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Log In

Login Instructions:

Go to ETO Website — Address is www.secure.etosoftware.org. Always use Internet Explorer.

1.) Username: Your NYCMS e-mail address

2.) Initial Password: Missionl

3.) Click Login

4.) Upon signing in for the first time, you will be prompted to reset your password. Please
take the opportunity to do so otherwise you run the risk of allowing someone else to use
your log in information.

Tips:
1. If upon signing in, your dashboard seems jumbled or squeezed together, please check
your compatibility settings in your Internet Explorer browser. You may need to add the
website. Once added, the webpage will refresh and you may have to sign back in.

= | [=] i:h Compatibility View Settings [
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About Internet Explorer e
-
Dismigs Participants by Date
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2. If you forget your password, please click on the “Forgot Your Password?” link on the sign
in page and follow the instructions.
3. If you see anything unusual in your program portal, please contact DCO

immediately!


http://www.secure.etosoftware.org/

Adding Participants

**BEFORE adding each participant, please ensure that each participant is not already in
the ETO database. If they are, please reference Page 6 on how to enroll a participant
already in the system. ***

The following are instructions on how to add a new participant to your program. There are two ways to choose from;
both work the same.

Cautionary Note: When you are entering the information for an individual participant, all the required fields are
designated by an asterisk and in the case of the textboxes they are highlighted in yellow.

First Way
Action Expected Result
Log In Welcome Page
Look to the right side of your screen and click on An expanded participants menu appears
Participants drop down menu (Image 1)

You are directed to Participant Information page
where all the required fields are marked with an
asterisk (*)

(Image 2)

Click on Add New Participant

Enter all the required participant information
(either by typing in the textboxes or selecting the
appropriate option from the drop down menu). Be All the required information is entered

sure to indicate the correct start date for that

particular participant.

A pop-up window will appear saying that you have
successfully added a participant. You are done
adding a new patrticipant. Repeat process with

next participant

Click Submit

Image 1 Image 2

' Duplicated Participants
Find Participant
View Participant Info
Add New Household (Beta)
View/Edit Participant il ame
Enroll Participants .
Digmigs Participants
Participant Eligibility
Add Reliable Contacts
View/Edit Reliable Contacts adess 2
Add/Edit Families
Family Assessment
Track Participant Procezses —
Manage Groups
Participant Match

warary Assstance for Needy Families, TSAF).

jon §/LINC/CITYFEPS/SEPS, eic)

& any ofthe public benefis sted sbove.



Second Way

Action Expected Result
Log In Welcome Page
Look to the top left side of your screen and click You will see a dasgb?i%rndswnh several intake
on tab titled New (right after the Home tab) P
(Image 3)

You are directed to Participant Information page
where all the required fields are marked with an
asterisk (*)

(Image 2; previous page)

Click on Add New Participant

Enter all the required participant information
(either by typing in the textboxes or selecting the
appropriate option from the drop down menu). Be All the required information is entered

sure to indicate the correct start date for that

particular participant.

A pop-up window will appear saying that you have
successfully added a participant. You are done

Click Submit adding a new participant. Repeat process with
next participant
Image 3
" {\\?1(58 ION ity Missi i
ET [ Oftwa re 8585 e New York City Mission Society: Fake Program 1

ickSearch  ToDolist  Messages My Favorites My Dashboard ~ Reporting Dashboard

Record Effort =
Record Attendance "-Add Participant

» Enroll Participants

Record Hours of Attendance
» Add Family

»
»
»
» Record Multiple Participants Effort
» Add Referral
» Take Survey

» Add New Program Group » Take Assessment
» Add New Site



Searching/Enrolling Participants

The following are instructions on how to enroll a participant who has been previously in database (i.e. participant who
has been part of other NYCMS programs). **Please note that this process does not apply to any students who

was enrolled into ETO prior to July 15t 2017. Any returning students who participated prior to July 1t 2017

will need to be added as a new participant. Starting July 1t 2018, you will begin this process to find participants

who have been added in the prior school year (September 2017-June 2018) **

Action Expected Result
Log In Welcome Page
Look to the right side of your screen and click on An expanded participants menu appears
Participants drop down menu (Image 4)
Click on Enroll Participant You are directed to the Search Participant page
(Image 5)

Search for previously enrolled participant by
entering the participants last name and click
Search (Image 6)

One or more search results will appear at the
bottom of the page in a section called “Search
Results”

Check the participant that you want to enroll

A new section will appear at the bottom of the
page and will allow you to enter a start date

Select the correct start date for the participant and

A pop-up window will appear saying that you have
successfully enrolled a participant. You are done

Dizmizz Participantz
Participant Eligibility
Add Reliable Contacts

click Submit enrolling an existing participant. Repeat process
with next participant already in the ETO database
Image 4 Image 5
I =]
¥ Participants Search Participant
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Find Pa I'tiCiFlEm rbcxes empty. To search for Participants by (partwal)fast Name use the text box to the [eft. To further define your szarch use the text boxes below.
View Participant Info astName:
. First Name:
Add Mew Participant s
35M;
Add Mew Houzehold (Beta)
Case Number:
View/Edit Participant il Name:
(" Enroll Participants ) © SEARCH

Below are all Participants wha are not currently enrolled in Fake Test Program 4 with last name like 'fake',

) . . Participant Case Numbs
View/Edit Refable Contacts """ b s lunks
. » [] RonFake 7 10272

Add/Edit Families
. [] RonFake 0 10273
Family Azszezzment
_ . Bertha Fakee 0 10274
rack Participant Procezzes
Manage Groups * Program Start Dafe
Participant Match Enrol Participant

Image



Viewing All Participants in your Program

Clicking on the search button underneath the navigation tabs will display all participants currently enrolled in your
program.

ETOSOFTWARE® 9. i

Welcome Amanda Perez - New York City Mizzion Society: Fake Program For Testing |l (Changes Program)

To Do List Mezzages My Favorites My Dazhboard Marketplace™=W)

Enter Search Temis) Fake Program For Testing | |
Quick Search Results

Matches for: Show All Participants

1. W Fake Junior Fake Junior
2.| @ Fake Senior Fake Senior

3. W Fakey Faler
IMPORTANT: If you have added a participant to the program in error (meaning that the participant was never
a participant to begin with) do not dismiss! Contact DCO immediately to have this issue resolved!

If you entered a duplicate participant, please be sure to let DCO know so we can merge participant profiles.

Also important to note is that caseload in ETO should ALWAYS match caseload in external database (if
applicable).



Quarterly Report

The following are instructions on how to access, complete, review and share your quarterly report in ETO.

Action

Expected Result

Log In

Welcome Page

Look to the right side of your screen and click on

An expanded internal referrals menu appears

Internal Referrals (Image 7)
Click on General Assessments You are directed to the Assessment page
(Image 8)
You are directed to the current Quarterly Report
Click on Take New Assessment page
(Image 9)

If you are unable to finish or have yet received
final approval from your Senior Director, you may
click on Save Draft at the bottom

The page will refresh and you will have the option
to either Edit or Continue at the top of your
assessment

Click on Continue

You will be directed back to the Assessment
page. Here you can review your report, edit your
draft and export it for review

To review your report, click on the drop down
menu below Take Action and select Read Only
(Image 10)

This will open your report for review

To edit your report, click on the drop down menu
below Take Action and select Update (Image 10)

This will open your saved report for editing

To share your report, click on the drop down
menu below Take Action and select Report
(Image 10)

This will open a separate window and might take
45-60 seconds to load

To save the report, select the envelope icon. You
will then be presented with a pop up box, you will
then select Microsoft Word from the drop down,
give the file a name and click on OK
(Image 11-13)

Your exported report will be saved on your
desktop. This will be the best way to send your
Quarterly Report to your Senior Director for review
before final submission and report deadline

Once reviewed by your Senior Director, complete
the assessment process by opening your saved
draft and clicking on Submit at the bottom of the
assessment. This will finalize your report
(Image 14)

A pop-up window will appear saying that you have
successfully submitted your Assessment
Information. Once you click OK, the page will then
refresh and you will have the option to either Edit
or Continue at the top of your assessment. Click
on Continue
(Image 15-16)




Image 7

» Participants

¥ Internal Referrals

Participant Efforts
Record Aftendance

Record Hours of Attendance
Multiple Participant Efforts
Add Referral

Multiple Participant Referrals
View/Edit Referrals

Take a Survey

» Referrals

» Entities

» Scheduling

» Collections

» TouchPoints

» Reports

» Wizards

» ETO Insight

» Program Adminisfration
» Site Administration

» Enterprise

» Community

Image 10

Accessing Quarterly Report

Image 8

Review Assessments

e 7 Review Assessments for Fake Test Program 4
» Participant History o

A iy
[| Take New Assessment )| Build New Assessment
e

| Assessment Name

No records to display.

Image 9

Take Assessment for Fake Test Program 4 on B3| FiM| EEEIR|

FY18 Quarterly Report: Quarter 1

Assessment Identifier: IFake Test Program 4

[ Take New Assessment | | Build New Assessment |

Section A. PROGRAM MANAGER GOALS FY18

Please provide 2-3 personal program goals you as a manager hope the program to achieve next fiscal year (2017-2018). Please note that the

Ideally, these goals are integral to the achievement of the contract, but push program achievement above and beyond the call of duty. The g

S - Specific (clear/unambiguous)

* What: What do I want to accomplish?

* Why: Specific reasons, purpose or benefits of accomplishing the goal.

* Who: Who is involved?

* Where: Identify a location.

« Which: Identify requirements and constraints.
M - Measurable(concrete)

¢ How much?

* How many?

* How will I know when it is accomplished?

A - Attainable(realistic)

» How can the aoal be accomolished?

Assessment Name

- FY18 Quarterly Report: Quarter 1

Date Completed Last Updated Identifier Staff Status
09/25/2017 09/25/2017 Fake Program 1 Chloe Delgado DRAFT
09/14/2017 09/25/2017 Fake Program 1 Chloe Delgado Enabled
- LTW FY18 Quarterly Report: Q1
Date Completed l Last Updated ‘ Identifier Staff ‘ Status ‘ Take Action
09/19/2017 09/19/2017 Fake Program 1 Casey Castro DRAFT




Image 11

Sending Draft to Senior Director for Review

96C5%D9%B7 35C2%E9 %BB%D3 %E4 %BE %ET %E8 %B4 %A4 %C6%B8 %DC %B6 %DF %D C%C0%DI%B7 %D4 %EN %DI %ES %92 %BF %81 %DB %B3 %E6 & promptl= %88 %A1 wABEY @

Yo s | &8

Section A. PROGRAM MANAGER GOALS FY18

A-1. Goal # 1
Goal 1

A-2. Goal #2
Goal 2

A-3. Goal #3
Goal 3

Section B. STORY

B-1. Please submit another story about how the program has made a
difference in the life of one of your participants or families, including quotes

*Crystaloge

(]

Image 12

Image 13

. Ei‘cport:Report

"E:; = fes
Report Viewes ot

| Qg2

=]

Page Range

@ al
" pages:

Yes

- 4 @ The report has been exported. Would you like to open it?

No

Browse...

10



Submitting Final Report to DCO for Review

Image 14

To fit in it to be higher
To the most breezed to aspire.

Its strength with a wind-lot by,

Section D. SUCCESSES, CHALLENGES, HIGHLIGHTS, AND UPDATES

D-1. Please share with us a program success, accomplishment, or highlight from the past quarter. How was this success achieved

Ho! we were strong, we were swift, we were brave.

Youth was a challenge, and Life was a fight. A
All that was best in us gladly we gave,

Sprang from the rally, and leapt for the height.

Smiling is Love in a foam of Spring flowers: v
Harden our hearts to him -- on let us press!

D-2. Please share with us at least one item that absolutely did not work last quarter - it may have been an event, an attempt to 1

Confidence is Beauty

Beauty is Art ~
Art is Performance

Performance is Excellence

Excellence is Responsibility v
Responsibility is Collectivism

D-3. Why didn'’t this work? What have you done in response or what will you do differently as a result of this item not working?

Did you see that man riding past,

With shoulders bowed with care? A
There’s failure in his eyes to last,

And in his heart despair.

He seldom looks to left or right, v
He nods, but speaks to none,

Section E. CONTRACT DELIVERABLES

E-1. School Year Enroliment Goal
|50

E-2. School Enrollment Actual
|0

E-3. School Year ROP Goal
|s0%

E-4. School Year ROP Actual
|95%

[] schedule Follow-up Alert to show up on your To-Do list
[] schedule Follow-up Alert to show up on Other Staff's To-Do list

| Submit |} Save Draft |




Image 15

r families, including quotes from the participant or family if available.

arple Host

nmediate

ngth with 2
5 reign in ¢

s achievel

' We gave,
time'son t

Now musl
z, and Lov

Submitting Final Draft to DCO for Review (continued)

VBScript: Assessment Response Successfully Submitted

| Your Assessment Information was SUBMITTED.

oK

he defeated-
quicker re:

\. Happiness z

oam of Spring
step is losing
ntage is flat |

tempt to meet a specific outcome or goal or something else related to the program

Collectivism Collectivism is Accountability Accountability is State of Art In turn State of Art is

Image 16

Review Assessment Information for Fake Program 1 on 9/14/2017
R TR e
LContinue D

FY18 Quarterly Report: Quarter 1

A-1. Goal # 1
Goal 1
A-2. Goal #2
Goal 2
A-3. Goal #3

Goal 3

B-1. Please submit another story about how the program has made a difference in the life ¢
Success is counted sweetest By those who ne'er succeed. To comprehend a nectar Requires s¢
C-1. Please let us know in what ways Q&E can further assist your program. Though please 1

Essence holds its dream entire, Strengthens hope true into fire To fit in it to be higher To the 1
success glass-bright With glory mounting in sight. Heart content is in sublime, Remains diamo

12



Entering Case Notes

Login Welcome page
Select Touchpoints on the right side of the This will expand and provide of list of Touchpoint
screen (image 1) options
Select record Touchpoint (image 2) This will bring you to the record Touchpoint
screen
Select case notes in the drop down (image 3) This will bring you to the select participant screen
Select participant or participants (image 4) This will bring you to the case note screen, enter
all the required information
Select Save You will receive a message that the Touchpoint
was saved.

Important:
You can select one student at a time or multiple for a group session or seminar.

On the top of the page, you will see a statement “This is being completed by: ‘your name’ on behalf of blank”.
The blank will have a staff drop down list for you to select the person you are entering this note for. Disregard
this section if you are entering your own case note.

You will be able to add up to 3 services at a time.

Image 1 Image 2
| Record TouchPoint

» Participant History
» Internal Referrals

Select TouchPoint: — Select a TouchPoint |4

» Collections

* loucnroimsa
Record TouchPoints

Wiew Anonymous
TouchPoints

View Collections TouchPoints |mage 3

iew Entity TouchPoints
iew Family TouchPoints
‘iew General TouchPoints
View Participant Touc hPoinfé

O — Select TouchPoint:

13



Image 4

Select TouchPoint: Icase Notes

M« [1]rn] Pagesize[50 v| Pageloflrowsito320f32

| 84
1 [] Fake Fake
2 | [] @ Fake James
3 [] Fake Alex
4[] Fake Alexandra
5 [ ] | Fake Alpha
Image 5

o Your TouchPoint was SUBMITTED.

H
:

14



Creating a Collection

Login

Welcome page

Select Collections on the right side of the screen

This will expand and provide a Create Collection
options

Select Create Collection (image 1)

This will bring you to the Select a Collection Type
screen

Select LTW Collection (image 2)

This will bring you to the add participants screen
(image 3)

Enter the name of this Collection (image 4)

Select a unique name for this group of
participants

Select Save

You will receive a message that the Collection
was saved and sent to the collections dashboard

Select +New under Collection Touchpoints
(image 5)

This will bring you to the select Touchpoint
screen

Select case notes in the drop down

This will bring you to the case note screen, enter
all the required information

Select Save

You will receive a message that the Touchpoint
was saved.

Image 1 Image 2

> Mywore ]
» Entities
» Scheduling

w Collections

Create Collection

| -- Select a Collection Type ‘\} .

» ToucnFoims

» ETO Insight

» Program Administration
» Site Administration

Image 3

Participants

[ Include Dismissed Participants

[l41]2 3 a[»)n| Pagesie[s0 ~| Pageloid rowsitos0or1o

| O | Name

| A

Acosta, Jesus
Adragna, Ariel
Alba, Marvin
Allen, Benjamin
Almanzar, Hailyn
Alvarez, Bryant

Alvia, Jeremy

w w o v e w| |-
Ooooooooa:o

Antonetty, Paul

15



Image 4

Adding to LTW Collection

Fake, Anne LTW Collection Mame} *

Fake, Ben

Fake, Alpha

First Page

Fake, Alexandra

| Cancel | | Save|

Fake , Fake

G
G
O
Fake, Alex O
=
G
G

Fake , James

P

o } Add
p—vy

e

Image 5

Collection Information

“E LTW Collection Information

LTW Collection Name: fake collection 2
Number of members: 10

Collection Members 1@ Collection TouchPoints

“; LTW Collection Members If 3 Collection TouchPoints

You have no recent TouchPoints.
Fake , Fake
Fake , James
Fake, Alex

Fake, Alexandra
Fake, Alpha
Fake, Anne

Fake, Ben

Fake, Beta

Fake, Casey
Fake, Castro




Entering a Collections Case Note

Login Welcome page
Select Touchpoints on the right side of the This will expand and provide of list of Touchpoint
screen options
Select View Collections Touchpoints (image 1) This will bring you to the View Collection
Touchpoints screen. (image 2)
Select the Collection previously created This will bring you to the Review Touchpoints
screen (image 3)
Select Take New Touchpoint This bring you to the Select Touchpoint screen.
Enter a Touchpoint as previously explained on
pgs. 13-14.
Image 1 Image 2

+ TouchPoints VewCollecton Touchbonts

Record TouchPoints | LTW Collection | ]

Yiew Anonymous
TouchPoints :
[ lInclude Disabled Collections
View Colliections TouchPoints
—— Collection N Subiect T

View Entity TouchPoints oecion Teme o e
View Family TouchPoints [ 1w [ In
Yiew General TouchPoints 1 | Another fake collection Participant
Yiew Participant TouchPoints 2 | fake collection Participant

3 | fake programs seminar Participant

4 | fake test collection Participant

Image 3

Review TouchPoints for fake test collection 2

Mame

| =

Casze Notes  Take New

17



Entering Key Student Outcomes

Login Welcome page
Select Touchpoints on the right side of the screen | This will expand and provide of list of Touchpoint
(image 1) options

Select record Touchpoint (image 2)

This will bring you to the record Touchpoint screen

Select Key Student Outcomes in the drop down
(image 3)

This will bring you to the select participant screen

Select participant or participants (image 4)

This will bring you to the Key Student Outcomes
screen, enter all the required information (image 5)

Select Save

You will receive a message that the Touchpoint
was saved.

Important:

Selecting yes to the last 2 questions will open up 2 other follow up questions. Image 6

You have 3 saving options, Save as Draft, Save Progress and Save. Image

Save Draft: Will save your work and close out the screen allowing you to select another participant.

Save Progress: Will save your work but still showing the participant you were working on.

Save: Will submit your Touchpoint.

Image 1

EETrO—

» Collections

* 1 oUCnFUInS
Record TouchPoints

Image 2

Select TouchPoint:

Wiew Anonymous
TouchPoints

“iew Collections TouchPoints
“iew Entity TouchPoints
“iew Family TouchPoints
“iew General TouchPoints
iew Participant TouchPoinjé

Image 3

» ETO In=zight

> Wizaras |
[» ETOInsight |
Select TouchPaint:

— Select a TouchPoint —-

|Key Student Outcomes

18



Image 4

Select TouchPaint: [Key Student Outcames

[ Participants |

[ include Dmmnm

|I<_‘1_‘L| DI_ Page size: Sﬂj Page 1 of L rows 1 to 33 of 33
e

| 57

Fake, Fake
Fake, larnes
Fake, Alex
Fake, Alsxandra

Fake, Alpha

oooooao

Fake, Anne

Image 5

ey Student Dubcomes for Fake Fake on Leifl

Program Name
Fak= Test Program 4

GEraduated from high schood? =

e
O No

Emgloy=d in an unsubsidized job? =
[
CiNo

Appli=d to college? =
e
O Mo

SArc=pted to college™® =

O fes
O No

Image 7

|Can|:el| |SaueasD|aﬁi |Saveﬁng\ess‘ Save]

Image 6

Applied to college? *
#Yuy
Olio

Number of colleges applied to

]

Arrezpted to college? *

Byes
Ohio

Name of college accepted to:

Arzpted inta collge and plan to attend? *

(s
Olo
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Running Case Notes and Key Student Outcomes reports

Login Welcome page
Select Reports on the right side of the screen This will expand and provide a list of report options
(image 1)

Select View Reports (NEW) (image 1)

This will bring you to the View Reports screen

Select Refresh Report List (image 2)

Select this option when you first open this report.
You will only need to do this once.

Select Touchpoint Reports (image 3)

This will expand and provide a list of touchpoint
report options.

Select either (your sites name) Case Notes report
or Key Student Outcomes report beginning
FY19 (image 3)

This will open up the report selected in ETO
Results.

Select the refresh button at the top of the page,
this button can also be found on the bottom right
section of the page. (image 4)

This will re-run the data in this report.

Select the export button at the top of the page.
(image 5)

This will bring up an export window.

Select .xIs or xlsx. file type from the File Type drop

This will open up an excel sheet with the data from

down list. Select OK from the bottom of the screen. the
(image 6)
Image 1 Image 2

¥ Regorts ﬂ
Assessment Reports [ Manage Reports | [ Manage Report Universes | [ ETO Results | { Refresh Report List
Aszsessment/Survey Flat File
Custom Hﬂml‘ts Category Name
Demographics Reports
ETO Results
Manage Report Universes
View Reports

20



Image 3 Image 4

FHEN L rCHIEI R

E
Report
BCHS case notes report

ﬂ

Flat File

Key Student Qutcomes beqinning Fy1%

int - Aggregate
TouchPoint - Blank TouchPoint

TouchPoint - Case Motes Report

TouchPgint - Response Report

TouchPoint - Submission Report (Entity)
TouchPoint - Submission Report (General)
TouchPoint - Submission Report (Participant)
TouchPoint Flat File

TouchPoint Security Report

DONSES

Image 5

[ e alke 0 a0 el 0 S|
Web Intelligence - '|8*ﬂﬁ| £ - !')t1||ﬁ'*

—r
Image 6
T
[] current Report
® all pages
) Current Page
Page(s)
From: 1 ﬂ
To: 1 ﬂ
B
| ok |} cancel
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Need Further Assistance?

For ETO Questions and Technical Assistance, contact DCO (Department of Contracts and

Qutcomes):

Casey Castro, Outcome and Quality Associate
ccastro@nycmissionsociety.org
(212) 674-3500 x204

Amelia Thompson, Senior Director of Contracts and Outcomes
athompson@nycmissionsociety.org
(212) 674-3500 x230
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