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This document is designed to be used as a simple step-by-step guide on how to use the Conference
Assistance Management System (CAMS). The four main features covered in this guide are:

1. Searching for a client

2. Creating a new client record

3. Creating a new interaction, and
4

There are two CAMS environments; the training environment, which is the one we will use during the
training session. It's called the Sandbox, and it looks like this:

SANDBOX

When we are using the training environment, we are not looking up real people or creating real
records. It is simply there to help us learn how to use the system.
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There is also the live system, which is the one you'll be using when you are doing your actual work.

This is the system where you will enter details of the people you assist and this will create records.
The live or ‘real’ system looks like this.

< (2] Show Chart {3 Edit Records t New () Refresh R Email a Link v Run Report

You can access the training system by clicking on this link here:

https://svdp-trn-crm-02.crm6.dynamics.com/main.aspx?appid=2ff23c3e-0f47-4500-8119-
10f62bbf8647 &pagetype=entityrecord&etn=svdp camsinteraction&id=d87f9b5 1-0fc9-ed11-b596-000d3ad1400f

You can access the live system by clicking on this link here:

https://svdp-prd-crm-02.crm6.dynamics.com/main.aspx?appid=2ff23c3e-0f47-4500-8119-
10f62bbf8647 &pagetype=entitylist&etn=contact&viewid=f79ef9fd-5172-eb11-a812-000d3acbab44&viewType=1039
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Once you log into CAMS, you'll see a page that looks like this. This is called the home page because
it is the page you’ll always start from when you want to look someone up to see if they’re in the
system or enter a new person into the system.

Dynamics 365 CAMS Conference SA N D B OX

= %] Show Chart <3 EditRecords - New [ Deactivate () Refresh | visualize this view ) Email a Link | Run Report
M Home . . .
Active Contacts (CAMS Conference) - T3 Edit columns 5 Edit filters Quick find
@ Recent AV
ﬁ T ~ D Eab First Name v Middle N... v LastNa.. T v Also Kno... ¥ Date ... ¥ Mobile v Landline ¥ Centrelink... ¥ Street 1V City v v
Clients MARIA BROWN 8/06/... XXX Grosvenor Pla... 1
|| 9 Contacts Deborah Madden - Duplicate 8/06/... DA0XXXX... 040X0XXXXNK 42C Clifton 2
&s Interactions Jonathan Ellison - Duplicate Jonny 8/06/... 040XXXX... 040XCOXXXX 26 Barrier ... GREGQORY HIL... 2
Reports Miraim Ali - Duplicate 8/06/... D40XXXX... 040X0XXXXXX 56H Secret Str... Secret City 2
Operational Report Steven James - Duplicate 8/06/... 040XXXX... 040XXXNXXX Brookvale 2
o : Caterina Lagrazia 30/07... 433448132 20106073... 131B Min... Greenacre 2
ociety People
e Gregory Mansell 8/06/... D40XXXX... 040XXXXXXX 60 Denma.. KEW 3
=2 Departments Jeffrey Read 8/06/... DA0XXXX... 040X Redfern 2

The first step you do when dealing with a new client is check to see if they are in the system
already. You can do this by following these instructions:
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In the top right-hand corner of the home page. You'll see a box that says ‘Quick find’. You can use this
search for clients to see whether or not they are already in the system. You can enter their:

A9 + Y & ?
« City, street name or postcode

| ~ fu] RunReport v i » Conference Client Code

> * Date of birth
mns Y Editfters Quick find . Email

* First, last, middle or full name

trelink... v Street1v City v v « Landline or mobile no.
Grosvenor Pla... 1 * Reference Nno.
Clifton )

The relevant search results will appear based on your search query. If a name is common, like
John Smith, CAMS will produce multiple results.

D Egﬁ First Name T v~ Middle N... v Last Name T ~ Date of Birth v Relationship T... v Gender v Mobile v
John Smith 27/02/1990 Person We ... 04123654...
John Smith 6/05/1977 Contact Man or... 04125896...
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Take your mouse over the name of the client and double click on the client whose file you wish to see.
Hovering the pointer anywhere on the row will make it turn grey. Clicking on the row will make a blue
tick appear.

B06,/ 1803 Person 'We ... bdan or...

19081966 Person We ... Mot st

2071041982 Person We ... bdan or...

John Smith -seves If you think this is the person you want, you can
Basic Details Notes & Alerts  Interaction History ~ Related CIICk the mouse tW|0e on that row and It WI” Open
e Knoun As up a new page with that person’s details. You'll

be able to tell from the basic details that this is
the person you're looking for. If there is no client

Gender Male

preotan e matching the details you've typed in, you will see
Centrlink (CRN) a message that reads:

Language at Home Hindi

Country of Birth India NO data aval |ab| e

Residential (visa) . . . H

Australlan If you see this, you can create a new client.
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Once you see a client is not yet in the system, you can go ahead and create that client. The
information you need to enter is very similar to the information that you find on an A/B form, as the
sections of the form have been designed to match the fields in CAMS. Just follow these steps.

MS Conterence D/‘\ | \I |.

(%] Show Chart €3 Edit Records w, Deactivate () Step 1

search Results - Click “+ New’ in the top section of your screen.
T & rsame 1 e n ~ Lot hame T+ This will open up the first Tab called ‘Basic
Details’. You'll see two columns, one down the
left side of the screen, and one on the right side
John Smith of the screen.

John Smith

John Smith
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If you click on any of these Tabs that have the red arrow pointing to them, these fields will open up.

New Contact - Unsaved T a b S In Progress v

Contact - CAMS Conference Client Status

Basic Details Notes & Alerts  Interaction History

Right-hand Column

Personal Details Left-h a n d co I u m n Client Status
Middle Name

Privacy Details

Last Name
All personal information contained in my appfication will be collected and used

as set out in the privacy collection statement.

Also Known As

Gender
Date Privacy

Date of Birth * - Information |
Discussed

H i
Centrelink (CRN) How was privacy
consent captured?

Language at Home

Country of Birth . Alerts
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details

We’'re going to start with the Basic Details Tab. This will create a basic profile. You only need to enter
the basic details of a person to create a basic profile. There is a quick way to know which details you

need to enter. You just need to go to the top right-hand corner and click on the tab that says
‘Completed’. The fields you need to complete will appear in red.

Step 2: Click on ‘Completed’ tab.

Client Status

Client Status Completed

NB: The ‘Completed’ tab is normally used when we are sure we have completed the client’s
details. The ‘Completed’ must be clicked before you move on to record interaction details. If you
don’t have all the details you need to complete a profile, you would click on ‘In Progress’.
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2. Creating a' new client — Filling in the P/
mandatory fields
Step 3: Fill in the left-hand column. Fields marked with the red asterisk (*) are mandatory. You will

not be able to save the client file without filling in those fields. You will see all Mandatory fields only if
the Client Status is set to ‘Completed’.

Basic Details MNotes & Alerts  Interaction History

Personal Details Mﬂﬂdﬂtﬂr}’ Field Client Status
First Name Camilla SR S

Last Mame ) Cabello

Privacy Details

NB: The ‘Completed’ tab is normally used when we are sure we have completed the client’s
details. The ‘Completed’ must be clicked before you move on to record interaction details. If you
don’t have all the details you need to complete a profile, you would click on ‘In Progress’.
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options

As you enter client details into system, you
sometimes come across fields with multiple
options and you have to select one. An
example of this is the ‘Language at Home’
field. When you hover over the fileld, ‘Look

' o for Language at Home’ will appear. When
| Select by clicking you start typing the first letters of a word like
‘English’, the whole word will appear. You

should do this for any field that has a
magnifying glass.

Multiple options can also appear as
a drop-down box with an arrow at the
top right-hand corner. In this case,
click on the arrow, and scroll down
the list until you see the option you
want and click on it. This will fill in
that field for you.
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Accommodation type also requires use of a drop-down menu.

Accommodation Details

Accommodation *
Type Look for Accommodation Type /O

CAMS Accommodations

Rough sleeping — street or park or car or tent

or improvised dwellin A4
Current Address (5] P 9 , Scroll down
Homelessness / Temporary accommodation the drop-down
list to see all
Postcode Looku * .
P Emergency accommodation — crisis or Accomodation
. Types.
[¢3] temporary accommodation or refuge v

Homelessness / Temporary accommodation
Local Conference *
Caravan — caravan or cabin
& Homelessness / Temporary accommodation

{ New CAMS Accommaodation Advanced lookup
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To enter a person’s current address, you should start with the postcode. If the person is sleeping
rough or in transitional housing, this is all that is required. Full addresses are mandatory for private

rentals or non-temporary housing. The local Conference is also a mandatory field.

Current Address

Enter the client's
Postcode Lookup " 2480 - East Lismore < [ ostcode

| Type the name of your
Llsmore‘ * Conference starting

) N
Local Conference with suburb

Division Services

o Lismore St Carthage's Conference
’=  Lismore Central Council

Household Details

I New Division Service Advanced lookup
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\\V\_:ﬂ g waorkS

Before you can complete a basic profile, there are two more things to look at. The first is whether
there are any alerts, and also if this needs to be a private profile.

Some records need to be kept private,
even from other members. These are
records about people with special
circumstances who, for some reason,
may need to keep their identity private.

An alert is a communication tool for members.
They appear on the right side of the screen. They
are to notify other members if there are things to be
aware of, for example, if the person is aggressive,
or if there are a lot of stairs at the property. Some
alerts are quite serious, but others are just for
information.

Private Record

This will limit the access of the details for the client
profile to only users with admin privileges

Private Record (@ No
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The final things you need to do is complete the privacy statement field by entering a date on which
you gave them the privacy statement, indicate if they consent to be contacted for research, and click
yes on the declaration. These fields are all mandatory. You can now click on the ‘Complete’ tab and
save.

Declaration Privacy Details

-

{-\Ll Information that I have provided to The Society as part of this application All personal information contained in my application will be collected
Is true and correct. and used as set out in the privacy collection statement.

| acknowledge the *
above Q ves
Date Privacy *
Research Information -—-
Discussed
Would you be willing to be contacted for future research projects to improve our
understanding of client needs and experiences? How was privacy *

consent captured?

" N
contacted Yes
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You will have noticed that the page you are looking at has a tab called Notes and Alerts. While
alerts are not mandatory, it's a good idea to use this function if there is something you think other
members need to be made aware of. Case notes are also important, as they contain extra
information that can’t be quickly be recorded on the form. Let’s start with alerts.

New Contact - unsaved Quick Create: Alert 5
Contact - CAMS Conference

Basic Details Notes & Alerts Interaction History  Files Alert Category

Alert Type

Expiry Date -
Add Alert o
everity —

& Person We Assist

Alerts

Description

Alerts differ in severity and the severity is a
subjective choice. You can create an alert by
clicking on the ‘Add Alert’ button. CAMS will then

display a window that looks like this: ='> Cancel
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You'll need to put in some details about the alert, including the category.

« Alert category is mandatory. Click on the magnifying glass and choose what category of alert it
Is. It could be financial, legal, related to the accommodation or other.

« Alert type is not mandatory, but it will give you more options to choose from

« Expiry date is not mandatory.

« Severity is mandatory. You can-choose from low, medium or high.

« Person we assist is locked. Don'’t enter anything there.

« Description is not mandatory. This is for extra information that relates to the alert.

You can also add some notes at this stage in the Notes section. Click on Add Note and a form will

pop up. NB: You can only add a note if you have saved the client record. Click on Save at the top of
your screen.

Add Mote
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You can now press Save and Close at the top of the record.

CAMS Conference

@” Save & Close )&« New Interaction

Camilla Cabello - Unsaved
Contact - CAMS Conference

Basic Details Notes & Alerts  Interaction History R

NB: if any information is missing, the system will tell you by displaying a notification message on
the top of your screen in light red. It will also tell you which fields are missing. Click on the
message and it take you directly to that field.

<& [ Save @ Save & Close & < o Save @ Save & Close
® You have 2 notifications. Select to view. ® You have 2 notifications. Select to view.

® Mobile : Required fields must be filled in.
Camilla Cabello - unsaved

Contact - CAMS Conf ® Date of Birth : Required fields must be filled in.
ontact - onrerence
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If the client is an existing client, you won't need to create a new profile for them, but you may need
to update some details, either because they have changed, or because they offer new information
that isn’t mandatory, but should still be included to give members a better picture of the client’s
circumstances. You should always check to see if basic details like phone numbers, addresses and
other contact details haven’t changed, and update them in the ‘Basic Details’ section of the profile.

Middle Name

Last Name

Also Known As

Gender

Date of Birth

Centrelink (CRN)

Language at Home

Country of Birth

Kaylee (Davis) - unsaved
Contact - CAMS Conference

© (Davis)

Female

*  8/06/1803

& English

@ Australia

You should also remain alert to things that may be said
during the conversation that you may want to put in the

Basﬁc Details Notes & Alerts  Interaction History ~ Related v ‘nOteS’ SeCtIOn. ThIS mlg ht be Somethlng abOUt Why they

are calling this time, any history they might mention that
isn’'t already there, or anything a member may wish to

know.
Add Note
4+  NewCAMS Note () Refresh
Subject v Created By v Created On
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When you were creating the client, you would have noticed a Tab to the right of the Notes and Alerts
Tab that reads ‘Interaction History’. On a new client profile this will be blank because you won'’t
have had any interaction with them yet. But as we deal with the client, we will have to give more
details. After the client profile has been saved, you can begin to do this.

D () Save ﬁJ Save & Close { & Mew Interaction D Deactivate &, Ass an

Camilla Cabello -szveo D\
Contact - CAMS Conference 1

Basic Details Motes & Alerts  Interaction History  Files  Related

The header will already have key details about the client this interaction is linked to and what
stage itis in. Fill out the necessary fields marked by a red asterisk in the following order.

New Interaction - Unsavec Camilla Cabello  Wagga Wagga St Clare's Care & Support Conference  Sharon Settecasse

Contact Conference Owner

nteraction ID

Client Details  Interaction Details Interview Details  Notes and Circumstances  Assistance and Referrals  Files

Interaction Details@ ( ) ( ) ( )

Supporting

.g 0
Conference / Centre == Wagga Wagga St Clare's Care & Support Conference
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details

Before you fill out the interaction details, it’s a good time to check and see if any of the client’s
details have changed, like their address or phone number. If you need to do an update, go to the
field that needs updating, enter the new information, and press ‘Save’ in the top left-hand corner. If
the profile is ‘in Progress’, you must change it to ‘Completed’ All records that have recently been

moved or migrated from Excel, GKO or other previous data systems will be ‘in Progress’

New Interaction - Unsaved

Client Details YInteraction Details  Interview Details  Notes and (|

Contact Required fields

& Contact (Full details
editable by clicking Camilla Cabello
contact name)

Contact Information

First Name " Camilla
Middle Name
Last Name * Cabello
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details tab '

The information entered in this tab is about who initiated the interaction and where the initial contact occurred. The
“Supporting Conference/Centre defaults to the Conference the client is linked to. (See below how to change this if
you are assisting a client in a one-off situation.)

The default selection for who initiated the contact is the client. Change this by pressing the down button to show
other options. If the contact was initiated by the Society eg Vinnies store, other Conference OR a referral For EG:
friend/family, another organisation, an agency etc.

Select where the initial contact occurred. Did they phone to request assistance, did they walk into the centre or
office? :

Client Details ( Interaction Details ) Interview Details  Notes and Circumstances  Assistance and Referrals  Files

\________—___/

Interaction Details

Supporting o lare’ P
Conference / Centre 1. Wagga Wagga St Clare's Care & Support Conference
Initiated by “ | Client (| -
St Vincent de Paul
B Interaction ID
Referral
Method of *
| S S R
Interaction
Interaction Date *14/06/2022
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?,. Creat!ng a new interaction — save the e ks
Interaction

Interaction Status: Keep this at “In Progress” until all interaction information has been entered.
Select “Cancelled” if the client or a member does not wish to proceed. Please note that you MUST
click on “Completed” to close an interaction and mark it as completed and done in the CAMS
system. This should be done after you have entered all details, including assistance given and

referrals, which we will come to later.

Interaction Status

CLICK “SAVE” TO CREATE THE INTERACTION
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3. Creating a new interaction —sending a o works
notification

Once you have created an Interaction, you'll be asked if you would like to send a notification to
anyone else. Most of the time, this will be a ‘yes’ because you will want somebody else to know
the details of any interviews you are setting up. In this instance, you’ll only be able to send to a
Vinnies email account, and this needs to be captured in the CAMS system. If there is no email
account, a notification can’t be sent.

tails  Interaction Details

Step 1. Click on ‘yes’ to send
notification.

Step 2. Click on the names of the
members and/or volunteers you wish e testcation;

to send a notification to. @“
Step 3. Press ‘Save’

Step 4. Send notification.

T

Step 5. Press ‘Yes' to confirm.

VINNIES REBUILDS RESTORES RENEWS



	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24

