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Login/Logout

* A Login/Logout link is available at the top of every page within the Military OneSource
CMS site.

* Users log in using their username and password.

» If a user forgets his/her username and/or password, a “Forgot your password?” link is
available on the Military OneSource CMS home page (Figure 1.1).

= Once this link is clicked, the user must enter the email address that is associated with
his/her user account.

* Anemail is sent to the entered email address containing the username and a “Click
Here” link that the user can utilize to change his/her password.

= If the user is unable to follow the “Click Here” link, the email also contains the web
address that the user can copy and paste into his/her browser address bar to change

his/her password.

Military Onesource

Military
OneSource
u' B

Login

Login to your account Common Access Card (CAC) Login

* Username Log in with your Common Access Card (CAC)
|

* Password

Forgot your password?

Figure 1.1

CAC/ECA Registration
» Users also have the option to register a CAC or ECA certificate. A username and
password must first be established in order to associate the CAC or ECA.
* To associate a CAC/ECA to an account, click on the “CAC Login” button on the login
page (Figure 2.1).
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Military OneSource

Login

Login to your account Common Access Card (CAC) Login

* Username Log in with your Common Access Card (CAC)

* Password

Forgot your password?

Figure 2.1

* Enter in your username and password and click on the “Register CAC Card” in order to
associate your CAC/ECA to your account.

* If you forgot your username and password, you may register your CAC/ECA by
entering your email and clicking on the “Send Email” button. An email will be sent to
you that will contain a link that will allow you to easily register your CAC/ECA (Figure
2.2).
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LOGIN

Military Onesource

Military
OneSource
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Login | Forgetten ¥ our Passw ord?

Home : Login : CAC Association

CAC Association

Associate your w ebsite account with your Commen Access Card (CAC).

Please Associate Your Website Account with Your Common Access Card (CAC)

We have identified that you are attempting to access this site for the first time with your DeD issued Commen Access Card (CAC), or have been issued a new CAC. Please enter either
your username and passw ord, or registered email address, for this site and click on the Asscciate CAC button below to associate your account to your CAC.

* Username ||

* Passw ord I

Regiser CAC Card

Forgot Your Username/Password?

If you forget your username/passw ord, you may register your CAC Card by entering your email and clicking the Send Email button below . An email will ke sent to you that will contain a
link that will allow you to easily register your card.

* Email Address I

Send Email

About MCEFF | Privscy&Securty | Dislsimer | Feadback TL"“\QC‘V O g

Figure 2.2

Updating Profile
* To update your profile, please click on the “Profile” link in the far upper right corner of

any page (Figure 3.1).

CONTROL PANEL ADMIN | PROFILE

Military OneSource

Military TEM
OneSource
——
p—

User Administration Reference & Training
User Guides
Invitation Manager Online Learning

Invitation Manager Templates Technical Support Feedback

Figure 3.1

* Next, click on “Edit your Profile” (Figure 3.2).
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Profile information

Wiew and edit your registration profile.

Profile Options

@ View your profile

View your address and cther registration information

@ Edit your profile

Update your address and other registration information.

@ Email preferences

Update your email preferences.

@ Change your password

Update your password to keep your account secure.

Military OneSource

ADMIN PROFILE LOGOUT

About Military OneSource | Privacy & Security | Disclaimer | References | Feedback

Figure 3.2

Make the appropriate changes and select “Save.”

Incoming Calls

The steps for logging an incoming call will differ based upon the purpose of the call. Once you

determine the caller’s purpose, refer to the applicable section in this document.

Purpose of call

Refer to

Quick information requests such as directions for e Quick Tracker
local fast food, contact information for base
resources, or caller dialed the wrong number

Emergency calls—crises, duty to warn, mandated

reports, or adverse incidents

Requests for program assistance (SECO, Non-

o Crisis / Duty to Warn /
Mandated Report
e Program Referrals

Medical Counseling, Specialty Consultation, Health
& Wellness, Financial Counseling, Tax Services,
and/or Recovering Warrior), OR a request for
information that will require additional research or
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Purpose of call Refer to
time (such as assistance with child care or non-bulk
fulfillment requests).

e Caller is following up regarding their pre-existing e Adding a Contact Note to
case a Case
Quick Tracker

1. Go to the Search screen.

To access the Search

screen click on SEARCH P

in the navigation bar at

SEARCH PROFILE  LOGOUT

the top of the page from - Mil,it?,’YQ”GSOUfce
anywhere in the system. ="

Figure 4.1

2. Click on the Quick Tracker tab.

When clicked, the Quick

o Military OneSource
Tracker drawer will slide W

Search

out. DASHBOMRD

sisis Call First Name Middle Name LastName Participant ID

Doe,John ( [ [
Fhone DOB Case Number

AW/ M10/ 51518

AINVIL N IND

_43YEL XIND

1_\

l\l

About MCSFP | PrvanaSec ity | isclaime | Essdback T O @B

Figure 4.2
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3. Select the applicable category/ies, and then click Done.

Your selected categories
will be saved to the

system and the drawer will

close. Case Murmber

I
The counts for the l L.:Local FastFood

. [ Taxi Service
selected Quick Tracker =
. . = ¥ Base Resources
categories will be I
. E [ JAG Phone Mumber
incremented by one =
= [ DSN Murnber

Figure 4.3).
(Fig ) ™ wrong Murmber

[ MYCAASECOMSER
No contact information is Acctissues

captured for Quick

Tracker calls.

The Quick Tracker will

X Dane
reset the next time you

open the drawer and all

boxes display unchecked. m

Figure 4.3

Working with Participant Records

The majority of activities you will be doing in the system will be interacting with the
participants’ records. This section will cover the most important actions with participant

records:

e Searching for a participant

e Viewing the participant’s details and related cases

e Creating a new participant

e Editing a participant
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Search for a Participant

1. Go to the Search screen.

To access the Search
screen click on SEARCH

in the navigation bar at

SEARCH | PROFILE  LOGOUT

the top of the page from Mlllta y_OﬂeSOUFCG

anywhere in the system.

Figure 5.1

2. Enter criteria and click Search.

You have the choice of searching for the participant by their personal information, OR you can search
by entering their Participant ID or Case Number in the system (if known). You can locate a participant

by entering just a portion of their name as opposed to entering their entire name (Figure 5.2).

At least one search field must be populated in order to execute the search.

SEARCH MY DASHBOARD REPORTS PROFILE
ags ~ o 7
- Military OneSource
Military CASE MANAGEMENT SYSTEM
OneSource
="
—
Search
DASHEQARD
MY ASSIGNED CASES First Name Middle Name Last Name Participant ID =
[io [ [ =
SECO Specialty Consult =
CO Specialty Cons Phone DCB Case Number =
ECO Specialty Consul l l ~
ECO Specialty Consul H
ECO Specialty Consul
ECO Specialty Consul farkridryjt el
ECO Specialty Consul m Clear
SECO Triage
SECO Triage =
SECO Specialty Consult 5
SECO Specialty Consult Participant search found 5 participants e
=
=
=h =
=
Jacobs, Josh 814-200-2000 516/1984
Mavy, Joe L 555 West Norfolk VA 12345 703-555-1212 911211983
Highway
Army, Joe 77T Lipton st Los Angeles CA 93445 665-666-9999 91211983
Doe, John 11222 Pintail Silverdale WA 93323 360-555-1234 1011012012
Lane
McConnick, 1234 Erehwon Erehwon VT TFTTT 555-555-5555 27211983
Joan Rd
bout MCEFF | P ity | Discisimer | Feedback )E_S\.gm:. @

Figure 5.2
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3. Select the participant.

REPORTS  PROFILE

Open the participant’s

OneSource

s L . Military
record by clicking on their OneSoiree
B
name Search
. DASHBOARD
MY ASSIGHED CASES First Name Middle Name Last Name Participant ID 2
fio =
SECO Specialty Consult i
SECO Specialty Cons: Phone DoB Case Number =
SECO Specialty Cons: I [ =
SECO Specialty Cons H
SECO Specialty Consi
SECO Specialty Cons Primary Email
SECO Specialty Consui [ m Clear
SECO Triage
SECO Triage =
SECO Specialty Consult 5
SECO Specialty Consult Participant search found 5 participants =
= (b=
=
Jacobs, Josh 814-200-2000 5161984
Navy, Joe L 555 West Norfolk VA 12345 703-565-1212  9/12/1983
Highway
Army, Joe 777 Lipton st Los Angeles CA 93445 666-666-9999 9/2/1983
Doe. John 11222 Pintail Silverdale WA 23283 360-555-1234 10102012
McConnick, 1234 Erehwon Erehwon VT TTITT 565-565-5555 2211983
Joan Rd
e N
pvouuicars | | Discaimer | Feecback Tsrow, @ E

Figure 5.3

The participant’s details page will appear (Figure 5.4).
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REPORTS  PROFILE L

OneSource

Military:
OneSource
e
—
View Participant Bl

DASHBOARD
PARTICIPANT OVERVIEW Participant Name and Information -]

First Middle Last Suffix Eligibilty Info 2
Name Joan McConnick Service Member? E
Joan McConnick T e
Particinant ID DOB Gender Marital Status =
er WA Female Martied Relation =
Current Address Current Address Family Member Spouse
1234 Erehwon Rd. . Pay Grade
Erehwon, VT 77777 ?zdg_legsﬂ - 4 =
United States JAErelion =
Phone City State Postal Code B,“"“C“ of V€ z
505-555-5055 Erehwon VT Neriid Marine Corps -
DoB Country Eligibility Status =
2121983 United States Acive Duty z

Closest Installation

Mailing Address Fort Benning -
RELATED.CASES z

Address =]
SECO Triage same o
SECO Triage City State Postal Code E

same

Country

Telephone

Preferred Phone Work Phone Cell Phone

§55-555-5655

My Dashboard | Confidential

Email

Email Address

imac@imac.com

Confidential

Additional Information

Requires Interpreter Referred By

No Other

"

Aout MGAEP | PrivscyBSecurty | Disclaimer | Feadback ‘U‘\QSW O @ E

Figure 5.4

The Participant’s Record Screen

4. Participant’'s Demographic Information

The center of the page contains the participant’s personal and demographic details such as their contact

and eligibility information (Figure 6.1). Click Edit to make changes to the participant’s information.

11
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Military
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Military OneSource

SEARCH PROFILE L

DASHBOARD

PARTICIPANT. OVERVIEW
Name

Jake M Smith

Participant ID

a8

Current Address

456 Poplar Lane
Fredericksburg, VA 22406
United States

Phone
555-789-1658

DOB
5/411930

RELATED. CASES

Financial Counseling
Adoption

View Participant

About MCEFP | Privacy&Security | Disclaimer | Feedback

Participant Name and Information o
First Middle Last Suffix e 2
Jake M Smith Service Member? E:‘

5 =
DOB Gender Marital Status Ves s
5/4/1980 Male Married Relation =
Current Address Seff
Address Pay Grade 3
456 Poplar Lane W-2 §
City State Postal Code Branch of SVC =
Fredericksburg VA 22406 Air Force =
Country Eligibility Status =
United States Active Duty =

Closest Installation
Mailing Address Fort Carson =
Address =
3464 Nobel Drive =
=
City State Postal Code =)
San Diego CA 92122
Country
United States
Telephone
Preferred Phone Work Phone Cell Phone
555-789-1658
Email
Email Address
jakesmith@email.com
Additional Information
Requires Interpreter Referred By
No
Toasr Q@B
Figure 6.1

5. Crisis/ DTW /MR Tab

Clicking on the Crisis / DTW / MR will open the Crisis Call drawer with the participant’s personal

information defaulted (Figure 6.2 and Figure 6.3). See Crisis / Duty to Warn / Mandated Report for

instructions for logging crisis calls.

12
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SEARCH PROFILE

Military
OneSource
S

Military OneSource

TEM

View Participant Edt
DASHBOARD
PARTICIPANT OVERVIEW Participant Name and Information o
First Middle Last Suffix A =
; ~
.T:l:;?\ﬂ Smith Jake M Smith Service Member? S
e o =
barticioant I DOB Gender Marital Status s =~
18 P 5/4/1980 Male Married Relation =
Self
Current Address Current Address
455 Poplar Lane Address Pay Grade
Fredericksburg, VA 22408 W-2 =
United Staies 4586 Poplar Lane Z
Phone city State Postal Code HEED CET6 z
555-780-1658 Fredericksburg VA 22406 Alr Force =
DOB Country Eligibility Status =
5141980 United States Active Duty E
Closest Installation
Mailing Address Fori Carson =
RELATED. CASES z
Address =l
) =
Financial Counseling 3464 Nobel Drive o
Adoption City State Postal Code =
San Diego CA 92122
Country
United States
Telephone
Preferred Phone Work Phone Cell Phone
555-789-1658
Email
Email Address
jakesmithi@email.com
Additional Information
Requires Interpreter Referred By
Mo
About MCEFP | Privacy&Security | Disclsimer | Feadback
Figure 6.2
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SEARCH PROFILE

Military OneSource

View Participant Create Case

.DASHBOARD........c.ccoc..

First M Last

VERVIEW {a] Adverse Incident
PARTICIPANT OVERVIEW. (B8 = M pm——
N E‘ [~ GOVPOC
J:I?;el\ﬂ Smith E [~ Followed Internal Worldlow Home Phone DOB
7 o [555-789-1658 (51411980
Participant ID - Crisis Call
33 Notes

[~ Trace Call Required
I~ Police

[~ Base Police

™ EMS

Current Address
455 Poplar Lane
Fredericksburg, VA 22406
United States

Phone

555-780-1658 [~ MOS Triage Consultant
I~ Followed internal workflow

DOB

5/4/1980 Duty to Warn POC Name POC Phone POC email
[~ Police [ [ [

RELATED CASES [~ Base Police 2nd POC Name 2nd POC Phone  2nd POC Email
[~ EMS [ [ [

Financial Counseling y -
[~ Medical Facility

Adootion ) 3rd POC Name 3rd POC Phone  3rd POC email
[~ Followed internal workflow [ [ [

Mandated Report

[~ Adult Protective Services
[~ Child Protective Services Clear m
[~ Civilian Expeditionary Command

[~ FAP (Installation Domestic
Abuse,Child Abuse)

" Followed internal work flow
™ Raeserve Guard nr Recmitinn POC LI

jakesmith@email.com

Additional Information

Requires Interpreter Referred By
Mo
About MCEFP | Privacy&Security | Disclaimer | Feedback -.U"\QQV O E
Figure 6.3

6. Program Referrals

Clicking on the Program Referrals tab will display the various programs that the participant can be

referred to (Figure 6.4 and Figure 6.5). See the Program Referrals section of this document for

instructions on creating program referrals.
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Military
OneSource
S

DASHBOARD

Military

PARTICIPANT OVERVIEW
Name

Jake M Smith

Participant ID

38

Current Address

455 Poplar Lane
Fredericksburg, VA 22406
United States

Phone
555-789-1658

DoB
5/4/1980

RELATED CASES

Financial Counseling
Adoption

About MCEFP | Pri E.Si ity | Di:

TEM

View Participant

OneSource

Participant Name and Information

First Middle
Jake M

DoB Gender
5/4/1980 Male

Current Address

Address
458 Poplar Lane

City State
Fredericksburg VA

Country
United States
Mailing Address

Address
3464 Nobel Drive

City State
San Diego CA

Country
United States
Telephone

Preferred Phone
555-789-1658

Email

Email Address
jakesmithi@email.com
Additional Information

Requires Interpreter
Mo

Last Suffix
Smith

Marital Status
Married

Postal Code
22408

Postal Code
92122

Work Phone

Referred By

Cell Phone

SEARCH

PROFILE

Eligibility Info

Service Member?
Yes

Relation
Self

Pay Grade
W-2

Branch of SVC
Air Force

Eligibility Status
Active Duty

Closest Installation
Fort Carson

Edit

| Esadback

Figure 6.4

HW/MLO/ SIS 1N

S35V 031V134 IS'I‘IH]:HH WVHEJOHI
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DASHROARD

PARTICIPANT OVERVIEW

Name
Jake M Smith

Participant ID
38

Current Address

454 Poplar Lane
Fredericksburg, VA 22406
United States

Phone
555-T89-1658

DoB
5/4/1980

litary OneSource

TEM

SEARCH PROFILE

'Finam:ial MNon-Medical SECO Info & Referrals Tax Specialty Health & Wellness Recovering Warrior Document Translation
View Participant m Edit

Participant Name and Information

First Middle Last Suffix Eligibility Info

Jake M Smith Service Member?

DOB Gender Marital Status jes

5/4/1980 Male Married Relation

Current Address Self

Address pa'{ Grade

456 Poplar Lane W-2

City State Postal Code Branch of SVC

Fredericksburg VA 2 Air Force

Figure 6.5

AW/ MLa/ SIS

STHdd3434 WYHa0dd

7. Related Cases

The Related Cases

section displays the

participant’s most recent

active cases (up to five).

Military
On;So‘ll.lfce
C——

DASHBOARD

PARTICIPANT QVERYIEW

Name
Jake M Smith

Participant ID
33

Current Address

456 Poplar Lane
Fredericksburg, VA 22406
United States

Phone
555-789-1657

DOB
5411980

. RELATED. CASES

SECO Triage
SECO Triage
SECO Special
SECO Triage
SECO Special

Consult

Consult
More

Military OneSource

View Participant

Participant Name and Information

First Middle
Jake M

DOB Gender
54/1930 Male

Current Address

Address

456 Poplar Lane

City State P
Fredericksburg VA 2
Country

United States

Mailing Address

Address
3464 Mobel Drive
City State P
San Diego ChA 92
Country
United States

Figure 6.6
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To view all of a
participant’s cases, click

on the Related Cases tab.

Military
OneSource
—

...DASHBOARD

PARTICIPANT QVERVIEW

Name

Jake M Smith
Participant ID
38

Current Address
456 Poplar Lane
Fredericksburg, VA 22406
United States
Phone
555-788-1658
DOB

5/4/1980

RELATED CASES

Financial Counseling
Adoption

View Participant

Military OneSource

Participant Name and Information

First Middle
Jake M
DOB Gender
5/4/1980 Male
Current Address
Address

456 Poplar Lane

city State
Fredericksburg VA
Country

United es

Mailing Address

Address
3464 Nobel Drive

City State
SanDiego  CA
Country

United Siates

Telephone

Preferred Phone

Email Address
Jakesmith@email.com
Additional Information

Requires Interpreter
No

Last
Smith

Marital Status
Married

Postal Code

22406

Postal Code
92122

Work Phone

Referred By

Suffix

Cell Phone

SEARCH PROFILE LO

Eligibility Info
Service Member?
Yes

Relation

Self

Pay Grade

Branch of SVC
Air Force
Eligibility Status
Active Duty

Closest Installation
Fort Carson

About MCEFP | Privacy&Seourity | Dissisimer | Feedback

Figure 6.7

T,"f'i_\AgQ\t‘ 0 @ g

SIVE3430 WYH9084 AW/ ML0/ SIS

RERL BN EIVAEL]

Clicking on a case will display its details (Figure 6.8 and 6.9).
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SEARCH PROFILE

Military OneSource

Military ~
OneSource =
——
=
Related Cases
.. DASHBOARD
PARTICIPANT OVERVIEW Related Cases =
Name = “;
dake M Smith 288 Specialty Consult: Adoption 111112013 111112013 11:34:20 AM Active =
gg“'c"’a““[’ 289 Financial Counseling 111172013 1011/2013 11:35:42 AM Active H
Current Address 291 SECO Triage 114/2013 4/15/2013 1:25:53 PM Closed
454 Poplar Lane T 147 Py - Y "
Frodonciebirg. VA 22406 293 SECO Specialty Consult 114/2013 1/18/2013 1:47-25 PM Active 2
United States 294 Specialty Consult: Bulk Fuifillment 11412013 1/14/2013 1:10:46 PM Active @
=
Phone 295 SECO Specialty Consuit 118/2013 1/18/2013 1:47-25 PM Active =
555-789-1657 o
bo8 298 SECO Triage 1/29/2013 1/31/2013 9:37-07 AM Closed =
5/4/11980 302 SECO Triage 1/29/2013 1/29/2013 1:20:49 PM Closed E
303 SECO Specialty Consult 1/29/2013 1/29/2013 1:20:48 PM Active
RELATED CASES 324 Health & Wellness Coaching 21412013 2/4/2013 8:13:14 AM Active =
SECO Triage 390 SECO Triage 2/28/2013 2/28/2013 2:06:49 PM Closed =
SECO Triage 432 SECO Triag 4/8/2013 4/8/2013 5:15:56 AM Acti =
SECO Specialty Consut — fade - T s A cive b3
SECO Triage 440 SECO Triage 411512013 4/18/2013 82120 AM Closed
SECO Specialty Consult
More 579 SECO Triage 411912013 4/19/2013 8:59:30 AM Active
581 SECO Triage 411912013 4/19/2013 8:59:39 AM Active =
About Military OneSource | Privacy & Security | Disclaimer | Beferances | Feedback ’t"'\gw @ E

Figure 6.8
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PARTICIEANT. OVERVIEW

Name
Jake M Smith

Participant 1D
38

Current Address

456 Poplar Lane
Fredericksburg, VA 22408
United States

Phone
555-788-1657

DOB
5/4/1980

RELATED. CASES

SECO Triage

SECOQ Triage

SECO Specialty Consult

SECO Triage

SECO Specialty Consult
More

SECO Triage

Handoff Type Handoff Notes

Warm Handoff

Assigned to
Ser

Urgent
No

Interpreter Requested
No

Date and Time of Call

Contact Notes

Monday, January

SEARCH

PROFILE LO

Case ID: 291 (Closed)

YW/ ML/ SIS

4,201312:46 PM

STVH 43438 Wi 9044

add

» 1 8eco Advisor 4/1572013 1:25:53 PM

$38¥) 031v134

Participant Information

Service Member Name
Road Runner

MyCAA Eligible

SECO I&R

Categories Tech Help Provided For Referred To
Career Connection
Career Exploration

Education and Training

Comments

SECO Specialty Consult

Assigned to
Seco Consultant

Handoff Type
Warm Handoft

Follow Up Date Follow Up Time  Follow Up Reason

Handoff Notes

About Military OneSource | Privacy & Security | Disclsimer | References | Fesdback

Figure 6.9

Case ID: 293

[ ore |
Tsro @ E
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Before you can create a new participant, the system will require you to first search for the

person to verify that they don’t already have a record. Once you have performed a search, the

Add New button on the search page will appear (Figure 7.1).

1. After verifying that the participant doesn’t already exist on the search page, click Add New.

Militar

y OneSource

SEARCH

PROFILE LOGOUT

Military SYETEM
OneSource
—
e
Search
DASHBOARD
UNATTACHED CRISIS CALLS First Name Middle Name Last Name Participant 1D =
[ [ Johns [ =
test =)
Little J Horner Phone DOoB Case Number =
John L Jones [ [ ﬁ =
Anna =
Anna Tester " "
Test Tester Primary Email
Unknown [ m Clear
Unknown
Unknown =
Green Bean =
- ) =
Matshidaso Christensen Participant search found 7 participants i,
Unknown =
Unknown = (=
Unknown fe:)
Joe Smith Johnson, Mark 1040 Bethel Alexandria VA 22311 452-658-9658 8/8/1979
Mark Jones Street
Slinky J Easterling
Airlita Spouse JONNS0oN, Huia pryy: JunEUn mu corve FeLLm 10Lm IUDE EPaRET]
Unknown Furthermore
Unknown Street
Unknown
?:r%f S'pnﬁi'”:'\’”"ams Johnson Magic 12345 Marry Buckingham cT 11111 123-3455674  4/12/1962
e — Lane.
Unknown Man
Unknown
Johnson, Sally A, 950 South Walnut  Friend NE 1/30/1981
Street
Johnson 9528 50th Ave., Lakewood WA 93499 832-867-9309 1/13/1994
Camarie Boyd SW, #FF104 -
vy ‘\
About Military OneSource | Privacy & Security | Disclaimer | References | Feedback 'E!"\‘QQU C&’ E
Figure 7.1

2. Enter the participant’s information.

Required fields are designated by *

Begin by entering their personal information such as their name, date of birth, address(es), gender,

marital status, and phone numbers and email address (Figure 7.2).

The Confidential checkboxes next to the phone and email address fields signify that the provided phone

number/email address is private, and therefore safe for contacting the participant regarding private

matters (Figure 7.2).
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SEARCH PROFILE

Military OneSource

Military
OneSource
——
=
.- *indicates a required field
Create New Participant
DASHBOARD
PARTICIPANT OVERVIEW First’ Middie Last* Suffix 2
[ [ [ [ Eligibility Information =
Name Service Member? =
Participant ID DoB* “Gender *Marital Status C Yes =
articipan [ |F'Iease Select =] |F'Iease Select =l =
Current Address & No =
Ph Current Address
one [ *Relation
DoB | Piease Select |
City State Postal Code  Country
[ - =l Please Select x| “Branch of SVC
|Please Select =
Mailing Address
[ *Pay Grade
| Please Select ~|
City State Postal Code  Country
[ | LI [ Flease Selectll *Eligibility Status
| Please Select |
Preferred Phone [~ Conifidential
[ [~ Recovering Warrior
Work Phone [~ Retiring Within 130 Days
[ [~ Discharged Within 180 Days
Cell Phone [~ Confidential Closest Installation
Email Address [~ Confidential § [~ Requires Interpreter Referred By
[Please Select =] |Please Select =l
Other Source
oo [N T
About MCEFP | Privacy&Security | Disclaimer | Feedback Th\'gw O E

Figure 7.2

Continue entering their personal information.
o If the participant requires interpretation assistance, select the Requires Interpreter checkbox and
then select their language from the dropdown list (Figure 7.3).
e Select how the participant heard of or was referred to MOS in the Referred By list. If you select

‘Other’, type the referral source in the textbox (Figure 7.3).
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SEARCH PROFILE

Military OneSource

Military
OneSource
——
. *indicates a required field
Create New Participant d
DASHBOARD
PARTICIPANT OVERVIEW First’ Midde Last* Suffix 2
[ [ [ [ Eligibility Information =
Name Service Member? =
Participant ID DoB* “Gender *Marital Status C Yes =
articipan [ |F'Iease Select =] |F'Iease Select =l =
Current Address & No =
Ph Current Address
one [ *Relation
DoB | Piease Select |
City State Postal Code  Country
[ — =l Please Select x| “Branch of SVC
|Please Select =
Mailing Address
[ *Pay Grade
| Please Select ~|
City State Postal Code  Country
[ | LI [ Flease Selectll *Eligibility Status
| Please Select |
Preferred Phone [~ Conifidential
[ [~ Recovering Warrior
Retiring Within 180 Days
Work Phone r g B
[ [~ Discharged Within 180 Days
Cell Phone [~ Confidential Closest Installation
Email Address [~ Confidential{ [~ Requires Interpreter Referred By
[Please Select =] |Please Select =l
Other Source
oo [ T
About MCEFP | Privacy&Security | Disclaimer | Feedback T&\‘QQ‘\‘: O E

Figure 7.3

Then, complete the eligibility information for the sponsor. Indicate if the sponsor is a Recovering Warrior

or has an upcoming retirement by selecting the checkboxes (Figure 7.4).
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SEARCH PROFILE

Military OneSource

Military
OneSource
——
=
.- *indicates a required field
Create New Participant
. DASHBOARD .
PARTICIPANT OVERVIEW First’ Midde Last* Suffix 2
[ [ [ [ Eligibility Information =
Name Service Member? =
Participant ID DoB* “Gender *Marital Status C Yes =
articipan | |F'Iease Select =] |F'Iease Select =l =
Current Address & No =
Ph Current Address
one [ *Relation
DoB | Piease Select |
City State Postal Code  Country
[ — = Please Select x| “Branch of SVC
|Please Select =
Mailing Address
[ *Pay Grade
| Please Select ~|
City State Postal Code  Country
[ | LI [ Flease Selectll *Eligibility Status
| Please Select |
Preferred Phone [~ Conifidential
[ [~ Recovering Warrior
Work Phone [~ Retiring Within 130 Days
[ [~ Discharged Within 180 Days
Cell Phone [~ Confidential Closest Installation
Email Address [~ Confidential [~ Requires Interpreter Referred By
[Please Select =] |Please Select =l
Other Source
oo [N T
About MCEFP | Privacy&Security | Disclaimer | Feedback ih\'gw G Q

Figure 7.4

3. Enter the participant’s closest installation.

Begin by entering either the full name or partial name of the installation. Once the installation appears,

click on its name. The installation name will then populate into the Closest Installation field (Figure 7.5).
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SEARCH PROFILE LO

Military OneSource

Military

TEM
OneSource
—

Create New Participant * indicates a required field

DASHBOARD
PARTICIPANT OVERVIEW First” Middle Last* Sufix 2
[ [ [ [ Eligibility Information n
Name Service Member? =
Participant ID DoB* “Gender *Marital Status € Yes =
articipan [ =] |Please Select =] |Please Select =l -
Current Address & No =
Ph Current Address
one [ *Relation
DOB |Please Select |
City State Postal Code  Country
[ - =l Please Select ~ | “Branch of SVC
| Please Select j
Mailing Address
[ *Pay Grade
|Please Select ~|
City State Postal Code  Country
[ | LI [ Flease Se"mll *Eligibility Status
|Please Select =l

Preferred Phone [~ Confidential
[ [~ Recovering Warrior

[~ Retiring Within 180 Days

Work Phone
[ [~ Discharged Within 180 Days
Cell Phone [~ Confidential Closest Installation
Fori] 3
Email Address [~ Confidential [~ Reguires Interpreter Referrp FPlease enter 1.or more characters
|Please Select = IPIeaeg_mrl E3)

Other Source

Y sove | Done |
s OOBE

About MCEFP | Privacy&Security | Disclaimer | Feedback

Figure 7.5
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4. Click Done to save and close the participant’s record.

The system will check to
see if all required fields
were entered and display
any errors it finds (such as
a phone number in an
invalid format or leaving

the email address blank).

You will need to fix the
errors and click the Done
button again until all errors

have been resolved.

Then, the participant’s
record will be added to the

system.

Military
OneSource
= s
pm—

. DASHBOARD... ...

PARTICIPANT QVERVIEW
Name

Participant ID
Current Address
Phone

DOB

.I\_I_Ii‘l_imtary OneSource

SYaTEM

Create New Participant

First* Middle Last® Sufiix
DOB* *Gender *Marital Status

[ i@ [Please Select x| [Please Select |
Current Address

City State Postal Code  Country

[ - Bl Please Select » |
Mailing Address

City State Postal Code  Country

[ [~ 0 Flease Select v|
Preferred Phone [~ Confidential

Work Phone

Cell Phone [~ Confidential

Email Address I~ Confidential [~ Requires Interpreter

SEARCH PROFILE LOGOUT

*indicates a required field

Eligibility Information
Service Member?
C Yes

& No

AN/ MLO/ SIS

“Relation

Please Select -
*Branch of SVC

Please Select hd
*Pay Grade

Please Select -

*Eligibility Status
[Please Select =1

[ Recovering Warrior
[~ Retiring Within 180 Days
[~ Discharged Within 180 Days

Closest Installation

Referred By

[Please Select

=] [Please Select |

Other Source

About MGAFP | Privacy&Security | Disclsimer | Feedback

— =]

’E’S_.\,ggq o @

Figure 7.6
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Editing a Participant

1. Select the participant from the Search screen.

. .. y -
Click on the participant’s SEARCH  PROFILE
e = 7
LM Military OneSource
i ilitary. Cait MANAGEMENT SYETEN
name to open their record. Onitonee IR
—
Search
DASHBOARD
UNATTACHED. CRISIS CALLS. First Name Middie Name Last Name Participant ID o
h'uan =
Josh Jacobs =
Dante Peake Phone DOB Case Number =
George Homer [ [ ;
sally =
Brad Nelson
Frimary Email
Michael N Boliger
Frank Major [ m Clear
=
=
Participant search found 1 participants ;
Bl =
McConnick, 1234 Erehwon Erehwon vT T 555-565-5555 2/2/1983 3
i
/|
st vose® | | Dsceimer | Feadbaek Tsaor. @ E

Figure 8.1

2. Click Edit

SEARCH PROFILE LOGOUT

ry OneSource

ENT SYBTEM

View Participant i

Participant Name and Information [a]
=

Middle Last Suffix Eligibility Info =

P = >

McConnick Service Member? =

: No =

sender Marital Status =

=

Married Rolati
Married Relation

Figure 8.2

The participant’s information will become editable (Figure 8.3).

26




Military OneSource CMS
Call Center User Guide

3. Make the desired updates, and then click Done.

If the required information
for the participant is
complete, the system will

save the updates.

If any errors display,
correct the issue and then
click Done again until all

errors are corrected.

Military
OneSource
=t
frm—

.DASHBOARD........ooooco

PARTICIPANT OVERVIEW
Name

Joan McCennick
Participant ID

k1

Current Address
1234 Erehwon Rd
Erehwon, VT 77777
United States

Phone
565-565-5655

DOB

20211983

RELATED CASES

SECO Triage
SECO Triage

MENT SYSTEM

Military OneSource

SEARCH PROFILE LOGOUT

*indicates a required field

Edit Participant
First* Middle Last Suffix =
[s0an [ [McConnick Eligibility Information =
Service Member? =
DOB Gender Marital Status  Yes ‘;‘n
f i@ |Female A Married hd
[21211983 [ = =l & o =
Current Address
“Relation

[1234 Erehwon Rd

Family Member Spouse -

City State Postal Code  Country
[Erenwon VT =] [T United States x| “Branch of SVC

Marine Corps -
Mailing Address
[same *Pay Grade

E-4 -
City State Fostal Code  Counlry
lsame |" LI [ Please Select LI *Eligibility Status

Preferred Phone

[~ Confidential

555-555-5555
Work Phone
Cell Phone [~ Confidential

Email Address

[~ Confidential

[~ Requires Interpreter

|Acl\ve Duty |

[~ Recovering Warrior
[~ Retiring Within 180 Days
[~ Discharged Within 130 Days

Closest Installation
Fort Benning -

Referred By

ljmac@]mac com

[Please Select =] [other =]

Other Source

neighbor

About MGEFP | Privacy&Seourity | Disclsimer | Fasdback

Tovgw @ E

Cancel

Figure 8.3

Crisis / Duty to Warn / Mandated Report

Logging a call

When a crisis, duty to warn / mandated report, or adverse incident call (“crisis call”) comes in,

the primary goal is to capture as much information as possible about the call. Then, you will

attach the crisis call to the participant’s record in the system.
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1. From anywhere in the system, click on the red CRISIS / DTW / MR tab.

The CRISIS /DTW /MR

ab ona th =B Military OneSource

ab appears along the o' SRS

right-hand side of every — Search

. . Crisis Calls First Name Middle Name Last Name Participant 1D

page within the system. boe ot { l ( [
Phong DoB Case Number
[ [
Frirmary Email

[

Search

=
=
i~
=

Clear

B 4w/ MLO/ SISIND

REMDLRIRINTY

About MOAFF | Privacyd scuity | Disclaimer | Fesdbade

Trgr. O @

Figure 9.1

When clicked the drawer

will slide out to the left.

Military
OneSource
=
—

DASHROARD
UNATTACHED. CRISIS. CALL

Josh Jacobs
Dante Peake
George Homer
sally
Brad Nelson

Michael N Bolliger
Erank Major

Military OneSource

Adverse Incident
[~ GOV POC

[~ Followed Internal Workdlow

Crisis Call

U/ M 10/ SIS

[~ Trace Call Required
" Police

[~ Base Police
[C EMS
[~ MOS Triage Consultant
[~ Followed internal workflow

Duty to Warn
™ Police

[” Base Police

C EMS

[~ Medical Facility

SEARCH MY DASHBOARD

REFORTS PROFILE ADMIN

LOGOUT

[

Home Phone

Notes

POC Name

FOC Phone

POC email

[

2nd POC Name

[

2nd POC Phone

[

2nd POC Email

[

3rd POC Name

3rd POC Phone

3rd POC email

[ Followed internal workflow r

Mandated Report

[~ Adult Protective Services

[~ Child Protective Services

[™ Civilian Expeditionary Command

[~ FAP (Installation Domestic
Abuse,Child Abuse)

[” Followed internal work flow
— Resarve Cuard or Racniitinn Poc =

About MCEFP | Privacy&Security | Disclsimer | Feedback

Figure 9.2

Tsag (@ E

2. Enter any available information about the call.

Select the categories applicable to the nature of the call, and try to enter as much information as you can

about the caller (Figure 9.3). If you opened the Crisis / DTW / MR drawer from a participant’s screen,
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their information will default in the form. You can clear or update the caller’s information if needed.
Add a summary of the issue and any relevant notes in the Notes textbox.
Finally, enter the names, phone numbers, and email addresses of any points of contact for the incident, if

available.

-

Adverse Incident F"St ?"' Last

[~ GOV POC
[~ Followed Internal Worlkflow

Home Phone DOB
[ [

Notes

Crisis Call

[~ Trace Call Required

[~ Police

[~ Base Police

I~ EMS

[~ MOS Triage Consultant
[~ Followed internal workflow

AW/ ML0/S SIS

Duty to Warn POC Name POC Phone POC email

[~ Police [ [ [

[~ Base Police 2nd POC Name 2nd POC Phone  2nd POC Email
™ EMS [ [ [

[~ Medical Facility
. 3rd POC Name 3rd POC FPhone 3rd POC email
[~ Followed internal workflow [ [ [

Mandated Report
[~ Adult Protective Services

[~ Child Protective Services Clear m
™ Civilian Expeditionary Command

[~ FAP (Installation Domestic
Abuse Child Abuse)

[ Followed internal work flow
™ Rezserve Guard nr Racriitinn POC LI

Figure 9.3

3. Click Save

When you have entered all available information for the call, click the Save button (Figure 9.4). The

drawer will close and the crisis call will be saved in the system.

29




Military OneSource CMS
Call Center User Guide

o POC email

Clear

Figure 9.4

The next step will be to associate the crisis call to a participant’s record. You can do that immediately

after saving the call (see Associating a Crisis / Duty to Warn / Mandated Report Call to a Participant’s

Record), or you can postpone for a later time if needed by following the next steps.

Postpone Associating a Crisis Call to a Participant

The process for postponing a crisis call will be slightly different depending upon whether you were on the

participant’s screen or the search screen when you created the crisis call.

1. If you were on the participant’s screen, click No to return to the search page. If you were
already on the Search screen, skip to the next step.

If you were on the

participant’s screen when

RISIS CASE CALL

you created the crisis call, TR

a banner will display at the -
Name
Jake M Smith

top of the page asking if PartciantId

View Participant

CRISIS CASE CALL
|d |'k t tt h Current Address ~
you would like 1o attac 156 Faplar Lane Jake Smith 5
Frederickshurg, A
2406 United States Attach this person t
the call to the current Phans
555-788-3196
DOB

participant. Click No. St uso P
The search screen will

Fi 10.1
then display. igure 10

2. Click Not Now in the search screen banner

Click Not Now in the banner at the top of the search screen (Figure 10.2).
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Military

OneSource
.

_..DASHBOARD................

Unattached Crisis Calls
Smith, Jake

: ALO/SISH)

CRISIS CASE CALL
Jake Smith

eone from i

~ Prirmany Ermail

I

Participant search resutts

Figure 10.2

The crisis call will display

-2 ™ @)
in the Unattached Crisis nﬁm M Iltary_%{lwebource
OneSource 7
Calls dashboard on the - CRISIS CASE CALL
. DASHBOARD ]
search page until the call e 1o his call,
Unattached Crisis Calls
can be attached to a Smih.Jake search
participant’s record.
3 First Mame Middle Marm
. DASHBOARD [EE—
Phone poB
565-709-1650 B
Unattached Crisis Calls Primary Emil
Smith, Jake {
Participant search results
rame
MNo matching patticipant results found for the crit
About MCEFF | Pri ity | Disclaimer | Feedbad
Figure 10.3

Clicking on the link in the dashboard will bring you to the details page for that call (Figure 10.4).

Click Done to exit the page, or click Attach when you are ready to associate the crisis call to a
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participant’s record. See Associating a Crisis / Duty to Warn / Mandated Report Call to a Participant’s

Record for instructions.

l\_l__lilitary OneSource

Military Z
OneSource o
!
—

Crisis Case 1D 280 (Closed)
DASHBOARD

Unattached Crisis Calls first M Last
Smith, Jake Jake Srmiith

DOB Home Phone
555-789-1658

-~
=
=
=

~
=
=
=

~
=
=

Hotes
Calleris lost and frightened and requests assistance.

POC Name POC Phone  POC email
Jordan Parker 545-798-3168

2nd POC Name  2nd POC Phone 2nd POC Email

SIVEEI434 Wy o0dd

3rd POC Name 3rd POC Phone 3rd POC email

Crisis Issues:
CrisisCall - Trace Call Required
CrisisCall - Base Folice

535%2 031V134

"
About MCEFP | Pri ity | Dicolaimer | Feedback ‘U"\QW 6 g

Figure 10.4

Associating a Crisis / Duty to Warn / Mandated Report Call to a Participant’s

Record
When the crisis call is saved, the CRISIS / DTW / MR drawer will close. The system will then ask if you
would like to associate the call to a participant’s record. Depending on which page you were on when
you clicked on the CRISIS / DTW / MR tab, there will be a couple of different ways to do this:

¢ If you clicked on the CRISIS / DTW / MR tab from a participant’s page, skip to Step 4 below.

o If you were on the search page, continue with the following steps.
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1. Associating a crisis call to a participant from the search screen

If you were on the Search
page when you clicked on nﬁm M |tary9neb0urce

OneSource
=t
—

the CRISIS / DTW / MR
tab, you WI” now see the ..... DASHBOARD . . .
, . Unattached Crisis Calls
caller's name (if entered) Smih.Jake Search
displaying in the s o
Unattached Crisis Calls - DASHBOARD = '
Phone [nlelz]
Dashboard on the left- £55-785-1658 '
Unattached Crisis Calls Primary Email
hand side of the screen. Smith. Jake
Participant search results
The caller’'s name will
MNo matching participant results found for the
remain in the dashboard
until they are associated
to a participant’s record
(Figure 1 1 - 1 ) About MCEFF | Pri ity | Disclaimer | Feedbad
Figure 11.1

To associate the call to a
participant, first check to
see if the participant
already exists (Figure
11.2).

2. Search for the participant.

The system will automatically execute a search using information about the caller if provided. If no
records are returned at first you may need to update/remove some of the prepopulated information (such
as the phone number) and re-execute the search in order to correctly determine if the caller already has a

participant’s record or not (Figure 11.2).
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DASHBOARD.

Unattached Crisis Calls
Smith, Jake

Participant ID

Case Number

Not Now

B0 VILAIND

Clear

Search
FirstName Middle Name: LastName
Jake Smith
Phone DOoB
555-789-1658
Primary Email
moea| Search

No matching parficip:

First Name

Middle Name

Last Name

[Jake

Phone

About MCAFP | PrivasydsSeourty | Disclaimer | Feedback

[

DOB

Smith

|555-789-1658

Primary Email

l

Figure 11.2

3. If the participant is found, select them from the search results. Otherwise, you will need to

create the participant’s record in the system. See Associating a Crisis Call to a New

Participant for instructions.

If the participant is found
in the system, select their

record in the search

DASHBOARD
results by clicking on their

Unattached Crisis Calls
Smith, Jake

name.

G-

Stnith_Jake h

)
w

About MCAFP | Privacy&Security | Dizelaimer | Feedback

Not Now

~
=
z
s
E
i~
=
=

Middle Name Last Mame Participant IO

[ Smith [

DoB Case Number =
E

[ )
e
=
=
=

#AE6 Poplar Lane Fredericksbury VA 22406 555-788-3196 5/4/1880

T Q@B

Figure 11.3
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4. Click Yes to attach the crisis call to the participant.

The participant’s details page will display. Click Yes at the top of the page to associate the call to that
participant.

=B Military OneSource

CRISIS CASE CALL

.. ARTICIPANT OVERVIEW.........

Name
Jake W Smith

/MLO/ SISH)

Participant ID
. CRISIS CASECALL
Current Address

456 Poplar Lane Jak th

Frederickshurg , VA
22406 United States

Phone

455-7898-31496

DOB ! Ehgibility Status

67411980 Active Duty {

Figure 11.4

Once the call is associated to the participant’s record it will appear among that participant's Related

Cases.

OneSource

.DASHBOARD. ...

FARTICIPANT.OVERYIEW. Related Cases

Name .
dake W Smith 267 Crisis 81312012 8/3/2012 10:36:07 AM Closed

Participant ID -
23

AW/ ML/ SIS1HY

Current Address
456 Paplar Lane
Frederickshbury , WA
22406 United States

Phone
G55-T98-31496

DOB
A1411880
RELATED CASES E
Related Cases
Date Modified
267 Crisis 8132012 SI201210:36:07 A Closed
Al T T T |
Figure 11.5
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Associating a Crisis Call to a New Participant

1. Click Add New on the search screen

If you were not able to

Military OneSource

locate the participant’s

record on the search
_.DASHBOARD. ...
. . . Not Now
page, the participant will Unattached Crists Calls ]
Mathew, Jacoh =
need to be added to the H
FirstName Middle Name Last Name Patticipant ID W
system. [Geen { [iiew
Phone DoB Case Mumber 2
[s55-742-9832 [2ianars B
Primary Email ;
Click the Add New button { [ searcn IS &
at the bottom of the page. Partinan search resurs
ThIS button will Only Ha matching paicipant results faund for the criteria you specifed
appear after a search has
been completed.
PR | it P B e Tsaow. O @B

=y

Figure 12.1

36




Military OneSource CMS
Call Center User Guide

2. Enter participant’s information, and then click Done

For guidance in Creating a MY DAS REPORTS PROFILE ADMIN L
ags ~ o Z
R - Military OneSource
new participant’s record, omaery, EEEEED
o=
see Creating a Participant CEEBEEEL
CDASHBOARD. |
R d If you'd like to attach a participant to this call, select someone from the search resulis Not Now
ecora. . PARTICIPANT OVERVIEW.__| =
Name Create New Participant *indicates a required field E
Participant ID E
Current Address First” Middie Last: sufix 1
Phone [ l [ Eligibility Information
DOB Service Member?
DoB* “Gender “Marital Status oy
i@ [Please Select x| [Please Select =1 &
[ I @ o
Current Address
“Relation
Please Select hd
City State Postal Code  Country
[ - =l [ Flease Select x| “Branch of SVC
Please Select hd
Mailing Address
[ “Pay Grade
My Dashboard [Fomesaod =]
City State Postal Code  Country
[ | LI [ Please Se\gc{;l “Eligibility Status
[Please Select =1
Preferred Phone [~ Confidential
[~ Recovering Warrior
Work Phone [~ Retiring Within 180 Days
[~ Discharged Within 180 Days
Cell Phone [~ Confidential Closest Installation
Email Address [~ Confidential [~ Requires Interpreter Referred By
[Please Select =] [Please Select =]
Other Source
- T
About WICAFP | Privacy&Security | Disclsimer | Fesdback ‘t"’!QPV O E

Figure 12.2

3. Click Yes in the Crisis Case Call banner

Military OneSource

Military
OneSource
g

CRISIS CASE CALL

. DASHBOARD..._ ..o
PARTICIPANT QY ERVIEW.

View Participant

/mia/sisigd

Name
Jake M Smith

Participant ID
= CRISIS CASE CALL
Current Address o -
456 Poplar Lane Jacob Mathew 5 93 47211978
Frederickshurg, WA
22408 United States

Phone

955-798-3196
DOB . Higibility Status
Si4i1980 Active DUty

Figure 12.3

The crisis call will now be associated to the participant’s record. You can view the crisis call in the

participant’s Related Cases.
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y OneSource

Milita: F: ANA
DneSGurge T o

Related Cases
 DASHBOARD

PARTICIPANT OV ERVIEW. Related Cases

Mame
Jacob Mathew isi 81312012 81312012 10:36:07 AM

Participant ID
24

UW/MLO/SISIHY

Current Address
798 Palm Avenue
San Diego, CA
92122 United States

Phone
555-742-9832

SIVHEI430 WYy oodd

DOB
41201878

...RELATEDCASES

| BEAKEIGET!

8/512012 8132012 10:36:07 Ah Closed
Al T T T w'-v1-7

Figure 12.4
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Program Referrals

1. Open the participant’s record

Locate the participant on SEARCH PROFILE  LOGOUT
Military OneSource

[ =
the search screen (see onesonrce I

Search for a Participant) ' Search
DASHBOARD

and click on their name to UNATTACHED CRISIS CALLS First Name Middie Name Last Name Perticipant ID

[ [ smith [
test

open their record. Litte J Horner Phone DoB Case Number
John L Jones [ [
Anna
Anna Tester -
Test Taster Primary Email
[Unknown] [ Clear
[Unknown)
[Unknown)
Green Bean

AN/ ML0/ SIS

Christensen pant search found 9 participants
[Unknown]
[Unknown| -
[Unknown|
Joe Smith ISmﬂh Jake M I 456 Poplar Lane  Fredericksburg VA 22408 555-789-1657 50411980
Mark Jones

Slinky J Easterling
‘Airits Spouse Smith Michasl 256 Clark Street  Alexandria VA 22311 456-154-2154  8/8/1978

Unknown]
Unknown Smith._Leslie 5 Smith Way Hampton VA 23669 757-888-8888  4/25/1985
Unknown|
.3_51—:’28‘;1“?”‘""'””?“ Smith, Willow 123 Hawthome  Fort Hood ™ 12344 123-456-7890 4152013
Unknown] Place
Unknown]

$3N¥EL 0IN0

Smith, Megan 41212013

Smith, Tasha 4613 Green Killeen > 76549 910-229-9973 812311981
Meadow St

About Military OneSource | Briveoy & Security | Disclsimer | References | Feedback ‘U".-\'QEM O @ E

Figure 13.1
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2. Click on the Create Case button.

SEARCH PROFILE

=8 Military OneSource
OneSource 2

View Participant

DASHBOARD
PARTICIPANT OVERVIEW Participant Name and Information g

First Middle Last Suffix Bligibility Info =
Name Jake M Smith . _ -
Jake M Smith ' i::‘-"ce Member? 3
Participant ID DoB Gender Marital Status - =
ET 51411930 Male Married Relation =

Self
Current Address Current Address
456 Poplar Lane . Pay Grade
Fredericksburg, VA 22406 iflf::esj,, Lane W-2 =
United States ob Foplar Lane s
Phone City State Postal Code Ell’i.l?lcll of SVC =
555-T89-1657 Fredericksburg VA 22406 Mavy =
DOB Country Eligibi\ity Status E
5/4/1980 United States Active Duty E
Closest Installation
) ; Mailing Address Fort Carson =)

RELATED. CASES =

Address =)
SECO Triage 3464 Nobel Drive E
SECO Triage : b
SECO Specialty Consult City State Postal Code e
SECO Triage San Diego CA 92122
SECO Specialty Consult
SECO Specialty Consult Country

More United States

Telephone

Preferred Phone Work Phone Cell Phone

555-780-1657

Email

Email Address

jakesmith@email.com

Additional Information

Requires Interpreter Referred By

Mo Website

vy ‘\
About Military OneSourcs | Privacy & Security | Disclaimer | References | Feedback f"'\gov ( 7 | E
Figure 13.2

All the program referral case types will display at the top of the page (Figure 13.3).

3. Select the applicable case referral type.

If at any point the call turns into an emergency situation create a Crisis Call record.
Select Non-Medical to conduct an assessment on the participant and refer them to a Military and Family
Life Counselor (MFLC) or a counselor within the MOS Network, or to another agency if you determine the

participant to be outside the scope of non-medical counseling. See Financial Counseling

1. Select Financial.
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Select Financial to select a referral type and enter in counseling information.
SEARCH MY DASHBOARD REPORTS PROFILE ADMIN
vk o o 7
# Military OneSource
Military : -
OneSource
——
Financial Counseling
........ DASHBOARD.......
PARTICIPANT OVERVIEW Referral Options (check all that apply) (=)
™ Auto Loan I~ Estate Planning I~ ldentity Theft Recovery I~ Savings 2
I:‘lﬂzme.lohnson [~ Budgeting [~ Financial Assistance [~ Insurance [~ Tax ‘%‘
. [~ Consolidation [~ Financial Hardship [~ Investments [~ TSP -
Participant ID =
43 [~ Consumer Rights [~ Foreclosure [~ Planning for Deployment [~ Other 1
Current Address [~ Credit Cards — Home Loan [~ Purchasing 2 Home
1U4Q Bethel Street [~ Debt/ Financial ™ ldentity Theft Information [~ Refinance Loan L
ﬁ'ﬁﬁ:gdsr{:iE:A 23 [~ Education [~ Identity Theft Prevention [~ Retirement §
Phone ) ) £
452_658-0658 *Counseling Delivery =
DOB IPIease Select vl [~ Participant prefers not to be contacted for follow-up E
8/8M1979 g
*Company *Counselor Name
RELATED. CASES ( E
Work Lite fuddiEss g
SECO Triage [ Z
SECO Triage v
SECO Specialty Consult City State Postal Code  Country
SECO Speciglty Consult — - Flease Select v
More [ J [ J
“Phone “Email
l l
*Handoff Type Assigned to [~ Interpreter Requested
My Dashboard Please Select =] |PleaseSelect |v| Language [Flease Select =
Handoff Notes [~ Urgent
coce | NN
About Military OneSource | Privacy & Security | Disclaimer | References | Feedback T;!"\‘QQV O E
Figure 14.1
First, select all the Referral Options that apply. Next, use the drop down menu to select Counseling
Delivery.
If the participant does not wish to be contacted for follow-up, please check the box next to “Participant
prefers not to be contacted for follow-up.”
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number, and email address.

to close the referral.

Finally, select the Handoff Type and Assign to a particular case manager (if applicable).

Indicate if an interpreter was required in order to create the referral for the participant and select their

Next, fill in the Counseling information including the Company name, Counselor name, Address, Phone

language. Select the Urgent checkbox if the case came in during non-business hours. Then, click Done

Non-Medical Counseling for additional assistance with the Non-Medical Counseling Referral form.

Select Info & Referrals if the participant is requesting information that will require additional research or

time that is not directly related to any of the other programs (such as assistance with child care or non-

bulk fulfilment requests).

Select Specialty to refer the participant to a Specialty Consultant for assistance regarding special needs,

elder care, education, adult disability, adoption, work life, or bulk fulfillment.

While entering the referral information, click the Save button to save the referral at any point, or click the

Done button to save and close the referral.

Military
OneSource
a—
e

Financial Mon-Medical

Info & Refemrals Tax Specialty

Health & Wellness Recovering Warrior Document Translation

DASHBOARD
PARTICIPANT OVERVIEW

456 Poplar Lane
Fredericksburg, VA 22406 Current Address
United States

View Participant

Name Participant Name and Information
Jake M Smith

First Middle
Participant ID Jake M
38

DOB Gender
Current Address 5/4/1980 Male

Phone Address
555-780-1657 456 Poplar Lane
DOB City State
5/4/1980 Fredericksburg VA

Suffix

Marital Status

Postal Code

Figure 13.3

Eligibility Info
Service Member?
Yes

Relation

Self

Pay Grade

W-2

Branch of SVC
Navy

SITE 43434 WV19044

1

2. Enter information about the nature of the referral. (Not applicable for referrals to SECO)

The process for entering referral information will be similar across most of the case referral types, but they
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all will collect different information specific to their type. Non-Medical Counseling and Document

Translation requires additional information compared to the other case types, so refer to the Financial

Counseling
3. Select Financial.
Select Financial to select a referral type and enter in counseling information.
PROFILE ADMIN L«
agm —~ o 7
# Military OneSource
Military : - -
OneSource
——
—
Financial Counseling
DASHBOARD
PARTICIPANT OVERVIEW Referral Options (check all that apply) fa}
[~ Auto Loan [ Estate Planning [~ Identity Theft Recovery [~ Savings g
Name y - ) ~
Mark Johnson [~ Budgeting [~ Financial Assistance [~ Insurance [~ Tax E
. [~ Consolidation [~ Financial Hardship [~ Investments [~ TSP -
Participant ID :
43 [~ Consumer Rights [~ Foreclosure [~ Planning for Deployment [~ Other
Current Address [~ Credit Cards — Home Loan [~ Purchasing a Home
1040 Bethel Street [~ Debt/ Financial ™ Identity Theft Information [~ Refinance Loan 3
ﬁ'ﬁﬁfgdsr{:ie;m 223 I Education [~ Identity Theft Prevention ™ Retirement g
Phone X i =
452-658-0658 *Counseling Delivery -
DOB IPIease Select vl [~ Participant prefers not to be contacted for follow-up E
8/8/1979 E
*Company *Counselor Name
RELATED.CASES l z
Work Life addiess o
SECO Triage [ Z
SECO Triage v
SECO Specialty Consult City State Postal Code  Country
SECO Speciglty Consult — - Flease Select v
More [ J [ J
*Phone *Email
*Handoff Type Assigned to [~ Interpreter Requested
My Dashboard Please Select =| |Pleaseselect x| Language [Flease Select =l
Handoff Notes [~ Urgent
cace [T T
About Military OneSource | Privacy & Security | Disclaimer | References | Feedback Ih\'g‘w O E
Figure 14.1
First, select all the Referral Options that apply. Next, use the drop down menu to select Counseling
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Delivery.

If the participant does not wish to be contacted for follow-up, please check the box next to “Participant

prefers not to be contacted for follow-up.”

Next, fill in the Counseling information including the Company name, Counselor name, Address, Phone

number, and email address.

Finally, select the Handoff Type and Assign to a particular case manager (if applicable).
Indicate if an interpreter was required in order to create the referral for the participant and select their
language. Select the Urgent checkbox if the case came in during non-business hours. Then, click Done

to close the referral.

Non-Medical Counseling and Document Translation sections for specific instructions with completing

these referrals.

Begin by entering additional information regarding the participant’s referral in the fields provided.

Referrals to SECO will not require any additional information aside from the handoff fields—skip to step 5

below.

Specialty Consult: Recov:
—

DASHBOARp

- S Q@g

Figure 13.4
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4. Indicate if the participant does not want a followed-up.

If the participant does not want to be followed up with by a case manager regarding their progress with a

Health & Wellness, Financial Consulting, or Non-Medical Counseling case, select the checkbox.

Point of Contact name Point of Contact phone ]
Current Address r r
456 Poplar Lane
Fredericksburg , VA =
22406 United States Participant prefers not to be contacted for follow-up =
=
Phone =
555-798-3196 rz
DOB *Handoff Type Assigned 1o Interpreter Requested §
5/4/198
5/411980 Please Select E Please Select E Language &
- e Handoff Notes Urgent -
RELATED CASES =
s
s
Iy Dashboard
S caso | NN
About MC&FP | Privacy&Security | Disclaimer | Feedback l' S \'gw U @ E
Figure 13.5

5. Enter Handoff details.

Then, enter information about the handoff. The Handoff and Assigned to fields will not display for all
referral types (Figure 13.6).

If you performed a warm handoff between the receiving case manager and the participant, select ‘Warm
Handoff’ from the Handoff Type and then select the name of the case manager in the Assigned to list.
Otherwise, select ‘Left Voicemail’. If you would prefer a supervisor to assign the case to one of the case
managers leave the Assigned to field set to ‘Please Select’. The referral will appear in the supervisor’s

queue for them to delegate to their team (Figure 13.6).

Enter details about the handoff in the Handoff Notes textbox.
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Phone <
555-798-3196 -
DOB *Handoff Type Assigned to [T Interpreter Requested 3
5/4/1980 =
Please Select |Z| Please Select E Language I
Handoff Notes 7] Urgent "
RELATED CASES =
s
=
7
Iy Dashboard
o et [N NN
e £\
About MC&FP | Privacy&Security | Disclaimer | Fesdback TsA.gov o) @ E
Figure 13.6

6. Indicate if an interpreter was required for the referral.

If interpretation assistance was needed in order to conduct this referral, select the Interpreter Requested

checkbox (Figure 13.7). Then, select the participant’s native language from the Language list.

Phone
§55-795-3196

DOB

5/4/1980

RELATED CASES

My Dashboard

SIVIIII Y W

About MCEFP | Privacy&Security | Disclaimer | Feedback

*Handoff Type Assigned to Interpreter Requested

Please Select E Please Select E Language

Handoff Notes Urgent =
=
S
-

oy | o
o ~
Tagr. O@E
Figure 13.7
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7. Select the Urgent box if applicable.

Selecting the Urgent
checkbox will display the
case as a high priority in
the case manager’s

queue.

Only referrals that come in
during non-business
hours should be flagged

as Urgent.

These referrals will display
in the Unassigned Cases
queue for case manager’s

to see and delegate.

Phon

Handoff Type Assigned to Interpreter Requested E

5141198 =
5/411980 Please Select Please Select Language %
. . Handoff Notes [C] urgent =
RELATED. CASES L I =

My Dashboard

About MG&FP | Privacy&Security | Disclaimer | Feedback

Figure 13.8

e [N T

[’S\.gm O @ E

8. Click Done.

Once the referral is saved it will display in the Current Referrals section in the Dashboard along the left-

hand side of the page (Figure 13.9). To make any corrections click on the referral’s link.

If you need to create additional referrals for the participant repeat steps 2 through 8 as needed. Each

additional referral (up to five) will display in the Current Referrals section.

View Participant

DASHBOARD
RTICIPANT OVERVIEW Participant Name and Information
First Middle Last
Name . ‘
Jake 1 Smin
Current Address
Participant I
» Address
456 Poplar Lane

city State zp

Country
nlkexd

Maliing Address

Adaress

city state zip

Adoption

CURRENT REFERRALS

Country

Telephone

Honme Phone Work Phone

My Dashboard
Email

Email Address

Adaitional Information

Gender Marital Status
Mal "

Aboul MCAFP | PrivacyB Security | Disclsimes | Faedbick

- s Engibiy Info
8 Relation Branch of SVC
Pay Grade
Eligibility Status E
Closest Installation E
Fort Cax -
Cell Phone
Requires Interpreter Service Member? Referred By
G OOE
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Figure 13.9

9. Click Done.

At the end of the phone
call after all case referrals
have been saved for the
participant, click the Done
button on the View
Participant screen (Figure
13.10).

The referrals will be sent
to the applicable case
manager or to the

supervisors to assign.

Military OneSource

View Participant

DASHBOARD
PARTICIPANT OVERVIEW Participant Name and information
First Middle Last
Name 3 s
Jake M Smiin
Current Address
Participant ID
= Address
Current Address
Lane
g, V city state zZip
United States derick A
Country
Mailing Address
Adaress
N
cin state zy
Adoption ud " P
Country
Telephone
Home Phone Work Phone
My Dashboard
Email

Email Address

Additional Information

Gender

Marital Status
Ma tarme

£bout MCAFP | Privacy&Securty | Disclaimer | Feedback

sumn pos Eligibiiny info
4 Relation
"

Pay Grade

Elgibity Status

Closest instaliation
son

Cell Phone

Requires Interpreter Service Member?

Figure 13.10

Branch of SVC

SIVAA3430 Wra9084

S3SV) 03010

Referred By

Financial Counseling

10. Select Financial.

Select Financial to select a referral type and enter in counseling information.
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PROFILE  ADMIN

Military OneSource

Military
OneSource
——
—_—
Financial Counseling
_ DASHBOARD .
PARTICIPANT OVERVIEW Referral Options (check all that apply) s
[~ Auto Loan [~ Estate Planning [~ ldentity Theft Recovery [~ Savings =
Name - y ; ) ~
Mark Johnson [~ Budgeting [~ Financial Assistance [~ Insurance [~ Tax E
. [~ Consolidation [~ Financial Hardship I~ Investments [~ TSP -
Participant ID :
43 [~ Consumer Rights [~ Foreclosure [ Planning for Deployment [~ Other
Current Address [~ Credit Cards [~ Home Loan [~ Purchasing a Home
1040 Bethel Street [~ Debt/ Financial [~ Identity Theft Information — Refinance Loan
Alexandria, VA 22311 =
United States I~ Education I Identity Theft Prevention [~ Retirement S
Phone X i =
452-658-9658 *Counseling Delivery =
noB IPIease Select vl [~ Participant prefers not to be contacted for follow-up E
81811979 =
*Company *Counselor Name
RELATED.CASES I z
Work Life fudisss =
SECO Triage | o
SECO Triage v
SECO Specialty Consult City State FPostal Code  Country
SECO Specialty Consult — - Please Select |
More [ J [ J
*Phone *Email
*Handoff Type Assigned to [~ Interpreter Requested
My Dashboard Please Select x| |Pleaseselect x| Language [Flease Select =l
Handoff Motes [~ Urgent
= . ] o]
About Military OneSource | Privacy & Security | Disclaimer | References | Feedback T’!"\‘Q?“. O E
Figure 14.1

First, select all the Referral Options that apply. Next, use the drop down menu to select Counseling
Delivery.
If the participant does not wish to be contacted for follow-up, please check the box next to “Participant

prefers not to be contacted for follow-up.”

Next, fill in the Counseling information including the Company name, Counselor name, Address, Phone
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number, and email address.

Finally, select the Handoff Type and Assign to a particular case manager (if applicable).
Indicate if an interpreter was required in order to create the referral for the participant and select their
language. Select the Urgent checkbox if the case came in during non-business hours. Then, click Done

to close the referral.

Non-Medical Counseling

1. Select Non-Medical.

Select Non-Medical to conduct an assessment on the participant and refer them to a Military and Family
Life Counselor (MFLC) or a counselor within the MOS Network, or to another agency if they are

determined to be out of scope for non-medical counseling.

Military OneSource

Military

B EM
OneSource
—

e
Financial Non-Medical |} SECO Info & Referrals Tax Specialty Health & Wellness Recovering Warrior Document Translation
DASHBOARD
o View Participant [ cancer NI
PARTICIPANT OVERVIEW. 2
Name Participant Name and Information -5
Jake M Smith L =]
First Middle Last Suffix Eligibility Info =
ici . BA Oy =
ngc'pa"t D Jake ! Smith Service Member? H
Current Address DOB Gender Marital Status Yes
5471920 M ari =
456 Poplar Lane 5/4/1980 Male Married Relation
Fredericksburg, VA 22406 Current Address Self &
United States - oay Grad ]
- ay Grade =
Phone éflf;:e,snsl,_l_‘ ~ W2 E
555-708-3196 420 Foplar Lane =
DOB E
51411980 =
Figure 15.1
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The Non-Medical Counseling referral assessment screen will display.

SEARCH PROFILE

Military OneSource

M

ATy TEM
OneSource =M
——
Non-Medical Counseling
. DASHBOARD .
\! | A
PARTICIPANT. OVERVIEW. Family member of those diagnosed with a mental disorder may be eligible for non-medical counseling. These are to be used for NON- =
CRISIS situations. If this is a CRISIS situation, then please use the Crisis Call Drawer to the right of the screen. 3
Name =
Jake Smith =
. Limits of Confidentiality Explained =
Participant ID r ;
23 Information you provide to me or other counselors will be kept confidential, except to meet legal obligations or to prevent
Current Address harm to self or others. Legal obligations include requirements of law and DoD or military regulations. Harm to self or others
456 Poplar Lane include suicidal thoughts or intent, a desire to harm oneself, domestic violence, child abuse or neglect, violence against any
Fredericksburg, VA 22408 person, and any present or future illegal activity. =
United States =
Phone =
555-789-1658 b=
DOB Language 5
5/4/1980 Presenting Problem [ Interpreter Requested =
|Please Select =] [|Please Select =
RELATED. CASES z
Referral Assessment :
=
Select all that apply: 5
[~ Participant's Risk to Self [~ Recurring Psychiatric Hospitalizations [~ Substance Abuse
[~ Participant's Risk to Other [~ Fitness _for Duty or Court Ordered [ lllegal Activity
[~ Currently Receiving Mental Health Evaluation
Treatment [~ Domestic Abuse
[~ Currently Prescribed Psychoactive [~ Child Abuse
Medication [T Sexual Assault/Rape
[~ Diagnosed with Mental Condition
Scope Determination
|Please Select =] ™ Cleared by FAP
canc [T TN
About MCAFP | Privacy&Security | Disclsimer | Fesdback T;"‘\QQ\" @ E
Figure 15.2

2. Read the Limits of Confidentiality text to the participant, and then select the checkbox
(Figure 15.3).
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@: MilitaryOneSource

Military
OneSource
——

RCH PROFILE

Non-Medical Counseling

Select all that apply:

[~ Participant's Risk to Self
[~ Participant's Risk to Other

[~ Currently Receiving Mental Health
Treatment

[~ Currently Prescribed Psychoactive
Medication

[~ Diagnosed with Mental Condition

Scope Determination

DASHBOARD
VERYIEIL
PARTICIPANT. OVERVIEW. Family member of thoze diagnosed with & mental disorder may be eligible for non-medical counseling. These are to be used for NON- S
CRISIS situations. If this is a CRISIS situation, then please use the Crisis Call Drawer to the right of the screen. 2
Name =
Jake Smith =
- [~ Limits of Confidentiality Explained =
Participant ID :
22 Information you provide to me or other counselors will be kept confidential, except to meet legal obligations or to prevent
Current Address harm to self or others. Legal obligations include requirements of law and DoD or military regulations. Harm to self or others
455 Poplar Lane include suicidal thoughts or intent, a desire to harm oneself, domestic violence, child abuse or neglect, violence against any
Fredericksburg, VA 22406 person, and any present or future illegal activity. =
United States s
Phone £
555-789-1658 =
DOB Language 5
5/4/1980 Presenting Problem [~ Interpreter Requested =
Flease Select j | Please Select j
RELATED. CASES z
Referral Assessment :
=

[~ Recurring Psychiatric Hospitalizations [~ Substance Abuse

[~ Fitness for Duty or Court Ordered [ lllegal Activity
Evaluation

[~ Domestic Abuse
[~ Child Abuse
[~ Sexual AssaultRape

|Please Select

=] I Cleared by FAP

About MCEFP | Privacy&Security | Disclsimer | Feedback

Toag. O @ B

Figure 15.3
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3. Select the Presenting Problem.
a. If aninterpreter is required, select the Interpreter Requested checkbox and select a

Language from the drop down menu.

SEARCH PROFILE

- Military OneSource

Military -
OneSource =M
——
Non-Medical Counseling
. DASHBOARD .
\! | A
PARTICIPANT. OVERVIEW. Family member of those diagnosed with a mental disorder may be eligible for non-medical counseling. These are to be used for NON- =
CRISIS situations. If this is a CRISIS situation, then please use the Crisis Call Drawer to the right of the screen. 3
Name =
Jake Smith =
. Limits of Confidentiality Explained =
Participant ID r ;
23 Information you provide to me or other counselors will be kept confidential, except to meet legal obligations or to prevent
Current Address harm to self or others. Legal obligations include requirements of law and DoD or military regulations. Harm to self or others
456 Poplar Lane include suicidal thoughts or intent, a desire to harm oneself, domestic violence, child abuse or neglect, violence against any
Fredericksburg, VA 22408 person, and any present or future illegal activity. =
United States =
=
Phone =
555-789-1658 b=
DOB Language 5
5/4/1980 Presenting Problem [ Interpreter Requested =
|Please Select ;I | Plea =
RELATED. CASES z
Referral Assessment :
=
Select all that apply: 5
[~ Participant's Risk to Self [~ Recurring Psychiatric Hospitalizations [~ Substance Abuse
[~ Participant's Risk to Other [~ Fitness _for Duty or Court Ordered [ lllegal Activity
[~ Currently Receiving Mental Health Evaluation
Treatment [~ Domestic Abuse
[~ Currently Prescribed Psychoactive [~ Child Abuse
Medication [T Sexual Assault/Rape
[~ Diagnosed with Mental Condition
Scope Determination
|Please Select =] ™ Cleared by FAP
canc [T TN
About MCAFP | Privacy&Security | Disclsimer | Fesdback T;"‘\QQ\" @ E
Figure 15.4
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4. Assess the participant and select the applicable issue(s) (if any).

SEARCH PROFILE

- Military OneSource

Military - TEM
OneSource =
e

Non-Medical Counseling

DASHBOARD
VERYIEIL
PARTICIPANT. OVERVIEW. Family member of thoze diagnosed with & mental disorder may be eligible for non-medical counseling. These are to be used for NON- S
CRISIS situations. If this is a CRISIS situation, then please use the Crisis Call Drawer to the right of the screen. 3
Name =
Jake Smith =
- [~ Limits of Confidentiality Explained =
Participant ID :
23 Information you provide to me or other counselors will be kept confidential, except to meet legal obligations or to prevent
Current Address harm to self or others. Legal obligations include requirements of law and DoD or military regulations. Harm to self or others
455 Poplar Lane include suicidal thoughts or intent, a desire to harm oneself, domestic violence, child abuse or neglect, violence against any
Fredericksburg, VA 22406 person, and any present or future illegal activity. =
United States 2
Phone £
555-T80-1658 =1
DOB Language 5
5/4/1980 Presenting Problem ™ Interpreter Requested E
Flease Select j | Please Select j
RELATED. CASES z
Referral Assessment :
=

Select all that apply:

[~ Participant's Risk to Self
[~ Participant's Risk to Other

[~ Currently Receiving Mental Health
Treatment

[~ Currently Prescribed Psychoactive
Medication

[~ Diagnosed with Mental Condition

[~ Recurring Psychiatric Hospitalizations [~ Substance Abuse

[~ Fitness for Duty or Court Ordered [ lllegal Activity
Evaluation

[~ Domestic Abuse
[~ Child Abuse
[~ Sexual AssaultRape

‘Scope Determination

|Please Select

=] I Cleared by FAP

About MCEFP | Privacy&Security | Disclsimer | Feedback

CLEY sove | pone |
w. @B

Figure 15.5
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5. Determine if the referral is In Scope for Non-Medical Counseling or Outside Scope for Non-
Medical Counseling. Select the checkbox if the participant was cleared by FAP.
6. Follow the steps below according to the scope determination selected.

SEARCH PROFILE

Military OneSource

Military
OneSource
——
r—
Non-Medical Counseling
DASHBOARD
A CIPA VERVIEW
PARTICIPANT. QVERVIEW Family member of thoze diagnosed with & mental disorder may be eligible for non-medical counseling. These are to be used for NON- S
CRISIS situations. If this is a CRISIS situation, then please use the Crisis Call Drawer to the right of the screen. =
Name =
Jake Smith =
Participant ID [~ Limits of Confidentiality Explained :
38 Information you provide to me or other counsel ial, except to meet legal obligations or to prevent
Current Address harm to self or othe 0 bligations includ 1 DoD or military regulations. Harm to self or others
456 Poplar Lane int g t i estic violence, child abuse or neglect, violence against any
Fredericksburg, VA 22406 person, and any present or future illegal activity =
United States s
Phone =
555-780-1658 b=
DOB Language 5
5411980 Presenting Problem [ Interpreter Requested z
[Piease Select EEE elect =
RELATED CASES z
Referral Assessment :
=
Select all that apply: o
[~ Participant's Risk to Self [~ Recurring Psychiatric Hospitalizations [~ Substance Abuse
[~ Participant's Risk to Other [~ Fitness for Duty or Court Ordered [~ lllegal Activity
[~ Currently Receiving Mental Health Evaluation
Treatment [~ Domestic Abuse
[~ Currently Prescribed Psychoactive [~ Child Abuse
Medication [~ Sexual Assault/Rape
[~ Diagnosed with Mental Condition
Scope Determination
[~ Cleared by FAP
__|In Scope for Non-Medical Counseling
Qutside Scope for Non-Medical Counseling
coce [N IR
About MCEEE | Privacy&Security | Disclaimer | Feadback I"“QO\" O E

Figure 15.6

7. If the participant is outside scope for non-medical counseling:

Select any agencies that you refer the participant to. Then, indicate whether the participant has
insurance, if they declined the referral, or if they terminated the call. Click Done to complete the referral
(Figure 15.7).
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Child Protec

Commun

[ Family Advocacy
™ Judge Advocate General
™ Local Hospita
[ MTF |
Handoff Type [~ Participant has insurance
Please Select [~ Participant declined referral
[~ Participant terminated call
Handoff Notes [~ Urgent
Cancel @
About MCAFP | Privacy&Security | Disclaimer | Feedback I""QQ\" O E

Figure 15.7

8. If the participant is within scope for non-medical counseling:

If the referral is In Scope for Non-Medical Counseling, Research Study questions will be displayed.

*Scope Determination
|In Scope for Non-Medical Counseling j [~ Cleared by FAP

Participant agrees to participate in research study
*RAMND Study

Cvyes C No

*RAND Phase Il Study
T vyes  No

Figure 15.8

If the referral is In Scope for Non-Medical Counseling, select the Counseling Preference and Type of

Counseling (Figure 15.8).
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If the participant is interested in in-person counseling select the checkbox if the are within 40 miles of an
MFLC installation. If they are within 40 miles of an MFLC installation, select the checkbox if they accept
MFLC services. Then, select the applicable Referral Type—MFLC, or MOS Network.

If you are not sure whether or not they are within 40 miles of an MFLC installation, select MFLC as the
Referral Type and then follow the MFLC instructions below to search for installations. You can change

the Referral Type and unselect the checkboxes if a nearby installation isn’t found.

RAND Phase Il Study
T yes O No
*RAND Study

Cyes C No
*RAND Study test

CYes  No
*Copunseling Preference |P|eage Select vI [~ Participant is within 40 miles of MFLC installation Open MFLC | ocator
*Type of Counseling Requested [~ Participant accepts MFLC services

" Individual *Referral Type

T Couple 1Please Select '1

T Family

Figure 15.8
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a. If the referral is for MFLC:

Select the Open MFLC

Locator link to search for *Counseling Preference |please Select[v|  [[] Participantis within 40 miles of MFLC installation Open WMFLC Locator
. . *Type of Counseling Requested [7] Participant accepts MFLC senvices
MFLC installations near © Individual *Referral Type
the participant. © Couple 22 [=]
© Family
The MFLC Locator
MFLC Info
search screen will open in
*MFLC Category
a new window. Please Select ||
*POC Phone POC Installation Name
| [ +
2nd POC Phone 2nd POC Installation Name
[ [ +
Figure 15.9

Enter the participant’s postal code and click Search to see all installations that are within 40 miles. Or,
select the participant’s state, country, or the installation at which they are located to see which MFLC

locations are nearby (if any).

| “RANL DAY °
MFLC Locator

Postal Code Location State Location Country Installation Name
VA B Please Select E] [

| seorch ISR

Location Address Postal Code Phone Primary Category Installation Select
Charlottesville 456 Main Street 22902 555-100-0000 MFLC Camp Parks + )
Center Charlottesville, VA, United
States |
ACS 123 ABC Road 22311 125-545-0099 MFLC Fort Rucker +
Charlottesville, VA, United .
States
ACS 123 ABC Road 22311 125-545-0099 MFLC Fort Rucker +
Charlottesville, VA, United
States
Marine Corps 3089 Roan Street 22134 724-238-6666 MFLC +
Center Quantico, VA, United States
Flnancial 350 Hall Street 15906 814-555-5555 MFLC + =
Accintancn Charlattacuilla VA Linitad
Close
Figure 15.10

If multiple MFLC locations are found, choose one that has a Primary Category specialization applicable to

the participant’s issue. Choose a second MFLC location as a backup if desired.
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Then, in the referral form select the MFLC Category for the participant’s issue. Click the + icon next to
each POC to select a search result for the first and second (if applicable) MFLC locations you choose
from the MFLC Locator (Figure 15.11). If the MFLC Location isn’t at an installation leave the field blank.

Finally, click the Done button to close the referral (figure 15.11).

*Counseling Preference [Please Select + [~ Participant is within 40 miles of MFLC installation Open MFLC Locator
*Type of Counseling Requested [~ Participant accepts MFLC services

" Individual *Referral Type

T Couple MELC :I'

T Family

MFLC Info

*MFLC Category
IF'Iease Select vl

*POC Phone POC Installation Name

( ( +

2nd POC Phone 2nd POC Installation Name

l l +

Handoff Type

IF'Iease Select vl

Handoff Notes [~ Urgent

vy "\
About MCEEP | Privacy&Security | Disclaimer | Feedback ‘t"‘\g(—“" C) E

Figure 15.11

b. If the Referral Type is for the MOS Network (Figure 15.12):

If the Referral Type is MOS Network, enter the participant’s reason for requesting counseling.
Enter the provider's name, phone number, location, and authorization number. Select the
checkbox if the participant does not want to be contacted at a later date to check on their status
for non-medical counseling.

If you would like to schedule a follow-up reminder for the specialty consultant that will be
overseeing the progress of the case, enter the due date and a small note. The follow up will be
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sent to the responsible people within the system.

Finally, enter the Handoff Type and Notes and click the Done button to close the referral form.

MOS Network

*Reason Requesting Counseling

“Authorization Number

*Provider Name Phone

*Location

[

[ Participant prefers not to be contacted for follow-up

Follow Up Date Follow Up Reason

[ I

Clear

Handoff Type
Please Select [~ |

Handoff Notes

[[] Urgent

sclaimer | Feedback

Figure 15.12

)

Tsag. O @

SECO

1. Select SECO

Enter the Handoff Type and Notes and click the Done button to close the referral form (Figure 16.1).
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SECO Triage

*Handofi Type Assigned to [~ Interpreter Reguested
|F'Iease Select =] |Please Select x| Language |Flease Select [~
Handoff Notes [ Urgent
= .. ] o
Figure 16.1

Information and Referrals

1. Select Information and Referrals

Check the boxes next to the appropriate referrals. Enter the Handoff Type and Notes and click the Done

button to close the referral form (Figure 17.1).

PROFILE ADMIN LO

Information & Referral
DASHBOARD
PARTICIPANT OVERVIEW Select allthat apply: g
I™ Casualty Assistance Officer [~ Spouse Abandonment — Child[~ Tax: Eamed Income Tax [~ Tax Other Stale Tax Issues =
.Tuasnr.:iacuhs Phone Number Support Credit [~ Tax Personal Exceptions ‘é'
e [ Child Care [ Official Travel Information ™ Tax: Education Student Loan — Tax: Power of Attorney =
Participant ID [~ Child Care Aware [~ Unofficial Travel Information Interest ) =
12 . ) - [~ Tax Filing Extensions and | 18 Rental Income
[~ Exceptional Family Member [~ Veteran Crisis Line A )
C t Address Deadlines [~ Tax Refirement Savings
urren Program ™ YMCA Enroliment Confribution Credit
[ Financial Grant Information I Tax: Filing Status Issues
Phone [ Disaster Recoven I~ Other ™ Tax Interest and Dividends [~ Tax: Small Business E
814-200-2000 ¥ [ Tax: Alimony [~ Tax IRA [ Tax: State Specific Forms =
[ Fulfilment i o : ’ =
DOB _ _ [= Tax Child & Dependent Care I Tax ltemized Deductions C Tax Tax Software Issues =
5/16/1084 ™ GIvA Loan information Tax Credit ) (Vendor) =
[~ Low Income/Social Services [~ Tax: Capital Gains and [C Tax: Misc. Tax Information E
RELATED CASES [~ Miltary Relocation Information 225585 _ I Tax M”"f"g "F°m_1 3903) &
[ Non-Eligible Counseling [~ Tax Child Tax Credit [~ Tax Multi-State Filing Issues L
Services [~ Tax: Combat Zone Income [~ Tax: Other Income Issues m
Bulk Fulfillment =
Figure 17.1
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Tax

1. Select Tax

Select the Tax Referral option and enter in a point of contact name and phone number. Next, enter the

Handoff Type and Notes and click the Done button to close the referral form (Figure 18.1).

Il\_l__lilita y OneSource

Military
OneSource
T
j—

Tax Services
DASHBOARD
PARTICIPANT OVERVIEW

Tax Referral Options:

Name ™ State
Josh Jacobs ™ Federal

Participant 1D
12 *Point of Contact name

PROFILE  ADMIN

*Point of Contact phone

Current Address [

l

[ Participant prefers not to be contacted for follow-up

Phone
£14-200-2000
DOB
51161984 *Handoff Type Assigned to [ Interpreter Requested
Please Select j |Please Select j Language Please Select j
RELATED. CASES Handoff Notes [~ Urgent

Bulk Fulfillment

SECO Specialty Consult

SECO Specialty Consult

SECO Specialty Consult

SECO Specialty Consult
More

My Dashboard

e NN NN

Figure 18.1

YN/MLO/ SIS

SV H343d WYE90dd

535¥D 031¥134

Specialty

1. Select Specialty

After selecting Specialty, you are prompted to choose which type of specialty consult you would like to

open. Your choices include Special Needs, Elder Care, Education, Adult Disability, Adoption, Work Life,

and Bulk Fulfillment (Figure 19.1).

The process for entering specialty consult referral information will be similar across most of the specialty

consult types, but they all will collect different information specific to their type.
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After selecting your Specialty Consult type, check the boxes for referrals given. Enter the Handoff Type

and Notes and click the Done button to close the referral form.

SEARCH MY DASHBOARD REPORTS PROFILE ADMIN LOGOUT

Military OneSource

Milite o
OneSource asease =
=t
S

Financial Mon-Medical SECO Info & Refemals Tax Specialty Health & Wellness Recovering Warrior Document Translation

DA&HBOARD e I Special Needs Elder Care Education Adult Disability Adopfion Work Life Bulk Fulfillment I
PARTICIPANT QVERMIEW 7 2]
View Participant m Edit z
Name =
Josh Jacobs E
Participant ID Participant Name and Information =
12 ibil
First Middle Last Suffix Eligibilily lufo
Current Address Josh Jacobs Service Member?
Ph DOB Gender Marital Status U= g
B4 at52000 5/16/1984 Male single Relation z
Self =
DOB Current Address =
5/16/1984 Address Pay Grade E
E6 =
RELATED CASES City State Postal Code Branch of SVC &
Country Ajr National Guard -
Bulk Fuffillment Eligibility Status ;
SECO Specialty Consult Mailing Address Active Duty =
SECO Specially Consult [a)
SECO Specialty Consult Address Z
SECO Specialty Consult L+
More City State Postal Code
Country
Telephone
Preferred Phone Work Phone Cell Phone

814-200-2000

My Dashboard Email

Email Address
josh jacobs@abc.com

Additional Information

Requires Interpreter Referred By
No

Figure 19.1

Health and Wellness Coaching

1. Select Health and Wellness

Fill in Coaching Referral Option, Coaching Delivery, Coach Name, Phone and Email Address. Enter the

Handoff Type and Notes and click the Done button to close the referral form (Figure 20.1).
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SEARCH MY DASHBOARD REPORTS PROFILE ADMIN

Military OneSource

Military
OneSource
—
prm—

Health & Wellness Coaching
. DASHBOARD

FARTICIPANT QVERVIEW. ) ! ) )
“Coaching Referral Options *Coaching Delivery

Name |Please Select =] [Piease Select x|
Josh Jacobs

“Coach Name *Phone *Email Address
Participant 1D [ [ I
12

HW/ML0/SISIHD

Current Address [~ Participant prefers not to be contacted for follow-up

Phone
814-200-2000
*Handoff Type Assigned to [ Interpreter Requested

3?51984 Please Select =] [Pleaseselect =] Language [Please Select -1

Handeff Notes [~ Urgent

SIV4 43434 WYH90dd

RELATED CASES

Bulk Fulfillment

SECO Specialty Consult

SECO Specialty Consult

SECO Specialty Consult

SECO Specialty Consult
More

§35Y2 01IV134

oo [N NN

Figure 20.1

Recovering Warrior

1. Select Recovering Warrior

Check the boxes for any referrals needed for the participant. Enter the Handoff Type and Notes and click

the Done button to close the referral form. (Figure 21.1).
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TS PROFILE

Military OneSource

Military
OneSource =
——
p—
Specialty Consult: Recovering Warrior
. DASHBOARD
VERVIEW
PARTICIPANT.QVERVIEW Select the referrals needed for the participant below: S
Name [~ Counseling [~ Health Care [~ Transportation “;-
dosh Jacobe [~ Education [~ Housing [~ VA Benefit =
?gmcmant ID [~ Employment [~ Legal [~ Veteran :
[~ Facilities [~ Military Benefits
Current Address ) )
[~ Finances [~ Respite Care
Phone §
814-200-2000 =
*Handoff Type Assigned to [~ Interpreter Requested =
DoB =
5/16/1934 Please Select x| [Please select =] lenguage [Pleaze Select = ]
Handoff Notes [~ Urgent g
RELATED. CASES
Bulk Fulfilment =
SECO Specialty Consult =
SECO Specialty Consult 2
SECO Specialty Consult )
SECO Specialty Consult v
More
cone [T RN
Figure 21.1

Document Translation

1. Select Document Translation

-8 Military OneSource
OneSource Gant M 2

Financial Mon-Medical SECO Info & Referrals Tax Specialty Health & Wellness Recoverning Warri
 DASHBOARD _ o :
View Participant sk —
PARTICIPANT. OVERVIEW 2
Name Participant Name and Information ‘g.
Jake M Smith igibili =
— First Middle Last Suffix Eligibility Info g
;'gmmpant 1D Jake M Smith Service Member? =
DOB Gender Marital Status jes
Current Address 51411080 Male Married "
456 Poplar Lane 5/4/1920 Jale arried Relation

Current Address
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Figure 22.1

2. Enter information for the document to be translated.

SEARCH PROFILE

Military OneSource

Military ——
OneSource
——
—
Document Translation
DASHBOARD
PARTICIPANT. OVERVIEW Documents 2
Name “3-
Jake Smith Document Type* From Language* Mo. of Pages® =
=~

Participant ID Please Select | |F‘Iease Select | [ =
38
Current Address Details of Other To Language*®
456 Poplar Lane | Please Select =l
Fredericksburg, VA 22406 -
United States Document will be delivered via: Document will be retumed via: 2
Phone |F'Iease Select 'I |Please Select 'I =
555-789-1658 m
DOB =
5/4/1980 Add Document =
RELATED. CASES *Handoff Type Assigned to [~ Interpreter Requested g

Please Select j |Please Select j Language Please Select j S

=
Handoff Notes ™ Urgent =
= . | o]
% '\

About MCEFP | Privacy&Security | Disclaimer | Feedback Ih\’g‘w C} E

Figure 22.2

3. If more than one document needs to be translated, click the Add Document button and enter
the details for the additional document. Repeat for each additional document to be

translated.
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SEARCH PROFILE

Military OneSource

Military e
OneSource =
——
Document Translation
. DASHBOARD
PARTICIPANT. OVERVIEW Documents =
Name “3-
Jake Smith Document Type* From Language*® No. of Pages* =
=
Participant ID Please Select | |F‘Iease Select | [ =
38
Current Address Details of Other To Language™
456 Poplar Lane | Please Select =
Fredericksburg, VA 22408 =
United States Document will be delivered via: Document will be retumed via: 2
Phone IF'Iease Select 'I IPIease Select 'I =
555-789-1658 =
DoB E
5/4/1930 Add Document =
RELATED. CASES *Handoff Type Assigned to [~ Interpreter Requested g
Please Select j |Please Select j Language Please Select j S
=
Handoff Notes [~ Urgent -
can [NERRN ICE
About MCEFP | Privacy&Security | Disclaimer | Feedback T;‘“\QQ\" @ E

Figure 22.3
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4. Select the type of handoff and the person that the case will be assigned to. Enter additional

notes about the handoff in the textbox.

Military OneSource

Military
OneSource
e
pr—

EM

Document Translation
....... DASHBOARD
PARTICIPANT OVERVIEW

Documents

Name

Jake Smith Document Type®

From Language*®

SEARCH

Mo. of Pages*®

Participant ID Please Select |
38

Details of Other

| Please Select | [

To Language*

Current Address
454 Poplar Lane
Fredericksburg, VA 22406

United States Document will be delivered via: Document will be retumed via:

IF'Iease Select 'I IPIease Select vl

Phone
555-789-1658
DOB
51411830
RELATED CASES *Handoff Type Assigned to
Please Select j |Please Select j

Handofl Notes

| Please Select =l

Add Document

[~ Interpreter Requested
Language | Please Select =

[~ Urgent

About MCEFP | Privacy&Security | Disclaimer | Feedback

coce [T N

Toag O @ E

PROFILE LO

YW/ MLO/ SIS

STV443434 Wyaa0dd

$3SYD 031¥134

Figure 22.4
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5. Indicate if an interpreter was required in order to create the referral for the participant and
select their language. Select the Urgent checkbox if the case manager should treat the

case as a priority. Then, click Done to close the referral.

SEARCH PROFILE

Military OneSource

Military —
OneSource =
——
r—
Document Translation
DASHBOARD
PARTICIPANT. OVERVIEW Documents 2
Name “3-
Jake Smith Document Type* From Language* Mo. of Pages* =
=~

Participant ID Please Select | |F‘Iease Select | [ =
38
Current Address Details of Other To Language*®
456 Poplar Lane | Please Select Jd|
Fredericksburg, VA 22406 -
United States Document will be delivered via: Document will be retumed via: 2
Phone IF'Iease Select vl IPIease Select vl ES
555-789-1658 =
DOB =
5/4/1930 Add Document =
RELATED CASES *Handoff Type Assigned to [~ Interpreter Requested §

Please Select j |Please Select j Language Please Select j S

=
Handoff Notes ™ Urgent b
!
Cancel @
About MCEFP | Privacy&Security | Disclaimer | Feedback Ih\'g‘w O E
Figure 22.5

Adding a Contact Note to a Case
To add notes to a case for the case manager, such as if the participant were to call you after
hours requesting information regarding their ongoing case, create a contact note by following

these steps:
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1. Open the participant’s record.

Locate the participant on

the search screen (see

Military OneSource

SEARCH

Search for a Participant) Search
DASHBOARD
and CIiCk on their name to UNATTACHED CRISIS CALLS First Name Middle Name Last Name Participant ID |s
[ [ [ g
i Phone DOB Case Number =
open their record. : [ o= A S
Primary Email
i [N
=
a
Participant search found 3 participants. E
= o g
Black Jack N 1600 Ave DC 34343-0989 858-272-8505 7/9/1985
456 Poplar Lane Fredericksburg VA 22406 5557983196 5/4/1980
798 Paim Avenue San Diego cA o122 5557429832 4121978

Smith, Jake M
Sk

g

o O OB

About MC&FP Disclaimer | Feedback

Figure 23.1

2. Click on the Related Cases tab.

Military OneSource

Military.
OneSource
—

Edit

View Participant

DASHBOARD
PARTICIPANT OVERVIEW Participant Name and Information o
First Middle Last Suffix DOB Eligibility Info 2
3‘;’:7« smith Jake M Smith 5/411980 Relation Branch of SVC s
Current Address Self Air Force =
Participant ID SHTERATEES =
2 Address Pay Grade
Gurrent Address 456 Poplar Lane w2
456 Poplar Lane
Fredengksburg VA City State Zip Eligibility Status =
22406 United States Fredericksburg VA 22406 Active Duty =
Phone Country Closest Installation H
555.798-3196 United States Fort Carson o
DoB
/411980 Mailing Address
Address
RELATED CASES 3464 Nobel Drive
a-d
Financial Counseling oty state e ~
2122
SanDiego  CA 92122 —
>
Country =
United States =
-~
Telephone >
Home Phone Work Phone Gell Phone s
565-798-3196

Email Address
jakesmith@email.com
Additional Information

Gender
Male

Marital Status
Married

Requires Interpreter
No

Service Member?
Yes Event

Referred By

T Q@B

About MC&FP | Privacy&Security | Disclsimer | Feedback

Figure 23.2
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3. Select the applicable case.

Military OneSource

Related Cases
DASHBOARD

PARTICIPANT OVERVIEW Related Cases

Name 3 g d s 3
Jake M Smith 267 Crisis 8/3/2012 8/3/2012 10:36:07 AM Closed
Participant ID

5 215

AN/ ML0/ SIS

Crisis 8/7/2012 8/7/2012 8:43:49 AM Closed

Current Address 319 g Financial Counseling " 8/13/2012 8/14/2012 9:20:12 AM Active
456 Poplar Lane 79

Fredericksburg , VA —
22406 United States

8/14/2012 8/15/2012 12:48:46 PM Active

Phone
555-798-3196

SIVA 43434 WYy90dd

poB
5/4/1980

Specialty Consult: Adoption

RELATED CASES

Adoption
Financial Counseling

SISY) 031138

oo OO E
About MCSFP | Disclaimer | Eeedback USA.govr. (o)

Figure 23.3

4. Click on Add Contact Note

Military OneSource

Specialty Consult: Adoption Case ID: 379 (Active)
DASHBOARD i Yy s i LR

ARTICIPANT OVERVIEW Handoff Type  Assignedto  Urgent Handoff Notes.

Interpreter Requested

Participant ID
) Adoption Selections

Current Address

al Counsefing

Contact Notes add

s et e coes Ty OO

Figure 23.4
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5. Enter the note’s details and click Done

Figure 23.5

The note will be added to
the Contact Notes section
of the case for the case

manager to read.

Your name and the date
and time that you entered
the note will automatically

be added to the entry.

DASHBOARD
PARTICIPANT QVERVIEW

Name

Jake M Smith
Participant ID
23

Current Address.
456 Poplar Lane
Fredericksburg , VA
22406 United States

Phone
555-798-3196
pos

5/4/1980
RELATED CASES

Adoption
Financial Counseling

About MC&FP

Military OneSource

Handoff Type  Assigned to
Warm Handoff  Kim Mathieu

Interpreter Requested
No

Adoption Selections
Counseling

Specialty Consult: Adoption Case ID 379 (Active)

Urgent Handoff Notes
No

<
=
<
=

Date and Time of Call: Tuesday, August 14, 2012 2:04 PM

Contact Notes add

SIVA 3434 WY49004d

» 1 Kim Mathieu 8/15/2012 12:48:46 PM

SISV 031v13d

| Diselaimer | Eeedback

T O OB

Figure 23.6
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