with breast cancer and had a mastectomy”.
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A Few Notes on Reports

Reports in Family Management Program (FMP) system continue to be developed based
on the needs of state users and NGB. Included in this handout are the reports currently
available, as of the date of publication. Updates to the handout will be completed as
needed.

User roles (i.e. FAC Coordinators, FAC Specialists, State Family Program Directors) may
have access to different information within the reports section. For example: FAC
Coordinators are able to view results for all FAC staff in their state. Specialists are only
able to view reports on the work they accomplished. This will vary from report to report.

If you have questions or concerns, please refer to your leadership. Thank you!

Reports Available as of April 2015

Case Reports

e Case Issue by Category and Type
o0 The number of cases created from the user by category.
e Cases by Customer (SM/FM) Unit State
o0 The number of cases organized by the unit state of the SM/FM. If the case
is related to a Family Member, the unit state of the Family Member's
Service Member is used.
o0 Thisis a great report for pulling Top 5 case information for leadership.
e Cases by User State
o The number of cases organized by the user (FAS) state and then the
creator.
¢ Closed Cases
o The number of closed cases organized by the user (FAS) state.

Site Visit Reports

e Site Visits by Community Resource

0 The number of site visits organized by community resource.
e Site Visits by Unit

0 The number of units that will have a site visit.
e Site Visits by User State

0 The number of site visits organized by user (FAS) state.

Briefing Reports

¢ Briefed Topics
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0 The Briefed Topics report will return the number of topics that have been
briefed. Since a briefing may cover multiple topics, it is possible for a
briefing to be counted multiple times.

e Briefed Units

0 The number of units that have been briefed. Because many units may
attend a single briefing, each briefing may be counted more than once in
this report.

o Briefings by User (FAS) State
o0 The number of briefings organized by the state of the user (FAS).

Outreach Reports

e Open Outreaches by User (FAS) State
o The total number of outreach cases that are not in a closed or deleted
status state.
e Outreach Success Rate - Coming Soon
0 The number of outreaches with successful and unsuccessful dispositions at
the end of each month.
e Outreach Success Rate by Client State
0 The number of outreaches with successful and unsuccessful dispositions at
the end of each month.
e Outreach Attempts by Unit - Coming Soon
0 The total number of outreach attempts by unit.
e Outreaches by Unit - Coming Soon
o The total number of outreaches by unit.

Quick Tracker Reports

e Quick Tracker Status
0 The number of quick trackers created and their status.

Contact Reports

« Contact by User State
0 The Contact by User State report will display the contacts made by the
user.

Mass Communication Reports

« Mass Communication by Method
o0 This report displays the number of mass communication methods used.

Other Reports

o FAS Detailed
o The number of briefings, site visits, outreach attempts and cases by time

period enter by a user (FAS).
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Reports — Navigation Basics

General Navigation

Several folders are located at the top of all reports results, as shown below. Information
includes:

¢ Report Information: Name and description of report

¢ Measurements Info: Provides info on what is being measured

o Dimensions Info: Displays the FAS Node, AKOID, and Current State
o Applied Filter Criteria:

e ReportTools

| Report Information | Measurements Info | Dimensions Info ‘ Applied Filter Criteria | Report Tools
Report: Closed Cases | Drill Down Criteria | =] =1 @ E
Description: The number of closed cases organized @ 8 ?
by the user state. Current State = UT

| Filter Criteria |

AKOID = sundee peterson

Report Tool Icons

Shown below are the report tool icons:

"(..
ﬁ Report Home Page :-_‘_j Go to Base Report Export to CSV

=

=

‘? Basic Edit Report a Save @ Brint

e Advanced Edit .

IJ Report g Email E Back a Page
‘ "

L.Jl Sort the Report @ Export to Excel ? Help

Exporting to Excel

All reports can be exported to an Excel (or CSV) spreadsheet. From there, you can
arrange the report results as desired.
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Select Time Frame or Created Date Filters

Information can be filtered for your report results. For example: by the site visit date or
by the date the site visit was created/entered into FMP.

[Site Visit Date v| |Equals v | |
[ Created Date v| |Equals v | |
I Apply Filters |

In the second column (Equals), click the dropdown arrow. The time frame selections
are as shown below.

—Select An Operator—

Egﬁ';?se” e Between allows you to enter a range of dates.
Greater Than e Equals allows you to select a specific date.
Greater Than Or Equal
Less Than

Less Than Or Equal
Like

Once your time frame has been selected, click in the boxes on the right and use the
pop-up calendar to select your dates. Click Apply Filters.

[Site Visit Date v| [Between v| 20140612 20140926 |
|Created Date V| |Equals V| | ‘
Apply Filters |
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Case Reports

Cases by Customer (SM/FM) Unit State

e The number of cases organized by the unit state of the SM/FM. If the case is
related to a Family Member, the unit state of the Family Member's Service

Member is used.

Home Report

Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Cases by Customer Unit State. The information can
be “drilled down” in different ways depending on your needs.

e To view case categories/issue types click on the state as shown (red arrow).
e To view a list of cases for a state, sorted by unit, click on the number as shown
below (green arrow).

Rows 1-T7 of 7

[ Hide Page Information

£l Hide Grid Data

Unit State CD Unit State CD - Number of Cases by Customer Unit State
Ao Desc (FMS)

AL Alabama 2

AR Arkansas 12

MA Massachusetts 2

ME Maine 1

MN Minnesota 2

OK Oklahoma 1

‘ ut Utah 7
Total 27

Select Page Size: < { Jump To Page: I:l b

Drill Down by Number Results (green arrow)

Results will display the cases, sorted by unit, for the state selected.

El Hide Page Information

[ Hide Grid Data
Unit

CurrentState UPC
CDAbbr séa[:e cD
uT UT  8BDAA
ut uT  PTTAO
ut Ut  PTTAO
uT UT QRQ@B2
ut UT QRaQB2

Rows 1-7of 7

Case

Unit Name D

Created By Issue Date Issue

Created
Date
ARNG STAFF ELMT, JF HQ-UT 158 sundee.peterson 06/25/2014
CO A 2D GSAB 211TH AVIATION 146 sundee peterson 06/25/2014 06/23/2014 Behavioral Health/Counsd

COA 2D GSAB 211TH AVIATION 230 sundee.peterson 07/16/2014 07/15/2014 Education: Youth
COBDET21-112TH AVI BN 156 sundee.peterson 06/25/2014 06/23/2014 Employment: Service Me
COBDET 2 1-112TH AVI BN 158 sundee peterson 06/25/2014
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Drill Down by State Results (red arrow)

Results will display the units that have cases. To drill down to a specific unit, click on the
unit, as shown below.

El Hide Page Information
Rows 1-3of 3 Select Page Size: « ¢ Jump To Page: Y

[l Hide Grid Data

UPCCDa Number of Cases by Customer Unit State (FMS3)
SBDAA 1
PTTAD 2
q QRQB? 4
Total 7

Drill Down by Unit Results

Results will display the cases within the unit selected. To drill down to case categories,
click on the category, as shown below.

E Hide Page Information
Rows 1-30of3 Select Page Size: 4 ¢ Jump To Page: > P

£l Hide Grid Data
Number of Cases by

Issue Category & Customer Unit State (FMS)
- 1
Behavioral Health/Counselor Support and Contact Info 2
# Employment: Service Member 1
Total 4

Drill Down by Categories Results

Results will display the case issue types within the selected case category for the unit
selected. To drill down to a list of cases within an issue type, click on the category, as
shown below.

FMP — Reports — April 2015 Page 7



El Hide Page Information
Rows 1-1 of 1 Select Page Size: Mq umpToPage[1 @ DM

El Hide Grid Data

# Employer [ssues 1
Total 1

Drill Down by Categories Base Report Results

Results will display the cases for a specific issue type for the unit selected.

El Hide Page Information
Rows 1-10f1 Select Page Size: 7]
[l Hide Grid Data

uT UT QRQB2 COBDET21-112THAVIBN 156 sundeepeterson 06/25/2014 06/23/2014 Employment: Service M
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Cases by User State
¢ The number of cases organized by the user (FAS) state and then the creator.

Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Cases by User State. The information can be “drilled
down” in different ways depending on your needs.

o To view cases generated by a specific FAC staff member, click on the state as
shown below (red arrow).

e To view a combined list of cases for a state, sorted by FAC staff, click on the
number as shown below (green arrow).

El Hide Page Information
Rows 1-10f1 Select Page Size: | ¢ Jump To Page: b3

El Hide Grid Data

Current State & # of Cases
Ut 22
Total 32

Drill Down by Number Results (green arrow)

Results will display the cases, sorted by FAC staff, for the state selected.
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Bl Hide Grid Data

sundee peterson 06/23/2014 06/22/2014 Closed
sundee peterson 06/24/2014 06/24/2014 Incomplete/Saved
sundee peterson 06/25/2014 Incomplete/Saved
sundee peterson 06/26/2014 07/01/2014 Requires Followup
sundee peterson 07/02/2014 07/01/2014 Closed
sundee peterson 07/16/2014 07/15/2014 Requires Followup
sara.patterson2 06/24/2014 06/23/2014 Closed
sara patterson2 06/25/2014 Deleted
sara.patterson?2 06/25/2014 06/17/2014 Requires Followup
sara.patterson2 06/25/2014 06/23/2014 Deleted

sundee peterson 08/27/2014 Incomplete/Saved

sundee peterson 09/17/2014 Incomplete/Saved

sundee peterson 08/26/2014 08/26/2014 Referral Denied

sara.patterson2 06/25/2014 Deleted

sundee peterson 07/16/2014 07/15/2014 Pending Referral Approval

Behavioral Health/Counselor Support and Contact Info
Behavioral Health/Counselor Support and Contact Info

Behavioral Health/Counselor Support and Contact Info
Behavioral Health/Counselor Support and Contact Info
Education: Youth

Relocation Assistance

Employment: Youth
Community Outreach/Partnerships

sundee peterson 08/25/2014 08/24/2014 Pending Referral Acceptance Education: Spouse
sundee peterson 07/16/2014 07/15/2014 Pending Referral Acceptance Family Readiness Groups

sundee peterson 09/03/2014 03/15/2014 Pending Referral Acceptance Deployment/Mobilization Support

Communications
Behavioral Health/Counselor Support and Contact Info

sundee peterson 08/27/2014 08/27/2014 Pending Referral Acceptance Employer Support of the Guard and Reserve (ESGR)

Drill Down by FAS Nodes Results (red arrow)

Results will display the FAS nodes for the state selected. To drill down to a specific FAS,

click on the FAS node, as shown below.

El Hide Page Information

Rows 1-20f2 Select Page Size:
[l Hide Grid Data

uT

UT1

Total

[ ¢ Jump To Page:a PM

j—
N

—
o

Drill Down by Individual FAS Node Results

Results will display the individual FAS node for the state selected. To drill down to cases
created by a specific FAS, click on the FAS name, as shown below.

El Hide Page Information

Select Page Size:

] Hide Grid Data

Rows 1-10f1

sundee peterson
Total

[ ¢ Jump To Page:a b
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Individual FAS Node Case Base Report Results

Results will display the cases create by the individual FAS node selected.

Created By

sundee peterson
sundee.peterson
sundee peterson
sundee peterson
sundee peterson
sundee peterson
sundee.peterson
sundee peterson
sundee.peterson
sundee peterson
sundee.peterson
sundee peterson
sundee peterson
sundee.peterson

El Hide Grid Data

Created
Date

06/23/2014
06/24/2014
06/25/2014
06/26/2014
07/02/2014
07/16/2014
07/16/2014
07/16/2014
07/18/2014
07/16/2014
07/02/2014
06/26/2014
06/25/2014
06/25/2014

Issue Date

06/22/2014
06/24/2014

07/01/2014
07/01/2014
07/15/2014
07/15/2014
07/14/2014

07/15/2014
07/01/2014
06/18/2014
06/23/2014
06/23/2014

Current Case Status

Closed

Incomplete/Saved
Incomplete/Saved
Requires Followup
Closed

Pending Referral Acceptance
Requires Followup
Closed

Incomplete/Saved
Pending Referral Approval
Deleted

Closed

Closed

Requires Followup

Issue Category

Behavioral Health/Counselor Support and Contact Info
Behavioral Health/Counselor Support and Contact Info

Behavioral Health/Counselor Support and Contact Info
Behavioral Health/Counselor Support and Contact Info
Family Readiness Groups

Education: Youth

Military Related

Communications

Education: Service Member

Behavioral Health/Counselor Support and Contact Info
Behavioral Health/Counselor Support and Contact Info
Employment: Service Member

Anxiety
Anxiety

Anxiety

Career and L
Find/Join FR
Tuition Assis!
Copy of Ordg

Calling Card
Education G|
Career and L
Anxiety

Employer Iss;
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Closed Cases

o The number of closed cases organized by the user (FAS) state.

Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 4).

Shown below is the home report for Closed Cases. The information can be “drilled
down” in different ways depending on your needs.

e To view cases generated by a specific FAC staff member, click on the state as

shown below (red arrow).
e To view a combined list of cases for a state, sorted by FAC staff, click on the

number as shown below (green arrow).

[ Hide Page Information
Rows 1-10f 1 Select Page Size: ¢ ¢ Jump To Page: >

£l Hide Grid Data

Current State & Number of Closed Cases (FMS)
ut 13
Total 13

Drill Down by FAS Nodes Results (red arrow)

Results will display the FAS nodes for the state selected. To drill down to a specific FAS,
click on the FAS node, as shown below.

El Hide Page Information

Rows 1-2of2 Select Page Size: | ¢ Jump To Page: P

El Hide Grid Data
FASNode & Number of Closed Cases (FMS)

)
i |

Total

— =

@ =~
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Drill Down by Individual FAS Node Results

Results will display the individual FAS node for the state selected. To drill down to closed
cases created by a specific FAS, click on the FAS name, as shown below.

-

[=] Hide Page Information

Rows 1-10of 1

[=] Hide Grid Data

sara patterson2
Total

Select Page Size:

|4 ¢ Jump To Page: Da PM

=~ =

Individual FAS Node Closed Case Baser Report Results

Base Report results will display the closed cases created by the individual FAS node

selected.

El Hide Grid Data

ur

ut
uT

uT

20140624
20140624
20140624
20140625
20140625
20140625
20140625

sara.patterson2
sara.patterson2
sara_patterson2
sara patterson2
sara patterson2
sara.patterson2
sara patterson2

20140602
20140602
20140623
201408902
20140625
20140618
20140616

Behavioral Health/Counselor Support and Contact Info  Addiction

Deployment/Mobilization Support
Relocation Assistance

Deployed Units/Mailing Address
PCS Information, Education Materials

Behavioral Health/Counselor Support and Contact Info  Addiction

Education: Service Member
Employment. Spouse
Family Care Plan

Tuition Assistance
Career Opportunities
Family Care Plan Requirements
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Site Visit Reports

Site Visits by Community Resource

o The number of site visits organized by community resource.
Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 5).

From the display list, click the number in the Total row on the right side of the page.

State & State - Desc # of Site Visits
AR Arkansas 2
AZ Arizona 1
MA, Massachusetts 1
PR Puerto Rico 2
Ut Utah 10
wv West Virginia 1
Total 17 T

The base report information is displayed as shown below. Use the scroll bar at the
bottom of the screen and drag to the right to see all result information.

Site isit Name poommuntty  service Website state  Zip Site Visit Nar
06/11/2014 Katie's Kookies External Agency State UT 84403 Family Day - 19 SFG(A)
06/16/2014 New Resource Internal Agency Private-State WV 25685 Staff Meeting Il
06/20/2014 Katie's Kookies External Agency State UT 84403 MS Practice
06/25/2014 Red Cross - Park City External Agency National www.redcross.org UT 84123 Tri County Veteran Netw
06/25/2014 Katie's Kookies External Agency State UT 84403 Tn County Veteran Netw
06/25/2014 Juan Suchi Civilian Private-State PR 00901 American Legion Briefing
06/25/2014 Red Cross - Park City External Agency National www . redcross org UT 84123 American Legion Briefing
06/30/2014 Red Cross - Park City External Agency National www.redcross.org UT 84123 1990 CCT YR
06/30/2014 Gracie Farms Civilian State AR 72023 1990 CCT YR
07/02/2014 Katie's Kookies External Agency State UT 84403 York County Cuncil Mee
07/02/2014 Katie's Kookies External Agency State UT 84403 Kiawanis Club - Cabot
07/09/2014 Red Cross - Park City External Agency National www.redcross.org UT 84123 Test Site Visit
07/17/2014 Beth's Bakery Cwvilian State AZ 85233 Beth's Bakery Visit
07/30/2014 American Legion Post 11 Cabot External Agency www.legionpost11Cabot.com AR 72023 American Legion July 30
07/31/2014 Katie's Kookies External Agency State UT 84403 IPR
09/14/2014 Juan Suchi Civilian Private-State PR 00901 102nd MP Company US,
09/14/2014 Jane's Juice Drinks External Agency State WWW.janes.com MA 01236 102nd MP Company US.

.
For support, please e-mail the G1 Web Application Help Desk or call 1-800-339-0473. v
< >
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Export the information to a spreadsheet, but clicking on the Excel icon in the Report
Tools tab (upper right corner of page).

Report Tools l

A H a o & B
= a8 ?

When prompted, you can Open or Save the document. Remember you must click on
Enable Editing in order to make any changes in the document. Remove lines and
delete columns as needed.

AP Protected View  This Nl ariginatad Sram n inbsrmat Iocation and might Bo uncats, Cick for mora detads. | Enabls Eomea
A1 - £ Repert Name: Site Visns by Community Resauree -
A [ c (] E F 3 =
1 Report Mame: Site Visits by Community Resource
2 Report Description:
€]
A4 Raport Filters:
5 AKDID = sarspattursand
6
¥ Site Visit Date Community Resource Type Service Area Wabsite State zip
& 06/11/2014 External Agency State ur A4a03
° 06/16/2014 Internal Agency Private.State wv 15685
10 06/20/2014 External Agency state ut 24403
11 e/ 2af 2018 Naticnal ur Ha123
12 0643542014 Sate ur Asa0n
13 06/25/2014 en 00901
14 s/ 25/ 2014 ur BA123
15 06,/30/2014 ur A4123
16 06/30/2014 AR 72023
17 07/02/2014 Extornal Agency ut a4103
18 07/0z{z014 External Agency ur 84403
19 w014 . redeross. org uy Ha123
20 07/17/2014 Az RE2AN
21 o7/30/2014 wwrvew lugiongort11Cabot com A 72023
22 up/s1/z0as srate ut BanUS
23 09/14/2014 Private-State PR 00901
24 09/14/2014 State [ A 01730
25
28
27 Subject To Privacy Act of 1974 (PL-93-579), For Officiel Use Dnly. This application maintains usage statistics for security and Soldier privacy protection,
an
29 =
I+ « » = ExporiDaca {1k} o L sl |
Heagy | = W I 0 souw (= L {+
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Site Visits by Unit

¢ The number of units that will have a site visit. This report also lists the unit name,

site visit name, and site visit type.

Apply time frame filters as desired, then select “Apply Filters” (page 5).

|Crealer_| Date V| |Equa|s V| | ‘
| Site Visit Date v| |Equals vl | |
| Apply Filters |

Site Visits by Unit

El Hide Page Information

Select Page Size:

Rows 1-11of 11

Kq JumanF'age:a M

El Hide Grid Data

EEEEEEEBRR P

Total

-
| II—'- [l el B i i E E E il [ RS

Select timeframe
dates then click on
Apply Filters

Click on the Total number
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The base report results display. Keep in mind that you will need to use the scrolling bar
at the bottom of the page in order to see the information further to the right.

State

AL
AL
AL
AR
AR
AR
AR
AR
GU
ND
NE
SC
TN
uTt
VA
Vi

Wi

uic

W
W780Y7
WBAS14
WPTFBO
WT82AA
WPT7FBO
WTB2AA
WTVJAA
WYB4AA
WT7BYAA
WT78RAA
WPQCAD

WTNEDO
W7TTRO
WT9FAA
WPKETO

Unit Name

Test Four
62ND TRP CMD FWD 7

DET 3 RECRUIT SUSTAINMENT
CO B 39TH BDE SPEC TRPS BN

87TH TROOP COMMAND

CO B 39TH BDE SPEC TRPS BN

87TH TROOP COMMAND
INSTITUTE SUPPORT UNIT

1990TH CONTIN CONTRACT TEAM

68TH TROOP COMMAND
92ND TROOP COMMAND
COA218CSBN

135th EN BN

SPT CO 1 SF BN 19 SF GP (ABN)

VA RSP SITE 10 (SANDSTON)
104TH TROOP COMMAND
HHB 1ST BN 120TH FA

For support, please e-mail the G1 Web Application Help Desk or call 1-800-339-0473.

Branch

Army Reserve

Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army National Guard
Army Reserve

Army National Guard
Army National Guard
Army National Guard
Army National Guard

Site Visit Name

Ft. Whiting and AFRC

Ft Whiting and AFRC

Staff Meeting 1l

MS Practice

American Legion Briefing
Test Site Visit

American Legion July 30 2014
American Legion July 30 2014
1890 CCT ¥R

SRP - Unit Name

JCF

Tri County Veteran Network Meeting

York County Cuncil Meeting
Staff Meeting Il

American Legion Briefing
IPR

Site Visit Type

Staff Meetings

Staff Meetings

Change of Command
Other Branch of Service: Br
SRPISRC

Community Meeting
Community Partner Collabc
Community Partner Collabc
Yellow Ribbon Event: Post
SRP/SRC

Other Branch of Service: Br
Community Partner Collabc
Community Meeting
Change of Command
SRPISRC

Staff Meetings

102nd MP Company USAR Mob Brief Other Branch of Service: Br

Subject To Privacy Act of 1974 (PL-93-579). For Official Use Only. This application maintains usage statistics for security and Soldier privacy protection.

v

> v

Using the Report Tools section, export your document to Excel and delete any
unnecessary columns or rows.
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Site Visits by User State

¢ The number of site visits organized by user (FAS) state.
Apply time frame filters as desired, then select “Apply Filters” (page 5).

The results display.

Site Visits by User State

=] Hide Page Information

Rows 1-10of 1 Select Page Size: | ¢ Jump To Page: B

£l Hide Grid Data

Current State & # of Site Visits
AR 23
Total 23

Drill Down by State Initials
If you click on the state initials, a listing of the FAS nodes in the system appear. You can

then drill down by clicking on each FAS nod that is displayed. This will give you specifics
concerning the site visit(s) completed by the person with the particular FAS node.

Site Visits by User State

= Hide Page Information

Rows 1-30of3 Select Page Size: | ¢ Jump To Page: b P

£l Hide Grid Data

FASNode & # of Site Visits
AR 20
ARD 1
ARA1 2
Total 23
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Site Visits by User State

=l Hide Page Information

Rows 1-10f 1 Select Page Size: 4 € Jump To Page: ﬂ M

[Z] Hide Grid Data
sara.patterson2 2
Total 2

Clicking on the individual’s user name ID (created by), results in a list of site visit type
and number of visits by that category.

SRP/SRC
Staff Meetings

N = =

Total

If you click on the Site Visit Type category, the specific information about the site visit(s)
is displayed.

298 sara.patterson2 08/26/2014 Staff Meetings 08/26/2014 19 (Test Four),780Y7(62ND TRP CMD FWD 7 )

Drill Down by Number
Select the total number in the lower right side display.

AR 26

Total I 26 I

Clicking on the number gives you a display of the base report information with the
various site visit entry items. Remember to use the scrolling bar at the bottom of the
screen to display the information further to the right.
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" - Number

cf[fe Created By s"’[‘)’a‘;s't site Visit Type c’;:s" of Site Visit CR Names Site Visit PO
Attendees
5 sara.patterson2 06/10/2014 Community Meeting 06/10/2014 45
10 sundee.peterson 06/02/2014 Community Meeting 06/10/2014 23
14 sundee.peterson 06/11/2014 Family Day/Holiday Drill 06/12/2014 45
30 sara.patterson2 06/17/2014 Other Branch of Service: SM/FM ~ 06/17/2014 11
31 sundee.peterson 06/17/2014 Other Branch of Service: SM/FM ~ 06/17/2014 5
32 sarapatterson? 06/16/2014 Change of Command 06/17/2014 1"
33 sara.patterson2  06/13/2014 Child and Youth Event 08/17/2014 25
34 sara.patterson2 06/16/2014 Other Branch of Service: Briefing 06/17/2014 20
40 sara patterson?2  06/18/2014 Other Branch of Service: Briefing 06/18/2014 20
92 sundee.peterson 06/18/2014 Other Branch of Service: Briefing 06/19/2014 23
104 sara.patterson2  06/19/2014 Other Branch of Service: Briefing 06/19/2014 2
120 sara patterson2 06/20/2014 Other Branch of Service: Briefing 06/20/2014 3
162 sara.patterson2 06/25/2014 SRP/SRC 06/26/2014 25
171 sara.patterson2 06/25/2014 Community Partner Collaboration 06/26/2014 50
183 sara.patterson2  06/30/2014 Yellow Ribbon Event: Post 07/01/2014 20
201 sarapatterson2  07/02/2014 Community Meeting 07/03/2014 16
206 sara.patterson2 07/02/2014 Local Community Event 07/03/2014 20
210 sara.patterson2 07/09/2014 Community Meeting 07/09/2014 20
240 sara.patterson2  07/17/2014 Market FAC Program 07172014 2
251 sara.patterson2  07/23/2014 Military Facility Visit 07/29/2014 4
253 sara patterson2  07/30/2014 Community Partner Collaboration 07/30/2014 40
254 sara patterson2  07/30/2014 Community Partner Collaboration 07/30/2014 40
260 sara.patterson2 07/31/2014 Staff Meetings 07/31/2014 15
298 sara.patterson2 08/26/2014 Staff Meetings 08/26/2014 19
299 sara patterson?  08/23/2014 SRP/SRC 08/26/2014 150

334 sarapatterson2 09/14/2014 Other Branch of Service: Briefing 09/18/2014 172 Juan Suchi,Jane's Juice Drinks Jane Jones Jui

This information may also be exported to an Excel spreadsheet by going to the Report
Tools section at the top of the page and clicking on the Excel icon.

Report Tools

@ H @& (3| =
= a8 ¢

Delete rows and columns as necessary.
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Briefing Reports

Briefed Topics

e The Briefed Topics report will return the number of topics that have been briefed.
Since a briefing may cover multiple topics, it is possible for a briefing to be
counted multiple times.

Home Report

Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Briefed Topics. The information can be “drilled
down” in different ways depending on your needs.

o To view briefings generated by a specific topic and who created the briefing,
click on the topic as shown below (red arrow).
¢ To view a combined list of cases for a state, sorted by FAC staff, click on the
number as shown below (green arrow).

—

E Hide Page Information
Rows 1-15of 15

] Hide Grid Data
Briefing Topic &

Child and Youth Program Overview Child and Youth Program Overview

Select Page Size:

Child and Youth: OMK. Grants, etc. Child and Youth: OMK, Grants, etc.

Community Resources
Crisis Intervention

DEERS and ID Card
Deployment Life Cycle
Family Assistance Overview
Financial

Financial Assistance
Financial: Budgeting
Financial Credit Management
Legal: Power of Attorney
Legal Wills

Resiliency (MRT/RTA)
TRICARE

Briefing Topic - Desc

Community Resources
Crisis Intervention

DEERS and ID Card
Deployment Life Cycle
Family Assistance Overview
Financial

Financial: Assistance
Financial: Budgeting
Financial: Credit Management
Legal: Power of Aftorney
Legal: Wills

Resiliency (MRT/RTA)
TRICARE

Total

| { Jump To Page: > M

# of Topics Briefed

= e o e e - (S N [FCI 1S B [ T P Sy P E P P
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Drill Down by Number Base Report Results (green arrow)

Results will display the briefing records, sorted by FAS, for the topic selected.

[ Hide Page Information

Rows 1-30f 3 SelectPageSize:

159 sundee.peterson 20140626 Presenter And Supporter 20140624
198 sundee.peterson 20140703 Presenter 20140701
236 sundee.peterson 20140717 Presenter And Supporter 20140715 0 125

[ Hide Grid Data

Drill Down by Created By Results (red arrow)

Results will display the state. To drill down to a specific FAC, click on the state, as shown
below.

I Hide Page Information

Rows 1-10f1 SelectF'ageSize: K< JumpTuPage:Da PM

[=] Hide Grid Data
3
3

uTt
Total

Drill Down by Created By Results

Results will display the individual who created the brief for the topic selected. To drill
down to briefings where this topic was presented, click on the FAS name, as shown
below.
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[Zl Hide Page Information

Rows 1-1of 1 Select Page Size: |4 € Jump To Page: D B »M

[Z] Hide Grid Data
# sundee peterson
Total

Briefing Topic Created By Base Report Results

[[~]

(2

Results will display the individual who created the brief for the topic selected.

[l Hide Page Information
Rows 1-3 of 3 Select Page Size: K

[l Hide Grid Data

159 sundee peterson 20140626 Presenter And Supporter 20140624
198 sundee.peterson 20140703 Presenter 20140701
236 sundee.peterson 20140717 Presenter And Supporter 20140715 U 125 Cl
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Briefed Units

¢ The number of units that have been briefed. Because many units may attend a
single briefing, each briefing may be counted more than once in this report.

Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Briefed Units. The information can be “drilled down”
in different ways depending on your needs.

o To view briefings generated for a specific unit, click on the state as shown below
(red arrow).

e To view a combined list of briefings for a state, sorted by FAC staff, click on the
number as shown below (green arrow).

[l Hide Grid Data

StatelD & StatelD - Desc Number of Briefings (FMS)
AK Alaska 49
‘ AR Arkansas 97
AZ Arizona 28
CA California 26
GuU Guam 14
1A lowa 28
KY Kentucky 13
MS Mississippi 14
NE MNebraska 14
PR Puerto Rico 101
5C South Carolina 42
TN Tennessee 26
Ix Texas 14
urt Utah 93
VA Virginia 13
WA Washington 14
Wi Wisconsin 14
Wwv West Virginia 24
Total 628
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Drill Down by Number Base Report Results (green arrow)

Results will display the briefing records for the state, sorted by unit/UIC.

AR WBAXYX WS3AX ARARNG ELE JFHQ FWD 31 Test Briefing North Little Rock sara.patterson2 1 1 1 27
AR WBAXYX WBAX ARARNG ELE JFHQ FWD 31 Test Briefing North Little Rock sara patterson2 1 1 1 27
AR WBAXYX WBAX ARARNG ELE JFHQ FWD 31 Test Briefing North Little Rock sara patterson2 1 1 1 27
AR WP7FBO CO B 39TH BDE SPEC TRPS BN 349th QM YR4 Concord sara patterson2 200 11
AR WP7FBO CO B 39TH BDE SPEC TRPS BN 349th QM YR4 Concord sara patterson2 200 111
AR WP7FBO CO B 39TH BDE SPEC TRPS BN 349th QM YR4 Concord sara.patterson2 200 111
AR WP7FBO CO B 39TH BDE SPEC TRPS BN 349th QM YR4 Concord sara.patterson2 200 111
AR WP7FBO CO B 39TH BDE SPEC TRPS BN 349th QM YR4 Concord sara patterson2 200 11
AR WPTFBO CO B 39TH BDE SPEC TRPS BN 349th QM YR4 Concord sara.patterson2 200 1
AR WPT7FBO CO B 39TH BDE SPEC TRPS BN 39th BSTB - July Dallas sara.patterson2 2 78 0 100
AR WPT7FBO CO B 39TH BDE SPEC TRPS BN 30th BSTB - July Dallas sara patterson2 2 78 0 100

Drill Down by State Results (red arrow)

Results will display the state. To drill down to a specific unit, click on the unit or UIC, as
shown below.

El Hide Page Information

Rows 1-5of 5 Select Page Size: |4 € Jump To Page: so Y

[Z] Hide Grid Data

W782AA  87TH TROOP COMMAND

# WEAXAA JEHQ

WEAXYX WoAX ARARNG ELE JFHQ FWD 31
WPYFB0 CO B 39TH BDE SPEC TRPS BN
WP7FTO HHC 39TH BDE SPEC TRPS BN

Total

43 I e I

Unit Briefing Base Report Results

Results will display the briefing information, to include individual who created the brief,
for the unit selected.

[E Hide Grid Data

WBAXAA JFHQ Test Briefing North Little Rock sara pattersan2
WBAXAA JFHQ Test Briefing North Little Rock sara.patterson2
AR WBAXAA JFHQ Test Briefing North Little Rock sara patterson?2
AR WBAXAA JFHQ Test Briefing North Little Rock sara.patterson2

2? 30
27 30

[y
[y
= o
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Briefings by User State
¢ The number of briefings organized by the state of the user (FAS).

Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Briefing by User State. The information can be
“drilled down” in different ways depending on your needs.

o To view briefings generated for a specific unit, click on the state as shown below
(red arrow).

¢ To view a combined list of briefings for a state, sorted by FAC staff, click on the
number as shown below (green arrow).

El Hide Page Information

Rows 1-1of 1 Select Page Size: 4 ¢ Jump To Page: b

El Hide Grid Data

Current State & # of Briefings
ut 9
Total 9

Drill Down by Number Base Report Results (green arrow)

Results will display the briefing records for the state, sorted by FAS staff.

[E Hide Grid Data

. Family Service
CaselD CreatedBy  Cpoanco Briefing Method FACCIFASRole i@ Member Member

Actual  Actual

141 sarapatterson2 20140624 Informal Setting Presenter And Supporter 20140622 75 100
159 sundes peterson 20140626 Formal Presenter And Supporter 20140624 24
168 sundee.peterson 20140626 Formal Supporter 20140621 0 123
198 sundee.peterson 20140703 Formal Presenter 20140701 0 50
203 sundee.peterson 20140703 Formal Presenter 20140703 0 125

Drill Down by FAS Node Results (red arrow)

Results will display the FAS nodes. To drill down to a specific FAS, click on the FAS node,
as shown below.
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El Hide Page Information

Select Page Size:

El Hide Grid Data

Rows 1-20f2

uT
um

Total

[« Jump To Page:a b

@ |~

Drill Down by FAS Results

Results will display the FAS staff assigned to a node. To drill down to a specific FAS, click

on the FAS name, as shown below.

El Hide Page Information

Select Page Size:

El Hide Grid Data

Rows 1-2of 2

sara patterson2
‘ sundee peterson

Total

[ ¢ JumpTo Page:a PM

N [ Ry,

Briefing by User State Base Report Results

Results will display the briefing information, to include individual who created the brief,

for the unit selected.

El Hide Grid Data

304 sundee.peterson 20140828 Formal
315 sundee peterson 20140903 One on One

Presenter 20140826

Presenter 20140903
335 sundee.peterson 20140919 Conference Call/ VTC/Webinar Presenter 20140919

Youth
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Outreach Reports

Open Outreaches by User State

¢ The total number of outreach cases that are not in a closed or deleted status
state.

Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Open Outreaches by User State. The information
can be “drilled down” in different ways depending on your needs.

e To view open outreaches generated for a specific FAS, click on the state as
shown below (red arrow).

¢ To view a combined list of open outreaches for a state, sorted by FAC staff, click
on the number as shown below (green arrow).

El Hide Page Information
Rows 1-10f1 Select Page Size: 4 ¢ Jump To Page: Y.

El Hide Grid Data
CurrentState & Number of Open Outreaches (FMS)

uT

[ R[S

Total

Drill Down by Number Base Report Results (green arrow)

Results will display the open outreach records for the state, sorted by FAS staff.

El Hide Grid Data

CurrentState StartDate EndDate semﬁgmzm"e' RelatedContactName RelationshipType

uTt 8/1/2014 12:00:00 AM  6/19/2015 12:00:00 AM  FLINTSTONE FRED Flintstone, Pebbles Daughter
uT 9/1/2014 12:00:00 AM  12/31/2014 12:00:00 AM FLINTSTONE FRED FLINTSTONE, RALPH Brother
uTt 9/1/2014 12:00:00 AM  11/20/2015 12:00:00 AM BUNNY BUGS DUCK, DAFFY Friend

FMP — Reports — April 2015 Page 28



Drill Down by State Results (red arrow)

Results will display the FAS staff assigned to a node. To drill down to a specific FAS, click
on the FAS name, as shown below.

El Hide Page Information

Rows 1-2 of 2 Select Page Size: K ¢ Jump To Page: &M

El Hide Grid Data
uTo
. U

Drill Down by FAS Node Results

M =

Total

]

Results will display the FAS staff assigned to a node. To drill down to open outreach
listing, click on the FAS name, as shown below.

El Hide Page Information

Rows 1- 1 of 1 Select Page Size: 4 4 Jump To Page: @M
2
2

El Hide Grid Data

sundee peterson
Total

FAS Open Outreach Base Report Results

Open Outreach results will display the FAS staff selected.

[l Hide Page Information
Rows 1-20f2
[l Hide Grid Data
urt 8/1/2014 12:00:00 AM 8/19/2015 12:00:00 AM  FLINTSTONE FRED Flintstone, Pebbles Daughter
ut 9/1/2014 12:00:00 AM 11/20/2015 12:00:00 AM BUNNY BUGS DUCK, DAFFY Friend
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Outreach Success Rate by Client State

¢ The number of outreaches with successful and unsuccessful dispositions at the

end of each month.

Home Report

Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for Briefed Units. The information can be “drilled down”

in different ways depending on your needs.

e To view outreach results for a specific action, click on the number in the

appropriate column. An example is shown below:

ElHide Page Information

Rows 1-10f1

El Hide Grid Data
Unit Statea  Unit State - Desc No attempt No att

xx 1

Total

pt per client req

0

0
1 o 0

Select Page Size

t No response received Successful Outreach wilssue Successful No Issue

¢ ¢ Jump To Page » M

o} 1

Results for Successful Outreach with no Issue Base Report

FMP — Reports — April 2015

[El Hide Grid Data
Sh_! SM Current Case Created Case Lat_est Relationship First Middle Last Emergency Enrolled
Unit UPC Home State B Created Action SM Full Name T Name Initial Name Contact In
State State Y Date Date vP DEERS
uT ut sundee peterson 20140827 08/31/2014 FLINTSTONE FRED Friend Barney Rubble N N
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Quick Tracker Reports

Quick Tracker Status

o The number of quick trackers created by date or timeframe and the categories
of the quick trackers.

Select Timeframe

Using the dropdown list in the second column, select the type of timeframe for your
search. Then complete the date information in the far right section(s).

Date V‘ ‘Equals V‘ ‘

‘ Apply Filters ‘

Quick Tracker Status

The results are displayed by State, Number of QT Entries, Material, Information, and
Total. Clicking on the state initials or the numbers provides more detailed information.

El Hide Grid Data
State & Quick Tracker Entries Material Information Total
AR 7 42 21 93
Total 17 42 51 93

Click on State

A list of your FAS ID nodes appears. The numbers in the categories reflect the QT entries
of each FAS staff member.

El Hide Page Information

Rows 1-3of 3 Select Page Size: « ¢ Jump To Page: S

El Hide Grid Data

FAS & Quick Tracker Entries Material Information Total
ARO 13 32 M1 3
AR1 2 7 7 14
ART7 2 3 3 6

Total 17 42 51 93

FMP — Reports — April 2015 Page 31



Drill down by the FMP-ID

By clicking on the FAS-ID, the individual User Name appears and the QT information for
that individual is displayed.

El Hide Grid Data

sara patterson2
Total 2 3 3 6

Drill Down by User Name Base Report

Click on the User Name and the information is further displayed starting with QT
category Type, QT Number of Entries, Material, Information, and Totals.

[l Hide Page Information
Rows 1-20f2 Select Page Size: [ ¢ Jump To Page: a M

El Hide Grid Data

Child and Youth Related
Community Qutreach/Partnerships
Total

N = =
W o
0 e o
D e o

Drill Down by Type Base Report

Click on the item listed in the Type column and the information is further broken down
by Date, Materials, Information, User Name, Type, Description, Branch, and Deployment
Status

I Hide Page Information

Rows 1-10f1 Selact Page Size | 100 % W 4 Jumn Te Page:[1 @M

El Hide Grld Data

« Community/individual Donations.
« Community Partnerships
f Donation andior Holid
20140822 0 3 sara 2 ity Qutreacl i L e Ot Dopation andlor Holday ASOPION s rmy National Guard Pre.Deployment

Events
« Volunteer Opportunilies/Sarvices
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Quick Track Entries

Quick Track Entries is the number of times entries have been made in the system. Click

on the number in the column.

Quick Tracker Status

Hide Page Information

Rows 1-1of 1 Select Page Size: < ¢ Jump To Page:

[Z] Hide Grid Data

AR 17 42
Total 17 42

State & Quick Tracker Entries Material Information Total

a1 93
51 93

Drill Down to the Quick Track Entries Base Report

By clicking on the number in the QT Entries, the displayed information shows what items

were quick tracked.

["ET Hide Page Information
Rowe 1-17of 17 aeeqpagasme_

El Hide Grid Data
Date Materials Information  User Name Type Description

Id and *¥'outh Programs

Id Care Funding

Id Care Programs and Provider Referral
Deployment Information/Child and Youth
Family Readiness Youth Groups

Military Youth Contributing to Youth Programs

20140822 3

=]

sara.patterson?  Child and Youth Related

‘Community/Individual Donations.
‘Community Partnerships

Offer of Donation andior Holiday Adopton
Marketing Events

‘Volunteer Opportunities/Services

20140822 o

w

sara.patterson? Community Outreach/Partnerships

hild and *¥'outh Programs

Id Care Funding

Child Care Programs and Provider Referal
Deployment Information/Child and Youth
Family Readiness Youth Groups

Military Youth Contributing to Youth Programs

=]

20140825 1 sara.patterson?  Child and Youth Related

Educstional Materials
FAC Program Information

20140825 &

=

ssra.patterson2 Family Assistance

Budget Counseling

Education Materials

Perzonal Financis! Management

Tax Assistance (W2s or Tax Preparation)

20140008 3

=]

sara.patterson?  Financial

DEERS Enroliment

Eligibility

|0 Card Locations

Required Paperwork for ID Card

20140000 T

o

sara.patterson? D Cards

ild and Y'outh Programs

Id Care Funding

Id Care Programs and Provider Referral
Deployment Information/Child and Youth
Family Readiness Youth Groups

Military Youth Contributing to Youth Programs

20140824 o 33 sara.patterson? Child and Youth Related

‘Community/Individual Donations.
‘Community Partnerships

Offer of Donation andior Holiday Adoption
Marketing Events

‘Volunteer Opportunities/Services

20140024 3

o

sara.patterson? Community Outreach/Partnerships

‘Community/Individual Donations
‘Community Partnerships

qq umeTorsss[l (@@ M

Ay Mational Guard

“Youth Activities (Youth Campsfouth Groups: Paperwork, Applications, etc.)

Army Mational Guard

“Youth Activities (Youth Campsfouth Groups: Paperwork, Applications, etc.)

Army

Ay Mational Guard

“Youth Activities (Youth Campsfouth Groups: Paperwork, Applications, etc.)

Army Mational Guard

Pre-Deployment

Pre-Deployment

Pre-Deployment

Pra-Deployment

Pre-Deployment

Pre-Deployment

Pre-Deployment

Pre-Deployment
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Drill Down by Materials

Click on the Materials number to display the items that were entered as QT materials

Hide Page Information

Rows 1-10f1 Select Page Size:

[Z] Hide Grid Data
State &

AR
Total

Quick Tracker Entries

Quick Tracker Status

< ¢ Jump To Page:

Material
42
42

Information
51
51

17
17

Total
93
93

The base report information is then displayed by Date, Number of Materials,
Information, User Name, Type, Description, Branch, and Deployment Status.

Date  Materials Information  User Name Type

20140822 3

o

sara.pattersonZ  Child and Youth Related

20140825 1 O sara.patterson2 Child and Youth Related

20140825 & 7 =zara.patterson? Family Assistance

20140808 3 0 sara.patterson? Financisl

20140800 T

o

sara.patterson2 1D Cards

20140824 R O sara.pattersonZ Community Cutreach/Parinerships

20140025 4

o

sara.patterson2  Community Outreach/Partnerships

20140825 2 o

=ara 2 D

ion Support

20140020 1"

o

sara.patterson2  Desth and Survivor Benefits

20140820 2 O sarapstterson? Education: Youth

Description

Child and Youth Programs

d Care Funding

Child Care Programs and Provider Referral

Deployment Information/Child and Youth

Family Readiness Youth Groups

Military Youth Contributing to Youth Programs

“Youth Activities (Youth Campsifouth Groups: Paperwork, Applications, etc.)

Child and Youth Programs

Child Care Funding

Child Care Programs and Provider Referral

Deployment Information/Child and Youth

Family Readiness Youth Groups

Military Youth Contributing to Youth Programs

“Youth Activities (Youth Campsouth Groups: Paperwork, Applications, etc.)

Educational Materials
FAC Program Information

Budget Counseling

Educstion Materials

Personal Financial Management

Tax Assistance (W2s or Tax Preparation)

DEERS Enroliment

Eligibility

|0 Card Locations

Required Paperwork for ID Card

‘Community/Individual Donations.
‘Community Partnerships

Offer of Donation and'or Holiday Adoption
Marketing Events

‘Volunteer Opportunities/Senvices

‘Community/Individual Donations.
‘Community Partnerships

Offer of Donation and'or Holiday Adoption
Marketing Events

‘Volunteer Opportunities/Senvices

Care Packages

Deployed Units/Mailing Address

Education Materials

Homecoming Location/Timeframe

Medical Hold/Line of Duty/MMS0 Questions
Mobilization/Reintegration Location/Timeframe
Py ilization Location/Ti

Reintegration with local Unit

Reunion Briefings

YRRP Event Information

Information and Referra
Survivor Benefit Plan

Educstion Grant/Scholarship Information from Local/Mational Programs
Military Child Education Coalition {MCEC)

Army Mational Guard

Army Mational Guard

Armmy Mational Guard

Army Mational Guard

Coast Guard

Coast Guard

Pre-Deployment

Pre-Deployment

Pre-Deployment

Pre-Deployment

Pre-Deployment

Pre-Deployment

Unknown

Unknown

Mon-Deployed

Mon-Deploved
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Drill Down by Information

Click on the Information number to drill down for the Information QT details.

Rows 1-10of1

[=] Hide Grid

Total

Hide Page Information

Select Page Size:

Data

Quick Tracker Status

17 42

[ € Jump To Page: D a PM
AR 17 42 21 93

51 93

The base report information displayed is by Date, Materials, Information, User Name,
Type, Description, Branch, and Deployment Status.

20140822

20140825

20140024

20140825

20140025

20140020

20140020

20140020

El Hide Page Information
Rowe1-80f8

El Hide Grid Data

‘Community/Individusl Donations.
Community Partnerships.

o 2 =zara.patterson2

@
-
ta
m
x]

‘Community Qutreach/Partnerships

o 32 sara.patterson?

o 3 sara.patterson2

o 1 szara.patterson2

1] 1 =ara.patterson

o 1 sara.pattersonl

1] 2 sara.patterson

Family Assi

Child and Youth Related

‘Counselor Support and Contact Info

Education: Spouse

Edueation: Spouse

Employment: Service Mamber

Employment: Spouse

Offer of Donsation andior Holiday Adoption
Marketing Events
‘Volunteer Opportunities/Services

Educational Materials
FAC Program Information

Child and Youth Programs

Child Care Funding

Child Care Programs and Provider Referral
Deployment Information/'Child and Youth
Family Readiness Youth Groups

Military Youth Contributing to Youth Programs

Behavioral Health Education Materials

Chaplain Referral

Chvilian Resources.

Family Referral

Individual Referral

Does not include Family Advocacy Program or MFLC

Education Grant/S ip In ion from Lo

ssarspsae [0 V] wqomere[i @0y

Army Mational Guard

Armmy Mational Guard

Youth Activities (Youth Campsouth Groups: Paperwork, Applications, etc.)

Army Mational Guard

Military Spouse Employment Program (MSEF)
MyCAA

Education Grar ip In: ion from Lo

Programs
Army Mational Guard

Military Spouse Employment Program (MSEF)
MyCAA

Career Opportunities

Disabled Veterans Outreach Program (DWVOF)
Helmets to Hard Hats (H2H)

Job Assistance/Job Fairs/Unemnployment
Local Veterans Employment Rep (LVER)
State Employment Commission

‘Workforoe Services

Career Opportunities
Job Assistance/ Job Fairs/Unemployment

Programs
Coast Guard

Coast Guard

Coast Guard

Pre-Deployment

Pre-Deployment

Pra-Deployment

Unknown

Unkrown

Mon-Deployed

Mon-Deployed

Mon-Deployed

FMP -
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Drill Down by Total

Click on the number in the Total column to display all the information.

Quick Tracker Status

Hide Page Information
Rows 1-1 of 1 Select Page Size:

[Z] Hide Grid Data

The base report information displayed shows the QT’s by Date, Material, Information,
User Name, Type, Description, Branch, and Deployment Status.

El Hide Grid Data

Child and Youwth Programs

Child Care Funding

Child Care Programs and Provider Referral

Deployment Information'Child and Youth .

Family Resdiness Youth Groups Armmy Mational Gusrd  Pre-Deployment
Military *Youth Contributing to Youth Programs

“outh Activities (Youth Campsiouth Groups: Paperwork, Applications, ete.}

20140822 3 0 sara.patterson?  Child and Youth Related

‘Community/Individual Donations.

‘Community Partnerships

Ciffer of Donation and'or Holiday Adoption .

Msrketing Events Amy Mational Gusrd  Pre-Deployment

‘Volunteer Opportunities/Sernvices

2140822 1] 3 sara.patterson? Community Outreach/Partnerships.

Child and Youwth Programs

Child Care Funding

Child Care Programs and Provider Referral

Deployment Information/Child and “Youth

Feariu:rf Resdiness Youth Groups Amy Fra-Deployment
Military *Youth Contributing to Youth Programs

outh Activities (Youth CampsYouth Groups: Paperwork, Applications, ete.)

20140825 1 0 sara.patterson?  Child and Youth Related

Educstional Materials
FAC Program Information Ay Pre-Deployment

2]

20140825 <] 7 sara.

Family A

Budget Counseling

Education Materials

Perzonal Financia! Management Ay Pre-Deployment
Tax i (W25 or TaxF on)

20140800 3 0 sara.patterson?  Financial

DEERS Enroliment

Eligibility

ID Card Locsations Ay Pre-Deployment
Required Paperwork for ID Card i

20140008 T 0 sarapatterson? 1D Cards.

Child and Youwth Programs

Child Care Funding

Child Care Programs and Provider Referral

Deployment Information'Child and Youth .

Family Resdiness Youth Groups Armmy Mational Gusrd  Pre-Deployment
Military *Youth Contributing to Youth Programs

Youth Activities (Youth Campsifouth Groups: Paperwork, Applications, etc.)

20140024 o 33 sara.patterson2  Child and Youth Relsted

‘Community/Individual Donations.

‘Community Partnerships

Ciffer of Donation and'or Holiday Adoption .

Marketing Events Amvy Mational Guard Pre-Deployment

‘Volunteer Opportunities/Sernvices

201140024 3 0 sarapatterson? Community Outreach/Parinerships.

‘Community/Individual Donations.

Community Partnerships

Ciffer of Donation and'or Holiday Adoption .

Marketing Events Army Mational Gusrd  Unknown

‘Voluntesr Opportunities/Sernvices

20140825 4 0 sara.patterson? Community Outreach/Partnerships
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Export Information to Excel

Click the Excel icon in the Report Tools section. When prompted select Save or Open
the document. To make adjustments, select Enable Editing. Delete columns or rows as
necessary.

Horme Insert Page Layout Formulas Data Review View Acrobat

Protected View This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing

Al - I:. I | Report Name: Quick Tracker Status
A B C D E F G H
1 |Report Name: Quick Tracker Status
2
3 |Report Description: The number of quick trackers created and their status.
4
5 Filters
6 |AKOID = sara.patterson2
Fi
3 State Quick Tracker Entries Material Information Total
9 AR 17 42 51 93
L0 Total 17 42 51 93
11 Subject To Privacy Act of 1974 (PL-93-579). For Official Use Only. This
12 application maintains usage statistics for security and Soldier privacy
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Other Reports

FAS Detailed

« The number of briefings, site visits, outreach attempts, cases, and quick trackers
by time period enter by a FAS.

Home Report
Apply time frame filters as desired, then select “Apply Filters” (page 5).

Shown below is the home report for FAS Detailed. The information can be “drilled
down” in different ways depending on your needs.

e To view FAS Details generated for a specific state, click on the state as shown
below (red arrow).

¢ To view a combined list of briefings/site visits/outreaches/cases for a state, sorted
by FAC staff, click on the number in the column desired, as shown below (green

arrow).

El Hide Page Information

Rows 1- 11 of 11 Select Page Size: { ¢ Jump To Page: > M
El Hide Grid Data

Current State« # of Briefings # of Site Visits # of Outreaches # of Cases
AK 67 134 57 287
AR 210 366 10 fi0
CA 15 60 0] %
L 13 0 0] 0
KY 60 45 60 210
PR 141 64 0] 129
sD 0 0 a 12
IN 0 0 13 0
) U 121 199 55 4
VA 0 0 a 12
vl 25 23 a 13
Total 652 893 255 2,043

Drill Down by Number Results (green arrow)

Results will display the records — for the column selected - for the state, sorted by FAS
staff.
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Drill Down by State Results (red arrow)

Results will display the FAS staff assigned to a node. To drill down to a specific FAS
node, click on the FAS name, as shown below.

Hide Page Information
Rows 1-30f3 Select Page Size: | ¢ Jump To Page: 3]

El Hide Grid Data
FASNodea # of Briefings # of Site Visits # of Outreaches # of Cases

q uT 65 130 0 18
uto 0 13 13 0

utm a6 ol 42 252

Total 121 199 55 434

Drill Down by FAS Node Results

Results will display the FAS staff assigned to a node. To drill down to a specific FAS
node, click on the FAS name, as shown below.

Hide Page Information
Rows 1-10f 1 Select Page Size: ¢ ¢ Jump To Page: M

El Hide Grid Data
Case Created By & # of Briefings # of Site Visits # of Outreaches # of Cases

# sundee. peterson 65 130 0 182
Total 65 130 0 182

FAS Detail Base Report Results

Results will display the FAS staff selected. You will need to scroll along the bottom of the
screen to see all the results for briefings, site visits, outreach, and cases.

El Hide Grid Data

State
CcD

Created Briefing

Date Date Comments

Created By Briefing Name City
sundee.peterson 20140626 20140624 19 SFG(A) - Dnll Draper Utah Presentinfo as requested by Command.
sundee peterson 20140626 20140624 19 SFG(A) - Drill Draper Utah Present info as requested by Command.
sundee peterson 20140626 20140624 19 SFG(A) - Dnll Draper Utah Present info as requested by Command

sundee peterson 20140626 20140624 19 SFG(A) - Drill Draper Utah Present info as requested by Command.

FMP — Reports — April 2015 Page 39



	NGB Guidance Documents - Cover & TOC
	FMP - Quick Trackers - April 2015
	What can be counted as a QT?

	FMP - Mass Communication - April 2015
	FMP - Service Member Management - April 2015
	Searching for a Service Member Record
	Summary
	Tab Sections
	Family Management Tab
	Contact Details Tab
	Family Member Cases Tab
	Remarks Tab
	Create Contact Tab
	Standards Name Line Tab
	Active Duty Tab
	Documents Tab
	Dropdown Selection Items

	FMP - Family Management - April 2015
	FMP - Outreach - April 2015
	Outreach Work Bucket
	Outreach Actions
	First Attempt in a Month
	SUBSEQUENT AttemptS

	Outreach to Service Members
	In Person Outreach Contact

	FMP - Contact Records - April 2015
	FMP - Briefings - April 2015
	Briefing Dropdown Selections
	Briefing Topics

	Briefing Method
	FAC/FAC Role
	Intended Audience
	Items Provided
	Types of Presenters
	Briefing Record
	Briefing Details
	Attendance
	Action History Tab
	Documents

	FMP - Site Visits - April 2015
	Site Visit Type Categories
	Site Visit Summary
	Site Visit Community Resource Attendance

	Site Visit Unit Attendance
	Documents

	FMP - Case Management - April 2015
	Examples of Cases
	Proper Documentation in FMP

	FMP - Reports - April 2015
	A Few Notes on Reports
	Reports Available as of April 2015
	Drill Down by State Initials
	Drill Down by Number

	Select Timeframe
	Click on State
	Drill down by the FMP-ID
	Drill Down by User Name Base Report
	Drill Down by Type Base Report
	Quick Track Entries
	Drill Down to the Quick Track Entries Base Report
	Drill Down by Materials
	Drill Down by Information
	Drill Down by Total
	Export Information to Excel



